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Chapter Guide

This manual is divided into three chapters:

Chapter 1: HotDocs Developer Tutorial Lessons

This chapter contains lessons for creating text-based templates, or templates you
automate in your word processor. Each lesson is self-contained and can be
completed in short blocks of time.

Chapter 2: HotDocs Automator Tutorial Lessons

This chapter contains lessons for creating form-based templates, or templates you
automate using HotDocs Automator. Like the tutorials in Chapter 1, these lessons
are self-contained and can be completed in short blocks of time.

Chapter 3: HotDocs Database Connection Tutorial Lessons

This chapter contains six short lessons that teach you how to integrate your
templates with a database.

For further documentation on HotDocs, see the Quick Start Guide at
help.hotdocs.com and the HotDocs Help, which you can access from any HotDocs
Help menu.



Chapter 1: HotDocs Developer Tutorial

Overview

The lessons in this chapter introduce you to important concepts and features avail-
able in HotDocs. Because of the work you do in these lessons the procedure should
be familiar when you begin automating your own documents, allowing you to focus
on your documents, not HotDocs.

These lessons are short and are structured so you can complete each one in separate
sessions. This allows you to learn HotDocs in the spare minutes you have during
the day. You do not need to dedicate a large block of time to using the tutorial.

You should complete all of these lessons in order. In these lessons:

* You will learn how to create template libraries and add templates to them.

* You will learn how to create a new template and replace text in it with answer
field tags, called variables. You will then learn how to group related variables
into dialogs so that questions can be presented to users in logical groups.

* You will also learn how to create variables that perform simple as well as
complex calculations.

* You will learn how to make sections of text in a template conditional so the text
will be merged in the assembled document only when it is needed.

» Finally, you will learn how to repeat variable fields so a user can enter lists of
answers.

In Chapter 2, you will complete a tutorial that teaches you how to automate form
templates using HotDocs Automator.

-——Caution-----—------ -
The documents used in these tutorials were drafted to suit the purposes of the tutorial.
They are not provided as valid legal documents.

What is HotDocs?

In your day-to-day routine, you may need to create custom documents for clients
or customers. Without HotDocs, you must manually search through the document
and replace the text that needs to be changed with the new information. This
process can be time-consuming and error-prone.

Using HotDocs, however, you can transform any document into an interactive
template by marking changeable text with HotDocs variables. Then, the next time
you want to create a custom document, you can assemble the interactive template
you’ve created. As you do this, you will be prompted for the information needed in
the document and that information will be merged into the document.
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Virtually any document in your workflow can be converted to a HotDocs template,
including lengthy and complex documents. Using HotDocs, you can compile an

invaluable repository of special language, unique clauses or terms, correspondence,
and more.

The following diagram shows the HotDocs process, from template development to
document assembly:

e ™
Original HotDocs HotDocs
Documents Developer Templates

Template Developer
\.

-~

~

Completed Documents
and Answer File

HotDocs Developer LE,
User, or Player

End User Answers Interview

O
0=

End User
- 4

W

P
|

By completing the various tutorials in this guide, you will learn how to use HotDocs
to transform documents you regularly customize for clients into HotDocs
templates.



Lesson 1: Assemble a Document

Lesson 1: Assemble a Document

Overview

Before you learn how to automate a template, it is a good idea to see how an already-
automated template is used to assemble a custom document.

There are two types of templates with which you work in HotDocs—text templates
and form templates:

» Text templates are automated in a word processor,
such as Microsoft Word or WordPerfect. As you
automate a text template, you indicate in the text
where users” answers should be merged. When you
assemble a text document, you save the document as
a regular word processor file. You have all of the
editing capabilities that are included with word pro-
cessor files.

» Form templates use a Windows program (such as a
form design program) to create a static form, or one
in which the user will not be able to change or
modify the underlying text. Once designed, you
then use HotDocs to create a PDF version of the
form. Finally, you use HotDocs Automator to place
fill-in fields on the form where users” answers will be
inserted. (An IRS form is a good example of a form.)
When you assemble a form document, you can view
the assembled document in either HotDocs Filler or
a PDF viewer. You will assemble and automate a
form template in Chapter 2.

When you use HotDocs to assemble a document, HotDocs presents a series of ques-
tions you must answer in an interview. Your answers are then merged into the
assembled document. Once all of the answers are provided and you have verified
that the document is correct, you can print the document or save it to disk. You also
can save the answers you've provided in an answer file, which you can reuse to
assemble other documents.
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The following diagram shows the assembly process:

Answers HotDocs Interview Completed Document
and Answer File

A

Start HotDocs and View a Template Library

To start the tutorial, you must first open the HotDocs template library.

A template library allows you to manage a collection of template files associated with
a specific project or area of business. Using the tools available in the library, you can
edit templates, assemble documents, and access other HotDocs tools, such as
Answer File Manager, HotDocs Options, and Component Manager. Items refer-
enced in a template library act as shortcuts to the actual files on disk.

To start HotDocs

» Choose Start > Programs > HotDocs 11 > HotDocs Developer. The Tutorial
Templates library appears.

[il DOCK Tutorial Templates.hdl - HotDocs Developer EI
”Fi\e Edit View Template Tools Help

iiﬁ == | |m)'-\ssemb|a 5] New Template |7 Fdit | EEN = |+|:| = ‘%L & ‘ am @ |£ |IE I ®|

Properties Preview
HetDocs Installation Guide and Tuto

| Employment Agreement o
Employze Perzanal Dotz Tutorial Templates
| Editor/Author List
Life Insurance Application

Collection Letter
E---\Qm:lditiorlal HotDocs Tutarials

4 m 3
[FlFind : -

ChlUsers\HelliCooper HOTDOC S\ Documents\HotDocs\ Libraries\DOCX Tutorial Templa NUM
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This Tutorial Templates library you are viewing includes fully automated versions of
the templates you will automate throughout this tutorial. You may refer to these
templates for help as you complete the different lessons in the tutorial.

The template library is divided into two main panes. The left pane shows a list of
the items referenced in the library. These items can include folders, templates, clause

libraries, or other files.

: \ﬁ HotDecs Installation Guide and Tuto
Employment Agreement
Employee Personal Data
Editor/Author List
[ Life Insurance Application
Collection Letter
3] Additional HotDocs Tutorials

<

Find :

If the Tutorial Templates library does not appear, choose Open Library
(File menu), select the library for your word processor in the default Librar-
ies folder (for example, DOCX Tutorial Templates.hdl), and click Open.

Tip: The items you see in
the left pane are not the
actual HotDocs files on your
local disk or network.
Instead, they are references
to the files, operating
similar to Windows-type
shortcuts. When you select
an item for assembly,
HotDocs follows the
assigned file path to locate
the actual template and
then opens it.
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The right pane displays two tabs of information about the selected item. If you click
the Properties tab, you can see the properties of the selected file. If you click the
Preview tab, you can preview the template’s contents.

Properties Previsw

Tutorial Templates

Assemble a Custom Document

Once you have opened the tutorial library, you can select a template for assembly.

Each time you use a template to assemble a document, HotDocs displays a series of
dialogs that prompt you to provide variable information, or information that
changes for whomever the document is being created. (Examples of variables
include names, dates, and instructions for conditional paragraphs).

Once you have entered the information the document requires, HotDocs merges
your answers and carries out your instructions to produce a finished document. The
document can then be printed, saved, or edited further.

To see how a HotDocs template produces a complete document, you will assemble
an Employment Agreement. (You will automate your own copy of this template
later in this tutorial.)



Lesson 1: Assemble a Document

To assemble the Employment Agreement document

1. From the template list, select Employment Agreement and click g7 Assemble.
The Answer File dialog box appears.

Answer File
Answer file to use with this assembly:
-

Automatically select this answer file for use with the next assembly

Send the assembled document to Microsoft Word without displaying an interview

oK Cancel

The Answer File dialog box shows a new, untitled answer file as the answer file
that will be used with this assembly. This file does not yet contain any answers.

Tip: As you assemble docu-
ments, you can save your
answers in an answer file,
which can then be reused if
you reassemble this

2. Click OK to continue. HotDocs displays the interview.

[E=N | HoR FxH)

1] Employment Agreement - HotDocs Developer

JJF\Ie Edit View MNavigate Tools Help

-] Agreement Information
- Job Information

~{3 Salary and Benefits
] End of Interview

Employee Mame

©) Male

Employee Gender
’7('_) Female

Last B | Firish JE]

-

MUM

&) | New Answer File 'l@ = @ | 50 || VagE ®| document or if you
| o o |of CaB | ‘| 1| 2 <L |~E| assemble other documents
Interview | Document Preview I Question Summary I Answer Summary | that require similar informa-
= - = tion.
Employee Infermation Employee Information

You see a list of dialogs (or groups of questions) in the left pane of the window.
These dialogs comprise the interview outline. When you click one of these
dialogs, HotDocs displays the associated questions and answer fields in the right
pane, or dialog pane.

3. At the first dialog, Employee Information, type a name in the Employee Name
answer field.
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Tip: To enter dates, you can
type the date directly in the
answer field, or you can
click the (] Calendar icon
to the right of the answer
field and choose a date
there.

10

4. Answer the Employee Gender question.

JJEiIe Edit View MNavigate Tools

Help

@'_I ”New Answer File

ez dE»E s @DYar e

Qo oo BB 3 3 ]2 2 E]

Interview | Documert Preview

I Question Summary I Answer Summary |

=] Employee Information
-] Agreement Information
-~ Job Information

T Salary and Benefits

- End of Interview

Employee Name
Michael Richards

@ Male

() Female

’—Empoyee Gender

M First H 4 Previous Net p W Last M | Finizh §E]

| -

MUM

5. Click b Next (or press Page Down) to advance to the next dialog, Agreement

Information.

”Ei\e Edit View MNavigate Tools Help

@'_I HNew Answer File

LT EEwEEED)

Lo o | o B2 @ 3= 2 3¢ 50 | B

2 |8

Interview | Document Preview

I Question Summary I Answer Summary |

E] Employee Information
T Agreement Information
T Job Information

T salary and Benefits

End of Interview

Agreement Date

(]

Company Representati
() Stephanie Hanson
1 Ed Walters

(71 Kim Schuster

Signature Date (Leave blank if unknown})

i

M First 4 4 Previous DNet p B Last M | Finish JE]

I Pl

MUM

6. Answer questions in the dialog and click P Next to move to the next dialog in

the interview outline.

As you proceed through the interview, dialog icons in the interview outline

change appearance, indicating whether the questions in the dialog are unan-

swered (3), partially answered (22), or completely answered (=1).
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7. Continue answering questions in the interview, clicking » Next to move to
new dialogs.

8. After the last dialog, the End of Interview dialog appears.

] Employment Agreement - HotDocs Developer =] ]
JJFiIe Edit View Navigate Tocls Help
@] |[Mew Answer File aEEBES@EVYErE ®|

EPET RFEE

Interview | Document Preview | Question Summary | Answer Summary |

~=] Employee Information End of Interview
=] Agreement Information
= Job Information 0 unanswered questions
=] Salary and Benefits
B =3] End of Interview

Send the assembled document to Microsoft Werd
and [ close this window.

Paste the assembled document into the open Microsoft Word document
and [ close this window.

[5| Choose which buttons are displayed on this dialog.

M First #d A Previous [ed p W Last W | Fini;h@
I -

MNUM

The End of Interview dialog gives you options for working with the assembled
document. For example, you can send a copy of the assembled document to the
word processor.

Preview the Assembled Document

Once an assembled text document is sent to the word processor, the document is
no longer associated with HotDocs. This means that if you change any text in the
document, including any text that was merged because of answers you entered
during the interview, the changes are only reflected in that document—not the
template or the answer file. Because of this, you should always review assembled
documents for accuracy before sending them to the word processor.

You can review a copy of the assembled employment agreement at the Document
Preview tab of the HotDocs assembly window.

11
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To preview the assembled document

= At the assembly window, click the Document Preview tab. The assembled
document appears.

4] Empleyment Agreement - HotDocs Developer EI@
File Edit View Mavigate Tools Help
o} ”NewAnswerFiIe ']'@ 157 | BHS |@ | & v @
| | | |
Intenview Document Preview | Question Summary I Angwer Summary |
EMPLOYMENT AGREEMENT H

This Agreement. by and between Hobble Creek Publishing and Michael Richards. is made and entered
into this first day of Movember, 2012. The partizs recite that:

A. Hobble Creek Publishing is engaged in the business of publishing books and magazines. and maintains
business premises at 1265 W. Canyon Plovy, Mapleton, UT 84210,

B. Michael Richards is willing to be employed by Hobble Creek Publishing. and Hobble Creek Publishing
is willing to employ Michael Richards. on the terms and conditions hereinafter set forth. For the reasons
set forth above, and in consideration of the mutual covenants and promises of the parties hereto, Hobble
Creek Publishing and Michael Richards covenant and agree as follows:

Agreement to Employ and Be Employed

Pl [

H Beginning Next |p End M

MUK

The Document Preview tab shows all of the answers you entered during the inter-
view merged into the document.

Because of technical restrictions, HotDocs cannot display the actual word processor
document. Instead, it uses a third-party application to render the text of the template
or document in RTF format. This means that Word templates or documents are pre-
viewed fairly accurately because they are in a format that can be displayed in RTF.
Some of the formatting may be different, but, for the most part, it is a good represen-
tation. However, because WordPerfect text can't be converted to RTF at the time the
document is displayed, the application is only able to display the text in plain format.
In either case, however, the actual text in the template or document is correct. And,
once you send the assembled document to the word processor, the document will
appear exactly as designed.

Edit Answers at the Document Preview Tab (Word Users)

If you are using Microsoft Word, you can change answers while viewing the
Document Preview tab. When you edit an answer, any other questions affected by
the answer are likewise updated.

If you are using WordPerfect, Skip to Send the Assembled Document to the Word
Processor (page 16).
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To edit an answer in the document

1. Ifanswers aren’t already highlighted (or marked as blue) in the document, click
the &£ Highlight Answers button in the assembly window toolbar.

2. In the first paragraph of the document, double-click the answer for the Tip: You can also right-click
employee’s name. The Employee Information dialog appears in a pop-up inter- the answer and choose Edit

. Answer from the shortcut
VIEW. menu.

] Empleyee Information
LY
Employee Name

Michael Richards

’7Employee Gender

@ Male
() Female

M Fist 4 Previous Net b B Last M | Finish )]

1 »

3. Change the answer in the Employee Name field.

4. Click % Finish. The pop-up interview closes and all references to the employee’s
name are updated with your new answer.

1] Empleyment Agreement - HotDecs Developer EI
J_Ifile Edit View Mavigate Tocols Help
LI_?] ”NewAn;werFlIe ']'@ = A | [ B3 |@ |AE.: & [ @‘
o |t D Hi-E]
Interview Document Preview | Question Summany I Ansgwer Summary |
EMPLOYMENT AGREEMENT H

This Agreement. by and between Hobbla Craek Publishing and Jichael L Richards is made and antered
into this first day of Movember, 2012, The parties recite that

A Hobble Creek Publishing is engaged in the business of publishing books and magazines. and maintains
business premises at 1265 \W. Canyon Pkwy, Mapleton, UT 84210,

B. Michael L Richards is willing to be employed by Hobble Creek Publishing. and Hobble Creek
Publishing is willing to employ Michael L. Richards. on the terms and conditions hereinafter set forth. For
the reasons set forth above, and in consideration of the mutual covenants and promises of the parties
hereto, Hobble Creek Publishing and Michael L. Richards covenant and agree as follows:

Agreement to Employ and Be Employed

« 3
M Beginning 4 4 4 Previous MNext b W B End M
Toggle rescurce pane on/off MUM

13



Chapter 1: HotDocs Developer Tutorial

Conclusion

You are now finished with this lesson. In it, you learned how to assemble a
document from a HotDocs template.

In Lesson 2, you will create a new library.

If you are not continuing on to Lesson 2 at this time, close HotDocs by choosing
Exit from the template library File menu.

14



Lesson 1: Assemble a Document

Send the Assembled Document to the Word Processor

Now that you have completed the interview and previewed the assembled docu-

ment, you can send a copy of it to your word processor.

To send the document to the word processor

1. At the assembly window toolbar, click the [# Send Document to Word Proces-
sor button. HotDocs opens the word processor and displays the complete doc-

ument.

Documentl [Compatibility Mode] - Microseft Word

Wi~ o=

B 4| Arial -12 - =
o B Uk x| B
Paste P

S WA A A
Clipboard 1=

Insert Page Layout References Mailings Review View Add-Ins

Emphasis Heading 1

& 2

Font Paragraph Styles

HotDacs

4a35CcD: AaBb( 4aBbCDe

T Mormal

Styles =

M s

— Change | Editing

Y 7]

B

Qs

EMPLOYMENT AGREEMENT

b &7

This Agreement. by and between Hobble Creek Publishing and Michael L Richards, is made and entered
inta this first day of November. 2012. The parties recite that

A Hobble Creek Publishing is engaged in the business of publishing books and magazines. and
maintains business premises at 1263 W. Canyon Pkwy, Mapleton, UT 34210.

B. Michael L. Richards is willing to be employed by Hobble Creek Publishing. and Hobble Creek
Publishing is willing to employ Michael L. Richards. on the terms and conditions hereinafter set farth. For
the reasons set forth above. and in consideration of the mutual covenants and promises of the parties
hereto, Hobble Creek Publishing and Michael L. Richards covenant and agree as follows:

Agreement to Employ and Be Employed

Hobble Creek Publishing hereby employs Michael L Richards as f at the above-mentioned premises, and
Michael L. Richards hereby accepts and agrees to such employment. Michael L. Richards is scheduled to
beginwork November 3, 2012,

Description of Employee’s Duties

Subject to the supervision and pursuant to the orders, advice, and direction of Hobble Creek Publishing
Michael L. Richards shall perform such duties as are customarily performed by one holding such position
in other businesses or enterprises of the same or similar nature. Specific job duties shall include ff.
Michael L. Richards shall additionally render such other and unrelated services and duties as may be

“« o owd

assinnad tn him fram tima ta tima by Habhls Crask Puhlishing

4 | 1l ]
Page:1of2 | Words: 801 | ”é]@@ E E 100% 'E,' U {(+)

Tip: Windows Vista users
may need to click the docu-
ment’s icon on the Windows
taskbar in order to view the
document.

When the document is in the word processor, you can print, save, or edit it. For
the purposes of this tutorial, however, you will simply view the document and
then close the word processor without saving the document.

2. Close the word processor document. Do not save it.

3. At the HotDocs assembly window, choose Close (File menu). When HotDocs
prompts you, don’t save your answers or a copy of the assembled document.

You are now finished with this lesson. In it, you learned how to assemble a text
document. You also learned how to preview the assembled document before
sending it to the word processor.

In the next lesson, you will begin automating your own version of the employment
agreement.

If you are not continuing on to Lesson 2, close HotDocs by choosing Exit from the
template library File menu.

15



Chapter 1: HotDocs Developer Tutorial

Tip: By default, template
libraries are created and
saved in the Docu-
ments\HotDocs\Libraries
folder. You can change the
default folder at HotDocs
Options.

16

Lesson 2: Create a New Template Library

Overview

When you start HotDocs, the template library appears. It is from this window that
you begin most tasks in HotDocs, such as creating templates, choosing templates
for assembly, and so forth.

The template library itself represents a collection of files you use to create custom
documents for your clients. This collection can include text templates, form
templates, clause libraries, word processor documents, HTML pages, and PDF
documents.

When working with a template library, you should understand that files listed in a
library act like shortcuts to the actual files on disk. This “virtual” organization of
files provides an easy way to organize and manage the files you use in your practice
or business. For example, even though template files can all be saved to the same
common folder on disk, within the library, you can organize them into unique
folders. Say you are creating an estate planning library. You can create three separate
folders in the library, like Wills, Trusts, and Other Documents.

Start the Tutorial

If you are continuing immediately from Lesson 1, skip the instructions for starting
HotDocs and proceed to “Create a New Template Library.”

If you closed HotDocs at the end of Lesson 1, complete the following steps.

To start HotDocs

» Choose Start > Programs > HotDocs 11 > HotDocs Developer. The Tutorial
Templates library appears.

If the Tutorial Templates library does not appear, choose Open Library
(File menu), select the library for your word processor in the default Librar-
ies folder (for example, DOCX Tutorial Templates.hdl), and click Open.

Create a New Template Library

You will create a new template library to organize the templates you will automate
throughout this tutorial. (If you ever need to refer back to this tutorial library,
simply open it using the 5 Open Library command.)
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To create a new library

1.

At the existing template library, click the iZj New Library button. The New
Library dialog box appears.

In the File name box, enter My Test Templates. This is the name of the file
that will be saved on disk.

Click in the Title box. HotDocs suggests My Test Templates as the title. This
is correct.
Mew Library @
Eile name:
My Test Templates.hdl
Title:
Description:

The title is a required property that is used to identify the library. It is assigned
to the top folder in the library.

In the Description box, type These are the templates I automated while
learning how to use HotDocs.

New Library o ==
File name:

My Test Templates, hdl

Title:

My Test Templates

Description:

These are the templates I automated while learning how to use HotDocs

[ OK ][ Cancel ]

The Description is an optional property that can provide additional informa-
tion about the library. It appears in the Properties tab of the library.

Click OK. The Tutorial Templates library is closed and the new library is

created.

In the next part of this lesson, you will add templates to the library list.

Add Existing Templates to the Template Library

During this tutorial, you will use three different templates. You will add two of these
templates, which have already been created for you, to the test library now. (The
third template you will create in the next lesson.)

17
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To add a template to the library
1. Click on the top folder (My Test Templates) in the library.

[E=3 Hoh T

[ﬂ Iy Test Templates.hdl - HotDocs Developer

”File Edit View Template Tools Help

B s a |$:|Assemble 5] New Template

My Test Templates

Description:
These are the templates I automated while learning how to

EICED)

7 Edit | | |4 B | @

use HotDocs

[F1Find : -
NUM

For Help, press FL

2. Click the ¥]Add Item button. The Add Item dialog box appears.

Add Iter
Type: |Text Template - ]
Eile name:

Title:
oL

Description:

Click the 3 Browse button next to the File name box. The Add Item File

Tip: These files are found in 3.

your default Templates .

folder, which is Docu- Name dialog box appears.

g7 eg tsf \H IottD ocs\Templates 4. Select Personal Data.docx (Word users) or Personal Data.wpt (WordPerfect
efault. . .

y users) and click OK. You are returned to the Add Item dialog box.

7)

Add Itern

Type: [Text Template

File name: _

Personal Data, docx

Title:!
Employee Personal Data aE
Description:

[o]4 ] [ Cancel

18
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5. Click OK. The file is added to the library.

['grl Iy Test Templates.hdl - HotDocs Developer EI

JJFlIe Edit View Template Tools Help

B 5 S |daasemble T NewTemplate E Edit |of G2 & |8 ¥ |4 B @ & & |D |4 & ®|
B Iy Test Templates m

Employee Personal Data

File name:
Personal Data.rtf

File type:
Word RTF Template

File path:
CAUsers\HolliCooper.HOTDOCS\DocumentsyHotDocs\Templa

[FFind : -

ChiUsers\HelliCooper HOTDOCS Documents\HotDocs\ Terplates\Personal Data.rtf MNUM

You will automate this template later in this tutorial. Tip: If you need to move a
file in the list to a different
location, you can click it and
dragitup ordown in the list.

On Your Own The horizontal bar that

appears indicates where the

file will be placed when you
release the mouse button.

Add the template Editor List.docx or Editor List.wpt to the library. Follow the

instructions in the previous section if you do not remember how to do this.

In the next lesson, you will create a new template and add it to the library.

Conclusion

You are now finished with this lesson. In it, you learned how to create a new
template library. You also learned how to add existing templates to a library.

In Lesson 3, you will create a new template.

If you are not continuing on to Lesson 3 at this time, close HotDocs by choosing
Exit from the template library File menu.

19
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Lesson 3: Create a New Template

Overview

When you create a template, you must specify what text will be used in the template.
For example, you can either use text from an existing document as the basis for the
template, or you can create a new, empty template and just add the text as you
automate it. For this lesson, you will use text from an existing employment agree-
ment.

When the template is created, special HotDocs toolbars are added to the word
processor window. Automating a template in the word processor lets you use all of
the functionality of the word processor, while also providing full HotDocs function-
ality through these custom HotDocs toolbars.

Once you have created a template, you can use HotDocs template-building features
to automate the template.

The next several lessons teach you how to create and automate an Employment
Agreement template like the one you assembled in Lesson 1.

Start the Tutorial

If you are continuing immediately from Lesson 2, skip the instructions for starting
HotDocs and proceed to “Create the Template.”

If you closed HotDocs at the end of Lesson 2, complete the following steps.

To start HotDocs

= Choose Start > Programs > HotDocs 11 > HotDocs Developer. The Test
Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

Create the Template

You will now create the Employment Agreement template. You will use an existing
document as the basis for the template.
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To create a template
1. In the My Test Templates library, click on the My Test Templates folder.

@] My Test Templates.hd - HotDocs Develop = =R

”File Edit View Template Tools Help
g Assemble 5] New Template [ Edit |4 2 @ [H] € |4l B |@ & |3 |a @‘

Properties Preview

N e ———
——
21 Editor/Author List
My Test Templates

Description:
These are the templates I automated while learning how to
use HotDocs

[FIFind : -

Ch\Users\HolliCooper HOTDOCS \Documents\HotDocs'\Libraries' My Test Templates.hd MU

2. Click 7] New Template. The New Template dialog box appears.

New Template (-5 |l
Type: [Word DOCX Template {.docx) v]
File name:

Title:

Description:

Initial contents

@ Empty

() Current open word processor document
() Other file:

&

21
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3.

Tip: Template titles and 6.
descriptions help the user

identify the template at the
HotDocs library.

7.

Tip: If you performed a 8.
custom installation, the
document will be located in
the default Documents
folder you specified during
installation. Use your com-
puter’s Find command
(Start > Search > For
Files or Folders) if you are
having a difficult time
finding the file.

22

Select the type of template you want to create from the Type drop-down list.
Base your selection on which word processor you have installed. For example,

to create a Microsoft Word template, select Word DOCX Template.
MNew Template @

Type: |Waord DOCX Template {.docx) -

- Word DOCX Template {.docx
e nan Word RTF Template {.rtf)
Word Document Template (. dot)
Word DOCX Clause Library {.hdl)
Title:  \Word RTF Clause Library {hdl)

Word DOT Clause Library {.hdl}

HotDocs Form Template {.hft)
Descrip HotDacs POF Template (hpt)

HotDocs Plain Text Template (Lt

HotDocs Interview Template {.cmp)

Initial contents

@ Empty

() Current open word processor document
() Other file:

oK Cancel

Type Employment Agreement in the File name box.

Click in the Title box and accept the suggested title, Employment Agreement.
Type This template is to be used with the HotDocs tutorial in the Description
box.

New Template -7 |l
Type: |Word DOCX Template (.docx) V]
File name:

Employment Agreement.docx
Title:

Employment Agreement

Description:
This template ic to be used with the HotDocs tutorial]

Initial contents

© Empty

() Current open word processor document
() Other file:

In the Initial contents group, select Other file and click the i3 Browse button.
The New Template Initial Contents dialog box appears.

Select either Employment Agreement.doc (Word users) or Employment
Agreement.wpd (WordPerfect users), located in the default word processor
Documents folder.

The text in this document will be used as the text for the template you are
creating.
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9. Click OK to return to the New Template dialog box.
Mew Template @

Type: [Word DOCX Template (.docx) V]
File name:

Employment Agreement.docx
Title:

Employment Agreement

Description:
This template is to be used with the HotDocs tutorial

Initial contents

=) Empty

Current open word processor document
Other file:

C1\Jsers'HolliCooper HOTDOCS \Documents \Employmant At

[ [o]'4 ] [ Cancel ]

The document’s folder path and file name appear in the Other file box.

10. Click OK. The new template file is created and opened in the word processor.
The template is also added to the template library.

@| = g |= Employment Agreement - Microsoft Word = = >
Home Insert Page Layout References Mailings Review Wiew Add-Ins HotDocs [~ o
== % Arial - = % @
B[ Bz O -ae x x £aBoCeDr | AaBbCe AaBbCel |
Pa'ste 7 e e A e Al AL q 1 Agreeme... | T Agreeme... | T Agreeme... | — gg-?:sgve Ed"v‘mJ
Clipboard Font £l Paragraph rl Styles rl
iz}
-
s
EMPLOYMENT AGREEMENT
This Agreement, by and between Hobble Creek Publishing and Tyson Jones, is made and entered into
this sixth day of January, 2009. The parties recite that
A Hobble Creek Publishing is engaged in the business of publishing books and magazines. and
maintains business premises at 1265 W. Canyon Pkwy. Mapleton. UT 84210
B.Tyson Jones is willing to be employed by Hobble Creek Publishing. and Hobble Creek Publishing is
willing to employ Tyson Jones, onthe terms and conditions hereinafter set forth. Forthe reasons set forth
above, and in consideration of the mutual covenants and promises of the parties hereto, Hobble Creek
Publishing and Tyson Jones covenant and agree as follows
Agreement to Employ and Be Employed
Hobble Creek Publishing hereby employs Tyson Jones as Marketing Manager at the above-mentioned
premises, and Tyson Jones hereby accepts and agrees to such employment. Tyson Jones is scheduled
to beginwork February 1, 2009
-
Description of Employee’s Duties a
o
Subject to the supervision and pursuant to the orders, advice, and direction of Hobble Creek Publishing g
T I hall TR 1 5 1
4 | il | »
Page:1of 2 | Words: 905 | |@@g|§ = = 100% (=) Iy +)

When you create a template, HotDocs automatically creates a companion file for
the template called a component file. This component file is necessary for a template
to work, since it stores all of the information about the template’s automation (such
as component names, template properties, and so forth).

23
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Tip: At any time during
these lessons, you can click
the @ HotDocs Help
button to display the
HotDocs Help file. You can
then search for more infor-
mation about anything in
the tutorial you don’t under-
stand or about which you
would like to learn more.
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The component file works automatically in the background—as you create variables
and other components in the template, they are automatically stored in the compo-
nent file.

HotDocs gives the component file the same name as the template file. In this
instance, HotDocs has created a component file named Employment Agreement.cmp
(since your template file is named Employment Agreement.docx ox Employment Agree-
ment.wpt).

Components are elements in a HotDocs template that display or store information
about the answers that are merged. Examples of components include variables,
dialogs, dialog elements, merge text groups, and formats.

Familiarize Yourself with the HotDocs Toolbar

When you create a new template, HotDocs adds custom toolbars to the template.
These toolbars appear below the word processor toolbars. You use these toolbars to
edit the HotDocs template. (The appearance and location of the buttons vary
slightly, depending on the word processor you are using.)

In Word 2007, 2010 and 2013, all HotDocs editing and navigation buttons can be found
on the HotDocs tab of the Word ribbon.

The buttons are:

Save

Save and Close
Test Assemble
Variable Field

IF Field
REPEAT Field
INSERT Field
ASK Field

Other Fields
Edit Component
Component Manager
Create Model
Clause Library

HotDocs Help
Apply Colors
Label Fields
Match Fields
Go to Field

Previous Field
Next Field

o i . ) X

ByNoWe =

1
+

o i
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In addition to these buttons, you can use the @ HotDocs button to display the
HotDocs library. Click on the arrow below it to display a list of further options.

You should always use the [ Save button to save your work, or the [EJ Save and
Close button to save and close a template, rather than your word processor’s Save
and Close commands. Using these buttons ensures the template and component file
are both properly saved and closed.

Conclusion

You are now finished with this lesson. In it, you learned how to create a text
template and add it to the template library. Additionally, you learned about the
buttons on the HotDocs toolbar.

If you do not want to go on to Lesson 4 at this time, click the HotDocs £ Save and
Close button to close the template. Then exit HotDocs.

25



Chapter 1: HotDocs Developer Tutorial

26

Lesson 4: Replace Text and Dates with Variables

Overview

Once you have created a template, the next step in the automation process is to
replace text that changes, depending on the user, with variables. Variable fields
represent where the user’s information (or answers) will be inserted in the docu-
ment. Examples of text you’d replace with variables include names, dates, descrip-
tions, numbers, and calculations.

This lesson teaches you how to create and insert Text and Date variables. It also
teaches you how to create prompts for variables. Prompts are the questions the user
sees when assembling the document.

Start the Tutorial

If you are continuing immediately from Lesson 3, skip the instructions for opening
the template and proceed to “Replace the Employee’s Name with a Text Variable.”

If you closed the template at the end of Lesson 3, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Employment Agreement and click [ Edit. The template appears, ready
for you to edit.

Replace the Employee’s Name with a Text Variable

The first instance of text that needs to be replaced in the template is the name of the
employee, Tyson_Jones, in the first paragraph. You will replace it with a Text variable.
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To insert a Text variable

1. Select (highlight) the text Tyson Jones,

located in the first paragraph.

this sixth day of January, 2009. The parties recite that:

EMPLOYMENT AGREEMENT

This Agreement. by and between Hobble Creek Publishing and

is made and entered into

2. Click the «» Variable Field button on the HotDocs toolbar. The Variable Field

dialog box appears.

. Variable Field

Variable type
@ Text

() Number
() Date

() True False (@)=
() Multiple Choice
() Computation

[ =)

ersonal Information

Variable: | |

Merge field properties

Show Advanced

Replace Multiple Cancel

7|
- | E

Non-breaking |ze default

3. In the Variable type group, make sure Text is selected.

4. In the Variable box, type Employee Name.

. Variable Field
Variable type
(@) Text () True/False (@]
() Number (7 Multiple Choice
() Date () Computation

L9 [ml

Personal Information

Warizble:  Employes Name

Merge field properties

F
- [ 4

Non-breaking Use default

Show Advanced

Replace Once ] [

Replace Multiple ] [ Cancel ]

5. Because there are multiple instances of 7yson Jones in the template, click

Replace Multiple. A variable component
the Find and Replace dialog box appears.

named Employee Name is created and

Find and Replace @
Find what:
[yson Jones]
Replace with: Modify
Employes MName
[FMatch case  [C]Find whole words only
[ Replace J [ Replace Al I [ Find Next ] [ Close

Tip: If you are using Word
2007, 2010, and 2013,
remember to click the
HotDocs tab of the Word
ribbon in order to see the
HotDocs toolbar.
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6. Make sure the check box labeled Find whole words only is cleared. (Clearing
this option allows HotDocs to replace all instances of Tyson jones with the
variable Employee Name, even if a specific instance ends with *.)

Find and Replace -? :
Find what:
[Tyson Jones|
Replace with:

Employee Name

[FMatch case || Find whale words only

[ Replace J[ Replace Al ] [ Find Next ][ Close ]

7. Click Replace All. HotDocs replaces all instances of 7yson_Jones with «Employee
Name».

EMPLOYMENT AGREEMENT

This Agreement. by and betwsen Hobble Creek Publishing and «Employee Mames, is made and entered
into this sixth day of January, 2009. The parties recite that:

A. Hobble Creek Publishing is engaged in the business of publishing books and magazines, and
maintains business premises at 1265 VW. Canyon Pkwy. Mapleton. UT 84210

B. «Employee Mame» is willing to be employed by Hobble Creek Publishing, and Hobble Creek
Publishing is willing to employ «Employee Namex. on the terms and conditions hereinafter set forth. For
the reasons set forth above, and in consideration of the mutual covenants and promises of the parties
hereto. Hobble Creek Publishing and «<Employee Names covenant and agree as follows:

Agreement to Employ and Be Employed

Hobble Creek Publishing hereby employs «Employee Mamew» as Marketing IManager at the above-
mentioned premises, and «<Employee Mamex hereby accepts and agrees to such employment.
«Employee Mames is scheduled to begin work February 1, 2009.

Replace the Job Title with a Text Variable

The next variable you will replace is the job title (Marketing Manager), which is in
the Agreement to Employ and Be Employed section.

To replace the text with a Text variable
1. Select the text Marketing Manager.
2. Click the «» Variable Field button. The Variable Field dialog box appears.
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3. Make sure Text is selected in the Variable type group, and type Job Title in the

Variable box.
. Variable Field @
Varizble type
@ Text () True/False () Personal Information
() Mumber () Multiple Chaice
(™) Date () Computation
Variable: | Job Title| -
Merge field properties
Mon-breaking Use default
Show Advanced [ Replace Once ] [ Replace Multiple ] [ Cancel

4. Since there is only one instance of this variable in the template, click Replace
Once. The text is replaced with the variable.

Create Prompts and Adjust the Height of the Answer Field

The next item of text that needs to be replaced is the list of job duties in the Descrip-

tion of Employee’s Duties section.

To replace the list of job duties with a HotDocs variable

1. Select (highlight) the text overseeing all marketing initiatives for the company
and managing a team of writers and designers. (Do not select the period.)

Tip: An easy way to select
or highlight text using the
keyboard is to press and

2. Click the «» Variable Field button. The Variable Field dialog box appears. hold the Shift key as you
press the right or left arrow
3. Select Text and type Job Description in the Variable box. (Do not click keys. To select full words at
Replace yet.) a time, press and hold both
p yet. Shift and Ctrl as you press
- Variable Field R = the arrow keys.
Variable type
@) Text () True False () Personal Information
() Mumber () Multiple Choice
) Date () Computation
Variable:  Job Description -

Merge field properties

Show Advanced

Mon-breaking Use default

[ Replace Once J [ Replace Multiple ] [ Cancel

]

Before you insert the variable into the template, you can test the variable to see how
it will look to the user during the interview.
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To test the variable

1. With the Variable Field dialog box still open, click the & Edit Component
button, next to the variable name. The Text Variable Editor appears.

A New Text Variable - Text Variable Editor - Employment Agreement.crmp @
Properties |Advanced Resource I Used In I Notes |

Variable name: Default format: 7] MNon-breaking
Job Description -

Title:

Prompt:

Field height: 155 Maximum characters: 0F=| Patterm: -

Enter key in multiHine answers inserts new paragraph mark ()

Update [ QK ][ Cancel ][ Saye ]

Tip: You can have HotDocs 2. Click Test. A test assembly window appears, with the question and answer field

arrange the template and .. .
the test assembly window showing in the dialog pane.

so that you can view both

Simultaneously To do this 1] Job Description - HotDecs Developer : - :
" ! - - -

resize the test assembly JJFI|E Edit View Mavigate Tools Help :

window to the height you 7 @l |[ew AnswerFile ez @) B 48 e

want and click the v | 2| | of B2 | 3]

#" Arrange button in the T

test assembly WlndOW D Job Description Job Description

toolbar. - End of Interview

Job Description

First Previous  Mext b W Last M | Finizh BE]

-

001,000 MNUM

Note that the variable name is used to ask the question the user must answer.
In this case, the name does not make a good prompt because it doesn’t help the
user’s answer fit into the rest of the sentence. Also, the answer field shows only
a single line, which could be a problem for an employee who must list many
different job responsibilities.

3. With the test assembly window still displayed, place your cursor in the answer
field and click the & Edit Component button in the assembly window toolbar.
The Text Variable Editor comes to the front.

4. In the Prompt box, type the following text:
Complete the following sentence: Job duties shall include

30
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5. At the Field height box, click the up arrow until the number 4 appears. This

will make the answer field four lines high.

Properties |Advanced I Resource I Used In I Notes |

A New Text Variable - Text Variable Editor - Employment Agreement.cmp

Variable name:

Job Description

Tite:

Prompt:

Complete the following sentence: Job duties shall include

Pattern

Field height: | 4 == Maximum characters: 0= :
[Clenter ey in multi-ine answers inserts new paragraph mark (§)

Default format:  [7] Mon-breaking

-

|Cwee] [

[ Test

| [ Cancel

)

Save

6. Click Update to view the test assembly window again.

Tip: Clicking Update allows
HotDocs to re-display the

_dj Job Description - HotDocs Developer

test assembly window with

(=[O sl

JJEiIe Edit View Mavigate Tools Help

your changes. However,

7 Ll__-J ”New Answer File

Hazd|sHL @YY sMare)

your changes aren't saved
to the component file until

PRI A T

ik _"| l|

you click OK or Save at the

Interview Result

Variable Editor.

-~ Complete the following sente | plete the followi t

e: Job duties shall include

Complete the following sentence: Job duties shall include

Last M | Finish I

4 I 2

-

001,000 MUM

The new prompt appears and the answer field is large enough to hold a longer

answer.

7. Choose Close (File menu) to close the test assembly window.

8. Click OK at the Text Variable Editor, and click Replace Once at the Variable

Field dialog box.
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Tip: The format you assign
here will be used for this
instance of the variable
only. In other words, if you
insert this same variable
later in the template, it will
not have this format
assigned. If you want to
assign a format that will be
used every place the
variable is merged, click the
¢ Edit Component button
at the Variable Field dialog
box and select an example
format from the Default
format drop-down list.
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Replace Dates with Date Variables

The Employment Agreement template includes several dates that need to be replaced
with Date variables. The first date is the agreement date, located in the first para-
graph.

To replace the agreement date with a Date variable

1. Select the text sixth day of January, 2009 and click the «» Variable Field
button. The Variable Field dialog box appears.

2. In the Variable type group, select Date.

. Variable Field @
Variable type
) Text ) True/False () Personal Information
F () Multiple Choice
() Computation
Variable: h

Merge field properties

Format: third day of June, 1990 ~ [Omon-breaking [ Use default

Show Advanced Replace Once Replace Multiple

Notice that when you select Date, the Format box in the Merge field properties
group shows an example format. This controls the format of an answer when it
is merged into a document. It is suggested based on the format of the template
text you selected.

3. In the Variable box, type Agreement Date and click Replace Once, since the
agreement date appears only once in the document.

In addition to the variable name, the format, third day of June, 1990, is merged into
the field as well.

On Your Own

The next variable you will replace is the date the employee will start work (February
1,2009), located at the end of the Agreement to Employ and Be Employed section.
Replace the text now with a Date variable named Start Date.

See the previous section for a description of how to do this if you need help.

Use an Unanswered Variable Placeholder

The template includes a date the document will be signed by Hobble Creek
Publishing representatives and the employee. Sometimes, however, this information
may not be known when the document is assembled.



Lesson 4: Replace Text and Dates with Variables

By default, when users leave questions unanswered, HotDocs displays a warning
and then merges a placeholder in the assembled document that indicates the answer
is missing. To keep this from happening, you can specify a variable property that
instead inserts a blank line so that the date can be entered by hand later. You can
also suppress the warning that the variable is unanswered.

You will replace the signature date near the end of the template.

To use an answered variable placeholder
1. Scroll to the end of the template.

2. Select January 6, 2009 and click the «» Variable Field button. The Variable
Field dialog box appears.

3. Select Date and type Signature Date in the Variable box.

4. Click the & Edit Component button next to the Variable box. The Date
Variable Editor appears.

5. In the Prompt box, type Signature Date (Leave blank if unknown).

21 Mew Date Variable - Date Variable Editor - Employment Agreement.cmp @
Properties |Advanced I Resource I Used In I Notes |
Variable name: Default format:  [7]Mon-breaking
Signature Date -
Title:
Prompt:
Signature Date {Leave blank if unknown)| -
R - [

6. Click the Advanced tab. The view changes to show advanced properties of the
variable.

(1] New Date Variable - Date Variable Editor - Employrent Agreement.cmp @
| Properﬁes| Advanced | Resource I Used In I Notes |

When irrelevant: | Default

Save in answer file

varn when unanswered

Answer field width

Regular: Calculated 0| units wide
Spreadsheet: |Caloulated 0 | units wide

Default merge field properti

Figld width: 0= Align answer: Fill character:

Unanswered text:

Update [ QK. ][ Cancel ][ Saye
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7. Clear Warn when unanswered. This keeps HotDocs from displaying an unan-
swered warning if the user leaves the answer blank. (This warning would other-
wise appear at the end of the interview.)

[31] New Date Variable - Date Variable Editor - Employment Agreement.cmp @
Properties | Advanced |Resource I Used In | Notes |

When irrelevant: | Default

answer file

Answer field width

Regular: Calculated + =
Spreadsheet: |Calculated 0=

Default merge field properties

Field width: 0= Align answer: Fill character:

Unanswered text:

Update [ OK. ] [ Cancel ] [ Save ]

8. Click OK at the Date Variable Editor. You are returned to the Variable Field
dialog box.

9. Click Show Advanced. The dialog box expands to show advanced options.

10. In the Unanswered text box, enter several underline characters, like this:

w2 Variable Field @
Variable type
) Text () True/False () Personal Information
() Number () Multiple Choice
@) Date () Computation

Variable: Signature Date -

Merge field properties
Format: June 3, 1330 * [[IMon-breaking [7]Uge defaults

Field width: 0= Align answer: Fill character:

Unanswered text:

Font: -

Comment:

[Replace Once ] [Replace Multiple ] [ Cancel

11. Click Hide Advanced to hide the properties again.
12. Click Replace Once. The text is replaced with a variable field.

Binding Effect of Agreement
This agreement shall be binding on and inure to the benefit of the respective parties.

Signed: «Signature Date:" " =0." _ "June 3. 1990»

Stephanie Hanson «Employes Mames
Hobble Creek Publishing
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Conclusion

You are now finished with this lesson. In it, you learned how to create Text and
Date variables. You also learned how to add a prompt to a variable and change how
it looks in the interview. Finally, you learned how to insert a blank line in the
document if the user doesn’t answer the question during the interview.

If you do not want to go on to Lesson 5 at this time, click the HotDocs € Save and
Close button to close the template. Then exit HotDocs.

If you are continuing on to Lesson 5, click the [ Save button to save your work.
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Tip: Even though Social
Security numbers, tele-
phone numbers, and times
of day are numbers, you
must use a Text variable
with the appropriate pattern
to merge one of these
numbers into your docu-
ment.
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Lesson 5: Replace Numbers

Overview

This lesson teaches you how to replace numbers—both simple and computed. It
also teaches you how to insert the same variable twice, but change how the answer
will look each place it is merged in the assembled document.

You use Number variables to represent text in your template that can be calcu-
lated—for example, dollar amounts or other sums.

Start the Tutorial

If you are continuing immediately from Lesson 4, skip the instructions for opening
the template and proceed to “Replace Simple Numbers.”

If you closed the template at the end of Lesson 4, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Employment Agreement and click [ Edit. The template appears, ready
for you to edit.

Replace Simple Numbers

Hobble Creek Publishing classifies employees into three categories—exempt
employees; full-time, non-exempt employees; and part-time, non-exempt

employees. The salary for each type of employee is calculated differently.

The first amount you will replace is the 65,000.00 annual salary in the first para-
graph of the Compensation and Reimbursement section.

To replace the annual salary with a Number variable

1. Select 65,000.00 (do not select the $ character) and click the «» Variable Field
button. The Variable Field dialog box appears.
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2. Select Number and type Exempt Annual Salary in the Variable box.
“ Variable Field @

Variable type

© True/False (71 Personal Information
> (T Multiple Choice
() Date (7) Computation

Varigble: Exempt Annual Salary -
Merge field properties
Format: 9,999.00 *  [CMon-preaking [ Use default
Show Advanced [Replace Once ] [ Replace Multiple ] [ Cancel ]

Note that when you select Number, HotDocs clears the Use default check box
and lists 9,999.00 in the Format drop-down box. This forces HotDocs to
include the cents in an answer. (If a user doesn’t enter cents, zeros will be

merged.)

To help the user know what type of answer to enter during the interview, you
can specify a currency symbol as well as decimal places for cents.

. Click the & Edit Component button. The Number Variable Editor appears.

3
4. In the Prompt box, enter the text Annual Salary.

5. At the Decimal places box, click the up arrow until the number 2 appears.
6

. Click the Currency symbol drop-down button and select $.

2 Mew Number Variable - Number Variable Editor - Employment Agree... @

Properties | Advanced | Resource | Used In [ Notes |

Variable pame: Default format: [T Mon-breaking
Exempt Annual Salary -

Tite:

Prompt:
Annual Salary -

Minirnum; 0.00)  Maximum: 0.00

Decimal places: 2 2 ¢Currency symbol:| B -

Cac ) (o ) (oo

7. Click OK at the Number Variable Editor, and click Replace Once at the
Variable Field dialog box. The variable is inserted into the template.

Replace the Hourly Wage

The next amount you need to replace is the hourly wage, located in the second and
third paragraphs of the Compensation and Reimbursement section. One paragraph
describes the hourly salary for a full-time, non-exempt employee, while the other
paragraph defines the hourly salary for a part-time employee. In both cases, you will
create a single variable, but insert it in both paragraphs.

Tip: Currency symbols
appear next to the prompt
when the variable appears
during the interview—they
are not actually merged into
the assembled document.
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To replace the hourly wage

1. In the second paragraph, select 30.00 (do not select the $ character).

2. Click the «» Variable Field button. The Variable Field dialog box appears.
3. Select Number as the Variable type and enter Hourly Salary in the Variable

box.

. Variable Field @

Variable type

@) Text () TrueFalse () Personal Information
(@) Mumber () Multiple Choice

() Date () Computation

varizble: | Hourly Salary| -

Merge field properties

Format: 9,993.00 ~ [CINon-breaking [] Use default

[Show Advanced ] [ Replace Once ] [ Replace Multiple ] [ Cancel ]

4. Click the & Edit Component button. The Number Variable Editor appears.
5. At the Decimal places box, click the up arrow until the number 2 appears.

6. Click the Currency symbol drop-down button and select $.

2 New Number Variable - Number Variable Editor - Employment Agree... @

Properties ‘Advanced I Resource I Used In I Motes |

Variable name: Default format: 7] Mon-breaking
Hourly Salary -

Title:

Prompt:

Minimum: 0.00)  Maximum: 0.00

Decimal places: 22 currency symbal: B -

Update [ QK ] [ Cancel ] [ Saye ]

7. Click OK at the Number Variable Editor, and click Replace Multiple at the
Variable Field dialog box. The Find and Replace dialog box appears.

Find and Replace @
Find what:
30.00]
Replace with:

Hourly Salary:2,292.00

[ Match case [ Find whele words only

[ Replace ] [ Replace all ] [ Find Mext ] [ Close ]

8. Click Replace All. HotDocs replaces this instance of the text, as well as the text
in the next paragraph with the variable.
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Calculate Annual Salary for Hourly Employees

Next, you will replace the non-exempt employee’s annual salary. You could replace
these figures with Number variables; however, this would require users to calculate
the salary themselves. To save users time and reduce the chance of a mistake, you

will create a Computation variable, which will perform the calculation for the user.

To replace the yearly salary with a Computation variable

1. Select 62,400.00 (do not select the $ character) and click the «» Variable Field
button. The Variable Field dialog box appears.

2. Select Computation and type Annual Salary Full-Time in the Variable box.

~» Variable Field -2 |[==]
Wariable type
(&) TruefFalse (T Personal Information
~) Multiple Choice
@) Computation
Variable: = Annual Salary Ful-Time -
Parameter Type Expression

Merge field properties
Format: Mon-bresking (¥ Use default
Shaw Advanced [Replace Once J [ Replace Multiple ] [ Cancel ]

3. Click the & Edit Component button. The Computation Editor appears.

=X New Computation - Computaticn Editor [Text] - Employment Agreement.... IEI
Properties |ana\s |Advanced IREsnurcE | Used In INDtES |

Variable name: Default format:  [7] Man-bresking
Annual Salary Full-Time

-

Script: e | B e

= | B

Instruction models:
ADD TEXT TO MULT_CHOL... =

ASCEND VAR
ASK NATARASE

Components: | Available Components - E]

@Agreemant Date -
A Employee Name B
2 Exempt Annual Salary
2 Hourly Salary

A Job Description

A 10b Tite
[ETlsionsture Date S

[T Fing: -

Expression models:

<
>
<
=
+

Enter a Date -
Enter a Number |
Enter some Text

Enter True or False

ADCA e wAL s n Y

Update [ OK J[ Cancel H Save l

W

To calculate the annual salary, you must multiply the hourly salary by the
number of hours worked in a year. Since you don’t know what the hourly salary
is at this point, you will use the Hourly Salary variable in the calculation instead.

Tip: Computation variables
are discussed in greater
detail in Lesson 7: Create
Computation Variables

(page 57).
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Then, when the user completes the interview, whatever amount the user enters
will be substituted and the yearly salary can be calculated.

4. Inthe Components list, select Hourly Salary and drag it to the Script box. (You
may need to scroll through the list of components until you see it.)

=X New Computation - Computation Editor [Number] - Employment Agreem...
Properties |anals | Advanced | Resource | Used In |Nntes |

Variable name: Default format: [T Mon-breaking
Annual Salary Full-Time -
Seript: = ‘ oo Be|da Rl | E == ‘ =

Hourly Salan

Instruction models:
ADD TEXT TO MULT_CHOL... =

ASCEND VAR
4K NATARASE

Components: | Available Components - @

Agreemam Date -
A Employes Name

2 Exempt Annual Salary
2 Hourly Salary

Expression models:

A Job Description Enter a Date -
A JobTitle b Enter a Number [l
[E1lSionature Date - Enter same Text
[ Fing: Enter True or False
ind: - -

ADOALFTE UALUIEE Mk )

Update [ Ok ][ Cancel H Save ]

Tip: The different elements
in a script must be sepa-
rated by spaces.

5. Press the spacebar to add a space and then drag the multiplication sign (the
asterisk *) from the Operators list into the Script box following Hourly Salary.

=X New Computation - Computation Editer [Invalid] - Employment Agreeme...
Properties ‘Lucals IAdvanced | Resource | Used In | HNotes |

Variable name: Default format:  [] Non-breaking
Annual Salary Full-Time

Script: g'”“ B e |8 a8 LB

Hourly Salary 4

Instruction models:
ADD TEXT TO MULT_CHOL... =

ASCEMND VAR
45K NATARAGE

Components: | Available Components - E]

[E1 Agreement Date -
A Employes Name B
2 Exempt Annual Salary
2 Hourly Salary

m

Expression models;

<
=
<
=
+

A Job Description Enter a Date -
A 0b Title bl Enter a Number 3
[F1lSignature Date - Enter some Text
[CIFing Enter True or False
ind: - <

ADEAIL T A IS i Y

Update i OK ][ Cancel ][ Save
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6. DPress the spacebar again and type 2080. (The number 2080 represents how
many work hours there are in a given year. It is based on a 40-hour work week.)

Properties |Lm3|s | Advanced I Resource | Used In | lotes |

Varisble name:

Default format: [T Mon-breaking

Annual Salary Full-Time

Seript: %‘ L 03’ EENF - -

# &

-

| &

% b |

Hourly Salary ™ 2080

Components: | Available Components = = Instruction modzls:
I= ADD TEXT TO MULT_CHOL... =
@Agreement Date - - ASCEND VAR
A Employes Name > AGK MATARASE S
Exempt Annuzl Salar
g H IPS | v = == | Expression models:
e *= Enter a Date -
A Jab Description 4
A Job Title Enter a Number |
[Elsianature Date e - Enter some TEXtI
Enter True or False
[l Find: M sseruieuserman L7
Update I oK I [ Cancel ] [ Save ]

Now that you have created the calculation, you can test it to make sure it produces

the correct result.

To test the calculation

1. Click Test. A test assembly window appears.

JJF”E Edit View Mavigate Tools Help

7 EI ”New Answer File

e EBsEHy @AY eMar e

W |2| o | of Ba 3= 3¢ 5| 24

Interview Fesult

D Hourly Salary
= End of Interview

Hourly Salary
3
M First 4 4 Previous Nedt p W Last W | Finish pE]

001/000 NUM

HotDocs prompts you to enter the amount of the hourly salary.
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Tip: For more information
on using test answer files,
see HotDocs Help.

42

2. Type 15.75 for the hourly salary and click the Result tab. The computation
result, 32,760, is displayed.

] Annual Salary Full-Time - HotDocs Developer EI@
File Edit View MNavigate Tocls Help
7 ’3_‘.-] ”NewAnswerFiIe '] A =] | | | &E I '@

|4 | | |
Interview Result

32,760

For Help, press F1 001,/000 NUM

3. Choose Close (File menu) to close the test assembly window. HotDocs asks if

you want to save your answers.

HotDocs @

L Answers have been changed during this session. The current answer fle is

New Answer File

Do you want to save these changes for use later?

[ Save ][ Save As ] [ Don't Save ] [ Cancel ]

4. Choose whether to save your answers, based on the following information:

» Ifyou click Save or Save As, you will be prompted to specify an answer file
name and title. Type Test Answer File in the File name box and accept the
suggested Title. From this point on, this answer file will be used each time
you test a variable or test assemble the template, and you will no longer be
prompted to save your answers after each test. (You can, of course, choose
a different answer file when you are at the assembly window.)

= Ifyou click Don’t Save, each time you test a variable or test assemble the

template, you will use an empty, untitled answer file. You will also be
prompted to save your answers each time you finish a test.

5. Click OK at the Computation Editor.
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When you return to the Variable Field dialog box, the Use default option
is cleared and a default format of 9,999.00 has been suggested for the vari-
able.

. Variable Field 7=l

ariable type
() Text () TrueFalse () Personal Information
() Number () Multiple Choice
() Date @ Computation

Variable: Annual Salary Ful -Time -

Parameter Type Expression

Merge field propertis
Format: 8,993.00 * [CIMon-breaking [C]Use default
Show Advanced [ Replace Once ] [ Replace Multiple ] [ Cancel ]

6. Click Replace Once at the Variable Field dialog box. The variable is inserted
into the template.

On Your Own

Another amount you need to calculate is the annual salary for part-time employees.

In the third paragraph of the Compensation and Reimbursement section, replace
31,200.00 with a Computation variable named Annual Salary Part-Time. Click
the & Edit Component button and enter the following script in the Script box:

Hourly Salary * 1040

Please refer to the previous section if you need help remembering how to do this.

Insert the Number of Vacation Days Variable

Hobble Creek Publishing employees are given a certain number of days annually to
take as vacation time. How many days depends on each employee. The number of
vacation days is inserted twice in the document, with each instance formatted differ-
ently.

To insert the number of vacation days

1. In the first paragraph of the Time Away From Work section, select the text
I'WENTY-FIVE and click the «» Variable Field button. The Variable Field
dialog box appears.
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2. Select Number and enter Number of Vacation Days in the Variable box.
3. Note that NINE is suggested as an example format. This is correct.

4. Click Replace Once. The variable is inserted into the template.

Use an Existing Variable

The number of vacation days is inserted a second time, in numeric format. Instead
of creating a new variable, you can use the variable you just created. Remember, the
same variable can be merged several different places in a template, and the variable’s
format can be different for each field.

To replace the number with the variable you just created
1. Select 25 and click the «» Variable Field button.

2. Select Number and click the Variable drop-down button to see the list of vari-

ables.

3. Select Number of Vacation Days from the list. The variable Number of
Vacation Days appears in the Variable box.

4. Click Replace Once at the Variable Field dialog box. The variable is inserted.

Set Minimum and Maximum Limits

The final number that needs to be replaced with a variable is the number of seminar
days allowed each employee. Employees may take no more than five seminar days
per year. You can assign a maximum value to keep users from entering more than
five days.

To set limits for a Number variable

1. In the last paragraph of the Time Away From Work section, select the number
3 and click the «» Variable Field button. The Variable Field dialog box appears.

Select Number and type Number of Seminar Days in the Variable box.
Click the & Edit Component button. The Number Variable Editor appears.
Type 5 in the Maximum box.

Click Test. A test assembly window appears.

o v & W N

Type 6 in the answer field and click the Result tab.
The warning, Please enter a number between 0 and 5, appears.

7. Click OK to return to the test assembly window.
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8. Erase the answer and close the test assembly window. Tip: You can use the
«4 Erase Answer button in
9. Click OK at the Number Variable Editor and click Replace Once at the the test assembly window
Variable Field dialog box. The variable is inserted into the template. toolbar to clear answers.
Conclusion

You are now finished with this lesson. In it, you learned how to create simple
Number variables. You then learned how to create Computation variables to calcu-
late amounts. Finally, you learned how to assign minimum and maximum values to
a Number variable.

If you do not want to go on to Lesson 6 at this time, click the HotDocs 3 Save and
Close button to close the template. Then exit HotDocs.

If you are continuing on to Lesson 6, click the [ Save button to save your work.
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Lesson 6: Replace Multiple Choice Text

Overview

Sometimes in your templates, you need to present a list of already-known options
from which the user can choose. For example, you may need to prompt the user for
the county where a filing must be made. Or, maybe you need to identify whether
the party in a court case is the petitioner or the respondent. When you know ahead
of time what the options are, you can present these lists of options using a Multiple
Choice variable.

There are two important “parts” to a Multiple Choice variable—the options and the
merge text. The options are what are presented to the user (and represent the answer
that can be saved in the answer file), while the merge text is the actual text that is
merged in the document. While these can often be one and the same, being able to
distinguish between the two allows you to present a set of possible answers to the
user, but merge something slightly different in the completed document.

In this lesson, you will create a Multiple Choice variable that asks the employee’s
gender, but then merges different pronouns, based on this gender, throughout the
template. You will also create a variable that merges the name of the company repre-
sentative who signs the agreement.

Start the Tutorial

If you are continuing immediately from Lesson 5, skip the instructions for opening
the template and proceed to Replace Pronouns with a Multiple Choice Variable (page
48).

If you closed the template at the end of Lesson 5, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Employment Agreement and click [ Edit. The template appears, ready
for you to edit.
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Replace Pronouns with a Multiple Choice Variable

The employment agreement template contains several pronoun references. To
replace these references, you can create a single Multiple Choice variable that asks
the employee’s gender. You can then insert the variable each place in the template a
pronoun is used. You will assign specific merge text for each instance.

To replace the first pronoun

1. In the Description of Employee’s Duties section, select the text him, located
near the end of the paragraph.

2. Click the «» Variable Field button. The Variable Field dialog box appears.

3. Select Multiple Choice in the Variable type group and then enter Employee
Gender in the Variable box.

Merge field properties

- Variable Field -7 |
Variable type
) Text (©) True/False () Personal Information
(@) Mumber (@ Multiple Choice
©) Date (©) Computation
Variable:  Employee Gender| -

Mon-breaking Uze default

Opticn Prompt Merge Text ™

=

3

4

5

6

7

8

g

10

[Replace Once J [ Replace Multiple ] [ Cancel ]

4. Click the & Edit Component button. The Multiple Choice Variable Editor

appears.
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5. Type Male in the first row of the Option column and Female in the second
row.

= Mew Multiple Choice Variable - Multiple Choice Variable Editor - Empl... [ % [[23]
Properties | Advanced | Options I Resource I Used In | Notes |

Variable name: Default format: [ Mon-breaking
Employes Gender -

Title:

Prompt:

-

-

i ~ Prompt Default Merge Text ¥
< 1 iMale L

LE_ Female
E3 e e

4
4 1 | ¥

Select: [OneOnIy v] [Flother
Style: [Butb:ns V]

Update [ QK ][ Cancel ” Save ]

These are the options that will be presented to the user in the interview, but specific
pronouns should be merged into the assembled document. To do this, you must
enter merge text.

Assignh Merge Text to a Multiple Choice Variable

When you assign merge text to a Multiple Choice variable, you can assign it in one
of two places: at the Multiple Choice Variable Editor (the dialog box you are now
viewing), or at the Variable Field dialog box. When assigned at the Multiple Choice
Variable Editor, the merge text is used every place the variable is used in the docu-
ment. When assigned at the Variable Field dialog box, the merge text is used for
that specific instance of the variable only.

Since you will use Employee Gender to merge different pronouns later in the
template, you will assign the merge text at the Variable Field dialog box.

To assign default merge text

1. At the Multiple Choice Variable Editor, click OK to return to the Variable
Field dialog box.
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2.

Clear Use default. The Merge Text column becomes active, allowing you to
assign specific merge text for the field.

«»» Variable Field @

Variahle type

) Text () True False () Personal Information
() Number (@) Multiple Choice
) Date () Computation

Variable: Employee Gender
Merge field properties

Format:

Opticn Prompt Merge Text ™

nMale

Female

2
3
4
5
6
7
8
o

10

[Replace Once ] [Replace Multiple ] [ Cancel ]

Normally when entering merge text, you would type each merge text option in
the appropriate rows of the Merge Text column. However, HotDocs includes
a list of common pronoun sets from which you can choose predefined options.
When selected, these options are automatically merged in the column.

Click the Merge Text column heading. A list of pronoun sets appears. HotDocs
provides these lists of pronoun sets by default.

. Variable Field @
Variable type
) Text @) True/Ealse () Personal Information
() Mumber (@) Multiple Chaice
() Date () Computation
Variable: Employee Gender -
Merge field properties
Format: *  [C]Non-preaking [7]Use defauit!
Option Prompt Merge Text ¥
“ Male hejshe
2 iFemale he/shejthey
3 him/her
him fher fthem
4 his/her
5 his/her ftheir
hisfhers
6 his/hers /theirs
7
8
9
10
Show Advanced Replace Once ] [ Replace Multiple ] [ Cancel

Tip: You can also create
merge text of your own by
typing the text in the Merge
Text column.
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4. Select him/her.

. Vanable Field @
Variable type
@) Text () True/False () Personal Information
) Mumber (@) Multiple Choice
©) Date () Computation
Variable: Employee Gender -

Merge field properties

Format:

*  [C]Mon-breaking [T Use default

Opticn Prompt Merge Text ™
Ma\e him
2 iFemale her
3
1
5
[
7
3
9
10
[Replace Once ] [Replace Multiple ] [ Cancel ]

The pronoun him appears in the first row of the Merge Text column and her
appears in the second row.

5. Click Replace Multiple. The Find and Replace dialog box appears.
Tip: Choosing Replace 6. Seclect Find whole words only. (Selecting this option prevents instances of him

Multiple allows you to
search the entire template
for instances and replace
those instances.

that are part of other words from being replaced with the variable.)
Find and Replace IEI
Find what:
him
Replace with:
Employee Gender:him/her
[F1Match case
[ Replace J [ Replace all ] [ Find Next ] [ Close ]

7. Click Replace All. The pronoun is replaced with the variable.

Choose Different Multiple Choice Merge Text

The first paragraph of the Duration of Employment section contains a different
pronoun (“determined whether /e will continue”) for the same person (the
employee). Instead of creating a new variable to replace this pronoun, you can use
the Multiple Choice variable you just created, but assign different merge text.

To replace another pronoun and change the merge text

1. In the Duration of Employment section, select he and click the «» Variable
Field button. The Variable Field dialog box appears.

50



Lesson 6: Replace Multiple Choice Text

2. Select Multiple Choice.

3. Click the Variable drop-down button and select Employee Gender from the
list.

4. Clear Use default.

« Variable Field @
Variable type
) Text () True False (@) Personal Information
) Number @ Multiple Choice
) Date () Computation

Varisble: Employes Gender -

Merge field properties

Format: +  [[]Mon-breaking |:|U
Option Prompt Merge Text ™

“Male

2 iFemale

3

1

5

6

7

8

9

10

[ Replace Once ] [ Replace Multiple ] [ Cancel

5. Click the Merge Text column heading and select he/she from the list.

+. Variable Field @
Variahle type
() Text () True/False () Personal Information
() Mumber (@) Multiple Choice
() Date () Computation
Variable: Employee Gender - [E
Merge field properties
Format: +  [ClMon-breaking 7] Use default
Opticn Prompt Merge Text ™
Male he
2 Female she
3
4
5
G
7
3
9
10
[ Shaw Advanced ] Replace Cnce ] [ Replace Multiple ] [ Cancel

6. Click Replace Multiple.

7. Select Find whole words only and click Replace All. The variable is inserted
into the template.
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On Your Own

The last pronoun you need to replace in the template is the pronoun his.

In the Duration of Employment section, select his, located near the end of the para-
graph (“and upon Ais performance”), and replace it with the Employee Gender vari-
able. Select his/her as the merge text. Replace all instances throughout the template,
making sure you find whole words only.

Refer to the previous two sections if you do not remember how to do this.

Create Another Multiple Choice Variable and Add Resource
Text to It

Another item of text that needs to be replaced in the template is the name of the
company representative who signs the agreement. There are only three Hobble
Creek Publishing employees who sign employment agreements: Stephanie Hanson,
Ed Walters, and Kim Schuster. You can present these options using a Multiple
Choice variable.

When creating variables, you can present additional information along with the
variable to help the user know how best to answer the question. These helps are
called resources.

When completing the agreement, users might not know which name to select for
each agreement. You will add resource text to help them select the correct name.

To create a Multiple Choice variable and assign it a resource
1. Scroll to the end of the template.

2. In the signature block, select Stephanie Hanson and click the «» Variable Field
button. The Variable Field dialog box appears.
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3. Select Multiple Choice and type Company Representative in the Variable box.

«.# Variable Field

Variable type
(@) Text

Merge field properties

() True False

Multiple Chaice

() Computation

Varizble: Company Representative

(@) Personal Information

(5 |mel

ari

Format: Non-brezking  [¥] Use default
Option Prompt Merge Tet ¥
2
3
1
5
[
7
8
9
10
[ Show Advanced ] [ Replace Once ] [ Replace Multiple ] [ Cancel ]

Click the & Edit Component button. The Multiple Choice Variable Editor

appears.

On separate rows in the Option column, type Stephanie Hanson, Ed Walters,

and Kim Schuster.

3= New Multiple Choice Variable - Multiple Choice Variable Editor - Empl... [ % |[=5]

Properties | Advanced I Options I Resolirce I Used In I Notes |

Variable name:
Company Representative

Title:

Prompt:

Default format: [T Non-bresking

-

Option

1 iStephanie Hanson

¥ Prompt

Default Merge Text ™

2 iEd Walters

1.3 8§ kim Schuster

4

<

I

Select: [One Only v] [Fl other
Style: [Buthons V]
Update [ oK. ] [ Cancel ] [ Saye

Tip: If the rows in the
Default Merge Text
column are empty, the text
from the Option column will
be merged into the assem-
bled document. Since you
want the name you select to
be merged into the docu-
ment, do not enter any
Default Merge Text for the
options.
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6. Click the Resource tab. The window changes to show resource options.

= New Multiple Choice Varizble - Multiple Choice Variable Editor - Empl...
Properties I Advanced I QOptions | Resource |Used In I Motes |

Resource for: [Enh‘re Multiple Choice Variable ']
Resource type: [Plain Text - ] |:| Pop-up Resource pane
Text:

Update [ QK ][ Cancel ][ Saye

7. Make sure Entire Multiple Choice Variable is selected at the Resource for
drop-down list.

8. Make sure Plain Text is selected at the Resource type drop-down list.

= New Multiple Choice Variable - Multiple Choice Variable Editor - Empl..
| Properties I Advanced I Options | Resource |Used In I Motes |

Resource for: [Enﬁre Multiple Choice Variable ']
@: [Plain Text _D:‘ Pop-up Resource pane
Text:

Update [ QK ][ Cancel ][ Save
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9. In the Text box, type Stephanie Hanson signs for editorial employees, Ed
Walters for marketing, and Kim Schuster for production.

10. Click Test. A test assembly window appears and the information you just typed
appears in the resource pane.

] Company Representative - HotDocs Developer =N =R
JJFiIe Edit View Mavigate Tools Help
V&l |[Newraverrie Jes@|s 0o @7 &Maw e
IR Y | 54|
[ ntevien | Resat |

~1 Company Representative Company Representative

----- 3 End of Interview

Company Representati

() Kim Schuster

First Previous  Net p W Last M | Finish IE]

Stephanie Hanson signs for editorial employees. Ed Walters ~— *
for marlkeeting, and Kim Schuster for production.

001,000 MUM

If the resource pane isn’t showing, click the v Resource Pane button in the
assembly window toolbar.

11. Close the test assembly window and click OK at the Multiple Choice Variable
Editor.

12. Click Replace Once at the Variable Field dialog box. The variable is inserted

into the template.

Conclusion

You are now finished with this lesson. In it, you learned how to use a Multiple
Choice variable to merge correct pronouns—based on the employee’s gender—in
the document. You also learned how to assign resource text to a variable to help a
user know how to answer a particular question.

If you do not want to go on to Lesson 7 at this time, click the HotDocs € Save and
Close button to close the template. Then exit HotDocs.

If you are continuing on to Lesson 7, click the [ Save button to save your work.

Tip: To assign resources to
each individual option (or
company representative),
select each option at the
Resource for drop-down
list and then enter the text.
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Lesson 7: Create Computation Variables

Overview

Some new Hobble Creek Publishing employees may need to complete a six-month
probation period. When this probation period ends, however, depends on the
employee’s first day of work.

In this lesson, you will use the HotDocs scripting language to calculate the date the
probation period ends for new employees.

Like any language you speak or write, the HotDocs scripting language includes
words, constructs, and rules you must follow in order to effectively execute a script.
This syntax ensures that HotDocs will know how to process your script accurately.
Failure to follow these rules may result in syntax errors when HotDocs attempts to
process it. Fortunately, HotDocs includes several tools to help you learn how to use
this language. You will learn about these tools in this and subsequent lessons.

There are certain words that represent certain things or tasks in the HotDocs
scripting language. These words can be broken down into the following groups, or

types:

» Instruction keywords tell HotDocs to perform some sort of function or opera-
tion. For example, the INSERT instruction keyword tells HotDocs to insert
another template in the current template.

» Expression keywords are used to generate an answer or retrieve a value. For
example, the expression DATE + NUM MONTHS returns a date some
number of months in the future.

» Operators are symbols or words that cause an operation such as addition or a
comparison to be performed in a script. Most operators are common mathemat-
ical signs, but there are also Boolean operators such as AND and OR that allow
you to compare different values.

* Most instructions and expressions require values. A value is a user’s answer to a
variable or other data which is needed to complete the expression or instruction
so it can be processed or executed. Values are typically represented by variables,
but they can also be literal text strings, numbers, file names, or even other
expressions.

Using these different parts of the scripting language, you can begin creating scripts.
To assist you with this, HotDocs provides instruction and expression models. A
model is a pattern that shows exactly how the instruction or expression must be
used. A model consists of the instruction or expression keyword(s) and placeholders,
which you replace with variables, predefined answers, or other models.

There are two methods for writing a computation script:
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» Using the instruction, expression, and component lists at the bottom of the
Computation Editor, you can drag models and components from these lists
and drop them into the script. This is useful if you are learning the scripting lan-
guage, since it provides accuracy and helps you learn the syntax for using
instructions and expressions. (You will use this method in this lesson.)

* You can type the script directly in the Script box. While doing this, you can
access auto-complete lists that let you type a partial keyword or component
name, then press a combination of keys to have HotDocs display a list of
keywords or components it thinks you’re trying to enter. You can then select
the keyword you want and HotDocs will merge it into the script. This method
is useful for those more familiar with the scripting language. (You will use this
method in later lessons.)

Start the Tutorial

If you are continuing immediately from Lesson 6, skip the instructions for opening
the template and proceed to “Insert an Expression Model in a Computation Script.”

If you closed the template at the end of Lesson 6, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Employment Agreement and click [/ Edit. The template appears, ready
for you to edit.

Insert an Expression Model in a Computation Script

In the first paragraph of the Duration of Employment section, there is a date, August
1, 2009. This date falls on the first day of the sixth month of employment. You will
create a Computation variable that calculates this date for the user. You will use
several expression models to create the script.

To insert a Computation variable that produces a date
1. Select the text August 1, 2009.
2. Click the «» Variable Field button. The Variable Field dialog box appears.
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3. Select Computation and type Probation End Date in the Variable box.

. Variable Field @

() Personal Information

@ Computation

Variable: | Probation End Date -
Parameter Type Expression
Merge field properties
Format: Mon-preaking [ Use default

[ Replace Once ] [ Replace Multiple ] [ Cancel ]

Tip: To make your work in 4. Click the & Edit Component button. The Computation Editor appears.
this part of the tutorial

easier, you can click and In this script, you will use the DATE OF (NUM, NUM, NUM ) model, which
drag the lower-right corner let mine the different portions of a date (day, month, and year) and
of the Computation Editor ets you examine the different portions of a date (day, month, and year) a

to make it larger. assign specific values to each portion. The resulting date value can be merged

into the assembled document.

5. Scroll through the Expression models list until you see DATE OF( NUM,
NUM, NUM ). (Expression models are arranged alphabetically.)

=X Mew Computation - Computation Editor [Text] - Employment Agreement.... @

Properties |Locals | Advanced [ Resource [ Used In [ Notes |

Yariable name: Default format: [ Non-breaking
Probation End Date -
Script: =N ‘ B e = ‘ - | ™

Instruction models:
ADD TEXT TO MULT_CHOL..., =

ASCEND VAR
LK MATARASE

Compaonents: | Available Components -

BT Agreement Date

=X Annual Salary Full -Time
=X Annual Salary Part-Time
§E Company Representative
2= Employes Gender

A Employes Name

2 Exemot Annual Salary

[CFind: -

Update [ OK ” Cancel II Save

¥

[ ] »

Expression models:
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6. Click the model, drag it into the Script box, and release the mouse button. The
expression is inserted in the Script box.

=X Mew Computation - Computation Editor [Invalid] - Empleyment Agreeme..,
Properties ‘Locals |Ad\dancad | Resaurce IUsed In INobes |

Variable name: Default format: [T Mon-breaking
Probation End Date -
Serpt K|w o~ B e |8 4 8 bs|EEEEE

DATE OF({ MUK, MUK BUR Y

Instruction models:
ADD TEXT TOMULT_CHOL... =

ASCEMND VAR
ASK NATARASE

Companents: | Available Components -

@Agreemam Date

=X annual Salary Full-Time
=X Annual Salary Part-Time
§E Company Representative
§E Employee Gender

A Employee Name

2 Exempt Annual Salary

)

[ »

Expression models:
DATE +NUM YEARS -
DATE - NUM YEARS [l
DATE OF(NUM , NUM , MU...

<
=
<=
==
+

FFing: - DAY OF(D. il
Update [ oK J [ Cancel ] [ Save

Replace a Script Placeholder with a Value

To help you identify which portion of the script you must replace with values,
HotDocs assigns a different color to the placeholders. As you see, the DATE OF
expression has three placeholders for required number values, which represent the
day, month, and year, respectively.

You know the probation period ends on the first day of the month, so you want the
first NUM placeholder to be replaced with /. One way to enter a number in a
computation is to use the Enter a Number expression model.
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To replace the DATE OF expression with a Number

1. From the list of Expression models, drag Enter a Number (located near the top
of the list) and drop it onto the first NUM placeholder.

=¥ Mew Computation - Computation Editor [Invalid] - Employment Agreeme...

Properties ‘anals | Advanced | Resource | Used In | Notes |

Variable name: Default format 7] Non-breaking
Probation End Date -
Script: ":&| o~ oﬂ/ 2 I‘ﬂ" & 'ﬁ

DATE OF( |} MUK, MUK Y

Instruction models:
ADD TEXT TOMULT_CHOL... =

ASCEND VAR,
A%K MATARASE

Components: | Available Components - E]

@Agreement Date -
=X annual Salary Ful-Time
=X Annual Salary Part-Time |
§E Company Representative

§E Employee Gender

A Employee Name

2 Exemot Annual Salary

[CFind: -

m. |

Expression models:

Enter a Date o

@
Enter some Text
Enter True or False

ADEAI|ITE WAL i iha

Update [ oK ][ Cancel ][ Save

Tip: When you use numbers The Enter a Number dialog box appears.
in scripts, they must be for-
matted a certain way. Using Enter 2 Number

the Enter a Number model
lets you type a number and
have HotDocs format it for [ oc ][ conca |
you. This reduces the

chance of error when

HotDocs tries to process 2. Type 1 and click OK.
your script.

Number: |

=X New Computation - Computation Editor [Invalid] - Employment Agreeme...
Properties |Luca\s | Advanced | Resource | Used In | HNotes |

‘ariable name: Default format: [T Mon-breaking
Probation End Date -
Seript: EaE =0l =

DATE OF[ 1. MUK, MUK

Instruction models:
ADD TEXT TO MULT_CHOL... =

ASCEMD VAR
ASK NATARASE

Components: | Available Components - E]

@Agraement Date -
=X Annual Salary Full-Time j

=X Annual Salary Part-Time
§E Company Representative
3= Employee Gender

A Employee Name

2 Exemot Annual Salary

[FlFing: -

Update [ oK ][ Cancel ][ Save

Expression models:

Enter a Date -
Enter a Number |
Enter some Text

Enter True or False
ABEA TR LA e RNy

The number 1 replaces the first NUM placeholder.
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Replace Placeholders with Other Expressions

You can also replace placeholders with other expressions.

The second NUM placeholder represents the numeric equivalent of a month. You
cannot simply enter a number like you did for the day, because the month you want
depends on the date the employee starts working. Instead, you should use the
MONTH OF( DATE ) expression, which examines a date and returns the numeric
equivalent of the month.

The MONTH OF ( DATE ) model returns a number value that corresponds with
the month portion of the date the user enters. For example, if a user types July 1,
2007, this expression returns a value of 7, since July is the 7th month of the year.

To replace the placeholders in a computation with other expression mod-
els

1. Drag MONTH OF(DATE) from the Expression models list onto the second
NUM placeholder.

=X Mew Computation - Computation Editar [Tnvalid] - Employment Agreeme... @
Properties |Locals [ Advanced [ Resource [ Used In [ Motes |

Yarishle name: Default format: [ Non-breaking
Probation End Date -
Sarpt: x|wo B e |#dhls|=ErEEE

DATE OF(1. MONTH OF({ DATE J. UM}

Instruction models:

ADD TEXT TO MULT_CHOL... =
ASCEND VAR

ASK MATARAGE

Components: | Available Components hd

@Agrsemsnt Date

=X annual Salary Full-Time
=X Annual salary Part-Time
%E Company Representative
3= Employee Gender

A Employee Name

2 Exemot Annual Salary

[FIFing: -

]

] »

Expression models:

MINCNUM , NUM ) -
MONTH OF(DATE )
MONTHS FROM{ DATE , D... L
MULT_CHOICE = TEXT

MINT FuATAE L TEVT

Update [ oK ][ Cancel H Save ]

<
=
<
=
+

You want the MONTH OF expression to return the number for the month six ~ Tip: The DATE + NUM
months after the employee starts working. In other words, you want to add six Z%N;%izzcéilé?igs adate
months to the employee’s start date. The DATE + NUM MONTHS expression  nhumber of months to it. For

helps you do this. example, if a user’s answer
to a date question is March
2. Drag DATE + NUM MONTHS onto the DATE placeholder that is in the 17, 2007 and six months
parentheses following MONTH OF. needs to be added to it,
then this expression returns
the result of September 17,
2007.
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Your script should look like this:

=X New Computation - Computation Editor [Invalid] - Employment Agreeme...
Properties |Lnta\s | Advanced | Resource | Used In |Nnhes ‘

Variable pame: Default format: [ Mon-breaking
Probation End Date -

Scrit: ;&‘nﬂ @ﬁ’léﬁ i B LE| I
DATE OF(1, MONTH OF{ DATE + NUM MONTHS ), NUM )

Instruction models:
ADD TEXT TO MULT_CHOL... =

ASCEND VAR
4TK NATARASE

Components: | Available Components - E]

[EllAgreement Date P
=X Annual Salary Full-Time

=X Annwal Salary Part-Time |
§E Company Representative

Expression models:

DATE - NUM DAYS -
DATE + NUM MONTHS |]
DATE - NUM MONTHS

DATE +NUM YEARS

NATE mumavERRE

Update E CK ][ Cancel ][ Saye

§E Employee Gender
A Employee Name:
2 Exempt Annuzl Salary

[]Fing: -

Replace a Placeholder with a Variable

Placeholders are often replaced with HotDocs variables. The DATE + NUM
MONTHS expression has two placeholders—DATE and NUM. (MONTHS is a
keyword that remains in the finished script.) The DATE placeholder needs to be

replaced with the date the employee started working.

To replace a placeholder in a computation with a variable

1. Drag Start Date from the Components list onto the DATE placeholder.
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=X New Computation - Computation Editor [Invalid] - Employment Agreeme...
Properties |Luca\s | Advanced IREsUurce |Usad In INDtES |

Variable name: Default format: 7] Non-preaking
Probation End Date -
Seript N ‘ L =N -] | i ‘ =

DATE OF(1. MONTH OF( Start Date + MURM MOMNTHS ). MUK )

Instruction models:

ADD TEXT TO MULT_CHOL... =
ASCEND VAR

45K NATARASE

Components: |Available Compenents - E]

A Job Description -
A 10b Title

2 Number of Seminar Days

2 number of Vacation Days

Expression models:

[ETSignature Date |E DATE + NUM MONTHS o~

[EL)Start Date DATE - NUM MONTHS m
- DATE +NUM YEARS

Blfng - re rareune s aas 7

Update oK ][ Cancel ][ Save




Lesson 7: Create Computation Variables

2. Using the Enter a Number expression model, replace the NUM placeholder in
the DATE + NUM MONTHS expression with the number 6. HotDocs will
add six months to the Start Date. Your script should now look like this:

=X Mew Computation - Computation Editar [Invalid] - Employment Agreeme...
Properties |anals I Advanced I Resource IUsed In INntes ‘

Variable pame: Default format: 7] Mon-breaking
Probation End Date -
Script: ;&‘ LAl B e |38 & 2B L'§| E | e

DATE OF( 1. MONTH OF{ Start Date + (MONTHS ). HUNM)

Instruction models:
ADD TEXT TO MULT_CHOL., =

ASCEMD VAR
ASK NATARASE

Compaonents: | Available Components - E]

A Job Description -
A Job Tite

2 Number of Seminar Days

2 number of Vacation Days

Expression models:

Enter a Date o

Signature Date = =
[Bilstart Date Enter a Number |
52 Enter some Text
y Enter True or False
Elend M ADCAU LT WAL Ry =2

Update [ OK ] [ Cancel ] [ Save

On Your Own

The YEAR OF ( DATE ) model operates similar to MONTH OF ( DATE ) model.

Here it is used to make sure the correct year is returned for the new date.

Replace the remaining NUM placeholder in the script with YEAR OF( Start Date
+ 6 MONTHS). (Follow all of the instructions for replacing the second NUM
placeholder in the expression given earlier.)

When you are finished, the script should look like this:

=X Mew Computation - Computation Editer [Date] - Employment Agreement.cmp

Properties |Locals | Advanced | Resource [ Used In | Notes |

Variable name: Default format:
Probation End Date

£ 2 b =

Script: §| oo B e |3 4 3 LE

DATE OF( 1. MONTH OF( Ztart Date + 6 MONTHS 3, YEAR OF( Start Date + 6 MONTHS ) )

Instruction models:
ADD TEXT TO MULT_CHOICE_VAR -
ASCEMD VAR =2

Components: [Availabla Components

A Job Description
A Job Title
2 Number of Seminar Days

Expresgion models:

2 Number of Vacation Days Enter a Date -
e Enter a Number
[ Find: - Enter some Text -

Update [ QK ] l Cancel ] [ Save
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To summarize, this script produces a date that falls on the first day of the month,
six months after the employee started work. The first value in this scrip, 1, specifies
the first day of the month. The second value, MONTH OF( Start Date + 6
MONTHS ), determines the month of the start date and adds six months to it. The
third value, YEAR OF (Start Date + 6 MONTHS ), determines the year of the start

date (plus six months).

Test the Computation

Because some computation scripts can be quite complex, it is often helpful to test a

computation script to make sure it calculates the correct result.

To test the Computation variable

1. Atthe Computation Editor, click Test. HotDocs opens a test assembly window

showing the Start Date variable.

;ﬂ Probation End Date - HotDocs Developer

o= =)

HFiIe Edit View Mavigate Tools Help

-] End of Interview Start Date

7 @& |[New Answes File -8 @ B BR?aMaw e
W @|o | @ | 34|
] Start Date Start Date

Last M | Finish ]

-

001,000 MNUM

2. Type 5/12/2010 in the Start Date answer field and click the Result tab.

HotDocs keeps you in the dialog to show you it has reformatted the answer you

entered.



Lesson 7: Create Computation Variables

3. Click the Result tab again. HotDocs displays the answer November 1, 2010.
This is the date the new employee’s probationary period ends. This is correct.

”Eila Edit View Mavigate Tools Help

% @ HNewAnswel File

EEEE IR -CLED)

/| 2|0 |4 p@|d 35l

Interview Result

November 1, 2010

002/000

4. Click the Interview tab and change the date to 7/12/2010.

”Eile Edit View MNavigate Teols Help

% ﬂ ”NewAnswel File

Irterview Result

HezdElsHo@ADTsMaE e
PR L eI

=] Start Date

1= End of Interview Start Date
7/12/2010

I First 4 o Previous Net p W

Last M ‘ Finigh JE]

003,000
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5. Click the Result tab twice. HotDocs displays the updated answer January 1,
2011.

;ﬂ Prebation End Date - HotDocs Developer E@
H Eile Edit View Mavigate Tools Help
7 Ln_'.J ”New}'—\nswerFi\e ']-@ 157 | | ‘A” &‘E I ®|

|4 | 3 | | 2]
Interview Fesult

January 1, 2011

003/000 MUM

HotDocs correctly calculates the date here as well, because the script uses the
Start Date + 6 MONTHS expression for both the month and the year.

6. Close the test assembly window to return to the Computation Editor, and then
click OK.

7. At the Variable Field dialog box, click Replace Once. The variable is inserted
in the template.

Now when users assemble this document, HotDocs is able to calculate the day the
probation period ends.

Conclusion

You are now finished with this lesson. In it, you learned how to create a Computa-
tion variable that uses expression and instruction models to calculate a date in the
future.

If you do not want to go on to Lesson 8 at this time, click the HotDocs & Save and
Close button to close the template. Then exit HotDocs.

If you are continuing on to Lesson 8, click the [ Save button to save your work.
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Lesson 8: Make Paragraphs Conditional

Overview

Sometimes your templates contain optional text, or text that should be included
only when certain conditions are met. To include or exclude optional text, you can
create an IF instruction. An IF instruction uses a True/False variable or some other
test that produces a true/false value to include or exclude text in the assembled docu-
ment.

The employment agreement template contains several paragraphs that are optional.
You will learn how to include or exclude single paragraphs of text using simple
True/False variables. You will also learn how to include or exclude alternate versions

of a single paragraph by creating a series of IF/ELSE IF expressions.

Start the Tutorial

If you are continuing immediately from Lesson 7, skip the instructions for opening
the template and proceed to “Conditionally Insert a Single Paragraph of Text.”

If you closed the template at the end of Lesson 7, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Employment Agreement and click [ Edit. The template appears, ready
for you to edit.

Conditionally Insert a Single Paragraph of Text

The employment agreement template contains a paragraph describing a probation
period an employee must complete before being officially hired. It also contains a
paragraph about the new employee’s privilege of attending training seminars
throughout the year. However, not all Hobble Creek Publishing employees receive
paid seminar days, nor are all new employees required to complete a trial period. In
this template, you can make these paragraphs conditional, meaning they will be
included in the finished document only when this information applies to the new
employee.
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To make text conditional, you use an IF instruction, which works by testing to see
if one or more conditions are true. If so, the IF instruction merges the conditional

text into the document.

The simplest way to create an IF instruction is to use a True/False variable, which
asks a yes/no question. In this case, if the answer to the question is yes, the text will

be merged into the document.

To create an IF instruction

1. Select the first paragraph in the Duration of Employment section:

= Ifyou are using Word, make sure you select the paragraph mark. (You may
need to click the Show/Hide € button in Word if you need help identifying
the paragraph mark.) The selected text should look like this:

Duration-of-Employmenty

«Employee-Mames's-employment-with-Hobble-Creek-Publishing-is-“at-will." The-terms-of- employment-are-
subject-to-change-at-Hobble - Creek Publishing's-discretion-with-advance written-notice

» Ifyou are using WordPerfect, select the blank line after the paragraph, too.
The selected text should look like this:

Duration of Employment

<Employes Name='s employment with Hobble Creek Publishing is “at wil " The terms of employment are
subject to change at Hobble Creek Publishing's discretion with advance written notice

2. Click the g IF Field button. The IF Field dialog box appears.

1571 TF Field
Field type

@3

Trug/False variable:

Comment:

Test Hide Advanced

3. Make sure IF True/False Variable is selected and type Employee to Complete
Trial Period in the True/False variable box.

4. Click OK. The paragraph is now surrounded by an IF instruction.
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By default, when inserting instructions in a template, HotDocs inserts a return after
the instruction. Then, during assembly, as the instruction is processed and removed
from the assembled document, HotDocs removes the return it inserted as well.

On Your Own

In the Time Away From Work section of the template, make the last paragraph
(starting with “Additionally, <Employee Name» shall be allowed...”) conditional.
Name the True/False variable Employee to Receive Paid Seminar Days. Remember
to select the entire paragraph (including the paragraph mark) before creating the
instruction.

Please refer to the previous section if you do not remember how to do this.

When the instruction is merged in the template, the END IF instruction takes on the
formatting properties of the heading immediately following it. This is OK.

Conditionally Insert Alternate Paragraphs of Text

In addition to using an instruction or expression to merge or remove a single block
of text, there may be times when you have multiple versions of a paragraph, only
one version of which should be merged into the assembled document. To accom-
plish this, you can use a series of ELSE IF instructions or expressions. If you have a
paragraph that should be merged when no conditions are met, you can use an ELSE
instruction.

In the Compensation and Reimbursement section of the Employment Agreement, the
first three paragraphs describe the compensation rate for the employee. Which
compensation rate the employee receives depends on the employee’s work status—
full-time, non-exempt; full-time, exempt; or part-time.
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Tip: HotDocs processes IF
instructions by starting at
the top of the IF instruction
and looking for the first con-
dition that is true. Once it
finds a true condition, it
inserts the correct text and
continues processing any
additional instructions. But
if all the conditions are
false, HotDocs doesn’t
insert anything at all (unless
there is an ELSE instruc-
tion.) If the condition that
controls the IF instruction is
not answered, none of the
instructions are processed
and no text is merged in the
document.
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In this part of the lesson, you will make each of these paragraphs conditional. You
will base the condition on the user’s answer to a Multiple Choice variable that
defines the work status.

Create the Variable Used in the Conditional Test

In this template, you want the first of these alternate paragraphs merged into the
document only when the employee’s status is full-time, exempt. To determine this,
you must first create a Multiple Choice variable, which will be used in the condi-
tional test.

To create the Multiple Choice variable

1. Select the first paragraph in the Compensation and Reimbursement section.

This is how it should look in Word. (Make sure you select the entire paragraph,
including the paragraph mark.)

Compensation-and-Reimbursement{

Hobble-Creek-Publishing-shall-consider eEmployee-Names a-full-time.-non-exempt-employee.-
«Employee Namexs-shall-be-compensated-at-the rate-of $«Hourly-Salary-8 898 00»-per-hour -which-is-
equivalent-to-S«Annual-Salary-Full-Time 8 998 00»-annually -Salaries-are-paid-twice-a-month_-on-the-first-
and-fifteenth-of the-month.-Should-Hobble-Creek Publishing's-requirements for-work extend-to-overtime. -

In WordPerfect, select the blank line after the paragraph as well. This is how it
should look:

Compensation and Reimbursement

Haobble Creek Publishing shall consider «Employee Names a fulltime, non-exempt employee. <Employee
[Names shall be compensated at the rate of $<Hourly Salany:9,999.00= per hour, which is equivalent to
$<Annual Salary Full-Time:8.999 00= annualy. Salaries are paid twice a month, on the first and fiteenth
of the month. Should Hobble Creek Publishing’s requirements for work extend to overtime, including
Sundays and / or public holidays. «Employee Mames hereby agrees to work such overtime at the rate of

2. Click the g IF Field button. The IF Field dialog box appears.
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3. Select IF Expression. The view changes to show a scripting box.

52 TF Field
Field type
(©) IF True/fFalse Variable @) IF Expression
Expression: N[

1B | . Ls

Components:

: | Avalable Component E]

[Elagreement Date - -
=X Annual Salary Full-Time |E ‘ N
=X Annual Salary Part-Time L. P
§ECUmpany Representative .
$=Employee Gender 4
A Employee Name i
I8 Employes to Complete Trial Period  ~ =

[ Find:

- |/

Expression models:

Enter a Date
Enter a Number
Enter some Text

»

Enter True or False
ABSOLUTE VALUE( NUM )
AGE[DATE)
ANSWERED( VAR }
ANSWERED( DIALOG )

CEILING{ NUM } <

Comment:

Test

4. Click the ‘@ New Component button. The New Component dialog box

appears.

Mew Component

Component type
@i

i

) Mumber Variable

() Date Variable

() TrueFalse variable
ultiple Chaice Variable

(7) Computation Variable

(@) Dialog

(") Database
™) Clause

() Span

() Dialog Element

OK ][ Cancel l

5. Select Multiple Choice Variable and click OK. The Multiple Choice Variable

Editor appears.

6. Type Employment Status in the Variable name box.

7. Type Exempt in the first row of the Option column.
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8. Type Non-exempt and Part-time, respectively, in the second and third rows.

-

5= New Multiple Choice Variable - Multiple Choice Varizble Editor - Empl... [ % |[s23]
Properties | Advanced | Options I Resource I Used In I Motes |

Variable name: Default format: |:| Mon-breaking
Employment Status -

Title:

Brompt:

Option T Prompt Default Merge Text ™ *

Exempt
Mon-exempt
| 3 & Part-time|

4
< 1 »

Select: [One Only v] [Flother

ra

Style: [Buttons v]

Update [ [0]9 ” Cancel H Save ]

Tip: The options availablein 9, Click the Style drop-down button and choose Button Grid.
the Style drop-down control

how the options are pre-
sented in the dialog.

4= Mew Multiple Choice Variable - Multiple Choice Variable Editor - Empl... [ | [£3m]
Properties |Ad\tanced | Options | Resource | Used In | Motes |

ariable name: Default format: |:| Mon-breaking
Employment Status -
Title:
Prompt:
.
Option ¥ Prompt Default Merge Text ™ =

1 iExempt

2 iNon-exempt
3 |Part-time
4

< 1 3
Select: [One Only v] [ other
Style: |Button Grid vl
——— Buttons
E [_QK ] [ Cancel ] [ Save

Droo-down List

10. Click OK. You are returned to the IF Field dialog box.
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Create the First Expression

Now that you have created the variable on which you will base the condition, you
can create the expression script that determines whether the paragraph you have
selected will be included in the document.

In Lesson 7, you learned how you can drag expression and instruction models to the
scripting box to create a script. Another way you can write a script is by typing it
directly in the script box. When doing this, you can press certain keystroke combi-
nations that display auto-complete lists of expression and instruction keywords as
well as components. You can then choose an option and it will be inserted in the
script.

To create the IF expression

1. Place your cursor in the Expression box and press both the Ctrl key and the
Spacebar simultaneously. HotDocs displays the auto-complete list.

52 TF Field 2 )

Field type

() IF True/False variable (@) IF Expression

¥

=Y

Expression:

o ABSCLUTE YALUE

o AGE [
@ Agreement Date

=X annual Salary Full-Time

—=X Annual Salary Part-Time

»

( B> ANSWER FILE NAME = | Expression models:
® ANSWERED 1= Enter 3 Date B
C AR = Enter a Number A
: EEI?.ING il > Enter some Text
o— <= Enter True ar False
= Company Représentative »= | | ABSOLUTE VALUE(NUM)
2= Employee Gender " AGE(DATE )
.,A, Employee Name | ANSWERED( VAR )
&0 Employee to Complete Trial Period = ANSWERED({ DIALOG )
[ Fing: - |/ CEILING{ NUM } -

Comment:

Test Hide Advanced OK
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2. Type the letters empl. HotDocs begins limiting the list of options to include
only those components that contain these characters.

3. Press the DOWN ARROW key to select Employment Status and press Enter.

2 IF Field

Field type
() IF True False Variable (@) IF Expression

&
tultiple Choice Variable =

Ll —Jﬁ|éﬁ 3 LE

ermpl

§E Employee Gender

A Employee Mame

}E Employee to Complete Trial Period

Ig Employes to Recisve Paid Seminar Days

— 3= Employment Status

Components: | Available Component « | | =

Expression models:

= Enter a Date -
Ellagreement Date |- < Enter a Number A
=X annual Salary Full -Time EI N Enter some Text
=X Annuzl Salary Part-Time = Enter True or False
= Company Representative »= | | ABSOLUTE VALUE(NUM)
3=Employee Gender - AGE(DATE )
A Endloyee tiame - ANSWERED( VAR )
0 Employee to Complete Trial Period + ANSWERED{ DIALOG )
[ Find: - |/ CEILING( NUM ) =2
Comment:
o) (bt

The component name is merged in the Expression box.
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53 IF Field
Field type

() IF True/False Variahle (@) IF Expression

Expression: V;N

o oo G B4 s S L

Employment Status

Components: | Available Component + @

Expression models;

= Enter a Date -
Ellagreement Date i < Enter & Mumber I:I
=X annual Salary Ful-Time E| N Enter some Text
ijnnnual Salary Part-Time = Enter True or Falee
= Company Representative »= | | ABSOLUTE VALUE( NUM )
3=Employee Gender " AGE(DATE )
.,A, Employee Name e ANSWERED( VAR )
&0 Employee to Complete Trial Period = ANSWERED( DIALOG )
[ Find: - |/ CEILING{ MUM ) -
Comment:
| (e )
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4. Press the Spacebar and then type an equal sign (=) followed by another space.

5 IF Field

Field type

() IF TrueFalse Variable (@) IF Expression

-

Expression: ’ﬁ(

Emplayment Status =

Components: | Available Companent + E] =

Expression models:

Enter a Date

Enter a Number

Enter some Text

Enter True or False
ABSOLUTE YALUE( NUM )
AGE[DATE)
ANSWERED({ VAR )
ANSWERED( DIALOG )
CEILING{NUM )

&

Agreement Date - <
=X annual 5alary Full-Time E| .
=X annuzl Salary Part-Time P
= Company Representative .
2= Employes Gender .
A Employes Name _
T2 Emplayes to Complete Trisl Perind ™ *

[ Fing: > |/

Comment:

[ Test ] I Hide Advanced ]

5. Press Ctrl+Spacebar again. This displays a list of all the options available for the

Employment Status variable.

521 IF Field
Field type
() IF True/False Variable (@) IF Expression
Expression: ét S
Ermnployrment Status = |
*~ Exempt
*= Mon-exempt
*= Part-time

Components: | Available Component E] =

@Agreement Date -
=X annual Salary Full-Time
=X Annuzl Salary Part-Time
§E Company Representative

i
WA

Expression models:

Enter a Date

Enter a Mumber

Enter some Text

Enter True or False
ABSOLUTE VALUE{ NUM )
AGE{DATE )
ANSWERED({ VAR )
ANSWERED({ DIALOG )
CEILING{ NUM )

B

D= »=
3= Employee Gender 4
A Employee Name _
IE Employee to Complete Trial Period ™ -
[F1Find: * |/
Comment:
Test ] [ Hide Advanced
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6. Using the DOWN ARROW key, select Exempt and press Enter. The option,

which is enclosed in quotation marks, is merged in the script.

5 IF Field |

Field type
) IF True/False Variable '@ IF Expression

Expression: x| o B8 s R L2 I
Ernployrnent Status = "Exarmpt|

Expression models:

Components: | Available Component T

EAgreement Date -
=X Annual Salary Full-Time =
=X Annual Salary Part-Time

8= ompany Representative

Enter a Date -
Enter a Number
Enter some Text

AWA

Enter True or False
ABSOLUTE VALUE({ NUM )
+ AGE(DATE )
ANSWERED({ VAR )

v oA
(]

2=Employee Gender
A Employee Name

Ta y . = )

o Employee to Complete Trial Period = ANSWERED{ DIALOG )
[ Find: * |/ CEILING{ NUM ) -
Comment:

l Test ] { Hide Advanced J QK Cancel

7. Click OK. The paragraph is surrounded by the instruction.

To review, this expression merges the paragraph in the assembled document only if
the user selects Exempt as his or her employment status.

Create an ELSE IF Instruction

You will now create the condition that will merge the paragraph for non-exempt
employees.

To create the ELSE IF instruction

1. Select (highlight) the END IF instruction at the end of the first condition as
well as the entire second paragraph, like this:

Hobble Creek Publishing-shall-consider «Employee-Names-a-part-time,-non-exempt-employee.-
«Employee-Names-shall-be-compensated-at-the-rate-of J«Hourly-Salary:2 899.00» perhour, which-is-
equivalent-to-SeAnnual Salary Part-Time:2,922.00 % annually.-Salaries-are paid-twice a-month, on-the first
and-fifteenth-of the-month 4




In WordPerfect, it should look like this:

Hobble Creek Publishing shall consider «<Employes Name= a part-time, non-exempt employee.
<Emplayee Mames shall be compensated at the rate of S«Hourly Salary:9 999 00s per hour, which is
equivalent to $=Annual Salary Part-Time:9,999 00> annually. Salaries are paid twice a month, on the first
and fitteenth of the month.

2. Click the g» IF Field button. The ELSE Field dialog box appears.

7 ELSE Field [-2 |l
Field type
'@ ELSE ELSE IF True False Variable ELSE IF Expression

| QK | | Cancel |

3. Select ELSE IF Expression. The view changes to show the scripting box again.

4. Enter the following script. (Remember, you can press Ctrl+Spacebar to access
the list of scripting options.)
Employment Status = "Non-exempt"

5. When you are finished, click OK. The ELSE IF instruction is merged in the

template.

If the employee’s employment status is non-exempt, this paragraph will be merged
in the assembled document.

On Your Own

Make the paragraph for part-time employees conditional. Remember to select the
END IF instruction from the previous paragraph as you select the paragraph. The
ELSE IF expression should contain the following script:

Employment Status = "Part-time"

In this final IF expression, if the employee’s status is part-time, the paragraph
describing the part-time salary will be merged in the assembled document.

Conclusion

You are now finished with this lesson. In it, you learned how to make single para-
graphs conditional using a True/False variable. You then learned how to make alter-
nate paragraphs conditional using ELSE IF expressions.

At this point in the tutorial, you have added all of the variables and instructions to
the template that are required to produce an assembled document. In the next
lesson, you will test your work.
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If you do not want to go on to Lesson 9 at this time, click the HotDocs & Save and
Close button to close the template. Then exit HotDocs.

If you are continuing on to Lesson 9, click the [ Save button to save your work.
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Lesson 9: Test Assemble the Document

Overview

This lesson teaches you how to test assemble a document while you are automating
a template.

At any point during template development, you can test all or part of the template
to make sure it is assembling correctly. Test assembling a document can help you
pinpoint trouble spots in the template without requiring you to close the template
and assemble it from the library.

When you test assemble a document, HotDocs displays the same HotDocs
assembly window users will see. At any time during test assembly, you can return to
the template, make the desired changes, and test assemble the document again. The
test assembly window will adjust to show your changes.

Start the Tutorial

If you are continuing immediately from Lesson 8, skip the instructions for opening
the template and proceed to “Test Assemble the Document.”

If you closed the template at the end of Lesson 8, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Employment Agreement and click [/ Edit. The template appears, ready
for you to edit.

Test Assemble the Document

You will now test assemble the template.

To test the Employment Agreement template

1. At the template window, click the &7 Test Assemble button in the HotDocs
toolbar.
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Tip: If you saved your
answers in a test answer file
in Lesson 5, you will notice
that answers you have
entered are now merged
into the answer fields. If you
want to use a new answer
file for this portion of the
tutorial, click the % New
Answers button.
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3.

A test assembly window appears, showing a list of variables in the left pane.
These questions appear in what are called default dialogs. Each question appears
by itself in the right pane.

At each dialog, enter an answer and click the b Next button to go to the next
dialog.

Notice that each default dialog contains a single variable, or question. In the
next lesson, you will group multiple variables together in a custom dialog.
Presenting questions in groups (rather than individually) makes it easier for
users to complete the interview.

After you have provided all of the answers, click the Document Preview tab. A
preview of the assembled document appears, allowing you to make sure answers
were merged correctly.

Choose Close (File menu) to close the test assembly window. You are returned
to the template.

Conclusion

You are now finished with this lesson where you learned how to test assemble a
document.

If you do not want to go on to Lesson 10 at this time, click the HotDocs E Save
and Close button to close the template. Then exit HotDocs.
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Lesson 10: Group Variables Into Dialogs

Overview

This lesson teaches you how to group related variables together in dialogs.

As you learned in the last lesson when you test assembled your template, HotDocs
automatically creates a default dialog (or a question window) for each variable.
When the user assembles the document, HotDocs presents each of these individual
dialogs in the order the variables are used in the template.

However, if you want to have more control over the information-gathering process,
you can create custom dialogs. To do this, you group related questions together and
add text (and other design elements) to the dialog to help the user provide correct
answers. You can also control the order in which custom dialogs appear during the
interview.

When you add a variable to a dialog, HotDocs creates a link between the variable
and the dialog. When an answer is needed for the variable during the interview,
HotDocs displays the linked dialog instead of displaying the variable by itself.

When HotDocs assembles a document that contains variables, it reads through the
document much like you would—it reads, line by line, all of the text in the template,
starting at the top left corner and finishing at the bottom-right corner. As HotDocs
encounters variable fields, it checks for two things—1) if the variable has been asked,
and 2) if the variable is linked to a dialog. If the variable has already been asked,
HotDocs skips it and moves to the next variable or instruction in the template.
However, if the variable has not been asked, HotDocs checks to see if it has been
included in a dialog. If it has, HotDocs presents the dialog to the user so he or she can
answer the questions in it. If the variable is not linked to a custom dialog, HotDocs
asks the variable in its own default dialog.

Start the Tutorial

If you are continuing immediately from Lesson 9, skip the instructions for opening
the template and proceed to Create the First Custom Dialog (page 82).

If you closed the template at the end of Lesson 9, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My TestTemplates.hdl), and click Open.
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Tip: You can arrange both
the Component Manager
and word processor window
so that you can view both
windows simultaneously. To
do this, adjust Component
Manager to the desired
width and click the

#" Arrange Windows
button.
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2. Select Employment Agreement and click [ Edit. The template appears, ready
for you to edit.

Create the First Custom Dialog

How you group variables into dialogs depends on the template and your own pref-
erences. Generally, you begin with the most basic information. In the Employment
Agreement, the most basic information pertains to the employee.

To create a custom dialog, you use Component Manager. Component Manager is
a tool that lets you work with the different components and properties you use in
your template. (These are stored in the component file, which you learned about
when you created the new template in Lesson 3.)

To create a dialog

1. At the template, click the & Component Manager button. Component
Manager appears.

Compenent Mana... EI@
Component file: 3]
C:\...\Employment Agreement.cmp

B @ \|8

Components:

All Compaonents hd % l
£71 Agreement Date

=X Annual Salary Full-Time

=X annual Salary Part-Time

§E Company Representative

2= Emplayes Gender

A Employee Name

Ig Employee to Complete Trial Period
}g Employes to Receve Paid Semi...
3= Employment Status

2 Exempt Annual Salary

2 Hourly Salary

A Job Description

A JobTitle

2 rumber of Seminar Days

2 Mumber of Vacation Days
=X Probation End Date

@E;ignature Date

Eilstart Date

w e E §

[ ]

L EEE

(7]

[ Find: -

Component Manager lists all of the components associated with the template.
It also provides several tools for working with the components. Using Compo-
nent Manager you can create new components—specifically dialogs.
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2. Click the Components drop-down button and select Dialogs from the list. The
component list is filtered to show only dialogs. (You have not yet created any
dialogs, so this list is empty.)

3. Click the “aNew Component button. The Dialog Editor appears.

4u Component Mana... EI

O]

% Component file:

E C:\...\Employment Agreement.cmp
@ Components:

&

a

]

-

B

)

aby

ac

v

=]

&

2] [CEind: -

[= New Dialog - Dialog Editor - Employment Agreement.cmp

Properties |Optuns I Script I Locals | Resource I Layout I Used In I Motes |

Dialog name: Style:

Regular -

Title:

Cortents: Compenents: | Available Components = E]
@Agreement Date -
§E Company Representative
§E Employee Gender
A Employes Name
Ig Employee to Complete Trial Period L
}E Employee to Recieve Paid Seminar 0., |
3= Employment Status
2 Exempt Annual Salary
2 Hourly Salary
A Job Description
A Job Title
2 Number of Seminar Days =

[&=1TA 2 EREN= ElFing: -

Update | oK | [ Cancel ] [ Save

83



Chapter 1: HotDocs Developer Tutorial

4. Type Employee Information in the Dialog name box.

=] New Dialog - Dialog Editor - Employment Agreement.cmp
Properties |Optiur|s I Script | Locals | Resource | Layout I Used In I MNotes |
Dialog name: Style:
Employee Information| [Regular - ]
Title:
Contents: Components: | Available Components = E]
[E1 Agreement Date -

§E Company Representative

§E Employes Gender

A Employee Name

Eg Employee to Complete Trial Period

Eg Employee to Recieve Paid Seminar D...
3= Employment Status

2 Exempt Annual Salary

2 Hourly Salary

A Job Description

m

A Job Title
2 Number of Seminar Days =
HIA2EHEEI= [DFing: -

Update I CK. I[ Cancel ][ Save

Add Variables to the Dialog

The next step is adding the employee variables to the dialog.

To add variables to a dialog

1. In the Components list, click on Employee Name and drag it to the Contents

box.
= Mew Dialog - Dialog Editer - Employment Agreement.cmp
Properties |Ophons I Script I Locals I Resource I Layout | Used In I Motes |
Dialog name: Style:
Employee Information [Regular ']
Title:

Contents: Components: | Available Components =
AR [Ellagreement Date

§E Company Representative

§E Employee Gender

Ig Employee to Complete Trial Period
Ig Emplayee to Redeve Paid Seminar D... =
§E Employment Status

2 Exempt Annual Salary

2 Hourly Salary

A Job Description

A Job Title

2 Number of Seminar Days
2 Numher of Varation Davs

= A 2EEZEZI= [CIFing: -

Update I Ok I [ Cancel ] [ Save

> | (<]
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2. Drag Employee Gender from the Components list to the Contents box.

l Mew Dialog - Dialog Editer - Employment Agreement.cmp - - |
Properties |Oph’ons I Script I Locals I Resaurce | Layout I Used In I Motes |
Dialog name: Style:
Employee Information [Regular - ]
Title:
Contents: Components: | Availsble Components =
A Employee Mame @Agreement Date -

EE Employee Gender

3= Company Representative

Eg Employee to Complete Trial Period

Eg Employee to Recieve Paid Seminar D...
3= Employment Status

2 Exempt Annual Salary T
2 Hourly Salary

A Job Description

A Job Title

2 Number of Seminar Days

2 Number of Vacation Days

Elsinnatre Date S
[E1A 2@ EEI= Elring: -
Update l QK. I [ Cancel ] [ Saye

3. Click Test. A test assembly window appears.

-] Employee Information - HotDocs Developer

JJFiIe Edit View Mavigate Tools Help

7 @]HNewAnswerFile ']@ 127 E|._E'|> lj j‘m|? %@ rf\j'®|
V|| o |of B3 30 3| 5l
Interview

D Employee Information

w1 End of Interview

Employee Name

’7Emp|oyee Gender

@ Male
() Female

Il First 4 4 Previous Nedt p W Last M | Finizh ]

-

For Help, press F1

001/001 NUM

The dialog looks the way it will when it is displayed during the interview.
4. Close the test assembly window, and then click OK at the Dialog Editor. The

dialog Employee Information is now complete.

Create the Second Dialog

The second dialog you will create will ask the questions about the agreement.
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To create the dialog

1. At Component Manager, click the “aNew Component button. The Dialog
Editor appears.

N

Enter Agreement Information in the Dialog name box.

Tip: Components you have 3, Drag the following variables from the Components list to the Contents list, in
already added to a dialog

this order:
are sorted to the bottom of A t Dat
the Components list and greement Date .
appear grayed. This helps Company Representative
you know they have already Signature Date
been included in a dialog.
= New Dialog - Dialeg Editor - Employment Agreement.cmp @
Properties |Optiur|s I Script | Locals I Resource I Layout I Used In | Motes |
Diglog name: Style:
Agreement Information
Title:
Contents: Companents: E]
[31] Agreement Date ElEmployee Information -
§E Company Representative Ig Employee to Complete Trial Period B
I8 Employee to Recieve Paid Seminar D...

3= Employment Status

2 Exempt Annual Salary

2 Hourly Salary

A Job Description

A 10bTitle

2 Number of Seminar Days
2 Number of Vacation Days

m

[Ellstart Date

£ Emnlaves Gender i
[=EA 2B EIS ElFing: -
Update [ OK ] [ Cancel ] [ Saye

4. Click OK. The Dialog Editor is closed.

On Your Own

Create the next two dialogs, based on the following information:

Dialog Name Components

Job Information Job Title
Job Description
Start Date
Employee to Complete Trial Period
Employee to Receive Paid Seminar Days

Number of Seminar Days

Salary and Benefits Employment Status
Exempt Annual Salary
Hourly Salary
Number of Vacation Days
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Make sure you add the variables in the order they are listed in the table.

Group True/False Variables in a Dialog

When you view a dialog that contains True/False variables, they appear as Yes/No
questions, like this:

O Yes

‘mployee to Complete Trial Period
ONo

You can select an option that makes these variables appear as check boxes (allowing
the user to select multiple answers) or as option buttons (allowing the user to select
just one answer). You do this by assigning a selection grouping to the dialog.

To group True/False variables

1. At Component Manager, select the Job Information dialog and click the
¢ Edit Component button. The Dialog Editor appears.

lob Information - Dialog Editor - Employment Agreement.cmp
Properties |Ophons I Script I Locals | Resource I Layout | Used In I Notes |
Cialog name: Style:
Job Information] Regular -
Title:
Contents: Components: | Availsble Companents = E]
A Job Title Agreement Information -
A 30b Description Elemployee Information
[Elstart Date Salary and Benefits

I: Employee to Complete Trial Period reement Date
.Eg Employee to Recieve Paid Seminar Days mpany Representative
2 Number of Seminar Days = Employee Gender

m

& Employee Name

;’2 Employment Status

# Exempt Annual Salary

# Hourly Salary

& Number of Vacation Days

EHSinnatre Date e
[EA2EE == [FFing: -
Update [ OK ] [ Cancel ] [ Save
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2. Click Test. The test assembly window appears.

”File Edit View Mavigate Tools Help

7 @]”NawAnswerFi\e V]i@ I}EEI|I_E> E j'@E'? &Lgffﬁ0|
¢ 2|0 | of B2l |3= 3 3|3

=] End of Interview

Job Title

Complete the following sentence: Job duties shall include

Start Date

[

—Employee to Complete Trial Period
() Yes
@ No

—Employee to Recieve Paid Seminar Days
() Yes
) No

Number of Seminar Days

I First M 4 Previous  Net p W Last M ‘ Finish ]

I -

-

001,/001 NUM

Notice the two True/False variables in the dialog appear as Yes/No questions.

3. In the interview outline, click on the Job Information dialog icon and click the
¢ Edit Component button. The Dialog Editor comes to the front.

4. Click the Options tab.

=] Job Information - Dialeg Editer - Employmen

| Properties | Options |Script I Locals I Resource I Layout I Used In I MNotes |

Variables

Selection grouping: [Inone of the above
Prompt position: E| Right-align prompts  Maximunm units:

Interview

Prompt to use when displayed as child dialog:

Show buttons for child dialogs
[¥]Prevent this dialog from being asked when irrelevant
[7] Trim endmost iterations whose answered variables are grayed or hidden
Always stop at this dialog when moving to next unanswered

Advanced
Ask automatically
Link variables to this dialog

Answer source: - Map Variables

Test ][ Update ] l QK I[ Cancel ][ Saye ]
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5. Click the Selection grouping drop-down button and choose Select All That
Apply.

Properties | Options |Scriut | Locals I Resource I Layout | Used In I Motes |

Variables

Selection grouping: S

Abave -

| ¥ | nane of the shave
[/]right-align prompts  Maimum units:

Prompt position:

Interview

Prompt to use when displayed as child dislog:

[¥] shaw buttons for child dislogs
[Z]Prevent this dialog from being asked when irrelevant
[Z] Trim endmost iterations whose answered variables are grayed or hidden
Always stop at this dialog when moving to next unanswered

Advanced
Ask automatically
Link variables to this dialog

Answer source: - | Map Variables |

o o) Lo ) Lo ]

6. Click Update. The test assembly window appears again and shows the updated
dialog. Note how the two True/False variables now appear as check boxes.

] Job Information - HotDecs Deve

”Hle Edit View Mavigate Tools Help

7 ] |[NewAnswer ile Haz@| s L @DYs4MaEe
W[ @|o o |of Gal|F=2» a4 54| 4]
[ OETET [me

=] End of Interview Joh Title

Complete the following sentence: Job duties shall include

Start Date
i
Employee to Complete Trial Period
Employee to Recieve Paid Seminar Days
Mumber of Seminar Days
M First 4 4 Previcus  Net p W Last ‘ Finich JE]
002/002 NUM

Visually Separate Items in a Dialog

As you review the Job Information dialog, you may notice that you'd like to separate
the seminar attendance questions from the rest of the variables in the dialog. You
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can do this by creating a dialog space element. You can create a single dialog element
and use it in any number of dialogs.

To create a dialog element

1. Bring the Dialog Editor to the front. (To do this, click on the dialog icon in the
interview outline and then click the & Edit Component button.)

= Job Information - Dialog Editor - Employment Agreement.cmp
| Properties | Options |Script I Locals I Resource I Layout I Used In I Motes |

Variables

Selection grouping:

[ rone of the above

Prompt Eosih'on: Right-align prompts Maximurm units: |12 =

Interview

Prompt to use when displayed as child dialog:

Show buttons for child dialogs
Prevent this dialog from being asked when irrelevant
Trim endmost iterations whose answered variables are grayed or hidden
[ Always stop at this dislog when moving to next unanswered
Advanced
Ask automatically
Link variables to this dialog

Answer source: - Map Variables

[ Test ][ Update ] [ QK ][ Cancel ][ Saye

2. Click the Properties tab.
Tip: You can use dialog 3. Click the & Create New Dialog Element button and drag it to the Contents

elements to include other list, dropping it between the two True/False variables.
items in a dialog, such as

additional text, horizontal ) ) )
R =l Job Information - Dizleg Editor - Employment Agreement.cmp
lines, or buttons that calcu-

Iate values or Iaunch the Properties |Oph’ons I Seript |Locals | Resource |La\,rout | Used In |Nohes |

Web browser, just to name Dialog pame: Style:
a few. Job Information [Regular ']
Tithe:
Contents: Components: @
A Job Title = Agreement Information |~
A Job Description Elemployee Information
Bl start Date =l salary and Benefits

Taen, loyee to Complete Trial Period greement Date

;g Employee to Recieve Paid Seminar Days == Company Representative
2 Mumber of Seminar Days $§ Employee Gender

m

# Employee Name

;§§ Employment Status

# Exempt Annual Salary

2 Hourly Salary

% Mumber of Vacation Days

Y Rinnatire Date

(= A 2EEESI= [l Fing: -

| Test |[ Update ] [ OK ][ Cancel ][ Save
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The Dialog Element Editor appears.

Properties | Options | Used In | Notes

%] Mew Dialeg Element - Dialog Element Editor - Employment Agreemen... @

Dialog element name:

Style
@) Text () Script link
() Application link

() Web link

@ Horizantal divider

() Vertical spacing

Display text:

[F Generate name automatically

© Image

Cx

] [ Cancel

J

N o 0 &

In the Style group, select Vertical spacing.
Click OK. You are returned to the Dialog Editor.

In the Dialog element name box, enter the text White Space.

Click Update. The test assembly window appears again, showing the updated

dialog. Note the extra space between the 77ial Period and Paid Seminar Days

questions.

8. Close the test assembly window and click OK at the Dialog Editor.

On Your Own

Edit the Salary and Benefits dialog, and add the White Space dialog element you
created in the previous section to it. To do this, drag the element from the Compo-
nents list and drop it between the variables Hourly Salary and Number of Vacation

Days. Close the Dialog Editor when you are finished.

Conclusion

Tip: Although you already
added the White Space
dialog element to the
previous dialog, it is not
grayed in the Components
list. This is because dialog
elements can appear on
multiple dialogs, or even
multiple times on the same

dialog.

You are now finished with this lesson. In it, you learned how to group variables into
dialogs. You also learned how to group True/False variables in a dialog so they

appear as option buttons or check boxes.

If you do not want to go on to Lesson 11 at this time, close Component Manager
by clicking the X in the upper-right corner of Component Manager. Then click the
HotDocs & Save and Close button to close the template. Then exit HotDocs.

If you are continuing on to Lesson 11, click the [ Save button to save your work.
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Lesson 11: Create Scripts for Dialogs

Overview

Some variables you add to a dialog may not need to be asked unless other questions
in the dialog are answered a certain way. For example, in the Job Information dialog,
you don’t want the employee to enter the number of seminar days unless he or she
actually qualifies for them. For situations like this, you can create a dialog script.

To do this, you use a series of instructions that disable certain questions in a dialog
based on how other questions are answered. You can either gray or hide variables.
Then you use an IF instruction to determine if the variables are relevant to the
current user. If they are, you then show or ungray the variables for the user. (In
Lesson 8, you learned how to use IF instructions to make text in the template condi-
tional. In this lesson, you will use IF instructions to conditionally enable or disable
variables in a dialog.)

Start the Tutorial

If you are continuing immediately from Lesson 10, skip the instructions for opening
the template and proceed to “Gray and Ungray Variables in a Script.”

If you closed the template at the end of Lesson 10, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Employment Agreement and click [ Edit. The template appears, ready
for you to edit.

3. Click the & Component Manager button to open Component Manager.

Gray and Ungray Variables in a Script

You will use the GRAY instruction to disable irrelevant variables in a dialog.
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To GRAY the Number variable

1. At Component Manager, select the Job Information dialog and click & Edit

Component. The Dialog Editor appears.
2. Click the Script tab.

Jeb Information - Dialeg Editer - Employment Agreement.cmp

| Properties | Options ‘ Script |Laca\s | Resource I Layout | Used In | Notes ‘

Ko~k BB E

Script:

Components: |Variables in Dialog - @

A Job Title

Instruction models:

CONCEAL VAR

-
-

A Job Description B DESJC =
Start Date ) ‘ﬂ Expression models:
Fo FrlnFoneE to Complete Trial Period Enter 2 Date "
?_E‘ White Space ) ) il Enter a Number [
o Emplovee to Recieve Paid Seminar Days Enter some Text

[CFing: - Enter True or False 2

Update [ ox

] [ Cancel ] [ Save

]

Notice that the Components list shows the variables used in the dialog. This
can help you remember the variables with which you are working. The Instruc-

tion models list shows you which instructions you can use.

You want to gray the Number of Seminar Days until the user indicates that the

employee should receive them.

3. Click in the Script box and press Ctrl+Spacebar. The auto-complete list

appears.

lob Information - Dialog Editor - Employment Agreement.cmp

Properties I Options | Script |Locals | Resource I Layout | Used In | Motes |

Tip: You can also edit com-
ponents by double-clicking
them in Component
Manager.

@ Agreement Date

= agreement Information
=X annual Salary Full-Time
=X annual Salary Part-Time
= ANSWER FILE NAME

B ANSWERED

Script: _3\| o ﬁ| Y g B LE
W ABSOLUTE VALUE -
o AGE |]

C APR
Ce aue - D
A 1ob Title o
A Job Description
[E)5tart Date

IE Employee to Complete Trial Period L4
5=l white Space

Eg Employee to Recieve Paid Seminar Days 7

[ Find: -

Instruction models:

COMCEAL VAR
DEBLG

Expression models:

Enter a Date
Enter a Number
Enter some Text
Enter True or False

Undat= [ o

][ Cancel H

Sawe

J

4. Type the letters GR. The GRAY instruction is highlighted.
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5. Press Enter. The GRAY instruction is inserted.

= Job Information - Dialog Editor - Employment Agreement.cmp

| Properties | Options | Seript |ana|s I Resource I Layout I Used In I lMotes |

6. Enter a space and then press the F5 key. HotDocs displays a list of just compo-

nents.
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Script:

Lol

- B8 A N

GRAY|

Components: | Variables in Dialog - E]

Instruction models:

COMCEAL VAR, -
A 1ob Title &
. DEBUG -
A Job Deseription
:D;Stﬂrt Date 3 Expression models:
Fo Ehn;floyee to Complete Trial Period Enter a Date i
&= white Space Enter a Mumber |:|
I“ Employee to Recieve Paid Seminar Days ™
0 Enter some Text
[T Fing: - Enter True or False i
Update i OK. ] [ Cancel ] [ Save ]

[= Job Information - Dialog Editor - Employment Agreement.cmp

| Properties I Options | Seript |Luca|s I Resource I Layout I Used In I MNotes |

XN o~

Script:

0o B4

GRAY|

1] Agreement Date

=] agreement Information

=X annual Salary Full-Time

Annual Salary Part-Time

ompany Representative
‘mployee Gender

= Employee Information

A Employee Name

Ig Employes to Complete Trial Period

Componer ';: Employee to Recieve Paid Seminar Days

m

Instruction models:

A 70670 COMCEAL VAR B

ob Title e
DEBUG
A Job Description .
[l 5tart Date 3 Expression models:
IE Employee to Complete Trial Period Enter a Date i
e

\E‘lh"lje sDa;:R v Paid Seminar D | Enter a Number EI
£o Employee to Redeve Paid Seminar Days Enter some Text

[E1 Find: - Enter True or False =

Update I

) Cemer ) (

Saye
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7. Select Number of Seminar Days (either press the Down Arrow key to select the
component, or start typing the component name) and then press Enter. The

variable is inserted in the script.

Jek Infermation - Dizleg Editor - Employment Agreement.cmp

| Properties I Options | Script |Locals | Resource | Layout I Used In I Notes |

Seript: LG T

2, LE

GRAY MNurmber of Seminar Days]

Components: | Variables in Dialog - [E

A JobTitle -
A Job Description B
[B1l5tart Date £
EE Employee ta Complete Trial Period | 4
White Space

I: Employee to Recieve Paid Seminar Days ™

[EFind: -

Instruction models:

COMNCEAL VAR
DEBUG

Expression models:

Enter a Date

Enter a Number
Enter some Text
Enter True or False

Update [

][ Cancel ][

Save

In the next part of the script, you will define the condition under which the variable

will be ungrayed.

To create the instruction to UNGRAY the variable

1. Press Enter to start a new line in the script.

2. Enter the IF instruction, followed by the variable name Employee to Receive

Paid Seminar Days.

= lob Information - Dialog Editor - Employment Agreement.cmp

| Properties I Options | Script |Lucals I Resource I Layout I Used In I MNotes |

Script: ;&"ﬂ“ —h‘&|éﬁ

£

GRAY Murmber of Seminar Days
IF Ernployee to Recieve Paid Seminar Days|

Components: | Variables in Dialog - E]

A Job Description -
[BilStart Date i
Ig Employee to Complete Trial Period
B White Space

}E Employee to Recieve Paid Seminar Days
2 number of Seminar Days

[EFingd: -

Instruction models:

COMCEAL VAR
DEBUG

Ewxpression models:

Enter a Date

Enter a Number
Enter some Text
Enter True or False

Update [

][ Cancel ][

Save

]

3. Press Enter.

4. On the new line, enter UNGRAY Number of Seminar Days.
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5. On the next line, enter END IF. Your script should look like this:

[ Properties [ options | Serint | Lacals [ Resource [ Layout [ used in | notes |

Script:

oo B[ e

END IF

GRAY Mumber of Seminar Days
IF Emplovee to Recieve Faid Seminar Days
UNGRAY Number of Seminar Days

Compenents: | Variables in Dialog -

Instruction models:
COMCEAL VAR, -

[ELstart Date

'E: Employee to Complete Trial Period

&= white Space

'E: Employee to Recieve Paid Seminar Days | E
2 number of Seminar Days

-

DEBUG -

Expression models:
Enter a Date -
Enter a Mumber D
Enter some Text

¥

Find:

Enter True or False

o C=

I [ Cancel ] [ Save ]

Test the Dialog

You can now test your work.

To test the dialog
1. At the Dialog Editor, click Test. The test assembly window appears.
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EEEEEEI= m kY -EED)

Interview

|| o |of a |32 34| 2]

Jeb Information
End of Interview

Job Title

Complete the following sentence: Job duties shall include

Start Date
s

Employee to Complete Trial Period
Employee to Recieve Paid Seminar Days
MNumber of Seminar Days
M First 4 o Previous Ned p W Last M | Finizh )]

-

001/001 NUM
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2. Select Employee to Receive Paid Seminar Days. The Number of Seminar

3. Choose Close (File menu) to close the test assembly window.

4.

Days answer field becomes enabled.

1] Job Information - HetDoes Developer

=B

”File Edit View Mavigate Tools Help

| HNewAnswarF\\a ‘]IE = ‘ |‘ 7 &,@ I @‘

vjalo ~|
Interview

| 84|

-] Job Information
~Z] End of Interview

Job Informaticn
Job Title

Complete the following sentence: Job duties shall include

Start Date

[C] Employee to Complete Trial Period

[#]Employee to Recieve Paid Seminar Days

Mumber of Seminar Days

Last M ‘ Finish )E]

001,002

NUM

Click OK at the Dialog Editor.

Hide and Show Variables in a Dialog

The Salary and Benefits dialog contains two variables—Annual Salary and Hourly
Salary. Only one of these variables should be asked during the interview, depending
on the employee’s work status. You can use a dialog script to hide these variables
and then show only the correct one once the user specifies the status.

To hide variables

1.
2.

At Component Manager, edit the Salary and Benefits dialog.

Click the Script tab.

In the Script box, enter the following script:
HIDE Exempt Annual Salary
HIDE Hourly Salary

Next, you will create the expression that determines which variable is shown.

Press Enter to start a new line.

Enter the following lines of script:
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IF Employment Status = “Exempt”
SHOW Exempt Annual Salary

Next, you will create the rest of the expression.

6. On the next line of the scrip, enter the following:
ELSE IF Employment Status = "Non-exempt"
OR Employment Status = "Part-time"
SHOW Hourly Salary
END IF

To review, in this script, HotDocs first hides the variables Annual Salary and Hourly
Salary. It then determines how the user answered the Employment Status question.
If the employee is exempt, the Exempr Annual Salary variable is shown. Or, if the
employee is non-exempt or part-time, the Hourly Salary variable is shown.

On Your Own

Once you have added the script to the dialog, you can test it. To do this, click the
Test button at the Dialog Editor. Select an employee status and note which variable
is asked. Change your answer to see the script update which variable is asked.

When you are finished, close the test assembly window.
Then, close the Dialog Editor.

Finally, close Component Manager by clicking the X in the upper-right corner of
Component Manager.

Test Assemble the Template Again

You are now ready to test assemble the template again. You will see how grouping
variables into dialogs makes the interview process easier for users.

To test assemble the template

1. At the template, click the 57 Test Assemble button. The test assembly window
appears.

2. Answer the questions in the interview, pressing Tab to move between answer
fields and clicking » Next (or Page Down) to move between dialogs.

3. Continue answering questions as dialogs appear.

4. After you reach the End of Interview dialog, click the Document Preview tab
to preview the assembled document.

5. Close the test assembly window.

6. At the template, click the E Save and Close button. The template is saved and
closed.
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Congratulations! You have completed automation work on the Employment Agree-
ment template. In the next few lessons, you will continue to learn new automation
concepts as you work in different templates.

Conclusion

You are now finished with this lesson. In it, you learned how to use dialog scripts to
dynamically ask or disable variables in a dialog, based on how the user answers other
questions in the dialog.

If you do not want to go on to Lesson 12 at this time, exit HotDocs.
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Lesson 12: Use a Computation to Combine Multiple Answers
into a Single Answer

Overview

When new employees start working at Hobble Creek Publishing, they must
complete a Personal Data document that can be filed with the human resources
department. It contains basic information about the employee, including contact
information and emergency information.

In this lesson, you will learn how to create three separate variables to represent the
different parts of the employee’s name (first, middle, and last). You will then learn
how to use a single Computation variable to join these three separate answers
together.

Start the Tutorial

In this lesson, you will use the Employee Personal Data template you added to the
My Test Templates library in Lesson 2. Some of the automation in this template has
already been completed for you.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.
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2. Select Employee Personal Data and click [/ Edit. The template appears, ready

for you to edit.

1
‘ SECTION-1:-PERSONAL-DATAY

GIE L= Personal Data [Compatibility Mode] - Micresoft Word o B =R
Home Insert Page Layout References Mailings Review  View  AddlIns HotDacs o @
== ¥ |adal 14 - % éﬁ
N prarara—— tz.  aesbrost AaBbC AaBbCi
- u 2 = . A P Change | Editing
aje ) ay A‘ A | A & %l m Emphasis Headingl Heading2 | Styal’:sgf -
Clipboard Font Fl Paragraph ] Styles
i)
Employee-Personal-Dataf =
1
1
Employee FullMame: - -+ 1
1

Employee-Name:-

Gender:

-

-+

1

«Employee Genders1

Primary Telephone Types{

Secondary Telephone TypesT

1

Birth-Date: - «Emploves Bith Datea1

1

Social-Security-Number:- + «Employee Social SecuritylumbersT

1

Address:- - «Employvee StreetAddresss <EmployeeCitys. =Employee Zip
Code=f

1
Primary-Phone-Number: — «<Employes Primary Telephone Numbers - Type: «sEmployes

1
Secondary-Phone-Number:-— :Employee Secondary Telephone Mumbers — Type:-«Employee

1
[SECTION-2: EMERGENCY-CONTACT-INFORMATIONY

1
Primary-Emergency-Contact:+«FrimaryEmergencyContactilamesT

1
Relationship:

1
Telephone-Number:-

-+

4

«PrimaryEmergency ContactRelationships1

«FrimaryEmergency ContactTelephone Mumbers{

1
Second.-Emergency-Contact:«SecondaryEmergencyContacthlamesT
'l

“ 0 w4

Page: 1 of 2

Waords: 160 |

IEEE

90% (= [)

+)

Create Variables for the Employee’s Name

In the Employment Agreement template, you learned how to create a single Text
variable to represent the employee’s full name. Another option, and the preferred
option, is to create three variables to represent a person’s name—First Name, Middle
Initial, and Last Name. While this means you have three variables with which you
must now work, keeping parts of the name separated like this makes other HotDocs
tasks easier. For example, letters you write often include a salutation, followed by a
title (Mr., Mrs., and so forth) and a last name. By keeping the name separated into
its various parts, it’s easy to use just the client’s last name in the letter’s greeting. If
you've used a single variable, however, you would have to either insert the client’s
full name, or write a very complicated script to extract just the last name.

One negative aspect of using three variables is that using three separate fields for a
single name can take up a lot of space in a template. One way around this is to create
these three variables, but at places in the template where you need to merge the full
name, create a single Computation variable that strings together these different vari-

ables.

The first thing you will do in this template is create three separate variables for the
employee’s first name, middle initial, and last name. Because some employees do
not have a middle name, you will condition the middle initial variable so that it is
removed from the assembled document when it’s not applicable.
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To insert the variables

1. In the PERSONAL DATA section of the template, click after Employee
Name, at the 2-inch tab stop (Word users) or 3-inch tab stop (WordPerfect
users), like this:

|SECTIDN-1 PERSONAL-DATAY
1

Employee-Name:- -+ il

Gender:- -+ «Employes Genders]
1

Birth-Date:- - «Employes Birth-Dates1

1
Social-Security-Number:: - =Employee-Sodal-Security-Mumbers]

2. Click the «» Variable Field button. The Variable Field dialog box appears.

3. Make sure Text is selected and enter Employee First Name in the Variable box.

. Variable Field 7|3
Variable type
@ Text (@) True/False () Personal Information
() Number () Multiple Choice
©) Date () Computation
variahle: Employes First Mame| -

Merge field properties
Mon-breaking Use default

4. Click OK. The variable is inserted in the template.

On Your Own

Following Employee First Name, create two more variables named Employee
Middle Initial and Employee Last Name.

When creating the Employee Middle Initial variable, edit the properties of the
component and click the Advanced tab at the Text Variable Editor. Then clear
Warn when unanswered. This will keep HotDocs from displaying a warning
message when the user leaves the answer blank.

Make sure there is a space character separating each of the three variables.

Make the Middle Initial Variable Optional

Not all employees have a middle name, so you will use an IF expression to make this
variable’s insertion conditional.
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To create an IF expression

1. Select (highlight) the Employee Middle Initial variable field, including the
opening and closing chevrons and the space immediately following the closing
chevron.

|SECTIDN-1 PERSONAL-DATAY

Employee-Name: - «Emploves FirstMam
MamesT

PR FmplovesLast

1
Gender:- -+ «Emploves-Ggoder:1

1
Birth-Date:- -+ «Employes H

Social-Security-Number: - =Employes 3
1

2. Click the gy IF Field button. The IF Field dialog box appears.

5 IF Field (-2 |
Field type
s () IF Expression
True Falze varizble:
-
Test Show Advanced oK

3. In the Field type group, select IF Expression. The view changes to show a
scripting box.

52 TF Field [~

Field type

(7 IF True/Ealse Variable '@'i

Expression: ﬂ | IIT7

Expression models:

Components: | Available Component +

)

Enter 2 Date
A Company Name

-
a sl I [ Enter 3 Number F|
3= Curriculum Studied - Enter some Text el
= gree Earned P : = Enter True or False
Emergency Contact Information = ABSOLUTE VALUE{ NUM )
[EllEmployee Birth Date AGE({DATE)

L J

v

A Employee City
A Employes First Name =
%E Employee Gender

A Emploves Last Name

A Emplovee Middle Initial S

ANSWERED{ VAR )

ANSWERED({ DIALOG }

li CEILING{ NUM )

AND | | COUNT{DIALOG )

OR COUNT{ MULT_CHOICE_VAR )

[F1Fing: ¥ [NOT | | COUNTER i

Test Show Advanced K

I}

4. In the Expression box, enter the following expression:
ANSWERED( Employee Middle Initial )

With this expression, the user’s middle initial will be merged in the document
if the user answers the question during the interview. If the user doesn’t answer
the question, nothing will be merged.

5. Click OK. The condition is inserted around the variable.
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When HotDocs inserts instruction fields in a template, it adds a paragraph mark at
the end of each instruction—including both the opening and closing instructions.
Then, when the template is assembled, HotDocs removes these instructions, along
with the paragraph marks it inserted. So, even though the template text now looks
like it is formatted incorrectly, it will appear correctly in the assembled document.

If you want to keep HotDocs from inserting these paragraph breaks when making text
within a paragraph conditional, at the template library, choose Options (Tools menu)
and then navigate to the Template Development folder. Then, click the Insert
returns after instructions in text templates drop-down button and choose Smart.
(See the HotDocs Help for more information on this option.)

Create a Computation That Combines the Employee Name
Variables

As you can see with the variables you just inserted in the template, sometimes using
several variable fields (first, middle, and last names) to represent a single thing (a full
name) can take up considerable space in the template.

In this part of the lesson, you will create a Computation variable to join all of the
Text variables together. (As with numbers, you can add text values together using
the Add (+) operator.) If the middle initial is answered, it is merged in the docu-
ment. If it is unanswered, nothing is merged.

To create a Computation variable that merges all parts of the name

1. At the beginning of the template, click after Employee Full Name and click the
«» Variable Field button. The Variable Field dialog box appears.

. Variable Field -7zl
Variable type
@ Text () True/False (T Personal Information
(©) Number () Multiple Choice
(©) Date () Computation
Variable: - [E

Merge field properties
Mon-breaking Use default

Show Advanced OK
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2. Select Computation from the Variable type group and type Employee Full
Name in the Variable box.

. Variable Field (B ]S
Variable type
) Text () True/False () Personal Information
() Number (@) Multiple Choice
() Date (@ Computation
Variable: Employee Full Name| -
Parameter Type Expression

Merge field properties
Non-breaking [¥] Use default

) (o)

3. Click the & Edit Component button. The Computation Editor appears.

4. Click in the Script box and enter the following script:

Employee First Name + " " + SPACE ( Employee Middle Initial ) + Employee Last

Name

In this script, HotDocs inserts the value for Employee First Name, followed by
a space character (which is represented by the blank space between the quota-
tion marks). It then tests whether Employee Middle Initial is answered. If it is,

the answer is merged, along with a space character. If it is not, nothing is
merged. The Employee Last Name is then merged.

5. Click OK at both the Computation Editor and the Variable Field dialog box.

The variable is inserted into the template.

Insert the Variable Later in the Template

The Employee Full Name variable is also used later in the template. You can insert it

now.

To insert the Full Name variable

1. In the SECTION 3: EDUCATION DATA section, place your cursor at the

beginning of the sentence under Degrees Earned.
2. Click the «» Variable Field button. The Variable Field dialog box appears.

3. Choose Computation and click the Variable drop-down button.
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4. Choose Employee Full Name from the list.

o Varizble Field @
Variable type
) Text () True/False () Personal Information
() Number () Multiple Choice
() Date (@ Computation
Yariable: -
Parameter Type Expression

Merge field properties
Mon-breaking Use default

5. Click OK. The variable is inserted in the template.

6. Add a space character after the closing chevron, so words in the sentence are

properly spaced.

Degrees-Earned: ]
«Employee-Ful-Mamess-has-earmad-the-following-degrees:-«Degree-Earmeds {«University-or-College-
Mame=).q

1

Conclusion

You are now finished with this lesson. In it, you learned how to keep variables that
may not be answered from being merged in an assembled document. You also
learned how to write a computation script that joins together three separate answers
to create a single answer.

If you do not want to go on to Lesson 13 at this time, click the HotDocs E Save
and Close button to close the template. Then exit HotDocs.

If you are continuing on to Lesson 13, click the [ Save button to save your work.
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Lesson 13: Copy Components Between Component Files

Overview

As you automate a set of templates, you may notice there are some variables that are
common between these templates. Rather than recreate each variable in every
template, you can copy components from existing templates into the new template
you are working on.

In the Employee Personal Data template, you need to insert a Multiple Choice
variable for the employee’s state. Rather than create the variable, including typing
all 50 states as options and their abbreviations as merge text, you will copy the
component from an existing component file.

Start the Tutorial

If you are continuing immediately from Lesson 12, skip the instructions for opening

the template and proceed to “Copy Components.”

If you closed the template at the end of Lesson 12, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Employee Personal Data and click [ Edit. The template appears, ready
for you to edit.

Copy Components

You can copy components from one component file into another. Copying compo-
nents makes it easy to use the same variables, dialogs, example formats, and so forth
in several templates. Once you have copied a variable from one component file into
another, you can change its properties to fit that specific template.

When you copy a component such as a dialog or a Computation variable, all of the vari-
ables associated with the component are automatically copied as well.
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To copy a Multiple Choice variable to the template

1. At the template, click the & Component Manager button. The Component
Manager window appears.

23 Component Mana... E’
p Compaonent file: D]
Ct\...\Templates'Personal Data.cmp

Components:
[A\I Components v] Bl

Y Company Name | .
3= Curriculum Studied

§E Degree Earned

[=lEmergency Contact Informa...
%5l Emergency Contact Instructi...
[ELEmployes Birth Date

A Employee City

A Employee First Name

=X Employee Full Name

§E Employee Gender

A Employee Last Name

A Employee Middle Initial

A Employee Primary Telephon, ..
3= Employee Primary Telephon. ..
A Employee Secondary Teleph...
3= Employee Secondary Teleph...
A Employee Socal Security Mu. .
A Employee Street Address

A Employee Zip Code

A Job Duties -

M Eind: -

m

e ® s R g & REON

@& oo

2. Click the ® Expand button in the upper-right corner of Component Manager.
The window changes to show a second list of components.

au Component Manager EI

Component file: Other component file:

[
C:\...\Templates\Personal Data.cmp ’ - ]

Components: Components:
[AII Companents A ] % l ’AII Components hd ]

A Company Mame

§E Curriculum Studied

2= Degree Earned

Emergency Contact Infor...
Emergency Contact Instr...
BlEmployee Birth Date

A Employes City

A Employes First Name

=X Employee Full Name

@Y

#
¥

»

m

5= Employee Gender

A Employee Last Name »
A Employes Middle Initial

A Employes Primary Teleph. ..
5= Employee Primary Teleph...
A Employes Secondary Tele...
5= Employee Secondary Tele. ..
A Employee Social Security ...
A Employee Street Address
A Employes Zip Code

A 1ob Duties o

[ClEind: - [ClEind: -

e e

| <8 é

® & .
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3. Click the Other component file drop-down button and choose states.cmp. The
Components list changes to show the components contained in this file.

4 Component Manager EI@

Component file: QOther component file: [

C:\...\Templates'\Personal Data.cmp

@\

Components: Components:
[.-'—\II Components V] %L [.-'-\II Components v] %l

A Company Name - §E Employee State
§E Curriculum Studied

§E Degree Earned

=l Emergency Contact Infor...
Bl Emergency Contact Instr...
[E1Employes Birth Date

A Employee City

A Employee First Name

=X Employee Full Name

§E Employee Gender

A Employee Last Name

A Employee Middle Initial

A Employee Primary Teleph. ..
§E Employee Primary Teleph. ..
A Employes Secondary Tele...
§E Employee Secondary Tele...
A Employes Social Security ..
A Employee Street Address
A Employee Zip Code

A Job Duties -

[ Eind: - [C]Find: -

m

| <Ee & |-

®|

4. Select Employee State and click the 48 Copy Components button.

The variable is copied to the Personal Data component file, along with the asso-
ciated merge text component, which contains a list of all the state abbreviations.

5. Click the @ Collapse button to close the second component file.

You will leave Component Manager open.

Insert the Employee State Variable in the Template

You will now insert the variable into the template.

To insert the variable

1. Inthe PERSONAL DATA section of the template, select (highlight) the under-
scores between Employee City and Employee Zip Code. (In WordPerfect,
highlight the blank space.)

|SECTIDN-1:-PER SONAL-DATAY |
1

Employee-Name: - =Employee-First-Names-«IF-ANSWERED(Employee-Middle-Initial ;31
«Employee-Middle-Initiak «EMND-IF =1
«Employee-LastMames1

Gender:- - «Employes Gendersy

1

Birth-Date:- -+ «Employes Birth-Date»1

1

Social-Security-Number: —+ «Employes Sodal Security-Mumbers1

1

Address:- - <Emploves: Strest-Addresss - «Employee- Citys, I <Employvee-Zip-
Codest

1
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2. Click the «» Variable Field button. The Variable Field dialog box appears.
3. In the Variable type group, select Multiple Choice.
4. Click the Variable drop-down button and choose Employee State.

Note the Option column and the Merge Text column already include the list
of states along with their abbreviations.

5. Clear Use default. (This will allow the merge text options to appear for just this
instance of the variable only.)

. Variable Field @
Variable type
() Text () True/False () Personal Information
() Mumber (@) Multiple Choice
) Date () Computation
Variable: Employee State -
Merge field properties
Format: * [CIMon-breaking [ Use default
Opticn Prompt Merge Text ¥ *
n;i\labama AL |E‘
2 iAlaska AK L8
3 tArizona AT
4 tArkansas AR
5 iCalifornia CA
6 iColorado co
7 iConnecticut T
8 iDelaware DE
9 iDistrict of Col... DC
10 iFlorida FL
11 :Georgia GA -
o) (o)

6. Click Replace Once. The variable is inserted. (If you are using WordPerfect,
click OK to close the Variable Field dialog box.)

Create the Personal Data Dialog

You can now group all of the variables associated with the employee’s personal
information in a dialog.

To create a dialog

1. Bring Component Manager to the front. (You can click its icon on the
Windows task bar.)

2. Click the @ New Component button. The New Component dialog box
appears.

3. Select Dialog and click OK. The Dialog Editor appears.

4. In the Dialog name box, enter the text Personal Data.
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5. Add the following variables to the dialog, in this order:
Employee First Name
Employee Middle Initial
Employee Last Name
Employee Gender
Employee Birth Date
Employee Social Security Number
Employee Street Address
Employee City
Employee State
Employee Zip Code
Employee Primary Telephone Number
Employee Primary Telephone Type
Employee Secondary Telephone Number
Employee Secondary Telephone Type

6. When you are finished, click Save at the Dialog Editor.

Conclusion

If you do not want to go on to Lesson 14 at this time, click OK to close the Dialog
Editor, and then close Component Manager and click the HotDocs [ Save and
Close button to close the template. Finally, exit HotDocs.

If you are continuing on to Lesson 14, leave the Dialog Editor open.
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Lesson 14: Change the Placement of Variables in the Dialog

Overview

When you create a custom dialog, each variable you add to the dialog is placed on
its own line in the dialog. Sometimes, however, it makes more sense to place two or
three variables, side by side, on the same line.

In this lesson, you will visually arrange variables in a dialog that is used in the
Employee Personal Data template.

Start the Tutorial

If you are continuing immediately from Lesson 13, skip the instructions for opening
the template and proceed to “Test the Dialog to See How Variables Are Arranged.”

If you closed the template at the end of Lesson 13, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Employee Personal Data and click [ Edit. The template appears, ready
for you to edit.

3. Open Component Manager and edit the Personal Data dialog.

Test the Dialog to See How Variables Are Arranged

By default, HotDocs places each variable in a dialog on its own line.
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To test the dialog
» At the Dialog Editor, click Test. A test assembly window appears.

] Personal Data - HotDocs Developer

”Ei\e Edit View MNavigate Toocls Help

7 &) | [New Answerile Namde Ea @R T sMa e
PIERIN T YEEE AT

+ End of Inteniien Employee First Name o

Employee Middle Initial

Employee Last Name

Gender

Birth Date

s

Social Security Number

m

Street Address

City

Employee State

ZIP Code
Primary Telephene Mumber
|
H First H 4 Previous Net p W Last M | Finish JE]
| -
For Help, press FL 001/001 NUM

Each answer field appears on its own line. However, to better organize the variables,
you want Employee First Name, Employee Middle Initial, and Employee Last Name to
be side by side on the same line.

Place Answer Fields on the Same Line in a Dialog

You can use the Dialog Editor to change the layout of a dialog.

To change the layout of a dialog

1. In the interview outline of the test assembly window, click the Personal Data
dialog icon and click the & Edit Component button. The Dialog Editor comes
to the front.
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2. Click the Layout tab. The window changes to show icons for each variable in

the dialog.
=] Personal Data - Dialeg Editor - Persenal Data.cmp
[roperes [ optons [ S| ozs | Resoutc (960 sedin [ ot
-

lA Ermployee First Mame ] B
l A Employee Middle Initial ]
IA Erployee Last Mame l i
l§§ Employee Gender ] F
l@ Employee Birth Date ]
lA Employee Social Security Mumber ] b
l A Emnployee Street Address ]
l A Employee City ]
l%E Employee State ] i
=

3. Click on the Employee Middle Initial icon and drag it to the right of the
Employee First Name icon.

= Personal Data - Dialog Editar - Personal Data.cmp
| Properties I Options | Script I Locals I Resource |Lﬂ¥'0Ut| Used In I Notes |
-
l A Employee First Mame ] |
lA Employee Last Mame ]
I§E Employee Gender ]
l Employee Birth Date ]
IA Employee Social Security Number ] b
l A Employee Street Address ]
l A Ernployee City ]
[§E Ermployee State ] i
o] Lo ) Cone ]

As you are dragging the variable to its new location, you see horizontal and
vertical lines, indicating where the variable will be placed when you release the
mouse button.
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4. When you see a vertical line to the right of the Employee First Name icon,
release the mouse button. HotDocs places the two variable icons on the same

line.

= Personal Data - Dialog Editor - Personal Data.cmp

| Properties I Options I Script I Locals I Resource |LEY0U1| Used In I MNotes |
IA Employee First Name l IA Employee Middle Initial l =
IA Employee Last Name ]
I§E Employee Gender l
l@ Employee Birth Date ] ;
IA Employee Social Security Mumber l
l A Employee Street Address ] R
IA Employee City l
I§E Employee State l
IA Employee Zip Code ] il
[ Test ] [ Update ] [ QK ] [ Cancel ] [ Saye ]

When you do this, you will notice that the test assembly window automatically
updates to show the new placement of the variable.

On Your Own

At the Dialog Editor, drag Employee Last Name to the same line as Employee First
Name and Employee Middle Initial. (It should appear after the Employee Middle
Initial.) Follow the instructions for moving Employee Middle Initial.

Repeat this process for two more groups of variables:

= Place Employee Gender, Employee Birth Date, and Employee Social Security

Number on the same line.
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= Place Employee City, Employee State, and Employee Zip Code on the same
line.

| Properties I Options I Seript I Locals I Resource | Layout | Used In I Motes |

IA Employee First Name] IA EmployeeMiddIeIn...] IA Employes Last Name ]

I§E Employee Gender ] l@ Employee Birth Date] IA Employee Social Sec...

l
l A Employee Street Address ]
l A Employee City I§E Employee State ] l A Employee Zip Code ]
l A Employee Primary Telephone Number ]
l 3= Employee Primary Telephone Type ]
l A Employee Secondary Telephone Mumber ]
l i= Employee Secondary Telephone Type l

o) (o ) o

When you are finished, click Update to view the test assembly window again. The
variables are arranged in the dialog.

JJFiIe Edit View Mavigate Tools Help

7" €l |[Nowhnowe e Jo 58| 6 4 @D 7 408~ e
W|&|n o |of Ba@ |33+ 3|8}
Interview

=] End of Interview

Employee First Name Employee Middle Initial Employee Last Name

Gender Birth Date Social Security Mumber
=
Street Address

City Employee State ZIP Code

Primary Telephone Mumber

Type

-

Secondary Telephone Number

Type

M First M 4 Previous  Net p W Last W | Finizh JE]

010,010 MU
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Change a Variable’s Width

You can place two variables on the same line and make one of the variables wider
than the other.

To change the width of a variable field

1. Bring the Dialog Editor to the front. (Select the dialog in the interview outline
and click the & Edit Component button.)

2. At the Layout tab, drag Employee Primary Telephone Type to the right of
Employee Primary Telephone Number.

3. Right-click on Employee Primary Telephone Number. A shortcut menu
appears.

=] Personal Data - Dialog Editer - Personal Data.cmp

IA EmployeeFirstNamel IA EmployeeMiddIeIn...] IA Employee Last Name ]

l

woo

= Employee Gender ] l@ Employee Birth Date ] IA Employee Social Sec...

l A Employee Street Address

A Emploves Primar Tplpnhnnel\lum...] I§E Employee Primary Telephone Type
Edit

|
|
IA Employee City H§E Employee State IIA Employee Zip Code ]
|
|
|

A Wide Secondary Telephone Number

Remove
iz cmpioyee Secondary Telephone Type
CeJles ) ==

4. Select Wide.
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5. Click Update. The test assembly window appears and the variables appear on
the same line. The first field is wider than the second.

;ﬂ Perzonal Data - HotDocs Developer EI
JJ File Edit View Mavigate Tools Help
-4 ':‘__-'] ”NewAnswerF\Ie 'l'@ 1= E” = |‘?¢?b£| I @‘
UEREEETY | £4]
Interview
188 Personal Data Personal Data
- End of Interview = . L
Employee First Name Employee Middle Initial Employee Last Name
Gender Birth Date Social Security Mumber
3|
Street Address
City Employee State ZIP Code
Primary Telephone Mumber Type

Secondary Telephone Mumber

Type

Previous  Nedt b W Last M ‘ Finish ]

-

013/013 MUM

On Your Own

At the Dialog Editor, move the Employee Secondary Telephone Type to the same
line as Employee Secondary Telephone Number. Make Employee Secondary
Telephone Number the wide variable.

See the previous section if you do not remember how to do this.

When you are finished, close the test assembly window. Then click OK at the
Dialog Editor and close Component Manager.

Conclusion

You are now finished with this lesson. In it, you learned how to place variables
together on a single line in the dialog.

If you do not want to go on to Lesson 15 at this time, click the HotDocs E Save
and Close button to close the template. Then exit HotDocs.

118



Lesson 15: Create Lists of Answers

Lesson 15: Create Lists of Answers

Overview

Sometimes when completing an interview, you need to enter two or more answers
for a given question. These answers generate a list within the document. For
example, perhaps you need to include the names of several customers, rather than
just a single customer. To accomplish this, you can repeat the Customer Name vari-
able. This allows the user to enter as many answers as necessary and each name will

be merged.

In this lesson, you will use a REPEAT instruction to create a list of colleges the
employee has attended. You will repeat an entire paragraph of text as well as just a
portion of an existing paragraph. In a later lesson, you will also learn how to repeat
rows in a word processor table.

Start the Tutorial

If you are continuing immediately from Lesson 14, skip the instructions for opening

the template and proceed to “Repeat a Paragraph.”

If you closed the template at the end of Lesson 14, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My TestTemplates.hdl), and click Open.

2. Select Employee Personal Data and click [/ Edit. The template appears, ready
for you to edit.

Repeat a Paragraph

You can include lists of answers in your documents by repeating variables and
allowing the user to enter as many answers as necessary. You repeat variables by
surrounding the variables with a REPEAT instruction. Instead of collecting and
merging a single answer, as variables normally do, the repeated variable can merge
an entire list of answers into the assembled document.
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In the Employee Personal Data template, employees must list each college they’ve
attended, as well as degrees earned and the curriculum studied. Each college is listed
in its own paragraph.

To insert the REPEAT instruction

1. Inthe EDUCATION DATA section, highlight the indented paragraph under
Colleges or Universities Attended. (Make sure you include the paragraph
mark.)

This is how it should look in Word:

[SECTION-3:-EDUCATION-DATAY

1
Colleges-or-Universities-Attended:q

This is how it should look in WordPerfect:

[SECTION 3: EDUCATION DATA

Colleges or Universities attended:

2. Click the @ REPEAT Field button. The REPEAT Field dialog box appears.
[ REPEAT Field -2 3]

Field type
@ REPEAT Dialog | REPEAT Database

Dialog:

Format: -
Show Advanced oK

You must create the dialog you will use in the REPEAT instruction. (The variables
you will add to the dialog have already been created for you.)
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To create the dialog

1. In the Dialog box, type Educational Information and click the & Edit Com-

ponent button. The Dialog Editor appears.

= Mew Dialog - Dizlog Editor - Personal Data.cmp

Properties |Opﬁons I Script I Locals | Resource | Layout | Used In I Notes |

Dialog pame:

Style:

Educational Information
Title:

Add button text:

Contents:

Repeated Series -

Series abel:

Components: | Available Components  + E]

A Company Mame
§E Curriculum Studied
§E Degree Earned
[ElEmergency Contact Information
&=l Emergency Contact Instructions
A 10b Duties

A 10b Title

2 number of Years Employed
Personal Data

A University or College Name

-

[mA2EREEI=

[T End:

i OK ][ Cancel ][ Save ]

Drag the following variables, in this order, from the Components list to the
Contents list:

University or College Name
Years Attended

Curriculum Studied

Degree Earned

Next you must specify the style for the repeated dialog. You can either present the

list as a series of dialogs or as a single spreadsheet with multiple entry points.

To choose a presentation style for the list

1. At the Style drop-down list, make sure Repeated Series is selected.

Mew Dialog - Dialog Editor - Persenal Data.cmp

Properties |Oph’nns I Script I Locals I Resource I Layout I Used In I Motes |

Dizlog name:
Educational Information

Title:

Add button text:

Contents:

Series label:

Components: | Availsble Components E]

A University or College Name
A vears Attended

2= Curriculum Studied

§E Degree Earmned

A Company Name
=l Emergency Contact Information
%= Emergency Contact Instructions
A Job Duties

A 1ob Title

2 number of Years Emplayed
Elrersonal Data

# Employee City

£ Emplayes First Name

-

[mIA2@EEEIS

[E1 Find:

e

[ Ok ][ Cancel ][

Save
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2. Click OK at the Dialog Editor. (Do not close the REPEAT Field dialog box

yet.)

Sort the List of Answers

When creating a list of colleges, not all users will enter the schools in the order they
attended them. You can organize the list by sorting its answers.

To sort the list based on dates attended

1. At the REPEAT Field dialog box, click Show Advanced. The dialog box

expands to show advanced options.

REPEAT Field
Field type

(@) REPEAT Dislog () REPEAT Database

Dialog:

Educational Information

Format:

[ el

-

Sort by:
¥ | | Ascending
Then by:
Ascending
Filter by:
'] Sort first
Comment:

2. Click the Sort by drop-down button. HotDocs displays a list of variables used

in the dialog.
REPEAT Field -7 =3l
Field type
(@) REPEAT Dialog (") REPEAT Database
Dialog:
Educational Information -

Format:

Sort by:

[

> | Ascending

Curriculum Studied
Degree Earned
University or College Mame

Ascending

‘fears Attended
Filter by:
'] Sort first
Comment:
Hide Advanced

3. Select Years Attended.
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4. Click the Ascending drop-down button and choose Descending. This will list

colleges in order, starting with the most recent.

REPEAT Field -7 |z
Field type
(@) REPEAT Dialog () REPEAT Database
Dialog:
Educational Information -
Format: -
Sort by: /-_-\
[Years Attended vHDesr.ending -
Then by: ( Ascendin
| Descend .h.
[ + Mascending
Filter by:
[ '] Sort first
Comment:
Hide Advanced QK J [ Cancel ]

5. Click OK to close the REPEAT Field dialog box. The REPEAT instruction is

merged in the template.

[SECTION-3:-EDUCATION-DATA]

«REPEAT-Educational-Information:: <Years-Attendeds»{
Attended-=University-or- College-Mames from-«Years-Attendeds «IF Degree-Earned- ="Moo Degraes-

1
Colleges-or-Universities-Attended:q

and-received-«.ans-«Degree-Eamads-in-«Curriculum-Studisds « END-IF .

«EMND-REPEAT=Y
1

[SECTION-3:-EDUCATION-DATAY

1
Colleges-or-Universities-Attended:y

1
«REPEAT-Educaticnal Infomation::<Years-Attendeds{
Attended-«University-or-College-Mames from-«Years-Attendeds «IF Degree-Earned-1="No-Degree"s-

and-raceived-« ans-«Degrae-Eamads-in-« Curticulum-Studists « END1F5 9]

«EMNC-REPEAT=1

Test a Portion of the Template

If you are using Word, position your cursor before the <KREPEAT Educational
Information» instruction and press the Backspace key so the REPEAT instruc-
tion is aligned with the left margin. (Doing this ensures the list is properly

tabbed in the assembled document.) If you are using WordPerfect, do nothing.

Just as you can test assemble the entire template, you can select just a portion of the
template text and test it.

123



Chapter 1: HotDocs Developer Tutorial

To test the REPEAT instruction

1.

7.

124

At the template, select the text starting with the opening REPEAT instruction
and ending after the closing REPEAT instruction, like this:

[SECTION-3:-EDUCATION-DATAY

1
Colleges-or-Universities-Attended:§

Click the g Test Assemble button. The test assembly window appears.
Answer the questions in the first dialog.

Click the + Add Another. A new, empty repetition of the dialog, Educational
Information, appears again.

Notice that as you provide answers at each dialog, HotDocs adds repeated
dialog icons to the interview outline. If you later decide to add more informa-
tion, you can click the last dialog and then click the +2 Add Another button
again.

Enter answers for as many colleges as you want, clicking 4= Add Another for
each new college. When you are finished, click » Next.

Click the Document Preview tab to see the generated list. Notice how the list
is sorted in order, starting with the most recent school.

;ﬂ Employee Personal Data - HotDocs Developer EI@
File Edit View Mavigate Tools Help
% :_\_lJ HNewAnswerFiIe ']'@ ﬁ | |_5 E = | | &@a ’|_7 i@l
|gfn ~| | | |

Interview Document Preview

Attended University of Utah from 2003-2005 and received a Master of Sciences in Law

Attended Arizona State University from 1999-2003 and received an Associate of Sciences in Public
Relations/Marketing

] [}

M Beginning Mext P End M

009,012 MUM

Close the test assembly window. HotDocs returns you to the template.
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Create a Sentence-Style List

You can also use REPEAT instructions to create lists within a sentence. When
repeating a part of a sentence, you can specify the punctuation that will be used to
separate the items in the list.

Next, you will insert a list of the degrees the employee has earned. You can use the
dialog you created for the previous REPEAT instruction.

To create a sentence-style list

1. Under the Degrees Earned heading, select the text after the colon, «Degree
Earned» («University or College Name»). (Do 7ot select the closing period.)

Degrees-Earned:
«Employee Full-Mames-has-earnedthe following-degrees: R =EIERE RN AR R =

2. Click the @ REPEAT Field button. The REPEAT Field dialog box appears.
3. Click the Dialog drop-down button and choose Educational

Information.

4. Click the Format drop-down button and choose a, b, and ¢ from the list.

REPEAT Field (-8 |3l

Field type
(@) REPEAT Dizlog (") REPEAT Database

Dialog:

Educational Information -
Format: t]

Show &, and b

a b
a,bandc
A, BandC
A, BAND C
A bandc
a, borc

arb;andc

You will now create a filter to show only those schools where the employee has
received a degree.

Create a Filter

In the previous paragraph in the template, you created a list of all colleges or univer-
sities the employee attended, regardless of whether he or she earned a degree from
the school. In this paragraph, you will filter the list to show only those colleges
where the employee received a degree.

A filter must result in a true/false (or yes/no) value. In this instance, the filter will
list only the colleges where the employee earned a degree.

125



Chapter 1: HotDocs Developer Tutorial

To create the REPEAT instruction
1. At the REPEAT Field dialog box, click Show Advanced.

REPEAT Field [+7 [mE3a]
Field type
(@) REPEAT Dialog () REPEAT Database
Dialog:
Educational Information -
Format: a,b, andc -
Sort by:
¥ | | Azcending
Then by:
Ascending
Eilter by:
'] Sort first
Comment:

2. Click the & Edit Component button next to the Filter by drop-down list. The
Computation Editor appears.

=X Graduated - Computation Editor [Text] - Personal Data.cmp @
Properties ‘Locals | Advanced | Resource | Used In I Maotes |
Variable name: Default format: [FMon-bresking
Graduated -
Seript: =N ‘ « B e £ = | [T

Instruction models:

Tip: The operator I= means
“does not equal.”

Caomponents: | Available Components hd E]

-

A Company Mame

= Curriculum Studied @
5= Dearee Earned

Eleducational Information

=l Emergency Contact Information

ADD TEXT TO MULT_CHOIC. ..
ASCEND VAR

-

Expression models:

Enter a Date
Enter a Number

4 [l

[EIFind: - Enter same Text
Update [ OK ] [ Cancel ] [ Save ]

3. In the Variable Name box, enter the name Graduated.

Degree Earned != "No Degree"

In the Script box of the Computation Editor, enter this script:

This expression looks at the answer for the Multiple Choice variable, Degree
Earned. For each repetition, if the user selects any answer but No Degree, the
school (along with the degree achieved) is merged in the document.

Click OK at the Computation Editor.

merged in the template.

Click OK at the REPEAT Field dialog box. The REPEAT instruction is
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If you’d like, you can test your work to see how the list is repeated, as well as filtered.
To do this, highlight the portion of the template you want to test, click the g7 Test
Assemble button, and answer the questions in the interview. Review the document
at the Document Preview tab. Close the test assembly window when you are

finished.

Conclusion

You are now finished with this lesson. In it, you learned how to repeat the text of
an entire paragraph to create a list of answers. You also learned how to repeat a
portion of text within a paragraph. Finally, you learned how to punctuate, sort, and
filter answers in a list to customize how the list appears.

If you do not want to go on to Lesson 16 at this time, click the HotDocs B Save
and Close button to close the template. Then exit HotDocs.

If you are continuing on to Lesson 16, click the [ Save button to save your work.
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Lesson 16: Use a Table to Display a List of Answers

Overview

Sometimes you must insert a list of information using a word processor table, with
each row in the table representing an entry in the list. You can insert variables in a
table row and then repeat that row using a REPEAT instruction.

Start the Tutorial

If you are continuing immediately from Lesson 15, skip the instructions for opening
the template and proceed to “Insert Variables in a Table.”

If you closed the template at the end of Lesson 15, complete the following steps.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Employee Personal Data and click [/ Edit. The template appears, ready
for you to edit.

Insert Variables in a Table

You can place HotDocs variables into the Professional Experience table cells. (These
variables have already been created for you.)

To insert variables in word processor table cells
1. Scroll to the end of the template.

2. Inthe PROFESSIONAL EXPERIENCE table, position your cursor in the first
empty row of the Company Name column and click the «» Variable Field
button. The Variable Field dialog box appears.

3. Select Text and choose Company Name from the Variable drop-down list.



4. Click OK. The variable is inserted in the table cell.

‘ SECTION-4:-PROFESSIONAL-EXPERIENCEY

T

Company-Namen

Job-Titleo

No.-of- Job-Dutieso

Yearso

«Company-Mames=

5. In the remaining cells in this row, insert the following Text and Number vari-

ables, in this order:
Job Title (Text)

Number of Years Employed (Number)

Job Duties (Text)

When you are finished, your table should look like this:

‘ SECTION-4:-PROFESSIONAL-EXPERIENCEY

T

Company-Namen Job-Titlex No..of- Job-Dutieso
Yearso

«Company-Mames= «Job Titles= «Mumber «Job-Dufies»=
of Years
Employedss

Repeat a Table Row

Once you have inserted your variables into the table, you need to tell HotDocs to
repeat the table row containing the variables. As you learned in the previous lesson,
REPEAT instructions are always linked to a HotDocs dialog that contains the

repeated variables.

To repeat the second table row

1. Dosition the cursor before the variable « Company Name», in the second row of

the table.

[SECTION4: PROFESSIONAL-EXPERIENCEY

T

Company-Names

Job-Titlen

No.-of
Yearso

Job-Dutieso

lCompany Mames=

wlob Titles=

«Mumber-
of Years

Employedss

wlob-Dutigss=
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2. Click the @ REPEAT Field button. The REPEAT Field dialog box appears.

REPEAT Field =<
Field type
(@ REPEAT Dialog (©) REPEAT Database
Dialog:
! -
Format: -
Show Advanced oK

3. Type Professional Experience in the Dialog box and click the & Edit Compo-
nent button. The Dialog Editor appears.

4. Drag the following variables from the Components list into the Contents box:
Company Name
Job Title
Number of Years Employed
Job Duties

5. Make sure the Style drop-down menu shows Repeated Series.

= Mew Dialog - Dialog Editor - Personal Data.cmp @
Properties |Oph’nns I Script I Locals I Resource I Layout | Used In | Notes |
Dialog name: Syl ——
Professional Experience ([Repeahed Series 'D
Title:
Add button text: Series label:
Cantents: Components: | Availsble Components @
A Company Name =l educational Information -
A JobTitle =l Emergency Contact Information
2 Number of Years Employed %=l Emergency Contact Instructions =
A Job Duties [=lPersonal Data i
$§ Curriculum Studied
“ Degree Earned
Y Employee Birth Date
4 Employee City
# Employee First Name
$§ Employee Gender 5
(mIA2EEEI= ElFing: -
Update [ QK ] [ Cancel ] [ Save ]

6. Click OKat the Dialog Editor, and click OK again at the REPEAT Field dialog
box. The REPEAT instruction is inserted in the table.

7. Remove the END REPEAT instruction in the first cell.

This causes the REPEAT instruction to be valid for the entire row. This is because
HotDocs sees the end of the row as the end of the REPEAT. This means you cannot
repeat text on more than one row in the table.

Test the Table

You can test the table by test assembling a part of the document.
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To test your work with the table

1. At the template, select all of Section 4, including the table, and click the 37 Test

Assemble button. A test assembly window appears, showing the Professional
Experience dialog.

”File Edit View Mavigate Tools Help

% @'_”[NewAnswerF\Ie ']@ & E”B E j'@E'? gag ‘I—Z@|
W@ o Bal|3=3 3 50 |22 £ | 6|

E-]E Prefessional Experience
-[E] 1: Professicnal Experience .

C M
-~ End of Interview SUlEn

Job Title

MNumber of Vears Employed

Job Duties

= Add Another

M First M 4 Previous Ned p W Last | Finish JE]

-

For Help, press F1

001,001 HUM

2. Enter information and click the +2 Add Another button to add another repeti-
tion. You are taken to a new repetition of the dialog.

3. Continue answering questions for as many jobs as you choose.
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4. When you are finished, click » Next. The End of Interview dialog appears.

] Employee Personal Data - HotDoes Developer EI@
File Edit View Mavigate Tools Help

7 Zn_I] |[NewAnswerFi|e ']'@ =] | (& E || v &@E‘ I '@'

V2| | | | |

Interview Documertt Preview

End of Interview

0 unanswered questions

Send the assembled document to Microsoft Word
and [7] close this window.

Paste the assembled document inte the open Microsoft Word document
and [7] clese this window.

[%| Choose which buttons are displayed on this dialog.

M First 4 Previous Finizh pE]

002,008 MUR

5. Click the [ Send the assembled document to the word processor button.
HotDocs opens your word processor and displays the assembled document in

1t.

|SECTION-4:-PROIESSIONAL-EXPERIENCE1]

T

Company-Namet Job Titlen Mo.-of-Yearst| lob-Dutiesn

Menueware-Incg Junior-Software 24 writing-code -repairing-bugs,-and-reporting-
Developern known-issues-with-products-worked-onn

Seumsoft-Ltd.w Software- 058 repairing-coding-issues-and-verifying-repairsk
Developer-
{internship)=

TechnoGeeks Customer-Service 4u technical supportissues, repair,-and-responding
Representativer to-customer-complaintst

Future-Shopt Sales- 25 assisting-customers,-answering-questions,-
Representativer completing-transactionst

The table row appears once for each job entered.

6. Close the word processor document as well as the test assembly window. (You
don’t need to save the document.)

Automation on the Personal Data template is now complete.

7. Click the HotDocs @ Save and Close button to close the template.

Conclusion

You are now finished with this lesson. In it, you learned how to repeat rows in a
word processor table.
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If you do not want to go on to Lesson 17 at this time, exit HotDocs.

Lesson 17: Create Lists Within a List

Overview

In this lesson, you will make it possible for users to enter sublists within a list by
placing REPEAT instructions inside each other. You will use a template called
Editor/Author List, which keeps a record of the authors each editor has worked with
at Hobble Creek Publishing. The list will also include a list of each author’s books
that each editor has edited.

You will create this three-level list by nesting REPEAT instructions inside each
other. There are two parts to nesting REPEAT instructions:

» Insert REPEAT instructions in the template.
= Insert repeated dialogs into each other.

Start the Tutorial

You will work with the Editor/Author List template for this part of the tutorial.

To open the tutorial template

1. Open your word processor and click the @ HotDocs button, located on your
word processor’s toolbar. The My Test Templates library appears

If the My Test Templates library does not appear, in the HotDocs Library,
from the File menu, choose Open Library; then select the library in the
default Libraries folder (for example, My Test Templates.hdl), and click
Open.

2. From the My Test Templates folder, select Editor/Author List.

133



Chapter 1: HotDocs Developer Tutorial

134

3. Click [ Edit. The template appears, ready for you to edit.

@‘ (=] 1= Editor List [Compatibility Mode] - Microsoft Word =1 = b

Home  Insert  Pagelayout  References  Mailings  Review  View  Addins | HotDocs a @
| HotDocs = [ save «» Variable Field 7] INSERT Field « Edit Component B Clause Library
B Save and Close | <7 IF Field [E1 45K Field o Component Manager () HotDocs Help

4
4

4

WP Test Assemble | = REPEAT Field - Other Fields ~ | ‘i Create Model
HotDocs Fields Tools Appear

Ima

Navigation

[ &1

| gﬂ -Hobble-CreekPublishing- -=--1265W-Canyon-Pkwy-—---Mapleton-UT-84210----{801) 555-4589

1
1
Editor/Author-Listy]

Listed are-the-Hobble Creek editors, the-authors-each-editorhas-worked with,-and the -books by-each authorthat
have been-edited.

1
1
Editor:- «EditorFull- Name»{

Author: -¢Author Full NamexY
Title-Edited-/-Date- Completed: -«Book Titles /-«Date Completed:03-JUN-90s9

—a-a

“ 0w A

4« | [Tl | »
Pagei1of1 | Wordsi 57 | B8R = = 100 o) 0 o)

Insert REPEAT Instructions

As the template is now, you can enter only one answer for each variable. However,
you may want to enter multiple answers for each variable. For example, you may
want to include a list of editors and under each editor, list several authors who have
worked with each editor. Likewise, each author may have written more than one
book. To create such a list, you must first insert the necessary REPEAT instructions
into the template.

To insert the REPEAT instructions into the template

1. Select the three lines of text that begin with Editor, Author, and Title Edited/
Date Completed, followed by the blank line below the last line of text. (Select-
ing the blank line will separate editors’ information with an additional line.)

If you are using Word, the selected text should look like this:




If you're using WordPerfect, the selected text should look like this:

E ditor: «Editor Full Mame:

Author: hor Full Nam
ited / Date Completed: =Book Title= /<D

REPEAT Field -7 2l
Field type
'@ REPEAT Dialog REPEAT Database
Dialog:
- (]
Format: -
Show Advanced CK Cancel

The Editor Information dialog, which has already been created, contains the
variable for the first level of the list, Editor Full Name.

3. Click the Dialog drop-down button, select Editor Information, and then click
OK. The Editor Information REPEAT instruction appears around all three
levels of the list.

1
«REPEAT-EditorInformation»f
Editor:-«Editor-Full-Name »T

Author:--«AuthorFull Namex»{
Title-Edited-/-Date-Completed: - «Book Title»-/-«Date Completed;(3-JUMN-20»T

1
«END-REPEAT=T
T

4. Starting with the line containing the second level of the list, Author, select the
text and variables up to the «<END REPEAT».

If you’re using Word, the selected text should look like this:

1
«REPEAT-Editor-Information»{
Editor:-«Editar-Full- Mame»{

=l

«END-REPEAT=T
1
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If you're using WordPerfect, select the entire first line, starting at the left
margin. The selected text should look like this:

<REPEAT Editor Informations
Editor: =Editor Full Namex=

Author: <Author Full 1

Title Edit “ompleted: «Book Titles / «<Dat

<END REPEAT=

5. Click the @ REPEAT Field button. The REPEAT Field dialog box appears.

REPEAT Field (-5 |[mE3al
Field type
(@ REPEAT Dialog () REPEAT Database
Dialog:
l MdIC]
Format: -
Show Advanced oK

The Author Information dialog contains the variable for the second level of the
list, Author Full Name.

6. Sclect Author Information from the Dialog drop-down list and click OK.

The REPEAT Author Information instruction appears around the text and vari-
ables starting with the sublist Author.

7. Ifyouare using Word, position your cursor before the <cREPEAT Author Infor-
mation» instruction and press the Backspace key so the REPEAT instruction is
aligned with the left margin. (Doing this ensures the sublists are properly tabbed
in the assembled document.) If you are using WordPerfect, do nothing.

hii
«REPEAT-Editor-Information»sY
Editor:-«Editor-Full-Name »{

hii
«REPEAT-Author-Informationny
Author:--«Author-Full- Mames{
Title-Edited-/-Date-Completed: «Book Title» /- «Cate Completed )3 JUN 207

1
«END-REPEATSY
«END-REPEATS
1

On Your Own

The Book Information dialog contains the variables for the third level of the list,
Book Title and Date Completed.

Insert a REPEAT instruction for the sublist Title Edited / Date Completed. Use

Book Information as the repeated dialog, and, if you’re using Word, make sure the
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REPEAT instruction is also aligned with the left margin—just like Author Infor-

mation.

This is how the template should look after you've inserted all three REPEAT
instructions. Note how the REPEAT instructions are nested three levels deep.

hii
«REPEAT-Editor-Information»{
Editor:--«Editor-Full-Name»{

hii
«REPEAT-Author-Information»q
Author:--«AuthorFull- Mames{
«REPEAT-Book-Information»Y
Title-Edited-/-Date-Completed:--«Book Title »-/- «Date- Completed, )3 JUN-20=1

1
«END-REPEATS
«END-REPEATSY
«END-REPEATSY
T

Insert the Author Information Dialog into the Editor
Information Dialog

Now that you have created nested REPEAT instructions in the template, you must
nest the actual dialog components so they represent the nesting shown in the
template.

During an interview, an inserted dialog appears on its parent dialog as an icon. Users
click the icon and the inserted dialog appears. When they finish answering questions
in the inserted dialog, they are returned to the parent dialog,.

You can do this by inserting the second and third-level dialog components into the
dialogs that precede them. In other words, you must insert the Book Information
dialog into the Author Information dialog, and the Author Information dialog into
the Editor Information dialog.

137



Chapter 1: HotDocs Developer Tutorial

To insert the Author Information dialog into the Editor Information dialog

1. Click the & Component Manager button. The Component Manager window
appears.

44 Component Mana... | = |[ B |[z25]

p Component file:
C:\...\Templates\Editor List.cmp

Components:
[AII Components - ] % l

[ ivor i e

= Author Information
[=lBook Information
A Book Title

[BlDate Completed
A Editor Full Name
Editor Information

[ 2w & § [0 @N

M| Fés 3 |m

S|

[ Find: -

2. Select the dialog, Editor Information, from the list and click the & Edit Com-
ponent button. The Dialog Editor appears.
Tip: Repeated Series and 3, (Click the Style drop-down button and select Repeated Series. This will cause
Spreadsheet are two style
options for repeated
dialogs. One of these two

the dialog to repeat as a series of questions.

options must be selected in = Editor Information - Dialog Editor - Editor List.cmp
order for repeated dialogs to Properties | Options [ Seript [ Locals | Resource [ Layout [ used In [ Notes |
work. Dizlog name: Style:
Editor Information [Rﬁgu]ar - ]
Regular
Title:

Spreadshest

Contents: Components: (A

A Editor Full Name = Author Information
= Book Information
# Author Full Name
4 Book Title

=lA2mEE 13 Flring: -
Update [ CK ] [ Cancel ] [ Sawe
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4. Drag Author Information from the Components list to the bottom of the

Contents list.

= Editor Information - Dialeg Editor - Editor List.cmp
Properties |Oph’ons I Seript I Locals I Resource I Layout I Used In I Motes |
Dialog name: Style:
Editor Information [Repeated Series ']
Title:
Add button text: Series label:
Contents: Components: | Available Components  + E]
A Editor Full Name =l Book Information
[=| Author Information # Book Title

[ETA 2EE EI= [IFing: -
Update [ oK. ][ Cancel ][ Save

Insert the Book Information Dialog into the Author Information

Dialog

Finally, you must insert the last dialog, Book Information, into the Author Informa-

tion dialog.

To add Book Information dialog to Author Information

1. At the Dialog Editor for Editor Information, double-click the Author Infor-
mation icon in the Contents list. The Dialog Editor appears, showing the

Author Information dialog.

2. Click the Style drop-down button and select Repeated Series.
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3. Drag Book Information from the Components list into the Contents box.

Author Information - Dialeg Editor - Editer List.cmp
Properties |Opﬁans I Script I Lacals | Resource | Layout | Used In I Motes |
Dizlog pame: Style:
Author Information Repeated Series -
Title:
Add button text: Series label:
Contents: Companents: | Available Components E]
A author Full Name & Editor Full Name
[=1Book Information
EIA2EEEI= [ Fing: -
Update [ CK ] [ Cancel I [ Save ]

4. Double-click Book Information. The Dialog Editor for Book Information
appears.

5. Click the Style drop-down button and select Spreadsheet on Parent. (Selecting
Spreadsheet on Parent displays the dialog—in spreadsheet format—directly on
the Author Information dialog, thus eliminating an extra mouse click for the

user.)
= Book Informatien - Dialog Editor - Editor List.cmp
Properties | gptions [ seript [ Locals [ Resource [ Layout [ used n [ Notes |
Dizlog name: Style:
Book Information [m'eads.heet on Parent h ]
Regular
Title: Repeated Series

Spreadsheet
Add button text: Rows to display.!__

Contents: Components: | Available Components = E]

A Book Title #4 Author Full Name
[ElDate Completed £ Editor Full Name
[(BlAaz2mEEEI= [ Fing: -

Update [ oK. I[ Cancel ][ Save

6. Click OK.

7. Atboth the Author Information and the Editor Information dialog boxes, click
OK. Then close Component Manager.
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Test the Nested Repeat Instructions

As you already know, it is always useful to test any complex work you do when auto-
mating a template to make sure your template works correctly.

To test a nested repeat instruction

1. At the template, click the g5 Test Assemble button. A test assembly window
appears.

| Eile Edit View Navigate Tools Help
7 @ [ New Answer File JasE BEs ANV a&aEE R @|
V| 2| o |of @333 5|22 4|6

=) ]a Editor Information
-3 1: Editor Infermation Edlitor Full Mame
= End of Interview
1 AuthorInformation
4= Add Another
M First M 4 Previous Net p W Last B | Finizh JE]
-

-

001/006 MUM

141



Chapter 1: HotDocs Developer Tutorial

2. Enter an editor at the Editor Information dialog, and click the Author Infor-
mation child dialog icon to enter the author information. The Author Infor-
mation dialog appears.

] Editor/Auther List - HotDocs Tutorials

JJF”E Edit View Mavigate Tools Help
7 &l |[New Answer File aE e B d o ANV sEa = ®|
V| Q| ~|of @33 3|52 8]

B] Editor Information 1: Editor Information =
i =3 1: Editer Infermaticn _
B]E Auther Informaticon

L3 1:1: Author Inform: | Author Full Name
= End of Interview |

Book Title Date Completed

W el @ e b

10

’.ﬁ Edit Row ] ’j" Insert Row ] ’?’ Delete Row

+= Add Another
M First H 4 Previous DNet p W Last M | Finizh BE]
—— i

001,010 NUM

Notice that instead of a child dialog icon appearing for the Book Information
dialog, a spreadsheet appears instead. This is because you selected Spreadsheet
on Parent at the Style drop-down list.
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3. Enter the author information, along with a list of book titles and their comple-

tion dates.
] Editor/Author List - HotDocs Tuterials =R EcE
JJ File Edit View Mavigate Tools Help
4 Ll__-JHNewAnswerFile ']'@ = E”@ (| J||?&£ I ®|
V| @] o B3> 3 3|42 ] E|
Intsrview Document Preview
E-E Editor Information [1: Editor Information ]E}
i B-E 1: Editer Information N
: =B Author Infermation GLlentioginionstio]
=] 1:1; Author Informg | Author Full Name =
=] End of Interview Brian 5. Belnap
] Book Title Date Completed
1 ‘Wanderers inthe Woods |1 Dec 2001
2 Travellers on the Trail 22 Jan 2003 =
3 Plodders on the Plains 24 Jan 2004
4 Hikers in the Hills 12 Feb 2005
s ]
6 4
7
8
9 -
I First 4 Previous Net p W Last M | Finish BE]
] 1 r 1
004,048 MNURM

4. Click +Add Another to enter information for a second author along with that
author’s book information.

5. After you've entered the information for the second author’s books, click the Tip: You can also press
+2 Add Another button in the Editor Information title bar. You are taken toan ~ Alt¥Left Arrow to move to
. . . . the parent dialog, where
empty repetition of the Editor Information dialog. you can then press Alt+A to

. . . . N add another repetition for
6. Enter information for a second editor, along with that editor’s author and book Editor Information.

information.

7. Continue this process for as many editors (and corresponding authors and
books) as you want. Eventually, you will see several levels of answered dialogs
in the interview outline.
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8. Click the Document Preview tab when you’re finished entering author and
book information for the last editor in your list. A preview of the assembled
document appears, with a three-level list.

] Editor/Author List - HotDocs Tutorials =n =R
J_IFiIe Edit View Mavigate Tocls Help

v Ll__aJ ”NewAnswerFiIe VI'@ 5 & | [ H4a |@ |AE':: &%‘ Ie ®|

/| 2|0 |4 B | 8@ | €|

Interview Document Preview

@ Hobble Creek Publishing = 1265 W Canyon Pkwy = Mapleton UT 84210 - (801) 5554589

Editor/Author List

Listed are the Hobble Creek editors. the authors each editor has worked with, and the books by each author that
have been edited.

Editor: James Fordham

Author: Brian S. Belnap
Title Edited / Date Completed: Wanderers in the Wooeds £ 01 DEC 01
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Title Edited / Date Completed: Twilight Amoung Us / 12 APR 07
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9. Choose Close (File menu) to close the test assembly window. You don’t need
{0 save your answers.

10. Click the Save and Close button to close the template.

Conclusion

You are finished with the HotDocs tutorial. You can now complete the HotDocs
Automator tutorial, where you will learn how to automate form templates.

For additional information on using HotDocs, please refer to the HotDocs Help.
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Chapter 2: HotDocs Automator Tutorial

Overview

The lessons in this chapter introduce you to important concepts and features avail-
able in HotDocs Automator. Before completing these lessons, you should complete
the lessons in Chapter 1, since many of the ideas and concepts you see in the
following lessons build upon the things you learned in that chapter.

These lessons are short and are structured so you can complete each one in separate
sessions. This allows you to learn HotDocs Automator in the spare minutes you
have during the day. You do not need to dedicate a large block of time to using the
tutorial.

You should complete all of these lessons in order. In these lessons:

= You will learn how to create a form template and add it to a HotDocs library.

= You will learn how to create fields in a form template, where HotDocs will
merge answers during assembly.

* You will learn how to attach variables to the fields in the template, which allows
you to save and reuse answers in other templates.

» Finally, you will learn how to create an interview for a form template.

In Chapter 3, you will complete a tutorial that teaches you how to link your
templates to a database.

The document used in this tutorial was drafted to suit the purposes of the tutorial. It
is not provided as a valid legal document.

What is HotDocs Automator?

HotDocs Automator is an application, included with HotDocs Developer, which
allows you to create templates based on graphical forms—or forms that contain
static text and graphics that cannot be changed or modified by users. These kinds
of forms include loan applications, tax forms, or pre-printed court forms.

Using HotDocs Automator, you can take an existing graphical form (typically a
PDF file) and convert it into a form template in much the same way as you create a
text template in the word processor. For example, you must 1) identify each place
on the form template where changeable information must be entered, 2) create
fields, and then 3) attach variables to these fields.

Users assemble form documents from the form templates you develop. After
answering the interview questions or entering answers directly in the form fields,
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they can print the assembled document, or save it to disk in one of several formats,
such as PDF.

Types of HotDocs Form Templates

You can create two types of form templates using HotDocs Automator, each based
on a different file format:

» HotDocs PDF (.hpt) templates are based on the standard PDF file format.
HotDocs includes the HotDocs PDF Driver, which you can use to create PDF
files for use as the basis for new form templates—simply create your document
in any Windows application and print it using the PDF driver to create a new
PDF file.

» HotDocs Form (.hft) templates are based on the Envoy file format, which was
an early alternative to PDF. If you have an existing Envoy-based (HFT, .HEFD,
.EVY) template or document, you can automate or assemble it with HotDocs.
However, HotDocs does not include a driver or any other method for creating
new Envoy documents to use as the basis for a new template. (Earlier versions
of HotDocs did include a driver to create new Envoy-based documents, but that
driver is not compatible with Windows XP and higher, which is required by
current versions of HotDocs.)

HotDocs Filler

HotDocs Filler is an application, included in all desktop editions of HotDocs, for
viewing and editing assembled form documents. After a form document is assem-
bled and saved, it can be opened and its answers edited using HotDocs Filler.
However, once the document is saved and then viewed in HotDocs Filler, much of
the template functionality is lost. For example, the form fields no longer process
computations; they simply act as placeholders for the user’s information. Likewise,
answers changed in HotDocs Filler are not saved in an answer file for use in assem-
bling other documents.

-——-Caution--—----------
If the form document is saved as a static PDF document (.PDF) instead of a PDF-based
form document (.HPD) or Fillable PDF Form (.PDF), its form fields cannot be modified.
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Lesson 1: Assemble a Form Document

Overview

Before you learn how to automate a form template, it is a good idea to see how a
form template is used to assemble a custom form document. Because the assembly
process for form documents is similar to that of text documents, this lesson will
focus on the areas that are different. (Refer to Lesson 1: Assemble a Document (page
5) to see how to assemble a text document.)

Open the Tutorial Templates Library

You will first open the Tutorial Templates library, which you used at the beginning
of the HotDocs Developer tutorial. This library includes automated versions of the
templates you will look at throughout the HotDocs Automator tutorials. You may
refer to these templates for help as you complete the different lessons in the tutorial.

To open the Tutorial Templates library

1. Open HotDocs Developer (choose Start > Programs > HotDocs 11 >
HotDocs Developer). The HotDocs library window appears.

2. If the Tutorial Templates library is not open, choose Open Library (File
menu), select the library for your word processor in the default Libraries folder
(for example, DOCX Tutorial Templates.hdl), and click Open. The library

appears.
[‘grl DOCK Tutorial Templates.hdl - HotDocs Developer EI
JJFiIe Edit View Template Tools Help
BEa |$:|Assemble E] New Template |/ Edit | y i |'E| |%L [ |@ | ‘E ||£| I ®|

*ﬂ HotDocs Installation Guide and Tuto
Empleyment Agreement o

] Employee Personsl Dats Tutorial Templates

- E] Editer/Auther List

E] Life Insurance Application

Collection Letter
4] Additional HotDocs Tutorials

4 m | »
[ Find -

Chlsers\HelliCooper HOTDOCS\ Documents'\HotDocs' Libraries\DOCX Tuterial Templa MNUM

Tip: The Tutorial Templates
library file is located in the

My Documents\Hot-
Docs\Libraries folder.
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Tip: If you select an answer
file you used while assem-
bling documents in the
HotDocs tutorial, you may
notice that some of those
answers appear in this
interview. This happens
because the templates have
some variable names in
common.
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Assemble a Form Document

To see how a HotDocs form template produces a complete document, you will
assemble the Life Insurance Application. (You will automate your own copy of this
form later in this tutorial.)

To assemble the Life Insurance Application

1. From the template list, select Life Insurance Application and click
57] Assemble. The Answer File dialog box appears.

Answer File
Answer file to use with this assembly:
- (=)

Automatically select this answer file for use with the next assembly

Send the assembled document to Microsoft Word without displaying an interview

[ oK ] [ Cancel ]

The Answer File dialog box shows a new, untitled answer file as the answer file
that will be used with this assembly. This file does not yet contain any answers.

2. Click OK to continue. HotDocs displays the interview.

] Life Insurance Application - HotDocs Developer EI
H File Edit Yiew Mavigate Tools Help
LEJHNEWAnswerFiIe ']@@E‘EE ‘|?£‘II—7®‘IQ‘F "'Dﬁ/“‘éﬂl | l|
8 A |l x OQFE T4 F 6| 8]
Interview | Form Document | Question Summary I Answer Summary |
D Employee Information Employee Information
] g IEADE‘;LZ?::‘:;:;WUW Employee First Mame Employee Middle Initial Employee Last Mame
T Beneficiary Designation
T Other Remarks Employee Social Security Number Employee Birth Date Employee Gender
+- Authorization and Signature Jis]

-1 End of Interview

Employee Marital Statu:

Employee Street Address
Employee City Employee State Employee Zip Code
Employee Primary Telephone Mumber

Employee Email Address

First Previous  Met p W Last M | Finish JE]

-

NUM

You see a list of dialogs (or groups of questions) in the left pane of the window.
These dialogs create the interview outline. When you click one of these dialogs,
HotDocs displays the associated questions and answer fields in the right pane,
or dialog pane.
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3. Answer each of the questions in the interview, clicking Next to move between
each dialog.

The End of Interview dialog appears as the last dialog in the interview. It indicates
how many questions were left unanswered, and shows you some common tasks you
can complete after finishing the interview. (If you left questions unanswered, click
4 Go to the first unanswered question in the interview to return to the interview
and answer them.)

Preview the Assembled Form Document

You can preview the assembled life insurance application while at the HotDocs
assembly window.

You should always review your assembled documents for accuracy before sending
them to HotDocs Filler or saving them to disk. This is because once an assembled
form document is saved or sent to HotDocs Filler, the answer fields are no longer
associated with HotDocs variables or an answer file. This means that if you change
any answers in the form, the changes are only reflected in that document—not the
template or the answer file.

To preview the assembled document

= At the assembly window, click the Form Document tab. The assembled
document appears.

4] Life Insurance Application - HotDocs Develaper E@

File Edit View Field MNavigate Tools Help
d| HNewAnswerF\\a v] A = | BHS ‘@Q| VERF® ‘ C) | ‘
Ex @ Q|08 F |

Interview Farm Document | Guestion Summary | Answer Summary ‘

{g-} Hobble Creek Publishing “’l" °FF"°E“|SE°'“‘”
GROUP TERM LIFE INSURANCE APPLICATION |

Please print all information in black ink_

[ 1 |

Section 1: Employee Information
Name (Last, First, Middle Initial) Gender Date of Birth Age

Knapp. Julianne P Female Movember 4. 1964 (28
Street Address [ city State ZIP Code

1498 Raleigh Fleasanton IL 000000
Email Address Phone Number

|pknapp@gmail.co.uk (555) 555-5555
Social Security Number Marital Status

- —_ Single D Married D Separated D Divorced D Widowed

Section 2: Coverage Information

| Amount of Coverage | Monthly Contribution to Cash Account |
- 1.7 1 =

4 [T ] »

I Beginning 4 Previous  Next p B End M

MUM
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Tip: To move to a previous
field using the keyboard,
press Shift+Tab.
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The Form Document tab shows all of the answers you entered during the interview
merged into answer fields in the document. It is similar to the Document Preview
tab for text documents.

Enter Answers at the Form Document Tab

You can enter or change answers at the Form Document tab, and the answers you
enter are saved in the answer file just as they are when you enter the answers in the
interview.

Some users prefer entering answers at the Form Document tab to entering answers
in the Interview dialogs. Also, some form documents do not even have an interview,
thus requiring direct-fill assembly where all answers are entered at the Form
Document tab.

To directly fill or change answers at the Form Document tab

1. Click the Street Address field. HotDocs places a cursor in the field, which
allows you to type or change the employee’s street address.

] Life Insurance Application - HotDocs Developer =N BoR (|
File Edit View Field Navigate Tocls Help
@] |[Mew Answer File e EBESANYETe | |
@A @ 0H L [Z0aE e
Interview Form Documert | Question Summary | Answer Summary |

{4 Hobble Creek Publishing FomorE sz oMY H
GROUP TERM LIFE INSURANCE APPLICATION |
Please print all information in black ink.
Section 1: Employee Information
Name (Last First, Middie Initial) Gender Date of Birth Age
Knapp. Julianne P Female MNovember 4, 1934 (28
Street Address [ city State ZIP Code
[EITE =T Pleasznton IL 000000

Email Address

Phone Number

Jpknapp@gmail.co.uk

(555) 555-5555

Social Security Number

Marital Status

Section 2: Coverage Information
Amount of Coverage

Single D Married D Separated D Divoreed D Widowed

‘ Monthly Contribution to Cash Account |
[

4 m | »

M Beginning 4 Previous MNext b B End M

MUR

2. DPress the Tab key to move to the City field, where you can enter the employee’s
city.

3. Continue tabbing through each field, entering or changing answers as desired.
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Some fields require a different kind of answer. In the following fields, you’ll
need to do something besides enter a standard text, date, or number answer:

Field

Name

Age

Gender and State
Marital Status and
Authorization check boxes

Medical History Yes/No fields

Health explanations

Do This

Click the 5] Answer Wizard button. HotDocs
displays a pop-up dialog, where you can enter
the employee’s first, middle, and last names.
When you close the pop-up dialog, the names
are merged (last name first) into the field.

Answer the date of birth and then tab to this
field. HotDocs automatically calculates the
employee’s age and merges it into the field.

Click the drop-down button and select an
answer.

Click the check box, or press the space bar to
select the check box.

Click the Yes or No field for each question.
HotDocs circles the selected response.

Click Yes to activate the field before you type.

Save Your Answers in an Answer File

When you assemble a document, you can save the answers you enter in an answer
file, which can then be used later to recreate the same document or assemble other
documents that require the same information. This eliminates the need to re-enter
information you’ve already provided.

To save your answers

1. Click the [4] Save Answers button. The Save Answer File dialog box appears.

Save Answer File

Eile name:

L2 e

Title:

Description:

[ HotDocs 2005-2008 answer file

K Cancel

l=]

2. Enter My Tutorial Answers in the File name box.
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Tip: You will not print the
document in this tutorial.
However, if you want to
print it, click the = Print
Document button and
follow the prompts.
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3. Click in the Title box and accept the suggested title, My Tutorial Answers.
Save Answer File @

Eile name:
My Tutorial Answers.anx
Title:

My Tutorial Answers

Description:

[ HotDocs 2005-2008 answer file

[ OK ][ Cancel ]

4. Click OK. The answers are saved in the answer file.

Save or Print the Assembled Document

Now that you have completed the interview and previewed the assembled docu-
ment, you can save or print it.

When you save an assembled form document, you have several options. If you want
to edit the saved document at a later time using HotDocs Filler, you can save it as
a HotDocs PDF ((hpd) document or a HotDocs Form (.hfd) document. Otherwise,
if you want the assembled document to be static—where the answer fields cannot

be modified—you can save it as a PDF (.pdf) form.

—Caution----\- -\ -\ - - - - - -
You can only save documents in one of the PDF formats (.pdf, .hpd). Also, only Envoy-
based (.hft) templates can be saved as HotDocs Form (.hfd) documents.
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To save the assembled document

1. Click the [ Save Document button. The Save As dialog box appears.

;ﬂ Save As @
Savein: |, Templates - @ ? * -
MName ° Date moedified Size
?L" Mo items match your search,
Diesktop
Documents
El/
Librarizs
1 1 | b
File name: Save
T o =
=/ Save astype: [HotDocs PDF Document (*hpd) Security...
Template Sets
PDF Security: P,I’A Eomerl

The Save As dialog box displays the folder where you will save the document,
which is your My Documents folder by default. If you want to save the document
in a different location, use the dialog’s navigation buttons to open the desired

folder.

2. From the Save as type drop-down list, select HotDocs Form Document

(*.hpd).

3. Enter My Assembled Form Document in the File name box, and then click

Save. The document is saved.

Send the Assembled Document to HotDocs Filler

In addition to saving and printing the assembled document, you can also send it to

HotDocs Filler for viewing, saving, or printing.
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To send the document to HotDocs Filler

1. Click the @ Send Document to HotDocs Filler button in the assembly
window toolbar. HotDocs opens the form document in HotDocs Filler.

@ HotDocs Filler - [My Assembled Form Document] E@

i) File Edit View Field Tools Window Help =12

dizBdl=al@r WAl =@

@4 Hobble Creek Publishing oo ey

GROUP TERM LIFE INSURANCE APPLICATION |

Please print all information in black ink.

Section 1: Employee Information

m

Name (Last, First, Middle Initial) Gender Date of Birth Age
ul E

Knapp. Jutianne Femals  |Movember4 1384 |28

Street Address [ city State ZIP Code

1498 Raleigh Pleasanton IL 000000

Email Address Phone Number

ipknapp@gmail.co.uk (555) 555-5555

Social Security Number Marital Status

—_ —_ Single D Married D Separated D Divorced D Widowed

Section 2: Coverage Information

Amount of Coverage Monthly Contribution to Cash Account

$‘1 000,000.00 $l25.00

Section 3: Medical History

For each question below, circle Yes or No. For each response marked yes, please explain your answer in the space provided.

1. Have you smoked within the past 12 months? [Me]

2. Inthe past 10 years_ have you had of been told that you have chest pains_ heart trouble, heart attack, or beart murmur?

4 m +

NUM

When the document is opened in HotDocs Filler, you can print, save, or edit
it. For the purposes of this tutorial, however, you will simply view the document
and then exit HotDocs Filler without saving the document.

2. Choose Exit (File menu). When HotDocs prompts you, don’t save the docu-

ment.

When assembling a PDF-based form, you can choose to view the assembled document
in HotDocs Filler or Adobe Acrobat. You can specify your preference at HotDocs
Options. (See HotDocs Options > Form Documents > Send assembled PDF-
based forms to.) By default, PDF-based forms are sent to Adobe Acrobat.

Conclusion

You are now finished with this lesson. In it, you learned how to assemble a form
document. You also learned how to answer questions in the interview, enter or
modify answers using direct-fill at the Form Document tab, as well as how to save
and print the assembled form document.

Choose Close (File menu) to close the assembly window. You are returned to the
HotDocs library. If you do not want to go on to Lesson 2 at this time, choose Exit
(File menu) to close HotDocs.
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Lesson 2: Create a New Form Template

Overview

The remaining lessons in this tutorial will teach you how to create and automate a
Life Insurance Application form template like the one you assembled in Lesson 1.

When you create a form template, you must first create or find a document file, such
as a PDF, to use as the basis for the template. For this lesson, you will use a sample
life insurance application, which was installed with HotDocs for use in this tutorial.
You will learn how to create a new form template based on that document and add
it to your template library.

After creating the template, you will also learn about the HotDocs Automator
window, where you will automate the form template in subsequent lessons.

Start the Tutorial

If you closed HotDocs at the end of Lesson 1, complete the following steps to start
HotDocs.

To start HotDocs
» Open HotDocs Developer (choose Start > Programs > HotDocs 11 >
HotDocs Developer). The HotDocs library window appears, showing the last
library you had open.

Before you can create a form template, you must open the library in which you want
it to appear. In this tutorial, you will create a form template in the same library you
created in the previous HotDocs tutorial. If you did not complete that tutorial, refer
to Create a New Template Library (page 17) to create the library.

To open your test templates library

» Choose Open Library (File menu), select the My Test Templates library in the
default Libraries folder, and click Open.

Create a New Form Template

You will now create the Life Insurance Application template. You will use an existing
form document as the basis for the template.

To create a new life insurance application form template
1. Click on the My Test Templates folder.

153



Chapter 2: HotDocs Automator Tutorial

2. Click g New Template. The New Template dialog box appears.

Mew Template @

Type: |Word DOCX Template {.docx) V]

File name:
Title:

Description:

Initial contents

@) Empty

Current open word processor document
() Other file:

3. From the Type drop-down list, select HotDocs PDF Template (.hpt).

Mew Ternplate @

Type: [HutDucs POF Template {.hpt) VI

Word DOCX Template {docx)

d RTF Template (.rif}

d Document Template {.dot)

d DOCX Clause Library {hdl)

Word RTF Clause Library {,hdl)

Word DOT Clause Library (.hdl)
HotDocs Form Template {,hft)

DY o 1) cs PDF Tempiate (.hot
HotDocs Plain Text Template [ thx)
HotDocs Interview Template {,.cmp)

Initial contents

@ Empty

Current open file in HotDocs Automator
(©) Other file:

4. Type Life Insurance Application in the File name box.

5. Click in the Title box and accept the suggested title, Life Insurance Applica-
tion.
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6. Type This template is to be used with the HotDocs Automator tutorial in the

Description box.

Type:

Title:

Mew Template

HotDocs PDF Template {hpt)

File name:

Life Insurance Application.hpt

Life Insurance Application

Description:

Initial contents

@ Empty

~) Current open file in HotDocs Automator
@) Other file:

This template is to be used with the HotDocs Automator tutorial]

7. In the Initial contents group, select Other file and click the i3 Browse button.

The New Template Initial Contents dialog box appears.

['grl Mew Template Initial Contents @
Lockin: )} Templates ~ 0 F e E
MName Date medified Type Size
@ alAFL 10/15/2012 3:28 AM  HotDocs PDF Tem... 3801
Desktop 4] Demo Life Insurance Application 11/16/20126:25 PM  HotDocs Form Te... 131
4] Deme Life Insurance Application 11/16/20128:25 PM HetDocs PDF Tem.., 341
| JHCP-1187 evy 11/16/2012 6:25 PM EVY File al
\ |&|HCP-1187 11/16/20126:25 P PDF File 191
__J ;ﬂ Iy Assembled Form Decument 1172172012 2:56 AM HotDocs PDF Doc.., 271
Documerts
Librariss
&
Templates
f? L < m ] »
Tem[platga Gats  File nEMe: - =3 0K

Files of type: [Forrn Files {"hit; “.hpt; “hfd; *hpd; ~.pdf; “.evy}

v] l Cancel

]

The file you need is located in your default Templates folder. If that folder is not

displayed in the New Template Initial Contents dialog box, click the
Templates button in the left-hand navigation pane.

8. Select HCP-1187.pdf.

Tip: Template titles and
descriptions help the user
identify the template at the
HotDocs library.

155



Chapter 2: HotDocs Automator Tutorial

9. Click OK to return to the New Template dialog box. The document’s folder
path and file name appear in the Other file box.

MNew Template @
Type: [HUiDch PDF Template {.hpt) ']
File name:

Life Insurance Application.hpt

Title:
Life Insurance Application

Description:

This template is to be used with the HotDocs Automator tutorial|

Initial contents

(©) Empty

() Current open file in HotDocs Automator
@) Other file:

C:'Wsers'HolliCooper, HOTDOCS \Documents\HotDocs\Templ

10. Click OK. The new form template is created and opened in HotDocs Automa-
tor. The template is also added to the template library.

When you create a form template, HotDocs automatically creates a component file,
just like it does when you create a text template. HotDocs gives the component file
the same name as the template file. In this instance, HotDocs has created a compo-
nent file named Life Insurance Application.cmp (since your template file is named
Life Insurance Application.hpt or Life Insurance Application.hfi).
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Familiarize Yourself with the HotDocs Automator Window

When you open a form template in HotDocs Automator, you can use the buttons
on the toolbar to edit the template. The buttons on this toolbar are, from left to
right:

@ HotDocs Library
E New Template

i Open Form

@ Save Form

& Print Form

¢ Field Properties

A Answer Font

) Detect Field
Align Fields
Undo

Redo

Variable Field
Edit Component
Component Manager
Test Assemble

Fill Tool

Select Tool

Select Text and Fields Tool
Scroll Tool

Zoom Tool

Page Width

Full Page

Show Fields

Show Variables
Show Thumbnails
Previous Page
Next Page
HotDocs Options
Help

¥
L8]

F A TN

o
~F

O®AEE S S E L

Conclusion

You are now finished with this lesson. In it, you learned how to create a form
template based on an existing document file, and how to add the template to your
template library. Additionally, you learned about the buttons on the HotDocs
Automator toolbar.

Click the [ Save Form button to save the template. If you do not want to goonto ~ Tip: To save your template,
Lesson 3 at this time, choose Exit (File menu) to close HotDocs Automator. Then you can also press Ctrl+S.
exit HotDocs.
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Lesson 3: Create Answer Fields

Overview

The underlying text of a form template is static, meaning the text and graphics
cannot be changed, and nothing can be entered or changed on the form. In order
to enter information on the form, you must create fields that overlay the template.
These fields are dynamic and information (answers) entered in them can be
modified as needed.

In this lesson, you will learn how to create answer fields. In subsequent lessons, you
will learn how to create variables and attach them to these fields.

Since fields don’t have names, the tutorial refers to fields by the label of the corre-
sponding blank on the form. For example, the field in the Name blank will be called the
Name field.

Start the Tutorial

If you are continuing immediately from Lesson 2, skip the instructions for opening
the template and proceed to “Create Simple Text Fields.”

If you closed the template at the end of Lesson 2, complete the following steps.

To open the tutorial template

1. Open HotDocs Developer (choose Start > Programs > HotDocs 11 >
HotDocs Developer). The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Life Insurance Application and click [ Edit. The template appears in
HotDocs Automator, ready for you to edit.

Create Simple Text Fields

The first place where information needs to be added to the form is the Name blank.
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To create an answer field in the Name blank

1. Make sure the & Select Tool button is selected in the HotDocs Automator
toolbar, and then place the cursor directly below the word Name.

Section 1: Employee Information

Mame (Last, First, Middle Inital) Gender Date of Bith Age
Street Address City State ZIP Code

Email Address Phone Number

Seclal Security Number Marital Status

DDD _— DD - DDDD D Single D Marred D Separated D Diverced D Widowed

2. Press and hold down the left mouse button and move the cursor to the lower-
right corner of the blank. Field borders will appear as you drag the cursor.

Section 1: Employee Information

Name (Last. First, Middle Initial} Gender Date of Birth Age
Stroet Address City tate 2P Code

Email Address Phone Number

Soclal Security Mumber Marital Status

I:IDD _— DD - I:IDDI:I D Single D Marred D Separated D Diverced D Widowed

3. Release the mouse button. The new field is created and the field is automatically
selected, as indicated by the handles on the field borders.

Section 1: Employee Information

Name (Last, First, Middle Initial} Gender Cate of Birth Age
Street Address City State ZIP Code

Email Address Phone Number

Seclal Security Mumber Marital Status

DDD _— DD - DDDD D Single D Married D Separated D Diverced D Widewed

If you want to adjust the size of the field, click one of the handles and drag. (Or, to
move the whole field, click inside the field and drag.)

On Your Own

The second blank that needs a field is the Gender blank. Create a field in this blank.

Refer to the instructions in the previous section if you need help doing this.

Auto-Detect Fields

You can create a field by manually drawing the field with your mouse cursor (like
you did for the Name and Gender blanks), or you can have HotDocs create a field

Tip: You can use the Page
Up/Page Down keys or the
Home/End keys to adjust
the height and width of a
field, respectively. To move
a field up, down, left, or
right, use the arrow keys on
your keyboard.
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Tip: With existing fields,
you can select a field and
click the ! Detect Field
button to resize it. This can
make the field fit more
tightly in its allotted space.
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by automatically detecting the borders surrounding the blank. You will use this
method to place a field in the Date of Birth blank.

To auto-detect a field for the Date of Birth blank
= Click in the Date of Birth blank, and then click the i Detect Field button.
(Or, double-click in the Date of Birth blank.) HotDocs creates a field in the
blank.

On Your Own

Create fields for the following blanks in the Employee Information section (following
the instructions you used to create the Date of Birth field, above):

Age

Street Address
City

State

ZIP Code
Email Address
Phone Number

Create Single-Character Fields

Many forms contain boxes where users must enter a single character in each box.
For example, on the form you are automating, the Social Security Number blank
contains nine boxes—one for each digit in the employee’s Social Security number.
You can create answer fields in these boxes and format them to allow users to enter
a single character in each box.

To create single-character fields

1. Double-click in the first box in the Social Security Number blank. HotDocs
creates a new field that fills the box.
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2.

Click the ¢ Field Properties button. The Field Properties dialog box appears. ~ Tip: The Field Properties
dialog box can be left open

Field Properties -2 |3 at all times. The properties
Type |Lay0ut|0verﬁow Addm‘onal| dlsplayed in it WI” Chénge
Feld type Display type fjependlng on which fleld(s_)
o gt © Text is selected. Throughout this
© Check box © tmage tutorial, if the Field Prop-
©) Resource ) Bar code erties dialog box is already
7 Control © Strike-through visible, you do not need to
© Cirded click the ¢ Field Proper-
[ Non-printing fild _ttles button again to display
it.
Variable:
]
Condition: -
Wizard: D
Answer text (for testing only): D

WP

For the most part, the properties you specify at the Field Properties dialog box
control how answers entered during assembly are processed and displayed in the
assembled form document.

Click the Layout tab. The view changes to show layout options of the selected

field.

Field Properties @

|Type | Layout |Overﬂ0w .-'-\ddiﬁonal|
Horizontal Vertical Rotation
@ Left O Top @00
) Center ) Center i g0e
() Right (@) Bottom ) 180°
) Justified () Justified () 27oe
Borders Margins
left 00217 B left:  0.017 =
Right: 0.021" |2 Right:  0.01" $
Top:  0.021° 3 Top:  0.017 3
Bottom: 0.021" $ Bottom: 0.03" $
Line format
First line indent: 0.00" 5| Maximum lines: 1 |5
Lines per inch: 0.0 2 Max charsfline: 0 (5

oo
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4. Change the Max chars/line setting to 1.

Field Properties IEI
| Type | Layout |Overﬂ0w | Addiﬁonal|
Horizontal Vertical Rotation
@ Left © Top @0
() Center () Center © ane
() Right (@ Bottom ) 1800
@ Justified (@) Justified ) 270e
Borders Margins
Left:  0.0217 [ Left:  0.01 =
Right: 0.0217 2 Right: 0.01° =
Top:  0.0217 & Top:  0.01" z
Bottom: 0.021" s Bottom: 0.03" =
Line format
First line indent: 0.00" (5| Maximum lines: 1 |5
Lines perinch: 0.0 5
) (4 ) )

5. Repeatsteps 14 for each of the remaining boxes in the Social Security Number

blank.

Create Check Box Fields

Check box fields are similar to single-character fields, but rather than allowing a user
to type in the field, HotDocs simply inserts a check box character (typically an X)
when the user clicks the box. This form uses five check boxes to specify the
employee’s marital status, and another check box to indicate the employee’s
authorization to have life insurance contributions deducted from his or her wages.

To create check-box fields

1. Double-click in the first Marital Status box. HotDocs creates a new check box
field that fills the box.

Marital Status

D Single D Married D Separated D Diverced D Widowed

2. Repeatstep 1 for the remaining check boxes in the Marital Status blank, as well
as the check box in the Authorization and Signature section at the end of the
second page.

The color of the check box fields is different than that of other fields you have
created so far. When HotDocs creates a new field, it automatically creates a
check box field if the size is less than the check-box detection threshold. (You
can change this threshold, which is 0.19” by default, in HotDocs Options >
Form Documents > Properties for New Fields.)
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Change Properties for Multiple Fields

Sometimes, you may need to change field properties for multiple fields. For
example, when you created fields for the Social Security Number blank, you set the
maximum characters per line for each field. If you want multiple fields to have the
same value for a particular field property, you can set this property for all of those
fields at once.

You can specify the horizontal and vertical position of answers in a field. Depending
on the height of the field when you first create it, HotDocs may default the vertical
alignment to 7op or Bottom. To give your form a more uniform appearance, you
may wish to make them all one or the other. For most of the fields in the Employee
Information section, you can make the answers all bottom-aligned. For the Social
Security Number blanks, the numbers will look better if they are centered both verti-
cally and horizontally in the fields. You can set these layout options for multiple
fields at the same time.

To change properties of the Employee Information fields

1. Click the Employee Name field. Handles appear on the field borders, indicat-
ing that the field is selected.

Section 1: Employee Information

Name (Last, First. Middle Inifal) Gender Date of Birth Age

| il I [
Street Address City State ZIP Code

Frmail Address Phnae Miumber

Social Security Number Marital Status

I:IDD _— DD - DDDD D Single D Marred D Separated D Diverced D Widowed

2. Press and hold the Shift key while clicking on each of the fields in the first three
rows of the Employee Information section. (Do not select the Social Security
Number and Marital Status fields.) All 10 fields are selected.

Section 1: Employee Information

Name (Last, First, Middle Initial) Gender Date of Birth Age

! il | |
Street Address City State ZIP Code

Frail Addreee Phone Mumber

Social Security Number Marital Status

I:IDD - DD - DDDD D Single D Married D Separated D Diverced D Widowed

3. If the Field Properties dialog box is not visible, click the « Field Properties
button. The Field Properties [Multiple] dialog box appears.
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Tip: If the fields did not all 4. Atthe Layout tab, select Left from the Horizontal group box and Bottom from
begin with the same align- . .
9 g the Vertical group box. Those properties are set for all 10 fields at once.
ment, you may see multiple
options selected in the Hor- Field Properties [Multiple] -5 |[==3a]
izontal or Vertical group. |Type | Layout |Overﬂ0w IAdditionaI|
Horizontal Vertical Rotation
o5 O o0
) Center ) Center goe
) Right @ Bottom ) 180°
7 Justified (@ Justified ) 2700
Borders Margins
Left:  0.0107 [ Left:  0.01 $
Right:  0.010" [ Right: 0,01 :
Top:  0.010° (5 Top: 0017 =
Bottom: 0.010" = Bottom: 0.03" z
Line format
First line indent: 0,007 5| Mawimum lines:  <mi 5
Lines per inch: 0.0 = | Max charsfline: 0 =

[ [ )

5. Click the first Social Security Number field. Handles appear on the field
borders, indicating that the field is selected.

Social Security Number

100 - 00 -0000

6. Press and hold the Shift key while clicking on each of the remaining fields in
the Social Security Number blank. All nine fields are selected.

Social Security Number

I O g |
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7. At the Layout tab of the Field Properties [Multiple] dialog box, select Center
from both the Horizontal and Vertical group boxes. Those properties are set for

all nine fields at once.

Field Properties [Multiple] -5zl
| Type | Layout |O\rerﬂow | Additionall
Horizontal Vertical Rotation
©) Left @00
(@) Center 't () %0%
) Right () Bottom ) 1802
() Justified ) Justified &) 2700
Borders Margins
Left:  0.021° = Left:  0.01° =
Right:  0.021" s Right:  0.01" o
Top: 00217 B Top: 0,017 =
Bottom: 0.021" T Bottom: 0.03" =
Line format
First line indent: 0,007 (5[ Maximum lines: 1 |5
Lines per inch: 0.0 = Max charsfine: 1 |5
[ [« )

Create Circled Fields

The Medical History section of this form contains five questions where the user must
circle Yes or No. You can create special check box fields that circle text on your form,

rather than inserting the default check-box character.

To create circled fields

1.

In the Medical History section, create a field that covers the Yes response in the
first question. (You must manually “draw” this field like you did for the Name
field above because auto-detection cannot create fields that overlap static text on

the form.)

Section 3: Medical History

Fer each questicn below, circle Yes o No. For each response marked yes, please explain your answer in the space provided.

1. Have you smeked within the past 12 menths? l:l Ne
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2. Click the @ Field Properties button. The Field Properties dialog box appears.

3. At the Type tab, select Check box from the Field type group. The field color
changes to indicate it is now a check box. (Circled fields are actually a special

kind of check box.)

Field Properties @
| Type | Layout |Overﬂ0w | Addiﬁonal|
Horizontal Vertical Rotation
=) Top @ o
@ Center [SL=0E]
(™) Right () Bottom ) 180°
() Justified () Justified () 2700
Borders Margins
Left 00107 |5 Left:  0.017 =
Right: 0.010° | Right: 0,017 =
Top: 00107 [ Top: 0,01 $
Bottom: 0.010" = Bottom: 0.03" :
Line format
First line indent: 0.00" Maximum lines: 1 [
Lines per inch: 0.0 Max charsfine: 0 5
i (4] o) )

Field Properties

7|l

Type | Layout | Overflow | Additional |

Field type

7 Edit

() Resource
@ Contral

Variable:
Condition:
Wizard:

Check-box character:

Display type
@) Character
Image
Bar code
() Sirike-through
) Circled

[ Mon-printing field

#
¥

B B &

WMD)

=
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4. Select Circled from the Display type group. The field changes to show only the
outer border, which indicates that it is a circled field.

Field Properties @

Type |Lay0ut I Qverflow I Addiﬁonal|

Field type Display type

() Edit () Character

@ Check box Image

() Resource Bar code

(@ Contral () strike-through
@ Circled

[ Mon-printing field

Variable:

Condition:

&) &

Wizard:

Answer text:

&

Qo

5. Repeat steps 1—4 to create a field for the corresponding No response.

6. When you are finished creating the fields, close the Field Properties dialog box.

You must also create circled fields for the remaining questions in the Medical History
section. You can do this in the same way as you created the first two circled fields,
or you can copy and paste those two fields to save time.

To copy and paste the circled fields
1. Pressand hold the Shift key while clicking on the Yes and No fields you created
for the first question.

Section 3: Medical History

Fer each questicn below, circle Yes o No. For each response marked yes, please explain your answer in the space provided.

1. Have you smeked within the past 12 menths?

2. Select Copy from the Edit menu (or press Ctrl+C). The fields are copied.

3. Click on the form where you want the lower left corner of the copied fields to
appear. (Click below and to the left of the word Yes in the second question.)

2.In the past 10 years. have you had or been told that you have chest pains, heart trouble, heart attack. or heart murmur? | Yes  No

4. Select Paste from the Edit menu (or press Ctrl+V). The copied fields are pasted
at the specified location. (If they are not exactly where you would like them to

Tip: If you want all of your
circled fields to be the same
size, you can select all of the
fields (press and hold the
Shift key while clicking
each field) and then click
the = Align Fields button.

167



Chapter 2: HotDocs Automator Tutorial

168

appear, use the arrow keys on your keyboard to move the fields to the correct
location.)

2_In the past 10 years_ have you had or been told that you have chest pains, heart trouble, heart attack. or heart murmur? El

5. Repeat steps 3—4 for the remaining questions in the Medical History section.

On Your Own

You can now create fields for the rest of the blanks in the template:

» In the Coverage Information section, create fields for the Amount of Coverage
and Monthly Contribution to Cash Account blanks.

Automatically detecting the fields in the Coverage Information section will not
work because the dollar signs ($) in each blank keep HotDocs from detecting
the underlying field borders properly. Instead, you must manually create the
fields.

» In the Medical History section, create five fields where the user can type an
explanation for any responses marked yes. These fields should be tall enough to
accommodate multiple lines of text.

» In the Beneficiary Designation section, create fields in each cell of the table on
the first page, as well as its continuation at the top of the second page.

» In the Other Remarks section, create a field on each line. You will group these
fields together in a subsequent lesson to make them behave like a single,
multiple-line field.

» In the Authorization and Signature section, create a field in the Date Signed
blank. Do not create a field for the employee’s signature, however.

Conclusion

You are now finished with this lesson. In it, you learned how to create various types
of answer fields. With these fields in place, you could use this template to assemble
a document using direct-fill assembly at the Form Document tab. However, because
the fields do not have variables attached to them, answers you enter could not be
saved in an answer file. You will address this limitation in the next lessons as you
learn how to attach variables to the answer fields in your template.

Click the [ Save Form button to save the template. If you do not want to go on to
Lesson 4 at this time, choose Exit (File menu). Then exit HotDocs.
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Lesson 4: Attach Text Variables to Fields

Overview

Once you have created answer fields in your template, you can attach variables to
each field. A variable determines the kind of answer that can be merged into a field,
and it also allows that answer to be saved in an answer file.

This lesson will teach you how to create Text variables and attach them to answer
fields in your template. You will also learn how to allow multiple-line answers in a
Text variable, assign a pattern to a Text variable, and how to group multiple fields
so they can act as a single field.

You may also attach any of the other types of HotDocs variables (Number, Date, True/
False, Multiple Choice, Computation, and Personal Information) to answer fields. You
will create other types of variables and attach them to fields in subsequent lessons.

Start the Tutorial

If you are continuing immediately from Lesson 3, skip the instructions for opening
the template and proceed to “Attach Text Variables to Fields.”

If you closed the template at the end of Lesson 3, complete the following steps.

To open the tutorial template

1. Open HotDocs Developer (choose Start > Programs > HotDocs 11 >
HotDocs Developer). The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Life Insurance Application and click [ Edit. The template appears in
HotDocs Automator, ready for you to edit.

Attach Text Variables to Fields

You will first learn how to attach simple Text variables to answer fields. In this
template, the first simple Text variable belongs to the Streer Address field.
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Tip: If you have completed To attach a Text variable to the Street Address field
the tutorials for automating

a text template, you will 1. Click the Street Address field to select it and then click the «» Variable Field
notice that variable and button. (Or, double-click the field.) The Variable Field dialog box appears.
other component-editing
dialog boxes are the same in - Variable Field 7 =
both HotDocs Automator e
and in the word processor. @ Text (©) True/False (©) Personal Information

() Mumber (7 Multiple Choice

©) Date () Computation

Variable: -

Merge field properties
MNon-breaking Use default

Show Advanced oK

The dialog box lists several types of variables. The Street Address field should

contain text, so you will attach a Text variable to it.

2. Make sure Text is selected in the Variable type group.
3. Type Employee Street Address in the Variable box.

. Varizble Field -8 =sal]
Variable type
@ Text ) TrueFalse (7 Personal Information
) Mumber (&) Multiple Choice
©) Date () Computation
Varisble: Employee Street Address -

Merge field properties
Mon-breaking Use default

4. Click OK. The variable Employee Street Address is created and attached to the
Street Address field.
Section 1: Employee Information
|Namc- (Last, First. Middle Initial} ‘ |Gcndcr | ‘Dalc of Birth | |Agc |
Street Address City State ZIP Code
Employee Street Address
Frail Address Phone Nimbise
Soclal Security Mumber Marital Status
I:IDD _— DD - I:IDDI:I D Single D Marred D Separated D Diverced D Widewed

During assembly, the variable prompts the user for an answer, which is then merged
into that field. Other fields that use the same variable would also use that answer.

On Your Own

Tip: To attach a variable to You will now create 12 more Text variables and attach them to fields in the
a field, you can also select a

field and press Enter. template. (If you need help creating these fields, follow the instructions for creating
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the Employee Street Address variable, above.) In the Employee Information
section, create and attach the following Text variables to the corresponding fields:

Employee City

Employee Zip Code

Employee Email Address

Employee Primary Telephone Number

In the Medical History section, create and attach the following Text variables to the
explanation fields:

Explain Smoking

Explain Heart Trouble
Explain High Blood Pressure
Explain Diabetes

Explain Immune Disorder

In the Beneficiary Designation section, create and attach the following Text vari-
ables to the corresponding cells in the first row of the table (you will learn more
about how this table works in a subsequent lesson):

Beneficiary Name
Beneficiary Telephone Number
Beneficiary Relationship

Format Text Answers

You might think that the Phone Number fields should have Number variables
attached to them. However, Number variables are usually reserved for numbers that
can be added, multiplied, divided, etc. In the case of telephone numbers, Social
Security numbers, and other non-calculated numbers, you should use Text vari-

ables.

You could create basic Text variables for the Phone Number tields and rely on users
to type the hyphen and parentheses in the appropriate places. However, you can
specify a pattern that controls what users can type, how the answer looks as they type
it, and how the answer will be merged into the assembled document.
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To assign a pattern to the employee’s phone nhumber variable

1. Select the Phone Number field in the Employee Information section, and click

the & Edit Component button (found in the Automator toolbar). The Text
Variable Editor appears.

A Employee Primary Telephene Mumber - Text Variable Editor - Life Insu... @
Properties |Advanced Resource I Used In I Notes |

Variable name: Default format: [T Mon-breaking

-

Employee Primary Telephone Number|

Title:

Prompt:

Field height: | 1 ==| Maximum characters: 0 Pattern:

Enter key in multidine answers inserts new paragraph mark ()

Update [ Ok J[ Cancel H Saye ]

Tip: You can create your
own pattern by typing it in
the Pattern box. (See the
HotDocs Help for specific
information on creating

Variable name: Default format: [ Mon-breaking
custom patte rns. ) Employee Primary Telephone Number

2. Click the Pattern drop-down button to display a list of patterns.

A Employee Primary Telephone Nurnber - Text Variable Editor - Life Insu... @
Properties |Advanced I Resource I Used In I Notes |

-

Title:

Prompt:
-

Field height: | 1= Maximum characters: 0= Pattern: i:l

Enter key in multi-ine answers inserts new paragraph mark (1) |(999) 999-3999

95:99 L
99:9% a.m.

Update Cé99:99 am j
999-99-9999

3. Select (999) 999-9999.
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4. Click Test. A test assembly window appears, showing the phone number ques-

tion. The parentheses and hyphen appear in the answer field, just as they will
appear in the field on the form during direct-fill assembly.

JJFiIe Edit View Mavigate Tools Help

% EIHNewAnswerF\le ']i@ BE”LE'.} E j|m|?&@ ri'-ﬁe|
W@ o @3 P 5 5|3l

Intervisw Result
~0 End of Interview Employee Primary Telephone Mumber
|
M First M 4 Previous  Net p W Last W | Finizh BE]
L FR——

001/000 NUM

5. Enter 8005005555.

HotDocs automatically puts the first three characters within the parentheses,

the next three characters before the hyphen, and the last four characters after the
hyphen.
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6. Click the Result tab. HotDocs shows you how the answer will be merged into
the assembled document.

;ﬂ Employee Primary Telephone Number - HotDocs Developer E@
Eile Edit View Mavigate Tools Help
7 .'n__.-J HNE\N}'—mswerF\Ie ']'@ L‘_i'p ‘ | | &E |I—\7 '@

|&] = =] | |
et

(800) 500-5555

001,000 MUk

7. Choose Close (File menu) to close the test assembly window. Unless you were
already using a test answer file, HotDocs asks if you want to save your answers.

8. Decide whether to save your answers, based on the following information:

Tip: For more information » Ifyou click Save or Save As, you will be prompted to specify an answer file
on using test answer files, name and title. Type Test Answer File in the File name box and accept the
see the HotDocs Help.

suggested Title. From this point on, this answer file will be used each time

you test a variable or test assemble the template, and you will no longer be

prompted to save your answers after each test. (You can, of course, choose

a different answer file when you are at the test assembly window.)

= Ifyou click Don’t Save, each time you test a variable or test assemble the
template, you will use an empty, untitled answer file. You will also be
prompted to save your answers each time you finish a test.

9. Click OK at the Text Variable Editor.

Now HotDocs will use this telephone number pattern when users answer the

Employee Primary Telephone Number variable.

On Your Own

Assign the telephone number pattern to the Beneficiary Telephone Number vari-
able, which you created and attached to a field in the Beneficiary Designation table.
Refer to the previous section if you need help assigning this pattern to the variable.
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Allow Multi-Line Text Answers

When you create a multi-line field in the form and attach a Text variable to it, you
often need to adjust the height of the answer field in the interview so that users can
more easily enter a longer answer. In the Medical History section, you will attach
Text variable fields to each of the explanations. You will also increase the answer

field height for each variable so users can enter a lengthy answer during the inter-
view, if they need to.

To allow multiple lines of text in an answer field
1. Select the Explain Smoking answer field and click the & Edit Component
button (or press Ctrl+E). The Text Variable Editor appears.

A Explain Smoking - Text Variable Editor - Life Insurance Application.crmp @

Properties | Advanced | Resource [ Used In | Notes |
Variable pame: Default format: 7] Non-breaking

Explain Smakingl -
Title:
Prompt:

-
Field height: 12| Maximum characters: 0= Pattern: -
Enter key in multidine answers inserts new paragraph mark ()

Update [ oK. ] [ Cancel ] [ Save ]

2. At the Field height box, click the up arrow until the number 3 appears.

A Explain Smoking - Text Variable Editor - Life Insurance Application.cmp @
Properties | Advanced [ Resource [ Used In [ Notes |

Variahle name: Default format: 7] Non-breaking
Explain Smoking

-

Title:

Prompt:

Field height: | 3 ==| Waximum characters: 0= Pattern:
[T Enter key in multi-ine answers inserts new paragraph mark (§)

Update [ OK ][ Cancel ][ Save

3. Click OK at the Text Variable Editor.

Now, users can enter hard returns or long sentences that wrap from one line to
the next in the answer.

Tip: You can also right-click
on any field and select Edit
Component from the
shortcut menu.

Tip: The Field height
setting only affects how tall
the answer field is in the
interview. To limit the actual
number of characters a user
can enter, change the
Maximum characters
setting.
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Tip: You can also right-click
on the selected fields and
choose Group from the
shortcut menu.
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On Your Own

Edit the remaining Text variables in the Medical History section to allow multiple
lines of text. Refer to the instructions in the previous section if you need help doing
this.

Assign a Text Variable to a Group of Fields

Sometimes an answer for a Text variable must span two or more fields, meaning an
answer must wrap from one field to the next. To allow for this, you must group the
separate fields as a run-on group. When two or more fields are grouped, HotDocs
treats the grouping as if it were one field. Once the fields are grouped, you can attach
a Text variable to the group.

In the Social Security Number blank, you created nine fields—one for each digit of
the employee’s Social Security number. You can group these boxes together, which
will allow you to place each digit of the user’s answer in the correct box.

To group the fields in the Social Security Number blank

1. Make sure no existing fields are selected by clicking on any white space in the
template.

2. Press and hold the Shift key while clicking on each of the fields in the Social
Security Number blank. All fields in the blank should now be selected.

3. Click the Field menu and select Group. A bounding box appears around the
fields, indicating that they are now grouped.

Social Security Number

LI —DICT = CICICIEd

Now that you have grouped the fields, you can assign a Text variable to the group
as if it were a single field. You will also assign a Social Security number pattern to
the variable, similar to the pattern you used for telephone numbers earlier.
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To create a Text variable for the Social Security Number fields

1. Double-click the grouped fields in the Social Security Number blank. The

Variable Field dialog box appears.

Merge field properties

Fotrnak:

Show Advanced

. Variable Field
Variable type
@) Text () True/False (7) Personal Information

Variable: -

Mon-breaking  [#]Use default

2. Select Text from the Variable type group, and type Employee Social Security

Number in the Variable box.

. Variable Field

(@) True/Ealse
() Multiple Choice
(©) Computation

(@) Personal Information

Merge field properties

Format:

Show Advanced

Variable:  Employee Social Security Mumber

- ()

Mon-breaking Usge default

3. Click the & Edit Component button. The Text Variable Editor appears.

A Mew Text Variable - Text Variahle Editor - Life Insurance Application.c...

Properties |Advanced | Resource | Used In | lNotes |

Variable pname:

Default format: ] Nan-breaking

Employee Social Security Number

Title:

Prompt:

Field height: | 1==| Maximum characters:

0

-

Pattern: -

Enter key in multiine answers inserts new paragraph mark (1)

CK

H Cancel H Saye

177



Chapter 2: HotDocs Automator Tutorial

4. Select 999-99-9999 from the Pattern drop-down list.

5. Click OK to close the Text Variable Editor, but do not close the Variable Field

A New Text Variable - Text Variable Editor - Life Insurance Application.c... @

Properties |Ad\ranced Resource | Used In I MNotes |

Variable name:

Employee Social Security Mumber

Title:

Prompt:

Field height: 1= Maximum characters:

Enter key in multidine answers inserts new paragraph mark ()

Default farmat: [T Mon-breaking

-

0 = Pattern: | e R -

oK J[ Cancel H Save ]

dialog box yet.

The last step in merging the digits of the Social Security number in individual boxes

is to assign a format to the variable field.

A format defines how an answer should look when it is merged in the assembled
document. For example, if you want a name to appear in all capital letters, you
would use the LIKE THIS format. In the case of this Social Security number, you
will use a format to keep HotDocs from displaying the hyphens, since they are
already part of the static text of the form.

To assign a format to the Social Security Number fields

1. At the Variable Field dialog box (which should still be visible from the previous
steps), clear the Use default check box.
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. Variable Field
Variable type
@ Text () True/False
() Mumber () Multiple Choice
) Date () Computation

Variable: Employee Social Security Mumber
Merge field properties

Format:

Show Advanced

* [CIMon-breaking [

(@) Personal Information

[ QK ] [ Cancel
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2. Type XXX_XX_XXXX in the Format box. The underscores in this format tell
HotDocs not to print the 4th and 7th characters in the answer, which corre-
spond to the positions of the two hyphens.

2 Variable Field

Variable type

@ Text () True /False

() Mumber () Multiple Chaice
©) Date () Computation

Variable: Employee Social Security Mumber

Merge field properties

L2 |l

() Personal Information

- ([

Format: | XXX _XK_XXXX

Show Advanced

w | [[]Mon-breaking [ Use default

[ oK. J [ Cancel

]

3. Click OK. The variable is attached to the grouped fields.

Group Lines of Text

In the previous section, you learned how to assign a Text variable to a group of
single-character fields. Another place in the form where you can assign a single
variable to a group of fields is in the Other Remarks section. In that section, there are
10 fields that should act as one—when the user types an answer, it should flow from
one line to the next. You will group these fields and attach a Text variable to the

group.

To group the fields in the Other Remarks section

1. Press and hold the Shift key while drawing a box around all of the fields in the
Other Remarks section. All fields in the section should now be selected.

Section 5: Other Remarks

Please use the space below to provide additional details, explarations, or other information necessary to establish your insurance eligibility claim:
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2. Click the Field menu and select Group. A bounding box appears around the
fields, indicating that they are now grouped.

Section 5: Other Remarks

Please use the space below te provide additional details, explarations, er other information necessary to establish your insurance eligibility claim:

3. Click the «» Variable Field button. The Variable Field dialog box appears.
4. Select Text from the Variable type group and type Other Remarks in the

Variable box.
. Variable Field @
Variable type
@ Text () True /False (7 Personal Information
() Mumber () Multiple Choice
() Date () Computation
Variable:  Other Remarks| -
Merge field properties
Mon-breaking Use default

5. Click the & Edit Component button. The Text Variable Editor appears.
6. Change the Field height to 6.

A Mew Text Variable - Text Variable Editor - Life Insurance Application.c... @
Properties |Advanced I Resaurce I Used In I Motes |

Variable name: Default format: 7] Mon-breaking
Other Remarks -

Title:

Prompt:

Field height: | & = Maximum characters: ==

[C] Enter key in multiine answers inserts new paragraph mark ()

Update [ QK. ][ Cancel ][ Saye ]

7. Click OK to close the Text Variable Editor, and then click OK to close the
Variable Field dialog box. The Text variable is attached to the grouped fields.
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Conclusion

You are now finished with this lesson. In it, you learned how to create Text variables
and attach them to answer fields in your template. You also learned how to assign
patterns to Text variables, create run-on groups of multiple fields, and allow
multiple-line answers for Text variables.

Click the [ Save Form button to save the template. If you do not want to go on to
Lesson 5 at this time, choose Exit (File menu). Then exit HotDocs.
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Lesson 5: Attach Date, Number, and Multiple Choice Variables
to Fields

Overview

Once you have mastered the steps necessary to create Text variables and attach them
to answer fields in your form template, you can move on to other variable types.

In this lesson, you will learn how to create Date, Number, and Multiple Choice
variables, and then attach them to fields in your template. You will also learn how
to change some properties of Number variables, as well as how to assign a single

Multiple Choice variable to a group of check-box fields.

Start the Tutorial

If you are continuing immediately from Lesson 4, skip the instructions for opening
the template and proceed to “Attach Date Variables to Fields.”

If you closed the template at the end of Lesson 4, complete the following steps.

To open the tutorial template

1. Open HotDocs Developer (choose Start > Programs > HotDocs 11 >
HotDocs Developer). The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Life Insurance Application and click 7 Edit. The template appears in
HotDocs Automator, ready for you to edit.

Attach Date Variables to Fields

The sample life insurance application you are automating contains two blanks for

dates: the employee’s birth date in the Employee Information section, and the signa-
ture date at the end of the form. You can create and attach Date variables to these

fields the same way you created Text variables in the previous lesson.

To attach a Date variable to the Date of Birth field

1. Select the Date of Birth field, and then click the «» Variable Field button. (Or,
double-click the field.) The Variable Field dialog box appears.
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2. Select Date in the Variable type group, and type Employee Birth Date in the

Variable box.
s Variable Field (-8 [l
Variable type
&) Text () True/False () Personal Information
() Mumber () Multiple Choice
@) Date (7) Computation
variable: | Employee Birth Date -
Merge field properties
Format: Mon-breaking Use default

3. Click OK. The variable is attached to the Date of Birth field.

For the signature date, you will use the built-in HotDocs 7ODAY variable, which
automatically inserts the current date when the template is assembled.

To attach the TODAY variable to the Date Signed field

1. Select the Date Signed field (in the Authorization and Signature section at the
end of the form), and then click the «» Variable Field button. The Variable
Field dialog box appears.

2. Select Date in the Variable type group.
3. Click the Variable drop-down button and select TODAY from the list.

«. Variable Field @

Variable type
() Text () TrueFalse (©) Personal Information
() Number () Multiple Choice
(@) Date () Computation

Variable: H
Merge fEm%IDEee Birth Date
Format: Mon-breaking Use default
Show Advanced oK

4. Click OK. The variable is attached to the Date Signed field.

Attach Number Variables to Fields

You will now attach Number variables to the two fields in the Coverage Information
section. By default, HotDocs only allows the user to enter whole numbers in a
Number variable, which, in this case, would be whole dollar amounts. To allow the
user to enter cents, you can specify decimal places. You can also specify a currency
symbol that HotDocs will display in the interview for these variables.
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To attach a Number variable to the Amount of Coverage field

1. Select the Amount of Coverage field, and then click the «» Variable Field
button. The Variable Field dialog box appears.

2. Select Number in the Variable type group, and type Amount of Coverage in
the Variable box.

- Variable Field -7 ==l
Variable type
) Text () True False (T Personal Information
(@) Mumber () Multiple Choice
~) Date () Computation
Variable: | Amount of Coverage -

Merge figld properties
Mon-breaking Use default

3. Click the & Edit Component button. The Number Variable Editor appears.
4. Enter 2 in the Decimal places box.

2 New Number Variable - Number Variable Editor - Life Insurance Appli... @
Properties |Advanced I Resource I Used In I Notes |

Variable name: Default format: [T Mon-breaking
Amount of Coverage -

Minimum: 0.00|  Maximum: 0.00

Decimal places: 2= Ycurrency symbaol: -

Update [ QK J[ Cancel ][ Saye ]

You want two decimal places to appear in the answer field even if the answer is
a whole number. (By default, HotDocs merges only the decimal places if they
have a value.) You can use a format to merge the entire dollar amount, even if
the user doesn’t enter any cents.
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5. Click the Default format drop-down button and select 9,999.00.

2 Amount of Coverage - Number Variable Editor - Life Insurance Applic... @
Properties |Advanced Resource I Used In I Notes |

Variable pame: efault format: 7] Non-breakin

-

Amount of Coverage

Title:

Prompt:

Minimum: 0.00  Maximum: 0.00
Decimal places: 2= Currency symbal: -
Update [ QK ] [ Cancel ] [ Save
6. Sclect $ from the Currency symbol drop-down list. Tip: Currency symbols are
not merged into the assem-
2 Amount of Coverage - Number Variable Editor - Life Insurance Applic... @ bled document. They are
Properties |Advanced I Resource I Used In I Mates | Only used to prompt the
Variable name: Default format: ] Mon-breaking !Jser for the correct type of
Amount of Coverage 9,593,00 - information.
Title:
Prompt:
Minimum: 0.00|  Maximum: 0.00
Decimal places: 2 2 currency symbal:| B -
Update [ QK J [ Cancel ] [ Saye ]

7. Click OK to close the Number Variable Editor, and then click OK to close the
Variable Field dialog box.

On Your Own

The other field in the Coverage Information section also needs a Number variable
attached to it. Create a variable named Monthly Contribution to Cash Account,
and format it the same way you formatted the Amount of Coverage variable. Refer to
the instructions in the previous section if you need help doing this.

Set Minimum and Maximum Limits

Each applicant must contribute no less than $10 but no more than $50 a month to
a special cash account. You can help the user enter the correct number by setting
minimum and maximum limits for a Number variable. When completing an inter-
view, users cannot move to the next answer field or dialog if their answers are not
within the limits.
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To specify limits for the monthly contribution

1. Select the Monthly Contribution to Cash Account field, and then click the
& Edit Component button. The Number Variable Editor appears.

2. Type 10 in the Minimum box and 50 in the Maximum box.

2 Monthly Contribution to Cash Account - Nurnber Variable Editor - Lif...
Properties |Advanced Resource IUsed In | Motes |

Variable name: Default format:  [7] Mon-breaking
Monthly Contribution to Cash Account 9,992,00 -

Title:

Prompt:

Decimal places: 2= Currency symbol: § -
Update [ QK ][ Cancel ][ Saye

3. Click Test. The test assembly window appears.

d] Menthly Contribution te Cash Account - HetDocs Developer El
J_IF\Ie Edit View MNavigate Tools Help

7 &l HNewAnswerFiIe v]@ 1] @| B ||? eba IS7 ®|

V| @0~ |4 B@d| |34

Interview Flesult

D Monthly Contribution to Cast | Monthly Contribution to Cash Account

Menthly Contribution te Cash Account
el

M First 4 4 Previous Net p W Last M | Finish IE]
4 n (3 | -
001,000 UM

4. Type 60 and click the Result tab.

The warning, Please enter a number between 10 and 50, appears.

Tip: You can use the 5. Click OK to return to the test assembly window.
«2 Erase Answer button in
the toolbar to clear the 6. Erase your answer from the answer field, and then choose Close (File menu) to

answer field. close the test assembly window.

7. Click OK to close the Number Variable Editor.
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Attach Multiple Choice Variables to Fields

You will now learn how to attach Multiple Choice variables to fields. A Multiple
Choice variable lets the user choose an answer from a list of options. Specifically, in
this lesson, you will create two Multiple Choice variables that merge a selected
option into their associated answer fields. You will also create a Multiple Choice
variable that allows the user to select one of a group of check boxes.

Multiple Choice variables are useful when the user’s answer has to be one of a
limited number of answers. You will use a Multiple Choice variable to specify the
gender of the employee.

To create the Gender Multiple Choice variable

1. Select the Gender field, and then click the «» Variable Field button. The
Variable Field dialog box appears.

2. Select Multiple Choice in the Variable type group, and then type Employee
Gender in the Variable box.

oVanableField -7 =

Variable type

) Text

() Date

() True False
() Mumber (@) Multiple Chaice

() Computation

() Personal Information

Merge field properties

Variable: | Employee Gender|

-1 [«

Mon-breaking  [#]Use default

Opticn Prompt Merge Text ™

=

3

1

5

6

T

8

g

10
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3. Click the & Edit Component button. The Multiple Choice Variable Editor
appears.

$= Mew Multiple Choice Variable - Multiple Choice Variable Editor - Life L.
Properties | Advanced | Options | Resource | Used In I Motes |

Variable name: Default format: [T Mon-breaking

Employee Gender -

=

e

Prompt:

Option ¥ Prompt Default Merge Text ™ =

.L-Luru:n-zl

4 T 3

Select: [One Only v] [Clother

stye: [Buttons -

Update | QK I[ Cancel H Saye ]

4. Type Male in the first row of the Option column and Female in the second
row. These are the options from which the user will choose.

£= New Multiple Choice Variable - Multiple Choice Variable Editor - Life L.
Properties | Advanced | Options | Resource | Used In | Motes |

Yariable name: Default format: [T Mon-breaking
Employes Gender -
Title:
Prompt:
-
Option ¥ Prompt Default Merge Text ™ =
1 iMale
| 2 fFemale|

3

€ 1 b

Select: ’One Cnly v] [C other

Style: [Butbans - ]

Update [ CK ][ Cancel H Save
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5. From the Style drop-down list, select Drop-down List.

= New Multiple Choice Varizble - Multiple Choice Variable Editor - Life L. [ 8 |[z234]
Properties | Advanced | Options IResource IUsed In | Motes |

Variable name: Default format:  [7] Mon-breaking
Employee Gender -

Title:

Prompt:

Option ™ Prompt Default Merge Text ™ =
1 iMale 4
2 fFemale
3
4

-

| i | *

Select: [One Only V] [ other

Update [ QK ][ Cancel ][ Sayve ]

6. Click OK at both the Multiple Choice Variable Editor and the Variable Field
dialog box.

The variable is attached to the Gender field. Because you did not enter merge text
(or text that will be inserted into the document if the user chooses that particular

option), if the user chooses Male, the word Male will be merged into the field. If the
user chooses Female, the word Female will be merged.

The Stare field also needs a Multiple Choice variable. However, rather than entering
each individual state as options, you will copy this variable from an existing compo-
nent file. You will use Component Manager to do this.

To copy a Multiple Choice variable to the template and attach it to the
State field

1. Click the & Component Manager button. The Component Manager window
appears.
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2. Click the ® Expand button in the upper-right corner of Component Manager.
The window changes to show a second list of components.

. Compenent Manager EI@

2 Component file: Other companent file: €3]

C:\...\Life Insurance Application.cmg -

Components: Components:
IAII Companents V] n [AII Components V] In

2 Amount of Coverage

A eneficiary Name

A seneficiary Relationship

A Benefidary Telephone Number
[ETlEmployee Birth Date

A Employee City

A Employes Email Address

%E Employee Gender

A Employes Primary Telephone ...
A Employes Sorial Security Mum....
A Employee Street Address

A Employes Zip Code

A Explain Disbetes

A Explain Heart Trouble

A Explain High Blood Pressure

A Explain Immune Disorder

A Explain Smoking

2 Monthly Contribution to Cash...
A Other Remarks

[ e & § (@Y

| <5 3=

!

®|

[ Eind: A [T Eind: hd

3. Click the Other component file drop-down button and choose states.cmp. The
Components drop-down list changes to show the variables contained in this

file.

45 Component Manager EI@

Component file: Other compenent file @

C:\...\ife Insurance Application. cmg

B @ N

Components: Components:
[A\I Components - ] [A\I Components V] %l

2 amount of Caverage 3=Employes State
A Beneficiary Name

A Benefiary Relationship

A Beneficiary Telephone Mumber
[ELEmployee Birth Date

A Employee City

A Employee Emal Address

§E Employee Gender

A Employee Primary Telephane ...
A eEmployee Social Security Mum...
A Employee strest Address

A Employee Zip Code

A Explain Dizbetes

A Explain Heart Trouble

A Explain High Blood Pressure

A Explain Immune Disorder

A Explain Smoking

2 Manthly Contribution to Cash...
A Other Remarks

WG|

il

|

[ Eind: - [l Eind: -

4. Sclect Employee State and click the 40 Copy Components button. The vari-
able, along with its associated merge text, is copied to your template’s compo-
nent file.

5. Click the @ Collapse button to close the second component file, and then close
Component Manager.

6. In the template, double-click the State field. The Variable Field dialog box

appears.
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7. Select Multiple Choice in the Variable type group, and then select Employee
State from the Variable drop-down list. The variable’s options and default
merge text (state abbreviations that will be merged in the answer field rather
than the full state names) are displayed in the Variable Field dialog box.

w. Variable Field @
Variable type
@ Text ©) True/False (©) Persanal Information
() Number @ Multiple Choice
) Date (&) Computation
yariable: -

Merge field properties
Mon-breaking Use default

Option Prompt Merge Text =
Alabama AL |E‘
2 iAlasks AK -
3 {Arizona AL
4 iArkansas AR
5 iCalifornia CA
6 iCelorade co
7 iConnecticut CI
8 :Delaware DE
9 iDistrict of Colu... DC
10 iFlorida FL
11 ifianrmia Gh
< | i | r

8. Click OK. The variable is attached to the field.

Attach Multiple Choice Variables to Check Boxes

In addition to merging text into an edit field, you can use a Multiple Choice variable
to let the user select one of a group of check boxes. The life insurance application
uses five check boxes to specify the employee’s marital status. You will specify each
check box’s label as an option for the variable.

To group check box fields

1. Make sure no existing fields are selected by clicking on any white space in the

template.
2. Select all of the check box fields in the Marital Status blank by holding down Tip: Another way to select
the Shift key and clicking each check box. multiple fields is to press

Shift as you use the mouse
to draw a box around the

Marital Status f|e|ds .
E Single m Married E! Separated m Diverced m Widowed
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With the fields selected, click Group (Field menu). A bounding box appears
around the five fields, indicating that they will now be treated as one field and
can have only one variable attached to them.

Marital Status
|D Single D Married D Separated D Diverced Dl Widowed

Click the «» Variable Field button. The Variable Field dialog box appears.
Select Multiple Choice and type Employee Marital Status in the Variable box.

Click the & Edit Component button. The Multiple Choice Variable Editor
appears.

3= Mew Multiple Choice Variable - Multiple Choice Variable Editor - Life L. | 7 |[w23]
Properties | Advanced | Options | Resource | Used In | Motes |
Variable pame: Default format: 7] Mon-breaking
Employee Marital Status -
Title:
Prompt:
-
Option ¥ Prompt Default Merge Text ¥ =
e i
2
%
P =
N m | *
Select: [One Only V] [ other
Style: [Buttons V]
Update [ QK ] [ Cancel ] [ Save
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7. Type the following options (in order, one per row) in the Option column:
Single, Married, Separated, Divorced, Widowed.

4= New Multiple Choice Variable - Multiple Choice Variable Editor - LifeL.. [ 3 |[=5]
Properties |Advanced I Options I Resource | Used In | MHotes |

ariable name: Default format: ] Non-breaking
Emplayes Marital Status -

Title:

Prompt:

Option ¥ Prompt Default Merge Text ™ *
Single
Married |
Separated
Divorced

1
2
3
4
5

Widowed

s

| L 2

Select: [One Only V] [Cother

Style: [Butbons hd ]

Update [ oK ][ Cancel ][ Saye ]

8. Click OK at both the Multiple Choice Variable Editor and the Variable Field
dialog box.

The Multiple Choice variable is now attached to the group of five Marital Status
check boxes. When a user chooses one of the options, an X will be merged into the
corresponding check-box field.

Conclusion

You are now finished with this lesson. In it, you learned how to attach Date,
Number, and Multiple Choice variables to answer fields in your form template.
Additionally, you learned how to specify minimum and maximum limits for
Number variables, and how to attach a Multiple Choice variable to a group of

check-box fields.

Click the [ Save Form button to save the template. If you do not want to go on to
Lesson 6 at this time, choose Exit (File menu). Then exit HotDocs.
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Lesson 6: Attach True/False and Computation Variables to
Fields

Overview

In this lesson, you will learn how to attach True/False and Computation variables
to answer fields. A True/False variable lets you ask the user a yes/no question, and
then customize the assembled document based on the user's answer. For example,
you can use a True/False variable to place an X in a check box field or circle some
text on the form.

A Computation variable calculates number, date, true/false, and text values based
on answers a user enters. For example, you can use a Computation variable to calcu-
late a person’s age based on his or her birth date, or to combine the answers for
multiple Text variables to be merged into a single answer field.

Start the Tutorial

If you are continuing immediately from Lesson 5, skip the instructions for opening
the template and proceed to “Attach True/False Variables to Circled Fields.”

If you closed the template at the end of Lesson 5, complete the following steps.

To open the tutorial template

1. Open HotDocs Developer (choose Start > Programs > HotDocs 11 >
HotDocs Developer). The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Life Insurance Application and click [ Edit. The template appears in
HotDocs Automator, ready for you to edit.

Attach True/False Variables to Circled Fields

In the Medical History section, you created fields where users can circle Yes or No
for each question. You will now group each set of responses and attach a True/False
variable to each group.
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To attach a True/False variable to circled fields

1. Select both circled fields for the first question in the Medical History section,
and then select Group (Field menu). A bounding box appears around the fields,
indicating that they are grouped.

Section 3: Medical History

Fer each questicn below, circle Yes o No. For each response marked yes, please explain your answer in the space provided.

1. Have you smeked within the past 12 menths? ‘ Yes ([ Ne |
Explain Smoking

2. Double-click the grouped fields. The Variable Field dialog box appears.

3. Select True/False from the Variable type group, and type Smoker in the
Variable box.

. Variable Field @
Variable type
@) Text @) True/False () Personal Information
() Mumber () Multiple Choice
) Date (&) Computation

Variahle:  Smaoker -

Merge field properties
Format: + [C|Mon-breaking [T Use default

4. Click OK. The variable is created and attached to the grouped fields.

On Your Own

Group the remaining four sets of Yes/No responses in the Medical History section,
and attach a True/False variable to each group using the following variable names:

Heart Trouble

High Blood Pressure
Diabetes

Immune Disorder

If you need help doing this, follow the instructions for creating the Smoker variable,
carlier.

Attach a True/False Variable to a Check Box

Another place where you will use a True/False variable in your template is in the
Authorization and Signature section. Employees must check a box to indicate their
authorization to have contributions deducted from their wages. You will attach a
True/False variable to that check-box field, which will place an X in that field if the

employee consents.

Tip: To select multiple
fields, press and hold the
Shift key while clicking the
fields.
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To attach a True/False variable to the authorization check box

1. In the Authorization and Signature section, double-click the check-box field.
The Variable Field dialog box appears.

2. Select True/False in the Variable type group, and type Authorization in the

Variable box.

. Variable Field -7 ===l
Variable type
() Text @) True/False () Personal Information
() Mumber () Multiple Choice
) Date () Computation
Variable:  Authorization| -

Merge field properties
Mon-breaking Use default

o) Cae )

3. Click OK. The variable is created and attached to the check-box field.

Compute Numbers

One of the most useful features of HotDocs is its ability to compute values using
Computation variables. In this form, you will use a Computation variable to calcu-
late the age of the employee.

In Chapter 2, you learned about instruction and expression models, as well as other
features available when writing computation scripts. As such, that information will not
be repeated here. If you need to refresh your memory on how to write a computation
script, please see Lesson 7: Create Computation Variables (page 57).

To create a Computation that computes the employee’s age

1. Select the field in the Age blank, and then click the «» Variable Field button.
(Or, double-click the field.) The Variable Field dialog box appears.

2. Select Computation in the Variable type group, and type Employee Age in the
Variable box.
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3. Click the & Edit Component button. The Computation Editor appears.

=X New Computation - Computaticn Editor [Text] - Life Insurance Application.c...
Propertes |Lucals | Advanced | Resource IUsEd In INUtEs |

Variable name: Default format: [T Mon-breaking

Employes Age -
K[o o DB e :

Script:

Instruction models:

ADD TEXT TO MULT_CHOIC... =«
ASCEND VAR -

Components: | Available Components b E]

2 amount of Coverage -
I3 authorization L
A Benefidary Name

Expression models:

A Beneficiary Relationship Enter a Date -

A Benefidary Telephone Number kv Enter a Number |:|
[ Fing: - Enter some Text .
Update [ OK ] [ Cancel ] [ Save ]

To calculate the employee’s age, you will use the AGE( DATE ) expression,
which computes the number of years between a given date and today.

4. In the Script box, enter the following script:
AGE( Employee Birth Date )

Now, when a user provides a date for the Employee Birth Date, HotDocs will use
this script to determine how many years there are between that date and the current
date (today).

Test the Computation

You can test the computation script to make sure it works correctly.

Tip: Another expression
that could calculate a
person’s age is the YEARS
FROM( DATE, DATE )
expression. You could use it
if you want to calculate the
age as of a specific date
rather than today.
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To test the computation script

1. At the Computation Editor, click Test. A test assembly window appears, dis-
playing the Employee Birth Date answer field.

;ﬂ Employee Age - HotDocs Developer EI
JJ File Edit View Mavigate Tools Help
& -EJ ”NewAnswerFl\e V]'@ = E” »BEa || v é'b%‘ = ®|
V|| o | Bl =335
- Employee Birth Date Employee Birth Date
] End of Interview Employee Birth Date
| |
M First W 4 Previous  Net b W Last M | Finish JE]
001/000 UM

N

Click the F Calendar button. The Calendar dialog box appears.

Tip: You can also enter the 3. Select your own birth date, and then click OK. The date is merged into the
date directly in the answer answer field

field. Then, when you press

the Tab key or otherwise 4. Click the Result tab. You should see your age displayed.
leave the field, HotDocs

reformats the answer (if
necessary) to match the

HotDocs date format. _d] Employee Age - HotDocs Developer EI

JJF”E Edit View Mavigate Tools Help
7 L_EJHNawAnswerFlle ']'@ = E” B 5 a_.a| 71 G |“: &E‘ I ®|

d[ 2|0 | Bl 3= 3 3 [0)]
Rt
23

Send to word processor 002,000 MNUM

5. Choose Close (File menu) to close the test assembly window.
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6. Click OK at the Computation Editor, and then click OK at the Variable Field

dialog box.

Use a Computation to Combine Text Answers

Another common place where Computation variables are used in templates is when
you must combine several variables to be displayed in a single field. The Name field
is an example of this. Rather than using a single Text variable to ask for the
employee’s name, this form will use three variables for the first name, middle initial,
and last name. You will then use a Computation variable to combine these names,
last name first, and merge the result in the Name field.

To create the Employee Name Computation variable and attach it to the

Name field

1. Select the Name field, and then click the «» Variable Field button. The

Variable Field dialog box appears.

2. Select Computation in the Variable type group, and then type Employee LFM

Name in the Variable box.

. Variable Field

Variable type

) Text () True/False

() Mumber () Multiple Choice
© pate @

[ =

() Personal Information

Variable: Employee LFM MName

Parameter Type

Expression

Merge field properties

Show Advanced

Mon-breaking  [#] Use default

[ OK J[ Cancel ]

3. Click the & Edit Component button. The Computation Editor appears.

Tip: LFM stands for last,
first, middle. Giving the
variable a name like this will
help you remember how the
computation script formats
the name.
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4. Select Text Variables from the Components drop-down list. The list of com-
ponents changes to show only Text variables.

=X’ New Computation - Computation Editor [Text] - Life Insurance Application.c... @

Properties |L0cals I Advanced I Resource I Used In I Notes |

Variable pame:
Employee LFM MName

Script: | “‘5 &

Default format: [F] Mon-breaking

-

| |

@: [Text Variables

A Beneficiary Name -
A Beneficiary Relationship |:|
A Beneficiary Telephone Number

A Employee City

¥

\

Tip: You can enter the script
by 1) dragging components
and models to the Script
box and then replacing
placeholders with values, 2)
pressing Ctrl+Spacebar to
access a shortcut list of
components, expressions,
and instructions, or 3)
typing the script directly in
the Script box.
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A Employee Email Address

[T Find: -

“
>
B
>
+

Instruction models:
ADD TEXT TO MULT_CHOIC.., =
ASCEMD VAR -

Expression models:

Enter a Date
Enter a Mumber [
Enter some Text

1]

][ Cancel ][ Saye ]

5. Click the @ New Component button. The Text Variable Editor appears.

6. Enter Employee First Name in the Variable name box, and then click OK. The
variable is created and you are returned to the Computation Editor.

7. Repeat steps 56 to create two more Text variables: Employee Middle Initial
and Employee Last Name.
8. Enter the following script in the Script box:
Employee Last Name
RESULT + ", " + Employee First Name
IF ANSWERED( Employee Middle Initial )
RESULT + " " + Employee Middle Initial
END IF

The result of this script combines the three names, last name first, with appro-
priate punctuation and spaces between each name. Specifically, the first line
initializes the script’s result to include the employee’s last name. On the second
line, a comma is added to the result, followed by the employee’s first name.
Finally, the IF instruction adds a space and the employee’s middle initial if the
user has answered that variable.

9. Click OK at both the Computation Editor and the Variable Field dialog box.
The Computation variable is saved and attached to the variable field.

Conclusion

You are now finished with this lesson. In it, you learned how to group circled check-
box fields and attach True/False variables to them. This allows you to circle either
yes or no, depending on your answer to the True/False variables. You also learned
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how to attach a True/False variable to a single check-box field, and how to attach
Computation variables to answer fields.

Click the [ Save Form button to save the template. If you do not want to go on to
Lesson 7 at this time, choose Exit (File menu). Then exit HotDocs.
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Lesson 7: Make Answer Fields Conditional

Overview

Sometimes your templates contain optional fields, which should only be answered
when certain conditions are met. In Lesson 8: Make Paragraphs Conditional (page 68),
you learned how to create IF instructions to include or exclude text in an assembled
text document. In a form template, you can also use IF instructions to enable or

disable a field, which allows a user to enter an answer only if the conditions are met.

The Medical History section of the life insurance application template contains
explanation fields, which only apply if the corresponding True/False variables
indicate that the user has those particular health conditions. You can make these
fields conditional, meaning that the user cannot enter an answer unless the corre-
sponding True/False variable is true.

Start the Tutorial

If you are continuing immediately from Lesson 6, skip the instructions for opening
the template and proceed to “Make Fields Conditional.”

If you closed the template at the end of Lesson 6, complete the following steps.

To open the tutorial template

1. Open HotDocs Developer (choose Start > Programs > HotDocs 11 >
HotDocs Developer). The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Life Insurance Application and click [ Edit. The template appears in
HotDocs Automator, ready for you to edit.

Make Fields Conditional

You can make a field conditional at the Field Properties dialog box. The simplest
conditions are based on True/False variables, but you can also make fields condi-
tional on the answers to several variables using an IF expression. In the life insurance
application, you will make the explanation fields in the Medical History section
conditioned on single True/False variables.
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To make the Explain Smoking field conditional

1. Select the Explain Smoking field, and then click the & Field Properties button.
The Field Properties dialog box appears.

Field Properties @
Type | Layout I Overflaw I Additional
Field type Display type
2 @) Text
() Check box (&) Image
() Resource () Bar code
@ Control (@) sirike-through
@ circled
[T Man-printing field
Variable:
Explain Smoking
Condition:
Wizard:
Answer text (for testing only): D
2. Click the g IF Field button next to the Condition box. The IF Field dialog box
appear S.
52 TF Field Lo ==
Field type

() IF Expression

True False variable:

-
o

You want the user to enter an explanation of smoking only if the applicant has

smoked within the past 12 months—in other words, only if the True/False
variable Smoker is true.

3. With IF True/False Variable selected in the Field type group, select Smoker Tip: The IF True/False

from the True/False variable drop-down list. Variable option is used
when the conditions are a
simple either/or choice. The
5521 IF Field [ | (=] 4 A

IF Expression option is

Field type used when the conditions
@) IF True/False Variable (0 IF Expression require more complicated
logic.
True False variable:
| =
Authorization
Diabetes
Heart Trouble neel

L_ High Blood Pressure
Immune Disorder

4. Click OK at the IF Field dialog box. An IF instruction is inserted in the Con-
dition box.
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Tip: You can also enter an
IF instruction directly in the
Condition box, rather than
using the IF Field dialog
box.
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The next field you will make conditional is the Explain Heart Trouble field.

To make the Explain Heart Trouble field conditional

1.

2.

Select the Explain Heart Trouble field. The Field Properties dialog box
changes to show properties of the selected field.
Click the ¢ IF Field button next to the Condition box. The IF Field dialog box

appears.

With IF True/False Variable selected in the Field type group, select Heart

Trouble from the True/False variable drop-down list.

52 TF Field (-5 [l
Field type
@) IF True/False Variable () IF Expression
TrueFalse variable:
cart Trouble] -
[ Test ] [ Show Advanced ] [ Ok ] [ Cancel ]

Condition box.

Field Properties @
Type |Lay0ut I Qverflow Addiﬁonal|
Field type Display type
@ Edit @ Text
() Check box (@) Image
() Resource () Bar code
(&) Control (@) strike-through
(@) Circled
[T Mon-printing field
Variable:
Explain Heart Trouble
Condition: ——
IF Heart Trouble
Wizard:
Answer text (for testing only):

4. Click OK at the IF Field dialog box. The IF instruction is inserted in the
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On Your Own

You can leave the Field Properties dialog box open as you modify the field proper-
ties for the remaining fields in the Medical History section. Follow the instructions
in the previous section, and condition each remaining text field upon its corre-

sponding True/False variable. Specifically:
» The Explain High Blood Pressure field should be conditioned upon the High
Blood Pressure variable.
» The Explain Diabetes field should be conditioned upon the Diabetes variable.
» The Explain Immune Disorder field should be conditioned upon the Immune
Disorder variable.

When you are finished making these fields conditional, close the Field Properties
dialog box.

Conclusion

You are now finished with this lesson. In it, you learned how to make answer fields
conditional based on the answers to corresponding True/False variables. This
prevents a user from entering answers in fields that are not applicable based on the
user’s other answers.

Click the [ Save Form button to save the template. If you do not want to go on to
Lesson 8 at this time, choose Exit (File menu). Then exit HotDocs.
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Lesson 8: Create a List Using a Table

Overview

In this lesson, you will learn how to automate tables in form templates so they can
gather and display lists of answers. To do this, you must first add the variables that
appear in the table to a repeated dialog. Then you must group the fields in the table
and attach the repeated dialog to the group of fields.

You will also learn how to filter the list of answers that appear in the table. For
example, if a repeated dialog contains five sets of answers, you can use a filter to only
display those answer sets that meet a certain condition.

Start the Tutorial

If you are continuing immediately from Lesson 7, skip the instructions for opening
the template and proceed to “Group Fields as a Table.”

If you closed the template at the end of Lesson 7, complete the following steps.

To open the tutorial template

1. Open HotDocs Developer (choose Start > Programs > HotDocs 11 >
HotDocs Developer). The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Life Insurance Application and click [ Edit. The template appears in
HotDocs Automator, ready for you to edit.

Group Fields as a Table

When you created Text variables and attached them to fields in the form, you
created variables in the first row of the Beneficiary Designation table. With those
variables in place, you can now group all of the fields in this section as a zable. When
fields are grouped as a table, you can assign a REPEAT instruction to the group,
which instructs HotDocs to merge each set of answers in a repeated dialog in a new
row of the table.
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To group the table fields

1. Press and hold the Shift key. Notice that the mouse cursor changes to show a
pointer with a bounding box.

Section 4: Benefi ciary Designation

List your beneficiaries in the order you want them to benefit. The second beneficiary will enly benefitif the first cannot. Likewise, the third beneficiary will
only benefitif the first and second cannot.

MName

Phone Number Relationship to Applicant

Beneficiary Name Beneficiary Telephone |Beneficiary Relationship

Please list additional beneficiaries (if any) on page 2.

While still pressing Shift, click and hold the mouse button, dragging it from the
top-left corner of the Beneficiary Designation table to the bottom-right corner.

Section 4: Benefi ciary Designation

List your beneficiaries in the erder you want them te benefit. The second beneficiary will only benefit if the first cannet. Likewise, the third beneficiary will
only banefit if the first and second cannot.

Name

Phone Number Relationship to Applicant

Beneficiary Name

Beneficiary Telephone |[Beneficiary Relationship

Please list additional beneficiaries (if any) on page 2,

s

As you do this, HotDocs displays a bounding box around the group of fields.

Release the mouse button first, and then release the Shift key. Every field in the
table is selected.

Section 4: Beneficiary Designation
List your beneficiaries in the crder you want them to benefit. The second beneficiary will only benefitif the first cannct. Likewise, the third beneficiary will
only benefitifthe first and secend cannot.

Name

Phone Number Relationship to Applicant

Beneficiary Name

Beneficiary Telephone [Beneficiary Relationship

Please list additional beneficiaries (if any) on page 2.

4. With the fields selected, choose Group as Table (Field menu). A group box

Tip: When grouping table
appears around the fields.

fields, you can also right-
click and select Group as
Table from the shortcut
menu.

Section 4: Beneficiary Designation

List your beneficiaries in the crder you want them to benefit. The second beneficiary will only benefitif the first cannct. Likewise, the third beneficiary will
only benefitifthe first and secend cannot.

Name

Phone Number Relationship to Applicant

Beneficiary Name

Beneficiary Telephone [Beneficiary Relationship

Please list additional beneficiaries (if any) on page 2.

207



Chapter 2: HotDocs Automator Tutorial

Create a Repeated Dialog

The next step is to create a repeated dialog that contains the variables used in the

table.

Creating the dialog identifies the variables in the table as repeating variables, or vari-
ables that store lists of answers.

To create the Beneficiary Designation dialog
1. Double-click the table. The REPEAT Field dialog box appears.

REPEAT Field -7 ==
Field
@5 () REPEAT Database
Dialog:
-
Format: -

Show Advanced oK

2. Make sure REPEAT Dialog is selected in the Field type group.
3. Type Beneficiary Designation in the Dialog box.
4. Click the & Edit Component button. The Dialog Editor appears.

=l Mew Dialeg - Dialog Editor - Life Insurance Application.cmp @
Properties |Opﬁ0ns I Script I Locals I Resource I Layout I Used In I Motes |
Dialog name: Style:
Beneficiary Designation| [Repeabed Series ']
Title:
Add button text: Series label:
Contents: Components: | Available Components E]
2 amount of Coverage -
IE Authorization L
A serefidary Name 35
A serefidary Relationship bl |
A sereficary Telephone Number
IE Diabetes
ElEmployee Birth Date
A Employes City
A Employes Email Address
A Employes First Name &7
[mlA2EAE EI= EFing: -
Update [ Ok ] [ Cancel ] [ Save

5. Select Spreadsheet from the Style drop-down list.

The Spreadsheet style displays all of the variables in a spreadsheet so the user
can enter answers in a single dialog. Another style, the Repeated Series, causes
HotDocs to display the same information-gathering dialog over and over until
all answers are entered.
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6. From the Components list, drag the following variables into the Contents box
(you may have to scroll through the list to see the variable):

Beneficiary Name

Beneficiary Telephone Number
Beneficiary Relationship

Dialog name:

Title:

Add button text:

Contents:

Beneficiary Designation

Components: | Available Components =

= MNew Dialog - Dialog Editor - Life Insurance Application.cmp @
Properties |Opﬁ0ns I Script I Locals I Resource I Layout I Used In I Motes |
Style:
[Spreadsheet hd ]
Rows to display: | 10 =[] Hide buttons

A Beneficiary Name
A Beneficiary Telephone Number
AL

15 authorization
15 Disbetes

A Employee City

2 amount of Coverage

[ElEmployes Birth Date

A Employee Email Address
A Employee First Name
§E Employee Gender

A Employee Last Name
§E Employee Marital Status

|m|>@

[ETA 2EEEIS2 [IFing: -
Update [ QK J[ Cancel ][ Saye ]

7. Click OK at both the Dialog Editor and the REPEAT Field dialog box.

Automate the Beneficiary Designation Continuation Table

The Beneficiary Designation table is split between two pages of the form. So far, you
have only grouped the fields on the first page. Because HotDocs Automator does
not allow you to group fields across page boundaries, you must group the fields in

the continuation table separately from the initial table on the first page.

Before grouping the fields, you must attach variables to the fields in the first row.
One way you have learned to do this is by selecting the field and clicking the
«» Variable Field button. Another way you can do this is by dragging variables from

Component Manager and dropping them on fields in your template.

To attach variables to the first row of the continuation table

1. Scroll to the top of the second page so you can see the continuation table.

2. Click the & Component Manager button. The Component Manager window

appears.

3. Inthe Components list, select Beneficiary Name and, while holding the mouse
button down, drag the variable from Component Manager to the first field in

Tip: Todisplay Component
Manager next to the
Automator window, adjust
the width of Component
Manager and click the

#" Arrange Windows
button. HotDocs arranges
the windows so you can
work in both simultane-
ously.
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the Name column, then release the mouse button. The variable name appears
in the Name field.

=8 Component Mana... EI@
Section 4: Beneficiary Designation (Cont[ P ®
Component file:

Name Relationship to Applicant

C:\... \Life Insurance Application.cmp

BN

Components:

[AII Components - ]
-

2 amount of Coverage

I3 authorization

[Eleeneficiary Designation

A

A Beneficiary Relationship

A Benefiriary Telephone Number
L2 Disbetes

=X Emplayes Age

[ElEmployes Birth Date

A Employee City

A Employee Email Address

A Employee First Name

§E Employee Gender

A Employee Last Name

=X Employee LFM Name
§EEmpInyee Warital Status

A Employee Middle Initial

A Employee Primary Telephon...
A Employee Sodial Security Mu...
Section 6: Authorization and Signature §=Employee State <

| hereby autherize Hobble Creek Publishing, the employer |
Group Insurance under the policy issued to the employer bf | DF\nd: -

T
E g

Section 5: Other Remarks

Please use the space below to provide additional details, expland

3

jur ingurance eligibility elaim:

[ ]

Other Remarks

-

m

M| <fés & e

ibutions required of me for

®

Signature of Employee i Signed

MODAY

4. Repeat step 3 to drag the Beneficiary Telephone Number and Beneficiary
Relationship variables to the corresponding fields in the first row of the contin-
uation table.

5. Close the Component Manager window.

Now that you have attached variables to the first row of the continuation table, you
must group the fields as a table and attach the repeated dialog to the table, just as
you did on the first page.

To automate the continuation of the Beneficiary Designation table

1. While pressing Shift, click and hold the mouse button, dragging it from the

top-left corner of the continuation table to the bottom-right corner.

2. Release the mouse button. Every field in the table is selected.

Section 4: Beneficiary Designation (Continued)
Name Phone Number Relationship te Applicant

Beneficiary Name Beneficiary Telephone [Beneficiary Relationship
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3. With the fields selected, choose Group as Table (Field menu). HotDocs places ~ Tip: You can also select

a group box around the fields. Group as Table from the
shortcut menu.

Section 4: Beneficiary Designation (Continued)
Name Phone Number Relationship te Applicant

Beneficiary Name Beneficiary Telephone |[Beneficiary Relationship

4. Double-click the grouped fields. The REPEAT Field dialog box appears.

REPEAT Field -2 |3l
Field type
(@) REPEAT Dialog () REPEAT Database
Dialog:
7
| -
Format: -

5. Select Beneficiary Designation from the Dialog drop-down list, and then click
OK. The repeated dialog is assigned to the grouped fields.

Filter Answers in a Table

If you were to assemble the document now, HotDocs would treat both tables iden-
tically—if you entered answers for three beneficiaries, HotDocs would insert the
same answers on both pages. Instead, you want to insert the first three beneficiaries
on the first page, and the remaining beneficiaries on the second page. You will use
two filters (one for each table) to achieve this result.

To assign a filter to the first table

1. Double-click the Beneficiary Designation table on the first page. The REPEAT
Field dialog box appears.

REPEAT Field -7 |2l
Field type

(@) REPEAT Dizlog (") REPEAT Database

Dialog:

7
= -
Format: -
e
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2. Click Show Advanced. Advanced properties for the table appear.
REPEAT Field (-5 [

Field type
(@) REPEAT Dialog () REPEAT Database

Dialog:
Beneficiary Designation -

Format: -

Sort by:

| | Ascending

Then by:

Ascending

Filter by:

- ] Sort first

Comment:

[ oK ][ Cancel ]

3. Click the & Edit Component button next to the Filter by drop-down list. The
Computation Editor appears.

4. Enter Beneficiary Filter 1 in the Variable name field.

=X Beneficiary Filter1 - Computation Editor [Text] - Life Insurance Application.cmp @
Properties | Locals I Advanced | Resource I Used In | lotes |

Variable name: Default format: [F] Mon-breaking
Beneficiary Filter 1 -
Seript: = ‘ - B e ‘ f' EIELE | IF

Instruction models:
ADD TEXT TO MULT_CHOIC... =
ASCEMD VAR -

Components: | Available Components hd E]

2 amount of Coverage
2 authorization ]
[=l Beneficiary Designation
=X Beneficiary Filter 1

A Beneficiary Name

»

Expression modela:

Enter a Date

&

Enter a Number

[ElFind: - Enter some Text
Update [ O ] [ Cancel ] [ SaEve ]

5. Enter the following in the Script box:
COUNTER <=3

As HotDocs processes the REPEAT field, it evaluates this script for each repe-
tition of the dialog. If the number of the current repetition, COUNTER, is less
than or equal to 3, the answers for that repetition are merged into a new row of
the table. Any repetitions with a number greater than 3 will be skipped.

6. Click OK to close the Computation Editor, and then click OK again to close
the REPEAT Field dialog box. The filter computation is created and attached
to the table.
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Now you must assign a filter to the Beneficiary Designation table on the second page.
While the filter for the first table limited repetitions to those less than or equal to 3,
the filter for the second table must limit repetitions to those greater than 3.

To assign a filter to the second table

1. Double-click the Beneficiary Designation (Continued) table on the second
page. The REPEAT Field dialog box appears.

REPEAT Field -8 |
Field type
(@ REPEAT Dialog (") REPEAT Database
Dialog:
- -
Format: -
o J o ]

2. Click Show Advanced. Advanced properties for the table appear.

3. Click the & Edit Component button next to the Filter by drop-down list. The
Computation Editor appears.

4. Enter Beneficiary Filter 2 in the Variable name field.

=X New Computation - Computation Editor [Text] - Life Insurance Application.c... @
Properties |Locals | Advanced | Resource [ Used1n [ Hotes |

Variable name: Default format: [T Man-breaking
Benefidary Filter 2| -
Script: ) ‘ A e = | = | I

Instruction models:
ADD TEXT TO MULT_CHOIC.., =
ASCEND VAR

Components: | Available Compenents - E]

2 amount of Coverage
T8 authorization (]
= Beneficiary Designation
=X Beneficiary Fiter 1
A Beneficiary Name =

[T Find: -
Update [ OK ] [ Cancel ] [ Save ]

»

Expression models:

Enter a Date
Enter a Number
Enter some Text

4 [l

5. Enter the following in the Script box:
COUNTER > 3

If the number of a repetition is greater than 3, this script will evaluate to TRUE
and HotDocs will merge that repetition’s answers into a new row of the table.

6. Click OK to close the Computation Editor, and then click OK again to close
the REPEAT Field dialog box. The filter computation is created and attached
to the table.
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Conclusion

You are now finished with this lesson. In it, you learned how to group fields into
tables and assign repeated dialogs to those tables. You also learned how to filter
which sets of answers from those dialogs are merged into the table fields.

Click the [ Save Form button to save the template. If you do not want to go on to
Lesson 9 at this time, choose Exit (File menu). Then exit HotDocs.
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Lesson 9: Create Answer-Gathering Dialogs

Overview

In this lesson, you will learn how to group the variables in your template into
dialogs. You will also learn how to change variable prompts and add additional
explanatory text (dialog elements) to your dialogs.

After creating dialogs, you will then learn how to display those dialogs in answer
wizards, which help users enter answers during direct-fill assembly. You will test
these answer wizards as you assemble the template using direct-fill at the end of the
lesson.

In lesson 10, you will then learn how to add an interview and complete your form
template.

Start the Tutorial

If you are continuing immediately from Lesson 8, skip the instructions for opening
the template and proceed to “Gather Variables into Dialogs.”

If you closed the template at the end of Lesson 8, complete the following steps.

To open the tutorial template

1. Open HotDocs Developer (choose Start > Programs > HotDocs 11 >
HotDocs Developer). The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Life Insurance Application and click [ Edit. The template appears in
HotDocs Automator, ready for you to edit.

Gather Variables into Dialogs

How you divide variables into dialogs depends on the template and your own pret-
erences. Generally, you begin with the most basic information, which, in this
template, is the employee’s personal information. In templates that contain logical
sections, such as the life insurance application you are automating, it also makes
sense to group variables as they are grouped on the form itself. In this template, you
will create a dialog for each section of the form, beginning with the Employee Infor-
mation section.

215



Chapter 2: HotDocs Automator Tutorial

To create the Employee Information dialog

1. At the template, click the & Component Manager button. The Component
Manager window appears.

45 Compenent Mana... E@

7 Component file: [»]

C:\...\Life Insurance Application.cmp

Components:
[AII Compenents v] AL

2 -
Ig Autharization B
=l Beneficiary Designation
=X Benefidary Filter 1
=X Beneficiary Fiter 2
A Benefidary Name
A Benefidary Relationship
A Beneficiary Telephone Number
I8 Diabetes
=X Employee Age
[E1lEmployee Birth Date |
A Employee City
A Employee Email Address
A Employee First Name
§E Employee Gender
A Employee Last Name
=X Employee LFM Name
3= Employee Marital Status
A Employes Middle Initial =

m

[ e & £ @N

W <Fe E| =

1

@ [ Eind: M

2. Click the Components drop-down button and select Dialogs. The list shows

the Beneficiary Designation dialog that you already created in the previous
lesson.

3. Click the “a New Component button. The Dialog Editor appears.

MNew Dialog - Dialeg Editor - Life Insurance Application.cmp @
Properties |Options I Script I Locals I Resource I Layout I Used In | Motes ‘

Dialog name: Style:

Regular -

Title:
Contents: Components: | Available Components » @
2 amount of Coverage -
T8 authorization
Beneficiary Designation =

15 Disbetes
[B1Employee Birth Date _
A Employee City

A Employees Email Address
A Employee First Name
§E Employee Gender

A Employes Last Name
§E Employee Marital Status
A Fronlnves Middls Tritisl

mA2EEEIS Elfind: .

Update [ Ok ][ Cancel ][ Save

Tip: You can assign adialog 4, Type Employee Information in the Dialog name box.
title to a dialog by typing it

in the Title box. The title 5. Drag the following variables into the Contents box, in this order:
replaces the dialog name

when the dialog is pre-

sented during the interview.
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Employee First Name

Employee Middle Initial

Employee Last Name

Employee Social Security Number
Employee Birth Date

Employee Gender

Employee Marital Status
Employee Street Address
Employee City

Employee State

Employee Zip Code

Employee Primary Telephone Number
Employee Email Address

6. Click Test. A test assembly window appears.

] Employee Information - HotDocs Developer

J_IFl\e Edit View MNavigate Tools Help

7 @] HNewAnswer File

ez @A Hs @R Y &MEa R e

ﬁ|£|"" “|°£"53&5|:"-:”_1*_1*|2l
Interview

0 Employee Information

B End of Interview Employee First Name

Employee Middle Initial

Employee Last Name

Employee Secial Security Number

Employee Birth Date

Employee Gender

-

i

Employee Marital Statu
) Single

@) Married

() Separated

(&) Divorced

@) Widowed

Employee Street Address

Employee City

Employee State

Employee Zip Code

Employee Primary Telephone Number

Employee Email Address

M First # 4 Previous

Net b W

Last M | Finigh JE]

-

MNUM |

The dialog looks exactly the way it will during the interview. To make it look
nicer, you can place up to three variables side by side on each line.
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Tip: Please see Lesson 14:
Change the Placement of
Variables in the Dialog (page
112) if you need help
arranging variables side by
side in the dialog.
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7. Select Employee Information in the interview outline, and click the & Edit
Component button. The Dialog Editor is brought to the front.

=] New Dialog - Dialeg Editor - Life Insurance Application.cmp @l
Properties |Opﬁ0ns I Seript I Locals | Resource | Layout I Used In I Motes |

Dialog name: Style:

Employee Information [Regu\ar hd ]

Title:

Cantents: Components: | Available Components E]
A Employes Last Name - 2 amount of Coverage -
A Employee Sodial Security Number IE Autharization
[BIEmployee Birth Date —| | E=lBeneficiary Designation
§E Employee Gender IE Disbetes E
3= Emplayes Marital Status A Explain Disbetes T
A Employes Street Address A Explain Heart Trouble
A Employee City 3 A Explain High Blood Pressure |
§E Employee State A Explain Immune Disorder
A Employee Zip Code A Explzin Smoking
A Employes Primary Telephone Mumber | }E Heart Trouble
A Employee Email Address IE High Blood Pressure

T2 tmmune Nisarder

(@A 2@EEE = [ Find: -

Cac) Lo oo

8. At the Layout tab, drag and arrange the following groups of variables to appear
on the same line:

Employee First Name, Employee Middle Initial, Employee Last Name

Employee Social Security Number, Employee Birth Date, Employee
Gender

Employee Marital Status

Employee Street Address

Employee City, Employee State, Employee Zip Code
Employee Personal Telephone Number

Employee Email Address
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9. Click OK to close the Dialog Editor. The test assembly window shows the
updated dialog layout.

1] Employee Information - HotDacs Developer ==
”Flle Edit View Navigate Toals Help

7 @ | [ew Answer File aEElBES AR Y aEam @‘
¢|&|o | na | 24]

[ interview |

Employee Information

- End of Interview

Employee First Hame Employee Middle Initial Employee Last Name
Employee Social Security Employee Birth Date Employee Gender
MNumber Jis]

Employee Marital Statu

Employee Street Address

Employee City Employee State Employee Zip Code

Employee Primary Telephane Number

Employee Email Address

Previous  Next b W Last M ‘ Finizh ]

003/003 MUM

10. Choose Close (File menu) to close the assembly window. The Employee Infor-
mation dialog is now complete.

On Your Own

The next dialog you will create is for the Coverage Information section. Create a
dialog named Coverage Information, which contains the following two variables:

Amount of Coverage
Monthly Contribution to Cash Account

Please refer to the previous section if you need help creating this dialog.

Create the Medical History Dialog

The dialog for the Medical History section will contain five True/False variables,
along with five corresponding Text variables to explain any health conditions.

To create the Medical History dialog

1. In Component Manager, click the ‘s New Component button. The Dialog
Editor appears.
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2. Enter Medical History in the Dialog name box.

3. Drag the following variables from the Components list to the Contents list, in

this order:
Smoker

Explain Smoking

Heart Trouble

Explain Heart Trouble

High Blood Pressure

Explain High Blood Pressure

Diabetes

Explain Diabetes
Immune Disorder
Explain Immune Disorder

If you were to test the dialog at this point, you would see all of your variables in
the order in which you added them to the Contents list, and each True/False
variable would contain yes/no options. To simplify the dialog, you can change
these True/False variables to use check boxes instead. Not only do check boxes
make the dialog appear more compact, they also help reduce the number of

mouse clicks required to answer the dialog.

4. Click the Options tab of the Dialog Editor. The window changes to show

several custom options.
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= Mew Dialog - Dialog Editor - Life Insurance Application.cmp

Properties | Options |Script | Lacals I Resource I Layout I Used In I Motes |

[ el

Variables

Interview

None of the above

Right-align prompts Mazximum units:

125

Prompt to use when displayed as child dialog:

[¥] Show buttons for child dialogs
Prevent this dialog from being asked when irrelevant
Trim endmost iterations whose answered variables are grayed or hidden
[ always stop at this dialog when moving to next unanswered
Advanced

Ask automatically
[¥]Link variables to this dialog

Answer source: - Map Variables
Update [ OK J [ Cancel ] [ Sayve
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5. Click the Selection grouping drop-down button and choose Select All That Tip: The Select All That
Apply Apply grouping causes
' True/False variables in the
dialog to appear as check
boxes. This is more efficient
than showing yes/no
options for each question.

fe Insurance Application.cmp

Properties | Ontions |script [ Locals [ Resource [ Layout [ used in [ Notes |

Variables

Selection grouping:

Above -

w | ¥ None of the above
[¥] right-align prompts Mazimum writs:

Prompt position:

Interview

Prompt to use when displayed as child dialog:

[#] Show buttons for child dialogs
[Z]Prevent this dislog from being asked when irelevant
[Z] Trim endmost iterations whose answered varizbles are grayed or hidden
[ always stop at this dislog when moving to next unanswered

Advanced
Ask automatically
[#]Link variables to this dialog

ANSWEr SOUrCe: - |map Variables |

Update I oK. I[ Cancel ][ Save I

6. Click Test. The test assembly window appears, showing your dialog. A check
box appears for each True/False variable, allowing you to check the health con-
ditions that apply.

HFiIe Edit View MNavigate Tools Help

% @Jl[NewAnswerFME ']1@ = Els.ﬁ} D j‘m‘?%g rl-Z ®|
|| | of B3 30 34| 4]
Interview

End of Interview [Flmoker
Explain Smeking

Heart Trouble
Explain Heart Trouble

High Blood Pressure
Explain High Blood Pressure

Diabetes
Explain Diabetes

[]Immune Disorder

Explain Immune Disorder

-

M First H 4 Previous  Next p W Last M ‘ Finish ]

-

001/001 MNUM
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Create Custom Prompts for Variables

As you can see in the assembly window, the prompt displayed for each variable is
the name of the variable by default. Sometimes, you may want the prompt, or
question that appears in the interview, to be different than the variable’s name.
Other times, you may not want a prompt at all.

In the Medical History dialog, you will change the prompts for the True/False vari-
ables to assist the user in answering the questions appropriately.

To change the prompts for the Medical History check boxes

1.
2.

Go back to the Properties tab.

Right-click on the Smoker check box, and select Edit Component from the
shortcut menu. The True/False Variable Editor appears.

In the Prompt box, enter the following text:

I have smoked within the past 12 months.

Eg Smoker - True/False Variable Editer - Life Insurance Application.cmp

Properties |Advanced I Resource I Used In | MNotes |

[ el

Variable name:
Smaker

Title:

Prompt:

Default format:  [7] Mon-breaking

-

I have smoked within the past 12 months.

[ ves Mo on same line

[ Test ][ Update ] [ QK J[ Cancel H

Save ]

Click OK to close the True/False Variable Editor. The dialog is updated to

show the new prompt.

Repeat steps 1-3 to create prompts for the remaining True/False variables in the

dialog, using the following text:

» In the past 10 years, I have had or been told that I have chest pains, heart

trouble, heart attack, or heart murmur.

= In the past 10 years, I have had or been told that I have high blood pres-

sure, cancer, or tumors.

» In the past 10 years, I have had or been told that I have diabetes, pneu-

monia, or a disorder of the lymph system.

= In the past 10 years, I have had or been told that I have AIDS, AIDS-

related complex, or an immune system disorder.

Just as you can add prompts to variables, you can add text to the dialog to guide
users in answering the questions. In this dialog, you will add text to instruct users

what to enter in the text boxes.
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To add explanatory text to the dialog

1. At the assembly window, select the Medical History dialog in the interview
outline and click the & Edit Component button. The Dialog Editor is brought

to the front.

2. Atthe Properties tab, click the & Create New Dialog Element button and drag
it to the top of the Contents box, above the Smoker variable.

New Dialog - Dialog Editor - Life Insurance Applicatien.cmp

Properties |Options I Script I Locals I Resource

| Layout | Used In I Notes ‘

Diglog name:
Medical History

Title:

Contents:

Components: | Available Components

Style:

A smaker

A Explain Smaking

I: Heart Trouble

A Explain Heart Trouble

Ig High Blood Pressure

A Explain High Blood Pressure
18 Disbetes

A Explain Disbetes

g immune Dsorder |

A Explain Immune Disorder

|

T8 authorization

= Benefidary Designation
= Coverage Information
= Employee Information
A Other Remarks

& amount of Coverage
# Beneficiary Name

4 Beneficiary Relationship
# Beneficiary Telephone Number
Y Employee Birth Date

4 Employee City

m

# Fmnlnves Fmail Address

[EA 2EE == [EFing: ~
Co )l am ) [soe ]

3. Release the mouse button. The Dialog Element Editor appears.

Properties | Options | Used InlNotes

Mew Dialog Elernent - Dialog Elernent Editor - Life Insurance Applicati... -

Dialog element name:

() Script link
orizontal divider

7 Vertical spacing (0 web link

Display text:

[] Generate name automatically

© Image

Application link

(

OK. ] [ Cancel ] [ Save
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4. Enter Medical History Explanation in the Dialog element name box.

Mew Dialog Elerment - Dialog Element Editor - Employment Agreemen...

Properties | Options | Used In | Motes
Dizlog element name:
Medical History Explanation| [] Generate name automatically
Style
@ Text () Script link (@) Image
orizontal divider @ Application link
() Vertical spacing W
Display text:
-
Update [ QK ] [ Cancel ] [ Saye

5. In the Display text box, type the following:
Check each statement below that applies to you. For each checked statement,
explain your answer in the space provided.

6. Click OK. The dialog element is created and added to the dialog.

= New Dialog - Dialog Editor - Life Insurance Application.cmp

Properties |Opﬁons I Script I Locals I Resource I Layout I Used In I MNotes |

Dialog name: Style:
Medical History [Regular - ]

Title:

Contents: Components: | Available Components E]

|7=|Medical History Explanation

15 smaker
A Explain Smoking
15 Heart Trouble

15 authorization -
=l Beneficiary Designation F
=l Coverage Information
=l Employee Information
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A Explain Heart Trouble

Ig High Blood Pressure

A Explain High Blood Pressure
15 Disbetes

A Explain Disbetes

15 tmmune Disorder

A Explain Immune Disorder

Medical History Explanation

A Other Remarks

2 Amount of Coverage

# Beneficiary Name

# Beneficiary Relationship

# Beneficiary Telephone Number

Y Employes Birth Date i

=IA 2B =

=

[TFing: -

[ fest ][ update |

[ QK ][ Cancel ][ Saye
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7. Click Update. The dialog element appears at the top of the dialog, providing

the user with information about how to answer the questions.

4] Medical Histery - HotDocs Developer

oo =S

JJFiIe Edit View Mavigate Tools Help

W I'E-'J ”NewAnswer File

R EE =)

Interview

IR T IEEE Y

End of Interview

Medical History

Check each statement below that applies to you. For each checked statement,
explain your answer in the space provided,

[F1T have smoked within the past 12 months.

Explain Smoking

-

[71n the past 10 years, T have had or been told that I have chest pains, heart trouble,
heart attack, or heart murmur.
Explain Heart Trouble

[7]1n the past 10 years,  have had or been told that I have high blood pressure,
cancer, or tumors,
Explain High Blood Pressure

[711n the past 10 years, | have had or been told that | have diabetes, pneumenia, or
disorder of the lymph system.
Explain Diabetes

[711n the past 10 years, | have had or been told that I have AIDS, AIDS related
complex, or immune system disorder,
Explain Immune Disorder

M First H 4 Previous  Net p W Last W | Finigh JE]

-

008,008 MNUM

The final change you will make to the prompts in this dialog is to hide the prompts
for each of the explanation fields. Since the dialog element you added to the top of
the dialog already explains how to answer the questions, the default prompts for

these text fields are unnecessary.

To hide the prompts for the text fields

1. Click in the Explain Smoking field, and then click the & Edit Component

button (or press Ctrl+E). The Text Variable Editor appears.
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2. In the Prompt box, type NONE. (This is a special keyword that tells HotDocs
not to display a prompt for the variable.)

A Explain Smoking - Text Variable Editor - Life Insurance Application.crmp @
Properties |Advanced I Resource | Used In I Notes |

Variable name: Default format: 7] Mon-breaking
Explain Smoking -

Title:

Prompt:
HONE] A

Field height: 3 = Maximum characters: 0=

[ClEnter key in multi-ine answers inserts new paragraph mark (%)

[ Test ][ Update ] [ Ok J[ Cancel ][ Save ]

3. Click OK to close the Text Variable Editor. The test assembly window is
updated to show the variable without a prompt.

4. Repeat steps 1-3 to remove the prompts for the remaining explanation fields.

Make Variables in a Dialog Conditional

In Lesson 7, you made the text fields in the Medical History section of the template
conditional upon their corresponding yes/no questions—if a user circles yes, he or
she can tab to the text field and enter an explanation for the health condition. You
can also use conditional logic to make answer fields in a dialog conditional upon
other questions being answered.

In this lesson, you will create a dialog script that grays the answer fields for the health
explanations if the user doesn’t select the preceding check boxes.

To create a dialog script

1. At the assembly window, select the Medical History dialog in the interview
outline and click the & Edit Component button. The Dialog Editor is brought
to the front.
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2. Click the Script tab. The window changes to show a scripting box.

= New Dialog - Dialog Editor - Life Insurance Application.cmp @
| Properties | Options | Seript |ana|s | Resource I Layout I Used In I IMotes |
Script: 2 ‘ B | = ;E ;E : = | I~

Components: | Variables in Dialog -

@] Medical History Explanation
}: Smoker

A Explain Smoking

}g Heart Trouble

A Explain Heart Trouble

T2 Lok Bland Drecare

[ Fing: -

]

Instruction models:
COMCEAL VAR -
DEBUG hd

[om | »

Expression models:

Enter a Date -
Enter a Number L4
Enter some Text

<
=
<
=
+

Enter True or False

Coc ) (oo ) [ e ]

Notice that the Components list contains a list of all of the components used
in this particular dialog. They are listed in the same order as they were added to
the dialog.

3. Click in the Script box, and enter the following script: Tip: You can quickly access
GRAY Explain Smoking the I|s_t of components by
GRAY Explain Heart Trouble Eif_lsj_';ﬁatz::; key or
GRAY Explain High Blood Pressure ’

GRAY Explain Diabetes
GRAY Explain Immune Disorder

These instructions gray the explanation fields so the user can’t enter any
answers.

4. After the last GRAY instruction, press Enter and enter the following script:
IF Smoker
UNGRAY Explain Smoking
END IF

This tells HotDocs that if the user selects the Smoker True/False variable, it
should ungray the corresponding Text variable so the user can answer it.

On Your Own

Using the condition for Smoker as an example, ungray the four remaining Text vari- ~ Tip: Drag the bottom

ables (Explain Heart Trouble, Explain High Blood Pressure, Explain Diabetes, border of the Script box to
. . . ] ] make the script-writing area

and Explain Immune Disorder) based on their corresponding True/False variables  pigger. This allows you to

being TRUE. see more of your script.
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When you are finished, the dialog script should look like this:

Tip: To format the script so
that any instructions or vari-
ables within an IF instruc-
tion are indented, click the
2 Auto Format button.

Editor.

= Mew Dizlog - Dizlog Editer - Life Insurance Application.cmp

| Properties | Options ‘ Seript |L0cals I Resource I Layout I Used In I MNotes |

[ e

Script: o—é{ | - B | &

% b= |

| &

GRAY Explain Srmoking

GRAY Explain Heart Trouble
GRAY Explain High Blood Pressure
GRAY Explain Dighetes

GRAY Explain Irnmune Disorder

IF Sroker

UNGRAY Explain Smoking

END IF

IF Heart Trouble

UNGRAY Explain Heart Trouble
END IF

IF High Blood Pressure

UNGRAY Explain High Blood Pressure
END IF

IF Diabetes

UNGRAY Explain Diabetes

END IF

IF Irmrmune Disorder

UNGRAY Explain Immune Disorder
END IF

| »

m

Components: | Yariables in Dialog hd

(]

Instruction models:

COMNCEAL VAR

5] Medical History Explanation DEELG

T8 smoker

[ | »

A Explain Smoking

Expression models:

I8 Heart Trouble
A Explain Heart Trouble
T8 Hinh Rlnnd Pressiire

Enter a Date

Enter a Number

1

Enter some Text

[CFing: M Enter True or False S
e e

Create Default Dialogs

You can now test the dialog to see how the script works. Click Update to preview
the dialog in the test assembly window. The explanation fields are grayed until you
select the corresponding check boxes. When you are finished testing, choose Close
(File menu) to close the test assembly window, and then click OK at the Dialog

Your component file now contains four dialogs—three dialogs you have created in
this lesson and the Beneficiary Designation dialog you created in the previous lesson.
Because the last two sections of the form contain only one variable each, you have
several options for creating the dialogs:

* You could create a separate dialog for each section, as you have done previously.
Each dialog would contain only one variable.

* You could create a dialog for both sections combined, and include both vari-
ables in the same dialog.

* You could use defaulr dialogs, where HotDocs displays each variable in the
interview individually as if it were a dialog.

For this template, you will use the third option, which saves you the time of creating
dialogs that contain only one variable each.
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When HotDocs displays a default dialog for a variable, it uses the variable’s prompt
as the title in the interview outline. To make the default dialog more consistent with
the other dialogs you created, you can specify your own title instead.

To specify a title and prompt for the Other Remarks default dialog

1.

In Component Manager, select All Variables from the Components drop-
down list. The list changes to show all variables in the component file.

Double-click the Other Remarks variable. (You may have to scroll through the
list to see the variable.) The Text Variable Editor appears.

In the Title box, type Other Remarks.

In the Prompt box, type the following text:
Please use the space below to provide additional details, explanations, or other
information necessary to establish your insurance eligibility claim:

A Other Remarks - Text Variable Editor - Life Insurance Application.cmp @
Properties |Advanced I Resource I Used In I Notes |

Variable name: Default format: 7] Mon-breaking
Other Remarks -

Title:
Other Remarks

Prompt:

Please use the space below to provide additonal details, explanations, or other -
information necessary to estimate your insurance eligibility claim:

Field height: | & = Maximum characters: 1]

[C] Enter key in multiine answers inserts new paragraph mark (%)

[ Test |[ Update ] [ Ok ][ Cancel ][ Saye ]

Click Test. The test assembly window appears, showing the default dialog for
your variable.

Choose Close (File menu) to close the test assembly window, and then click OK
to close the Text Variable Editor.

On Your Own

The Authorization variable also needs a custom title and prompt for its default
dialog. Use Authorization and Signature as its title and the following text as its
prompt:

| hereby authorize Hobble Creek Publishing, the employer, to deduct from my
wages amounts equal to the contributions required of me for Group Insurance
under the policy issued to the employer by Hobble Creek Life Insurance Com-
pany.

Please refer to the previous section if you need help setting the title and prompt for
this variable. When you are finished, close Component Manager.
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Tip: To access the Field Properties
dialog box, you can also select a field
and press Alt+Enter.
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Attach an Answer Wizard to a Computed Field

When a user direct-fills a form document, he or she answers questions by clicking
on a field and entering the answer in the field. Sometimes, however, the user may
not be able to enter an answer in the field, either because the field requires other
variables be answered to calculate its answer, or because it’s conditioned on another
field’s answer in the document. To help users answer the questions necessary to fill
in the field, you can assign an answer wizard to the field. An answer wizard attaches
an “{Answer Wizard button to the field that, when clicked, displays a pop-up inter-
view asking the required questions.

Because the Name field contains a computed value, you will attach an answer wizard
so users can enter answers for the employee’s first, middle, and last names. The
computation attached to that field will then combine the names and merge them
into the field. Without an answer wizard, clicking that field during assembly would
reveal a grayed, or disabled, field that would not allow users to enter an answer.

To attach an answer wizard to the Name field

1. Select the Employee LFM Name field.
2. Click the @ Field Properties button. The Field Properties dialog box appears.

3. At the Type tab, click the 5 Wizard button. The Answer Wizard Field dialog

box appears.

Answer Wizard Field @
Contents
@ (T ASK Dialog () ASK Database
() DEFAULT () NOME
Computation:
-
Parameter Type Expressicn

4. Select ASK Dialog.
5. Click the Dialog drop-down button and select Employee Information.

Answer Wizard Field @

Contents
(©) Computation Variable (@) ASK Dialog () ASK Database
(&) DEFAULT () NONE

Dialog:

| &
Benefidary Designation

Coverage Information

Medical History
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6. Click OK at the Answer Wizard Field dialog box. An ASK instruction is
inserted in the Wizard box.

Field Properties @
Type |Lay0ut I Overflow Addiﬁonal|
Field type Display type
©@&dE © Text
() Check box (@) Image
() Resource () Bar code
() Control () Strike-through
) Cirded
[ Mon-printing field
Variable:

Employee LFM MName

]
¥

Condition:

Wizard:
ASK Employee Information

A

Answer text (for testing only):

&)

WEP

=

7. Close the Field Properties dialog box.

Assign DEFAULT Answer Wizards to Fields

In the previous section, you attached an answer wizard to the Name field. There are
a number of other fields in your template where answer wizards are recommended.
For example, conditioned fields like those in the Medical History section typically
use answer wizards to aid users in answering all of the required conditions for the
field. The Beneficiary Designation tables could also use an answer wizard, which
would allow the user to enter as many beneficiaries as needed, even if they do not
all fit in the allotted space on the form. (Additional answers would be sent to an

addendum.)

Instead of using a specific dialog as the answer wizard for these fields as you did with
the Name field, you can use the DEFAULT answer wizard. HotDocs will then auto-
matically ask any dialogs necessary for those fields.

To assign the DEFAULT answer wizard to multiple fields

1. On the first page of your template, make sure no existing fields are selected by
clicking on any white space.

2. Press and hold the Shift key while clicking each of the following fields:

231



Chapter 2: HotDocs Automator Tutorial

Employee Age

Explain Smoking

Explain Heart Trouble
Explain High Blood Pressure
Explain Diabetes

Explain Immune Disorder

A selection box appears around each of the six selected fields.

3. Click the @ Field Properties button. The Field Properties [Multiple] dialog

box appears.

4. Click the & Answer Wizard button next to the Wizard field. The Answer
Wizard Field dialog box appears.

Answer Wizard Field @
() ASK Dialog () ASK Database
(2) NONE
Computation:
" [
Parameter Type Expression

5. Select DEFAULT from the Contents group, and then click OK. The default
answer wizard is inserted in the Wizard box.

To assign a DEFAULT answer wizard to the beneficiary tables
1. Select the Beneficiary Designation table at the bottom of the first page.

2. In the Field Properties dialog box, click the 5 Answer Wizard button next to
the Wizard field. The Answer Wizard Field dialog box appears.

Answer Wizard Field @
Contents
Lo () ASK Dialog () ASK Database
() DEFAULT () NOME
Computation:
- [«
Parameter Type Expression

3. Select DEFAULT from the Contents group, and then click OK. The default

answer wizard is inserted in the Wizard box.

4. Repeat steps 1-3 for the Beneficiary Designation table at the top of the second
page.
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5. Close the Field Properties dialog box.

Assemble a Form Document Using Direct-Fill

Your form template is now nearly complete. You can check your progress by test
assembling it using direct-fill assembly, where you enter answers directly in the form
fields instead of a separate interview. (You will learn how to create an interview in
the next lesson.)

As you develop your own form templates, you may decide that direct-fill assembly
meets your needs for some templates, while other more complex templates may
require an interview to help guide the person filling out the form.

To test assemble a document using direct-fill

1. Click the gz Test Assemble button. A test assembly window appears, displaying
the Form Document tab.

] Life Insurance Application - HotDocs Developer EI@

File Edit View Field Mavigate Tools Help
% El HNEW)'-mSWErF\\e '] A ﬁ | I__I‘,'> E = |@II]| ? Q I—-I—’ '@'
V|2 | B | AT Q| ] E G
Fom Dacument

>

n

Q% Hobble Creek Publishing
GROUP TERM LIFE INSURANCE APPLICATION

Please print all information in black ink. =

Section 1: Employee Information

Mame (Last, First, Middle Initial Gender Date of Birnt
Street Address City State ZIP Code
Email Address Phone Nun
Social Security Number Marital Status

I:IDD —_ DD —_ I:IDDI:I D Single D Married D Separated D Dive
Section 2: Coverage Information

Amount of Coverage Menthly Contribution to Cash Account

d 5|
Section 3: Medical History

For each question below, circle Yes or No. For each response marked yes, please explain your answer in the space provided.

1. Have you smoked within the past 12 months? | Yes | ‘ Ne ‘

4| I *

Next B B End M

000,000 MNUR

2. In each field, enter an answer. To move to the next field, press the Tab key (or

click the desired field with the mouse).

Tip: Even if you decide to
provide an interview for
your template, users still
have the option of using
direct-fill assembly, so you
should test your templates
using direct-fill to ensure
that they work as expected.
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If a field is grayed (disabled), its answer is either the result of a computation,
or it is conditioned upon the answer for another variable. To enter answers in
these fields, click the ¥5,Answer Wizard button (or press F5) and answer
questions in the pop-up dialogs.

3. When you are finished, choose Close (File menu) to close the test assembly
window.

Conclusion

You are now finished with this lesson. In it, you learned how to group variables to
create custom dialogs, and how to customize the titles and prompts displayed in
those dialogs. You also learned how to customize the appearance of default
dialogs—dialogs created during assembly for variables that are not included in a
custom dialog. Finally, you learned how to create answer wizards for fields and test
assemble the template using direct-fill assembly.

Click the [ Save Form button to save the template. If you do not want to go on to
Lesson 10 at this time, choose Exit (File menu). Then exit HotDocs.
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Lesson 10: Create a Default Interview

Overview

In Lesson 9, you grouped variables in your template into custom answer-gathering
dialogs and created answer wizards that used those dialogs. In this lesson, you will
learn how to create a default interview, which displays your dialogs in the Interview
tab during assembly. After creating this interview, your form template will be
complete and ready for a final test assembly.

Start the Tutorial

If you are continuing immediately from Lesson 9, skip the instructions for opening
the template and proceed to “Have HotDocs Generate a Default Interview.”

If you closed the template at the end of Lesson 9, complete the following steps.

To open the tutorial template

1. Open HotDocs Developer (choose Start > Programs > HotDocs 11 >
HotDocs Developer). The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Life Insurance Application and click 7 Edit. The template appears in
HotDocs Automator, ready for you to edit.

Have HotDocs Generate a Default Interview

When you assemble a form document, you can enter your answers directly at the
Form Document tab of the assembly window as you did at the end of the previous
lesson, or you can enter answers at the Interview tab where questions are grouped
into dialogs. To display the Interview tab during assembly, you must create an
interview for your template.

You can have HotDocs generate a default interview, which it creates by reading
through the fields in the template and asking variables in the order they appear. If
the variables are linked to a dialog, it asks the dialog instead. These variables and
dialogs then appear in the Interview tab of the assembly window.
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For most templates, the default interview is sufficient. However, if you need control
over the order questions are asked in the interview, you can create a custom interview
instead. See the HotDocs Help to learn how to define a custom interview.

You can have HotDocs generate a default interview by specifying a property in your
template’s component file.
To select the property that specifies a default interview

1. Click the & Component Manager button. The Component Manager window
appears.

2. At Component Manager, click the & Component File Properties button. The
Component File Properties dialog box appears.

Component File Properties - Life Insurance Application.cmp @
General |Inherview | Assembly I Hidden Data {Word) | HotDocs Server | Answer Uplnadl

Template title:

Template description:

This template is to be used with the HotDocs Automator tutorial -
Component file format: [Current Format ']
Template identifier: 328db276-7b6d-4bf2-aa7b-5e6f3ed5329a MNew
Supplemental files: [ Additional Templates. .. ] [ Other Additional Files. .. ]
Shared component file: [ v]
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3. Click the Interview tab. The view changes to show interview options.

P
Component File Properties - Demo Life Insurance Application.cmp

=)

General | Interview | Assembly | Hidden Data (Word) | HotDocs Server | Answer Upload |

[ Generate default interview
|:| Use custom interview

Interview cor

[ Automatically disable irrelevant variables and dialogs
[ Hide interview outline

[ Hide End of Interview dialog

[l Generate defaullt titles for dialogs

[] combine default dislogs

Resource button label:

It: |Gray

o) et ]

S

4. Select Generate default interview.

-
Component File Properties - Demo Life Insurance Application.cmp

[ ]

General | Interview |.l\ssambly I Hidden Data (Word} I HotDocs Server | Answer Upload |

: | Generate defaultinterview ,

[ Automatically disable irrelevant variables and dialogs
[7] Hide interview outline

[ Hide End of Interview dialog

[l Generate default titles for dialogs

[l Combine defauilt dialogs

Resource button label:

5. Click OK.

6. Close Component Manager by clicking the X in the upper-right corner.

7. Click the [ Save Form button to save your template.

Now when users assemble the document, they will, by default, enter answers using
an interview. Also, any fields that require an answer wizard for which you have not
explicitly created one will have default answer wizards during assembly.

Tip: If you select Use
custom interview, you
can create a computation
that asks the dialogs in the
order you choose, rather
than the default order
determined by HotDocs.
(See the HotDocs Help for
specific information on
creating a custom inter-
view.)
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Assemble a Form Document Using an Interview

Once you have specified a default interview, HotDocs adds an Interview tab to the
assembly window. (Direct-fill assembly shows only the Form Document tab.) The
Interview tab shows an interview outline and the dialog pane. The interview outline
displays icons for the dialogs you have created. You can click any dialog icon and
view the corresponding variable or variables in the dialog pane, where you enter

answers.

To test assemble a document using an interview

1. Click the s Test Assemble button. A test assembly window appears, displaying
the Employee Information dialog in the right pane of the window. The left

pane shows the interview outline.

] Life Insurance Application - HotDocs Developer

[E= HoH X0

JJFI|E Edit View Mavigate Tocls Help

7 EJ ”New Answer File

W[ @] | Gl

JazEBE s @ANYaM@ar e
YT EY | £ 82| |#|

Interview Form Documert

T Employee Information

[ Coverage Information

T Medical Histery

T Beneficiary Designation

T Other Remarks

T Autherization and Signature
T End of Interview

Employee Informaticn
Employee First Mame

Employee Social Security Employee Birth Date
Mumber Jis |

Employee Middle Initial Employee Last Name

Employee Gender

Employee Marital Statu
@) Single

Married

Separated

() Divorced

@) Widowed

Employee Street Address

Employee City Employee State Employee Zip Code
Empleyee Primary Telephone Mumber

Employee Email Address

Last o | Fim;h@

-

001,001 NUM
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[=llo =)

dj Life Insurance Application - HotDocs Developer

HF”E Edit View Mavigaste Tools Help

HeEE|®HE AR T &EaF e

7 -EJ ”New Answer File

W[ Q| n |t BB T 3| A Ll h 9 Q[H G286 &9
| rteview | Fom Document |
=] Employee Information Coverage Information

- Coverage Information
-] Medical Histery

[ Beneficiary Designation
-] Other Remarks Manthly Contribution to Cash Account
-] Authorization and Signature | §
= End of Interview

Amount of Coverage
g

N First Last W | Finish JE)

I -

MNUM

4 4 Previous

008,003

document appears, showing the answers you entered.

2. Enter the information in the answer fields and click Next to see the next dialog.

3. When you are finished, click the Form Document tab. The assembled form

B8 Eon

;ﬂ Life Insurance Application - HotDocs Developer

JJEiIe Edit Wiew Field Mavigate Tools Help

7 @ |[New AnsuerFile R E=w - EED)

V| @|o | wB|3>r3 3 |tlaa L@y OaHDI@0EES
Form Document
(T2 Hobble Creek Publishing
GROUP TERM LIFE INSURANCE APPLICATION
Please print all information in black ink.
Section 1: Employee Information
Name (Last, First, Middle Initial Gender Date of Birt
Dorleac Trevor K IVale WApril 25, °
Street Address City State ZIP Code
2237 Dakbrook Ln Buena Vista CA 00000
Email Address Phone Nun
thdorleac@email.co.uk (555) 555
Social Security Number Marital Status
- - Single D Married D Separated D Dive

Section 2: Coverage Information
| Amount of Coverage
T

| Menthly Centribution to Cash Account
1 &

| 11l | 3

M 4 Previous  Mext p W End M

I Beginning

I M Computer =]
L 1 acal Nisk (01

008,009 MU
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4. Click in one of the explanation fields in the Medical History section. HotDocs
displays an = Answer Wizard button next to the field. (If you click this button,
HotDocs displays the Medical History dialog as a pop-up, where you can

answer any questions in the Medical History section.)

;ﬂ Medical History \EI
2| | | k)
Check each statement below that applies to you. For each checked statement, explain your answer in o

the space provided.
[F11 have smoked within the past 12 months.

-

m

[11n the past 10 years, [ have had or been told that I have chest pains, heart trouble, heart attack, or
heart murrnur.

-

[11n the past 10 years, [ have had or been told that I have high bloed pressure, cancer, er tumors.

[]1n the past 10 years, [ have had or been told that I have diabetes, pneumcnia, or diserder of the i
Dext p Finish BE]

| -

5. Click in one of the cells of the Beneficiary Designation table. HotDocs displays
a [ Table Wizard button next to the cell.

6. Click the g Table Wizard button. The Beneficiary Designation pop-up dialog

box appears.

;ﬂ Beneficiary Designation @
@] o o |of 2@ |3 B 5@
Beneficiary Mame Beneficiary Telephone Mumber  Beneficiary Relationship

~ I

2

3

4

5

6

7

8

9

10
’lz: Edit Row ] ’j‘u Inzert Row ] ’?’ Delete Row

Mext p Finish BE]

| -

7. Enter at least seven beneficiaries in the list (one more beneficiary than will fit in
the allotted space on the form), and then click Finish. The first six answers are
merged into the appropriate spaces on the form.

240



Lesson 10: Create a Default Interview

8. Press Tab until you get to the last cell in the Beneficiary Designation (Contin-
ued) table (at the top of the second page), and then press Tab again. The
Overflow Status dialog box appears.

Overflow Status @

The highlighted table overflows. To resolve the
%, overflow, you can modify the overflow
properties for the table ...

COverflow properties

[[]send the contents of the table to the addendum

Qr you can ...

Edit your answer to fititin the field

Click Ignore to proceed without resolving the overflow or
dick Cancel to return to the highlighted field.

[ Ignore H Cancel ]

This dialog box warns you that you have entered more answers than can ficin ~ Tip: The Beneficiary Desig-
the table and gives you options for working with the overflow. nation table at the bottom
of the first page does not

. . overflow to the addendum
9. Select Send the contents of the table to the addendum and click Continue. because its filter limits the

HotDocs sends the beneficiary information to the addendum and inserts the answers to the first three

reference See 1 in Addendum in the first table field. beneficiaries. The continua-
tion table, however,
displays all beneficiaries
after the first three, which

Section 4: Beneficiary Designation (Continued) means it can overflow

Name Phone Number Relationship to Applicant

See 1 in Addendum
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Tip: You can customize the  10. Click the scroll bar on the right side of the assembly window and scroll down

::g/;;taosf \Evhe?I Zid;ldll; rl?el to the addendum page. The answers from the continuation table are listed.

inserted in the template

when a field overflows (For ] Life Insurance Application - HotDocs Developer EI@
more information about JJE”E Edit View Field MNavigate Tools Help
customizing the addendum 7 & |[New Answer File JezBE»Ed @YY &Mar e
o veron options, se TR EEER LIS PO POEE
P Form Document
Addendum
1. a  Lauren Doleac
b, (8555)555.553%
c.  Daughter
Raobin P Doleac
b, (855)555.353%
c.  Mother
James Candell Doleac
b, (555) 5553838 I
c. Father ‘E‘
Sharon D Spencer
b, (855)555.353%
c.  Sister
] | [ r
M Beginning M 4 Previous  Next p B End M
008,009 MUM

11. Choose Close (File menu) to close the test assembly window and return to the
template, and then choose Exit (File menu) to close the template and HotDocs
Automator.

Conclusion

You are now finished with this lesson. In it, you learned how to create a default
interview. Then you test assembled your template and learned about answer
overflow—what happens when answers do not fit in the answer fields.

Your life insurance application template is now complete, and you are finished with
the HotDocs Automator tutorial. For additional information on using HotDocs
Automator, please refer to the HotDocs Help.
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Overview

This tutorial teaches you how to connect your templates to a database file so you
can retrieve answers from it during the interview.

As you know, each time you assemble a document, HotDocs prompts you for the
information required by the document. Typically, to answer the questions in an
interview, you either enter them during the interview, or you use a HotDocs answer
file that already contains the answers you need. Another way you can provide the
answers is by retrieving them from a database file.

In this tutorial, you will automate a Collection Letter that will be sent to clients who
are delinquent in paying Hobble Creek Publishing for services it provides. To deter-
mine which clients are late on payments, you will query a database file that stores
information about the clients, including a list of all invoices associated with a given
client.

To do this, you will create an ADO connection string that will link variables in the
template to records in the database. You will then create a filter to retrieve only those
records where invoices are unpaid.

The tutorial is divided into six lessons, which you must complete in order. However,
you can complete each lesson in separate sessions.

In these lessons, you will:

» Create database components using an ADO connection string.
= Link variables in the template to fields in a database table.
» Filter the list of records that are returned on the database query.

= Retrieve related records based on the filter you create.

Before completing these lessons, you should complete the lessons in Chapter 1, since
many of the ideas and concepts you see in the following lessons build upon the things
you learned in that chapter.

The template and database files used in the tutorial were drafted for instructional
purposes only.
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Lesson 1: Create an ADO Connection String

Overview

The Collection Letter template you are using in this tutorial has already been auto-
mated. It uses variables that ask information about the client and any invoices the
client may have. You could assemble the document as it is now and provide this
information by manually entering it. However, using a database component, you
can retrieve the answers you already know from a database.

Before you can do this, you must define the association between your template and
the database by first creating a database component and then by linking the database
component to the database file. You will do this using an ADO connection string.

In this lesson, you will link a Microsoft Access database (7Tutorial.mdb) to the Collec-
tion Letter template. This database file contains two tables, CLIENT and INVOICE.

You will retrieve data from both of these tables in your template.

If you don’t have Microsoft Access installed, HotDocs can still retrieve data from the
database file using the Microsoft Jet 4.0 OLE DB Provider, which was automatically
installed with HotDocs.

To open the tutorial library and add the Collection Letter to it

1. Choose HotDocs 11 > HotDocs Developerfrom Programs on the Start menu.
The My Test Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Click the top folder in the library and click the Add Item button. The Add Item

dialog box appears.
Add Ttem ==
Type: | Text Template v]
File name:
Title:
L
Description:

3. Click the i3 Browse button next to the File name box. The Add Item File
Name dialog box appears.
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Lesson 1: Create an ADO Connection String

4. In the list of templates, select Collection Letter.docx or Collection Letter.wpt,

depending on which word processor you are using.

5. Click OK. You are returned to the Add Item dialog box.

Add Item
Type: |Text Template v]
File name: )

Collection Letter.docx
Title:

Collection Letter <L
Description:

This template is to be used with the Database Connectivity tutorial,

6. Click OK. The template is added.

Create a Database Component

In order to create the connection, you must first create the database component that

will store the connection information.

To create a database component

1. At the template library, select Collection Letter and click [ Edit. The template

appears, ready for you to edit.

@ Demo Collection Letter - Microsoft Word

PFle Edt Wew Inset Format Tools Table indow  Help

igl 5 y_:i:-_ Hormal ~ Arial

-0 - B I U|E = = 1

i ZyREPEAT =L 5PAN | Bpassemble | & &b Fn | [ save [E) Save and Close | 7 E Ps# g7 | =
—

O R KRR EARARARR RN REAE KRKRRRRL

HC

«TODAY s

«Client Mames
R sCompany MNames
- wAddress Line 1s
E «IF ANSWERED ([ Address Line2) »
. «Address Line 2»
= «END IF»
sCitys, «States «Zip Codes

Dear «Client Marnes,

Our records show that we have not received payment for the following invoice

INVOICE HUMBER INVOICE DATE AMOUNT DUE

«lnvoice Mumbers «lnvoice Dates $elnvoice Totals

Please submit your payment within 10 days of receipt of this letter; otherwize, suit will be brought against
you for the amount due, plus interest accrued from the date of invoice.

If you have any questions, please call me at (801) 555-4589

Sincerely,
- John Evans
v Accounts Receivable
E Hobble Creek Publishing
=a@=u< | Im
Page 1 Sec 1 11 A 11" Lnl ol REC TRK EXT ovR ([

(¥
:
e
%

fi]
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Tip: You can have HotDocs
arrange the template and
Component Manager
windows so you can view
both simultaneously. To do
this, adjust Component
Manager to the width you
want and click the

#" Arrange Windows
button in the Component
Manager toolbar.

2. Click the & Component Manager button in the HotDocs toolbar of the word
processor. The Component Manager window appears.

pu

Component Manager

2@ N

|EL '\gﬁf 3L e E N

% |

=Jojed
Component file: ]

C:\...\Demo Callection Letter.cmp

Components:

Aic [v][£4
A Address Line 1
A Address Line 2
A city

£ Client Data

A dlient Name

2 dlientid

A company Name
£ Invoice Data
@Invowoe Date

2 Invoice Number
2 Invoice Total
A state

A zZip Code

[CIFind: | M

3. Click the Components drop-down button and select Databases from the list.
The list changes to show only database components. (Because you have not yet
created any database components, this list is empty.)

4. Click the “a New Component button. The Database Editor appears.
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= New Database - Database Editor - Collection Letter.cmp Q@
Properties | Field Map || Sort &Fiter | Options | Resource | Used In | Notes |

Component name:

Title:

Prompt:

Connection properties are defined by: Command type:

an ADO connection string [v| [simpie [v]
Connection string:

[ Allow database write-back

Update ok | [ cancel [ sae |




Lesson 1: Create an ADO Connection String

5. Type Client Data in the Component name box.

=1 New Database - Database Editor - Collection Letter.cmp Q@
Properties | Field Map | Sort &Fiter | Options | Resource || Used In | Notes |

Component name:
Client Data

Title:

Prompt:

Connection properties are defined by: Command type:

an ADO connection string M |5imple M
Connection siring:

[ allow database write-hack

Update [ OK l [ Cancel ] [ Save I

Now that you have created the database component and assigned a name to it, you
must define a connection string, which contains the information HotDocs needs to
connect to the database.

Define the ADO Connection String

An ADO connection string defines the relationship HotDocs has to the database. It
contains information about the OLE DB provider, the location of the actual
database file, the name of the table from which you will be retrieving data, and any
other information about the connection HotDocs needs to know to maintain its
relationship with the database.

You can use a simple wizard to help you define the connection string.

Tip: ADO stands for ActiveX
Data Objects. It is a data

presentation layer that lets
HotDocs communicate with
a database so HotDocs can
retrieve data from it and use
it to assemble a document.
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To build the ADO connection string

1. With the Database Editor displayed, make sure an ADO connection string is
selected at the Connection properties are defined by drop-down list.

& New Database - Database Editor - Collection Letter.cmp | 2 | (- |(0JES]
Properties | Field Map | Sort &Fiter | Options | Resource | Used In | Notes |

Component name:
| Client Datz |

Title:
| |

Prompt:

e

ffgl:n'e_ction properties are deﬁnm Command type:

3n ADO connection string |5im|:||e M
Connection si -

@

[ allow database write-back

Update [ oK ][ Cancel ][ Save ]

2. Click the g Edit button next to the Connection string box. The Data Link
Properties dialog box appears.

Data Link Properties ==l

Provider | Connegtion [ Advanced [ &1 |

Select the data you want to connect to:

OLE DB Provider{s)

Microsoft Jet 4. 0 OLE DB Provider

Microsoft Office 12.0 Access Database Engine OLE DB Provide|
Microsoft OLE DB Provider for Analysis Services 10.0
Microsoft OLE DB Provider for Indexing Service
Microsaft OLE DB Provider for Oracle

Microsaft OLE DB Provider for Search

Microsaft OLE DB Provider for SQL Server

Microsoft OLE DB Simple Provider

MSDataShape

QLE DB Provider for Microsoft Directory Services

< ] ] »

ok | [ camcel ][ Hep |
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3. Select Microsoft Jet 4.0 OLE DB Provider from the list of providers and click

Next. HotDocs displays the Connection tab of the Data Link Properties dialog
box.

£ | Data Link Properties @

Provider | Connection | Advanced I Al |

Specify the following to connect to Access data
1. Select or enter & database name:

2. Enterinfomation to log on to the database:
User name: Admin

Paszword:

[#] Blark password  [] Allow saving passward

Test Connection

[ QK J[ Cancel ][ Help ]

4. Click the -- Browse button next to the Database name box and locate the
database file, TUTORIAL.mdb. (This file should be located in the default

Templates folder, for example, C:\Documents and Settings\UserIName\My Docu-
ments\HotDocs\ Templates.)

5. Click Open. The Data Link Properties dialog box appears again.

6. Click OK. The Database Editor appears again, showing the ADO connection
string that will link your template to the database.

t=| Mew Database - Database Editor - Collection Letter.cmp Q@
Properties | Field Map | Sort &Fiter | Options || Resource | Used In | Notes |

Component name:

Client Data

Title:

Prompt:

Connection properties are defined by: Command type:

an ADO connection string [ve| |simple [v]
Connection string:

Provider =Microsoft. Jet. OLEDB.4.0; Data Source=C:\Documents and

Settings\My Documents\HotDocs\Templates \TUTORIAL. MDE; Persist sd

Security Info=False
[ Allow database write-back
o ) Lo ] sme ]

7. Click the Field Map tab.
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250

8. Click the Table name drop-down button and select CLIENT. The fields from
the CLIENT table appear in the Field Name column.

-

=1 New Database - Database Editor - Collection Letter.cmp E]@
Properties ‘ Field Map |Sort&FiIber Options | Resource | Used In | Motes
Table name: M

(CLIENT
Field and magyyorce % E]

Field Name Key |Display |Width |Linked Variable

Field display order: Show unlinked variables only

Update oK I[ Cancel ][ Save

9. Click OK.

HotDocs creates an association between the template file and the database, partic-

ularly the CLIENT database table.

In Lesson 2 you will link fields in this table to variables in the template.

On Your Own

Create a second database component using an ADO connection string. Follow the
instructions in both Create a Database Component (page 245) and Define the ADO
Connection String (page 247). Name this component Invoice Data, and use the same
database file, TUTORIAL.mdb. When selecting the database table at the Field
Map tab, choose INVOICE.

Once you have created the second database component and defined its connection
string, you are now ready to link variables in your template to fields in these two
database tables. You will do this in Lesson 2.

Conclusion

You are now finished with this lesson. In it, you learned how to create a database
component and link it to a specific table in a database file.

If you do not want to go on to Lesson 2 at this time, close Component Manager
(by clicking the X in the upper-right corner of the Component Manager window),
and then click the £ Save and Close button to close the template. Then exit
HotDocs.

If you are continuing on to Lesson 2, click the [ Save button in the template to save
your work.
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Lesson 2: Link Variables to Fields in a Database Table

Overview

As you already know, to create an interview, HotDocs reads through the template
and displays the variables (or dialogs, if the variables are linked to the dialogs) in the
order it reads them. When variables are linked to a database table (rather than a
dialog), HotDocs displays the database table in the interview so you can choose a
record. The selected data is then retrieved from the database file and merged into
the assembled document.

In this lesson, you will link variables in the template to fields in both the CLIENT
and INVOICE tables. You will also designate key fields in each table. Key fields help

HotDocs remember which records have been selected during an interview.

Start the Tutorial

If you are continuing immediately from Lesson 1, skip the instructions for opening
the template and proceed to “Link Variables to Fields.”

If you closed the template at the end of Lesson 1, complete the following steps.

To open the Collection Letter template

1. Open your word processor and click the @ HotDocs button. The My Test
Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Collection Letter and click [ Edit. The template appears, ready for you
to edit.

3. Click the & Component Manager button. The Component Manager window
appears.

Link Variables to Fields

Once the connection to your database has been defined, you can link fields in the
database table to variables in your template. These links allow HotDocs to retrieve
information from the database table each time the template is used to assemble a
document.
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Tip: When linking variables
to fields, data types must
match. For example, if the
field type is text, you must
link to either a Text variable
or a Multiple Choice variable
(since Multiple Choice vari-
ables are text values).

To link variables in the template to fields in the database

1. With Component Manager displayed, select Client Data from the list of com-
ponents and click the & Edit Components button. The Database Editor
appears.

2. Click the Field Map tab. The CLIENT table appears, with a list of all the fields
in the table.

= Client Data - Database Editor - Collection Letter.cmp g@
| Praperties | Field Map |Sort&FiIber | Options | Resource || Used In | Motes |

Table pame: |{LIENT

v]

Field and mapped variables:

(]

Field Mame Key
CLIENTID
COMPANY ]
CONTACT 0
O

1
2
3
4 ADDRESS1

HEEE

Display |Width |Linked Variable

(o]
(]
[v]
(e]fee]

Field display order:

[¥] show urlinked variables only

CLIENTID
COMPANY
CONTACT
ADDRESS1
ADDRESS2
cImy
STATE_PROV
COUNTRY
POSTALCODE

][ Cancel ][ Save ]

3. In the Linked Variable column, click the drop-down button that corresponds
to the COMPANY field and select Company Name.

[ Client Data - Database Editor - Collection Letter.cmp @ Q@
Properties | Field Map |Sort&FiIber || Options ” Resource || Used In ” Motes |

Table name: |CLIENT M
Field and mapped variables: [E
Field Name Key |Display |Width |Linked Variable |
1 CLIENTID M =
2 COMPANY O ]
3 CONTACT O
Address Ling 1
ADDRESS 1 v
e 0 Address Line 2 !
Gi

Field display order: C:itz:nt Name v
COMPANY State %

CONTACT Zip Code

ADDRESS1

ADDRESS2

CITY

STATE_PROV

COUNTRY

POSTALCODE

Update [ oK I [ Cancel ] [ Save ]

The HotDocs variable Company Name is now linked to the COMPANY field in
the CLIENT database table.
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4. Repeat step 3 to link the following variables to fields in the database table:

Field Variable

Client Name
Help Me!
CONTACT
ADDRESS1 Address Line 1
ADDRESS2 Address Line 2
CITY City
STATE State
POSTALCODE Zip Code

The fields in the database table are now linked to variables in the template. Now
that you have done this, you must make sure one of the fields is designated as the

key field.

Designate a Specific Field as the Key Field

During the interview, when HotDocs connects to a database, it displays a table of
records. When you select a record and move to another dialog, HotDocs can
remember from where in the database table the record was selected so that if you
later review the table, your record will still appear selected.

For HotDocs to operate this way, you must make one of the fields in the database
component the key field. A key field contains information that is unique to a
record—for example, an invoice number or a customer identification number.
Without a key field, HotDocs has no way to remember from where in the table the
record was retrieved and, therefore, cannot retain this information once you
navigate to a new dialog. This may be confusing to some users since even though
answers may appear in the assembled document, the table in the interview shows
that no record has been selected.

Selecting a key field also makes it easier to reuse an answer file that contains selected
database records, for the reasons explained above.

If you are connecting to a database table using a native OLE DB provider, HotDocs
recognizes the key field that was designated when the database table was first created
and automatically assigns it as the key field for the database component. Even so, it
is always a good idea to make sure the correct key field is specified.

Tip: By default, once you
link a variable to a field,
HotDocs removes the
variable from the list. You
can view the entire list of
variables—linked and
unlinked—by clearing Show
unlinked variables only.
When you do this, variables
that are already linked are
surrounded by brackets and
are sorted to the bottom of
the variable list.
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Tip: HotDocs does not rec- Because a client’s identification number will always be unique, you must make sure

ognize existing key fields the CLIENTID field is designated as the key field.
when you connect to the

database using the OLE DB
provider for ODBC, or when ; : :
your database component is To ensure CLIENTID is designated as the key field

connected to a database = In the Key column, make sure the box next to the CLIENTID field is selected.
view. You must manually
identify the key using the
Database Editor.

i Client Data - Database Editor - Collection Letter.cmp g@
Properties | Figld Map |Sort&FiIter || Options || Resource || Used In || MNotes |

Table name: |CLIENT M
Field and mapped variables: E]
Field Name £ Display |Width |Linked Variable fad
1 CLIENTID e
2 COMPANY Company Name [v]
3 CONTACT O Client Name [v]
4 ADDRESS1 O Address Line 1 [se][se]

Field display order: [#] Show unlinked variables only

CLIENTID

COMPANY
CONTACT
ADDRESS1

ADDRESS2
cImy
STATE_PROV
COUNTRY
POSTALCODE

Update [ oK ] [ Cancel ] [ Save ]

Now that you have linked fields in the CLIENT table to corresponding variables in
the template, you can test how the database component will appear during
assembly.

Test the Database

Just as you can test variables and dialogs as you create them, you can test database
components.
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To test the database component

1. At the Database Editor, click Test. A test assembly window appears, displaying
the Client Data table.

] Client Data - HotDocs Database Connection Tutorial u@m
JJFiIe Edit Wiew Mavigate Tools Help
7 &) |[now e e Mm@ sEd(devanark
| B0 o |of B |I=3 3 34| E]
Interview W|
] (lient Data

; Client Data
-] End of Inkerview

CLIEMTID COMPANY COMTACT ADDRESS1 E
1 1 Creekside Nursery Kristen Larsen 2973 East Center Str...
z 2 Brushwark Paint & Supplies | Lynn Andrews 7501 Bradford Ave,
3 3 Ambassador Service Jay Kohler 154 Morth Springer A...
4 4 Total Income Management Jeff Walker 900 Maorkh 123 East
5 5 Comfort Hotel Andrea Alexan... 1566 Washington Blvd, M
Al I I =

b Select [IFind records where =

Selected Ttem

conditions are met W Apply Filker

CLIEMTID COMPANY COMTACT ADDRESST ADDR
[i] I | [l]
@ Clear
I First # 4 Brevious Mext B W Last | Finish E
001000
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2. Click a record in the table and click *= Select, located below the database

spreadsheet. HotDocs adds the record to the Selected Item list, at the bottom
of the dialog pane.

;ﬂ Client Data - HotDocs Database Connection Tutorial "_”E]m
J_| File Edit Wiew Mavigate Tools Help
| |NewAnswerFlIe M@ =k ®E3 ‘ﬂ|e| ?eb|ﬂ‘£| = ke
W[ @0 o | DB 3= 33 4
Interview | Fesult |
3 Client Data Client Data
1 End of Interview
CLIENTID COMPANY CONTACT ADDRESST E
1 1 Creekside Mursery Kristen Larsen 2973 East Center Str...
z 2 Brushwwork Paint & Supplies Lynn Andrews 7501 Bradford Ave.,
3 3 Ambassador Service Jay Kohler 184 North Springer A...
4 4 Tokal Income Management JefF wvalker Q00 North 123 East
5 5 Comfork Hotel Andrea Alexan... | 1566 Washington Blvd. M
al i | (]
M| Select [CIFind records where conditions are mek W Apply Filker
'
Selected Ikem
CLIENTID COMPANY CONTACT ADDRESS1 ADDR,
3 Ambassador Service Jay Kohler 184 Morth Springer A... Suite
|<_] i ‘ [i]
M First #H 4 Previous Mext b W Last M | Finish E
0014000
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3. Click the Result tab. The window changes to show the information the Tip: If you click the Show
. command string link,
mponent retri . .
database component retrieved HotDocs displays the
;ﬂ Client Data - HotDocs Database Connection Tutorial Q@ Szé?jb:osf‘ei?‘g\;gatr;w?ssgg?: it
”F\Ie Edit VYiew Mavigate Tools Help
Z .'EJ |NewAnswarFi|e M@ = = : v &|E"E‘ I W?|
| e w Y AECEEED [‘
| Interview | Resut |

Database component et Datz refrieved the following data:

CLIENTID | COMPANY |CONTACT | ADDRESS1 | ADDRESS2 | CITY |STATE_PROY | COUNTRY | POSTALCODE
S (Company (Address (Address q
(Clientid) Name) Line 1) Line 2) (City) (State)
3 BHREEEEERT |25y 1B4Nort e son | Phoenix | a2 US4 50435-1936
Service Kohler Springer Ave,

Show command string

002000

The first row in the table shows the names of the fields in the actual database
table, while the second row shows the names of the HotDocs variables to which

these fields are linked. The third row shows the particular answers that were
retrieved from the database table.
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4. Click the Interview tab again. Notice that the record is still listed in the Selected

Tip: For more information
on using test answer files,
see the HotDocs Help.
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Items list. This is because the database component has a key field. If no key field
had been assigned, no records would appear selected.

—
;ﬂ Client Data - HotDlocs Database Connection Tutorial E]@
J_| File Edt “ew Mavigate Tools Help
7 & ew answer Fie M@ = ERIEDEAEEEE]
Interview | Fesult
E] Client Data Client Data
=] End of Intervisw
CLIEMTID COMPANY COMTACT ADDRESS1 !ﬂ
11 Creekside Mursery Kristen Larsen 2973 East Center Str. ..
2 2 Erushwork Paint 2 Supplies  Lynn Andrews 7501 Bradford Ave.
3003 Ambassador Service Jay Kohler 184 Morth Springer A...
4 4 Total Income Management Jeff Walker 900 Morkh 123 East
5 5 Comfort Hatel Andrea Alescan. .. | 1566 Washington Blvd, M
<) ] &
b= Select [C1Find records where conditions are met F  Apply Filker
)
Selected Ikem
CLIENTID COMPANY COMNTACT ADDRESS1 ADDR
3 Ambassadar Service Jay Kohler 184 Marth Springer A... | Suite
<) | &
First Prewvious Mext b W Last | Finish E
002000

Close the test assembly window by choosing Close from the File menu.
HotDocs asks you to save your answers.

Decide whether to save your answers, based on the following information:

= Ifyou click Save or Save As, you will be prompted to specify an answer file
name and title. Type Test Answer File in the File name box and accept the
suggested Title. From this point on, this answer file will be used each time
you test a component or test assemble the template, and you will no longer
be prompted to save your answers after each test. (You can, of course.
choose a different answer file when you are at the assembly window.)

» Ifyouclick Don’t Save, each time you test a component or test assemble the
template, you will use an empty, untitled answer file. You will also be
prompted to save your answers each time you finish a test.

Click OK at the Database Editor.
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On Your Own

Open the Invoice Data database component, click the Field Map tab, and link the
following variables to their corresponding fields in the Z/NVOICE table. Follow the
instructions given in Link Variables to Fields (page 251).

Field Variable
INV_NUMBER Invoice Number
INV_DATE Invoice Date
INV_TOTAL Invoice Total

After linking the variables, make sure Z/NV_NUMBER is designated as the key field.
(Follow the instructions given in Designate a Specific Field as the Key Field (page
253).) Then, when you are finished, click OK to close the Database Editor.
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Conclusion

You are now finished with this lesson. In it, you learned how to map variables in the
template to fields in a database table. You also learned how to assign key fields,
which helps HotDocs remember which record was selected.

If you do not want to go on to Lesson 3 at this time, close Component Manager
(by clicking the X in the upper-right corner of the Component Manager window),
and then click the EJ Save and Close button to close the template. Then exit
HotDocs.

If you are continuing on to Lesson 3, click the [ Save button to save your work.
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Lesson 3: Select Fields and Records for Display

Overview

Sometimes a database table contains fields that have no corresponding variables in
the template. Even if the fields contain information, you may not want them to
appear during assembly—especially if there are already a large number of fields in a
record. Also, perhaps a user assembling a document needs to see only the informa-
tion in one or two fields, such as the company name and company contact, in order
to select a record. In such situations, it makes sense to display only those fields,

rather than all the fields.

In this lesson, you will hide fields that have little or no meaning to the user. You do
this at the Database Editor.

Start the Tutorial

If you are continuing immediately from Lesson 2, skip the instructions for opening
the template and proceed to “Choose Which Fields Will be Presented During
Assembly.”

If you closed the template at the end of Lesson 2, complete the following steps.

To open the Collection Letter template

1. Open your word processor and click the @ HotDocs button. The My Test
Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Collection Letter and click [/ Edit. The template appears, ready for you
to edit.

3. Click the & Component Manager button. The Component Manager window
appears.

Choose Which Fields Will be Presented During Assembly

You can customize the database component to show only the required fields during
the interview.
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To select which fields will be shown in the table during assembly

1. With Component Manager displayed, select Client Data from the list of com-
ponents and click the & Edit Component button. The Database Editor
appears.

2. Click the Field Map tab. The window changes to show all the fields in the
CLIENT table.

[ Client Data - Database Editor - Collection Letter.cmp Q@
| Properties | Field Map |Sort&Fi\ber | options | Resource | UsedIn | Motes |

Table name: |CLIENT M
Field and mapped variables: @
Field Name Key |Display |Width |Linked Variable had
1 CLIENTID [w] =
2 COMPANY [l Company Name M
3 CONTACT O Client Name [v]
4 ADDRESS1 O Address Line 1 [se][se]

Field display order: Show unlinked variables only
CLIENTID
COMPANY
CONTACT
ADDRESS1
ADDRESS2

CITY
STATE_PROV
COUNTRY
POSTALCODE

Update [ oK 1 [ Cancel ] [ Save ]

Notice that in the Display column, each field has a check mark. This means that
HotDocs will display each of these fields during the interview. However, some
fields are unnecessary for the user to see.

Tip: Notice that as you 3. In the Display column, clear the check marks for the following database fields:
“remove” fields, the field CLIENTID and COUNTRY

name is also removed from
the Field display order
box. The order of fields in
this box indicates the order

[ Client Data - Database Editor - Collection Letter.cmp Q@
| Properties ‘ Field Map |Sort&FiIber | options | Resource | UsedIn | Motes |

of columns in the spread- Table pame: | CLIENT v
Sheet When it'S dISplayed Field and mapped variables: E]
duri ng the interview. Field Name Key |Display Width | Linked Variable [ﬂ
6 CITY I City [+
7 STATEFROV | [] State [w]
8 COUNTRY 0O @ MH
9 POSTALCODE =[] Zip Code [w]ls]

Field display order: Show unlinked variables only
COMPANY
CONTACT
ADDRESS1
ADDRESS2

CImY
STATE_PROV
POSTALCODE

Update [ oK I [ Cancel ] [ Save ]

4. Click Test. HotDocs displays the test assembly window and shows the seven
remaining fields in the table.

5. Close the test assembly window by choosing Close from the File menu.
HotDocs displays the Database Editor again.
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6. Click OK to close the Database Editor.

On Your Own

Edit the Invoice Data database component so that the following fields are 7oz

displayed during assembly:

CLIENTID
SHIP_DATE
DATE_PAID

Follow the instructions given in Choose Which Fields Will be Presented During
Assembly (page 261). When you are finished, click OK to close the Database Editor.

Conclusion

You are now finished with this lesson. In it, you learned how to select fields so they
can be displayed during the interview.

If you do not want to go on to Lesson 4 at this time, close Component Manager
and then click the B Save and Close button to close the template. Then exit
HotDocs.

If you are continuing on to Lesson 4, click the [ Save button to save your work.
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Lesson 4: Filter the List of Records

Overview

By default, when HotDocs presents a table of records during the interview, every
record in the table is displayed. Depending on the size of the table, this may mean
the table with which you are working could make retrieving data from it sluggish.

You can limit the number of records retrieved from a database by creating a filter.
A filter compares the value in a database field with another value or with a variable
in the template. Only the records that meet the comparison are displayed.

In this template, the /NVOICE table contains many records, but you want to
generate letters for only those invoices that have not been paid. You can create a

filter that displays only the records whose DATE_PAID field is empty.

Start the Tutorial

If you are continuing immediately from Lesson 3, skip the instructions for opening
the template and proceed to “Create the Database Filter.”

If you closed the template at the end of Lesson 3, complete the following steps.

To open the Collection Letter template

1. Open your word processor and click the @ HotDocs button. The My Test
Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Collection Letter and click [ Edit. The template appears, ready for you
to edit.

3. Click the & Component Manager button. The Component Manager window
appears.

Create the Database Filter

You must create a filter that displays only the records whose DATE_PAID field is

empty. Then, during the interview, users can choose from only unpaid accounts.
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To filter the records

1. With Component Manager displayed, edit the Invoice Data component. The

Database Editor appears.

2. Click the Sort & Filter tab. The window changes to show sorting and filtering
options.

[ Invoice Data - Database Editor - Collection Letter.cmp | % | |- | O m

Properties | Field Map | Sort &Filter | options || Resource | Used In | Notes |

Sort by:

| M AsCcending

Then by:

Filter by:  Field: Comparison: Compared to:

[

Update [ QK ] [ Cancel ] [ Save ]

3. Click the Filter by Field drop-down button and select DATE_PAID. The

Comparison field becomes active.

[ Invoice Data - Database Editor - Collection Letter.cmp 2 == m
Froperties | Field Map | Sort & Filter |Optians | Resource | Used In | Notes |
Sort by:
| M Ascending
Then by:
Ascending
Filter by:  Field: Comparison: Compared to:
[¥|
AND INV_NUMBER
CLIEMNTID
AND INV_DATE
SHIP_DATE
Clear Al Filters
Update OK ] [ Cancel ] [ Save
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4. Click the Comparison drop-down button and select IS EMPTY.

[= Invoice Data - Database Editor - Collection Letter.cmp m [._HE]“
| Properties ” Field Map | Sort &Filter ‘Options ” Resource || Used In ” Motes |

Sort by:
| [v]
Then by:
Filter by:  Field: Comparison: Compared to:
DATE_PAID i M | M
EQUAL
[wo v v Inor equac
LESS THAN
LESS THAN OR EQUAL
GREATER THAM
GREATER. THAN OR EQUAL

Clear Al Filters

Update [ oK I[ Cancel ][ Save ]

5. Click Test. HotDocs displays the test assembly window.

;ﬂ Invoice Data - HotDocs Database Connection Tutorial ‘._”E]m
JJFiIe Edit View Mavigaste Toaols Help
7 ] [Hew answer e PEEEN EEIE R
W @ o |of @ =zt 1|
Interview | Result ‘
1 Invoice Data Invoice Data
[ End of Interview
INY_MUMEER |INV_DATE INV_TOTAL ~
1 9402460 4 Mow 2008 12435.46
2 9402465 12 Mar 2009 283,45 |
3 9402500 16 Feb 2009 5917.839 1
4 9402503 19 Apr 2009 10080.03
5 9402504 21 Apr 2009 293116
& 9402506 3 Mary 2009 4079.2 [»
v Select | [JFnd records where condtions are met 7 Apply Filer
)
Selected Item
INY_MUMEBER [INY_DATE INY_TOTAL
Clear
I First 4 4 Previous Mext b W Last B | Firish ]

001/000

Notice that seven records are listed. This is because the DATE_PAID field for
these seven invoices is empty, meaning these accounts are delinquent on their
payments.

6. Close the test assembly window and click OK at the Database Editor.
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Conclusion

You are now finished with this lesson. In it, you learned how to filter a list of
records.

If you do not want to go on to Lesson 5 at this time, close Component Manager,
and then click the B Save and Close button to close the template. Then exit
HotDocs.

If you are continuing on to Lesson 5, click the [ Save button to save your work.
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Lesson 5: Select Related Database Records

Overview

Sometimes your template may link to more than one database table. If so, and if
both tables have at least one field in common, you can create a filter based on this
association so that, during assembly, you can select a record from one table and have
the corresponding records from the other table automatically selected.

For example, both the INVOICE and CLIENT tables used in the Collection Letter
template have a field named CLIENTID. Using this commonality, you can set up a
filter so that when the user selects an unpaid invoice from the Z/NVOICE table,
HotDocs automatically retrieves, from the CLIENT table, the client whose name is
on the unpaid account.

Start the Tutorial

If you are continuing immediately from Lesson 4, skip the instructions for opening
the template and proceed to “Link the Common Field to a Variable.”

If you closed the template at the end of Lesson 4, complete the following steps.

To open the Collection Letter template

1. Open your word processor and click the @] HotDocs button. The My Test
Templates library appears.

If the My TestTemplates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Collection Letter and click [ Edit. The template appears, ready for you
to edit.

3. Click the & Component Manager button. The Component Manager window
appears.

Link the Common Field to a Variable

In order to associate the CLIENT and INVOICE tables, you must first link the
common field, CLIENTID, to a variable in the component file. However, since this
variable does not yet exist, you must create it. Once created, you can filter records
based on the answer to this variable.
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To create a variable and link your common field to it

1. From Component Manager, edit the Invoice Data database component. The
Database Editor appears.

2. Click the Field Map tab. The window changes to show which variables in the
template are linked to which fields in the table.

3. In the Linked Variable column, click the empty cell next to the CLIENTID
field and click the “a New Component button. The Number Variable Editor
appears.

Because CLIENTID is a number field, HotDocs automatically creates a
Number variable and assigns a name to it, based on the name of the table field.

2 New Number Variable - Number Variable Editor - Collecti ? | [~ || O/E3
Properties | advanced | Resource | Used In || Notes |

Variable name: Default format:  []Non-breaking

Clientid | [~

Title:

Prompt:

Minimum: Maximum:

Decimal places: % Currency symbul:

Update [ OK ] [ Cancel ] [ Save ]

4. Click OK. HotDocs creates the variable (Clientid) and links it to the field in the
table.

[ Invoice Data - Database Editor - Collection Letter.cmp [ll [._”E]m
Properties | Field Map | Sort & Filter || Options || Resource || Used In ” Notes |

Table name: |INVOICE M
Field and mapped variables: @
Field Name Key |Display |Width |Linked Varizble had

1 INV_NUMEER Invoice Number (s
2 CLENTID O O Clientid (v~
3 INV_DATE O Invoice Date [v]

4 SHFDATE | []| [ [s¢][se]

| ] i

Field display order: Show unlinked variables only
INV_MNUMBER

INV_DATE

INV_TOTAL

Update { OK ] [ Cancel ] [ Save

Click OK to close the Database Editor.
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Use the Linked Variable as a Filter

The next step in this process is to use the HotDocs variable you just linked to the
INVOICE table to filter the same company record from the CL/ENT table. The
filter uses the answer for CLIENTID (which is answered when the user selects an
invoice) and returns the record from the CLIENT table that matches that value.

To create a filter

1. Using Component Manager, edit the Client Data database component. The
Database Editor appears.

2. Click the Sort & Filter tab. HotDocs displays options for sorting and filtering
the records in the database.

3. Click the Filter by Field drop-down button and select CLIENTID.

4. Click the Comparison drop-down button and select EQUAL.

5. Click the Compared to drop-down button and select Clientid.

i=l Client Data - Database Editor - Collection Letter.cmp E]@
Properties | Field Map | Sort & Filter ‘Options Resource | Used In | Motes
Sortby:
[]
Then by:
Filter by:  Field: Comparison: Compared to:
[cLenTD ] [Equat [v] v
|AND M' M Enter a Number
Invoice Total
Invoice Number
| Clientid )
Clear Al Filters
o o (o J (oo

6. Click OK to save your work and close the Database Editor.

7. Close Component Manager.

In the next lesson, you will test the template and see how, when a record is selected
from the INVOICE table during assembly, HotDocs automatically selects the
record in the CL/ENT table that corresponds with the chosen invoice.
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Conclusion

You are now finished with this lesson. In it, you learned how to link common fields
between the two database components. You then learned to create a filter that will
retrieve related records from both database tables.

If you do not want to go on to Lesson 6 at this time, click the EJ Save and Close
button to close the template. Then exit HotDocs.

If you are continuing on to Lesson 6, click the [ Save button to save your work.
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Lesson 6: Test the Template

Overview

As with any template you are automating, it is always a good idea to test assemble it
to make sure it assembles the way you expect. In this lesson, you will test assemble
the Collection Letter template you have automated.

Start the Tutorial

If you are continuing immediately from Lesson 5, skip the instructions for opening
the template and proceed to “Test the Template.”

If you closed the template at the end of Lesson 5, complete the following steps.

To open the Collection Letter template

1. Open your word processor and click the @ HotDocs button. The My Test
Templates library appears.

If the My Test Templates library does not appear, choose Open Library
(File menu), select the library in the default Libraries folder (for example,
My Test Templates.hdl), and click Open.

2. Select Collection Letter and click [ Edit. The template appears, ready for you
to edit.

Test the Template

Based on the automation you have done in the template, when you test the Collec-
tion Letter template, HotDocs should present a list of unpaid invoices. When you
select a specific invoice, it should automatically select and merge the information
about the client whose name is on the invoice.
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To test the template

1. At the template, click the g7 Test Assemble button. A test assembly window

appears, showing the list of unpaid invoices.

;ﬂ Invoice Data - HotDocs Database Connection Tutorial

-Elm

File Edit Yiew Mavigate Tools Help

Z @J |NewAnswerFile MEI # A E) H = |§|E| b &'E' .’]__'.;g R?

¥V 2 oo~ of B3 B [3= =3t 3¢ 2l

Intervisw Result |

] Invoice Data

Invoice Data
1 End of Interview
INY_MUMEER. | INY_DATE INV_TOTAL
1 9402460 4 Moy 2008 12435 46
2 9402485 12 Mar 2009 263,45
39402500 15 Feb 2009 5917.89
4 9402503 19 Apr 2009 10080,03
5 9402504 Z1 Apr 2009 2931.16
5 9402506 3 May 2009 4079.2 >
M Select [CIFind records where 2l conditions are mek ¥ Apply Filker
|
Selected Item
INY_MUMBER. | INY_DATE INY_TOTAL
@ Clear
I First 4 4 Previous Mext b B Last P | Firigh K]

001/000
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Tip: You can also double- 2. Click the first record and then click »= Select. HotDocs adds the record to the
click a record and HotDocs Selected Ttem list

will add it to the Selected
Item list. To clear a selec-

i i Invoice Data - HotDocs Database Connection Tutorial - ||IO
tion, click Clear. al M[[=1<
”F\Ie Edit VWiew Navigate Tools Help
7 & [tew answer e Mas@l s Heael raTam el
7G]0 | BG4
Interview | Result |
™ Invoice Data Invoice Data
1 End of Intarview
IMY_MUMBER | IMNY_DATE INY_TOTAL -
1 9402460 4 Mov 2003 12435.46
Z 9402485 12 Mar 2009 283.45 |
3 9402500 15 Feb 2009 5917.89 3
4 9402503 19 Apr 2009 10080.03
5 9402504 21 Apr 2009 £931.16
6 S402506 3 May 2009 4079.2 [w]
b select | []Find records where conditions are met " Apply Filter
)
Selecked Item
IMY_MUMBER. | IMNY_DATE IMY_TOTAL
402460 4 Moy 2005 12435.46
I First 4 4 Previous Hext b Last ] | Finich JE]
0014000
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3. Click the Document Preview tab. HotDocs displays a copy of the assembled

document with all the correct information merged into the document, includ-
ing the client information which was automatically retrieved from the database.

;ﬂ Collection Letter - HotDocs Database Connection Tutorial

/oS

JJFiIe Edit VYiew Mavigate Tools Help

E.'J ‘NewAnswerFiIe M@ L'_ip @ E = |§| v &l |—V W?|

Interview Diacument Preview | Question Summary || Anzwer Summary

May 18, 2010

Meir Leger

Expert Consulting

34 Bluehill Plaza

#01

Yancouver, BC WAF 2ME

Dear heir Leger,

Our records show that we have not received payment for the following invoice:

INVOICE NUMBER INVOICE DATE AMOUNT DUE

3402460 Novernber 4, 2008 $12.435.46

Please subrit your payment within 10 days of receipt of this letter; otherwize, suit will be brought
against you for the arnount due, plus interest accrued from the date of invoice.

If you have any guestions, please call me at (501) 555-4559

Sincerely,

M Beginning J4 4 4 Previous  MNext B b

B

End M

4. Click the Interview tab again to return to the database selection dialog.

5. Select a different record (by choosing the record and clicking the »= Select
button) and click the Document Preview tab. The information in the assem-
bled document changes, based on the new selection you have made.

6. Close the test assembly window, and then click the & Save and Close button to
close the template.

7. Exit HotDocs.

Conclusion

Congratulations! You have completed the HotDocs Developer Tutorial. You
should now have a basic understanding of how to automate your own templates.
For further instruction and help, please refer to the HotDocs Help. (See “Get Help
While Using HotDocs” on page 13 for instructions on using the Help file.)

275



	Tutorial Guide
	Table of Contents
	Chapter Guide

	Chapter 1: HotDocs Developer Tutorial
	Overview
	What is HotDocs?
	Lesson 1: Assemble a Document
	Overview
	Start HotDocs and View a Template Library
	Assemble a Custom Document
	Preview the Assembled Document
	Edit Answers at the Document Preview Tab (Word Users)
	Conclusion
	Send the Assembled Document to the Word Processor

	Lesson 2: Create a New Template Library
	Overview
	Start the Tutorial
	Create a New Template Library
	Add Existing Templates to the Template Library
	On Your Own
	Conclusion

	Lesson 3: Create a New Template
	Overview
	Start the Tutorial
	Create the Template
	Familiarize Yourself with the HotDocs Toolbar
	Conclusion

	Lesson 4: Replace Text and Dates with Variables
	Overview
	Start the Tutorial
	Replace the Employee’s Name with a Text Variable
	Replace the Job Title with a Text Variable
	Create Prompts and Adjust the Height of the Answer Field
	Replace Dates with Date Variables
	On Your Own
	Use an Unanswered Variable Placeholder
	Conclusion

	Lesson 5: Replace Numbers
	Overview
	Start the Tutorial
	Replace Simple Numbers
	Replace the Hourly Wage
	Calculate Annual Salary for Hourly Employees
	On Your Own
	Insert the Number of Vacation Days Variable
	Use an Existing Variable
	Set Minimum and Maximum Limits
	Conclusion

	Lesson 6: Replace Multiple Choice Text
	Overview
	Start the Tutorial
	Replace Pronouns with a Multiple Choice Variable
	Assign Merge Text to a Multiple Choice Variable
	Choose Different Multiple Choice Merge Text
	On Your Own
	Create Another Multiple Choice Variable and Add Resource Text to It
	Conclusion

	Lesson 7: Create Computation Variables
	Overview
	Start the Tutorial
	Insert an Expression Model in a Computation Script
	Replace a Script Placeholder with a Value
	Replace Placeholders with Other Expressions
	Replace a Placeholder with a Variable
	On Your Own
	Test the Computation
	Conclusion

	Lesson 8: Make Paragraphs Conditional
	Overview
	Start the Tutorial
	Conditionally Insert a Single Paragraph of Text
	On Your Own
	Conditionally Insert Alternate Paragraphs of Text
	Create the Variable Used in the Conditional Test
	Create the First Expression
	Create an ELSE IF Instruction
	On Your Own
	Conclusion

	Lesson 9: Test Assemble the Document
	Overview
	Start the Tutorial
	Test Assemble the Document
	Conclusion

	Lesson 10: Group Variables Into Dialogs
	Overview
	Start the Tutorial
	Create the First Custom Dialog
	Add Variables to the Dialog
	Create the Second Dialog
	On Your Own
	Group True/False Variables in a Dialog
	Visually Separate Items in a Dialog
	On Your Own
	Conclusion

	Lesson 11: Create Scripts for Dialogs
	Overview
	Start the Tutorial
	Gray and Ungray Variables in a Script
	Test the Dialog
	Hide and Show Variables in a Dialog
	On Your Own
	Test Assemble the Template Again
	Conclusion

	Lesson 12: Use a Computation to Combine Multiple Answers into a Single Answer
	Overview
	Start the Tutorial
	Create Variables for the Employee’s Name
	On Your Own
	Make the Middle Initial Variable Optional
	Create a Computation That Combines the Employee Name Variables
	Insert the Variable Later in the Template
	Conclusion

	Lesson 13: Copy Components Between Component Files
	Overview
	Start the Tutorial
	Copy Components
	Insert the Employee State Variable in the Template
	Create the Personal Data Dialog
	Conclusion

	Lesson 14: Change the Placement of Variables in the Dialog
	Overview
	Start the Tutorial
	Test the Dialog to See How Variables Are Arranged
	Place Answer Fields on the Same Line in a Dialog
	On Your Own
	Change a Variable’s Width
	On Your Own
	Conclusion

	Lesson 15: Create Lists of Answers
	Overview
	Start the Tutorial
	Repeat a Paragraph
	Sort the List of Answers
	Test a Portion of the Template
	Create a Sentence-Style List
	Create a Filter
	Conclusion

	Lesson 16: Use a Table to Display a List of Answers
	Overview
	Start the Tutorial
	Insert Variables in a Table
	Repeat a Table Row
	Test the Table
	Conclusion

	Lesson 17: Create Lists Within a List
	Overview
	Start the Tutorial
	Insert REPEAT Instructions
	On Your Own
	Insert the Author Information Dialog into the Editor Information Dialog
	Insert the Book Information Dialog into the Author Information Dialog
	Test the Nested Repeat Instructions
	Conclusion


	Chapter 2: HotDocs Automator Tutorial
	Overview
	What is HotDocs Automator?
	Lesson 1: Assemble a Form Document
	Overview
	Open the Tutorial Templates Library
	Assemble a Form Document
	Preview the Assembled Form Document
	Enter Answers at the Form Document Tab
	Save Your Answers in an Answer File
	Save or Print the Assembled Document
	Send the Assembled Document to HotDocs Filler
	Conclusion

	Lesson 2: Create a New Form Template
	Overview
	Start the Tutorial
	Create a New Form Template
	Familiarize Yourself with the HotDocs Automator Window
	Conclusion

	Lesson 3: Create Answer Fields
	Overview
	Start the Tutorial
	Create Simple Text Fields
	On Your Own
	Auto-Detect Fields
	On Your Own
	Create Single-Character Fields
	Create Check Box Fields
	Change Properties for Multiple Fields
	Create Circled Fields
	On Your Own
	Conclusion

	Lesson 4: Attach Text Variables to Fields
	Overview
	Start the Tutorial
	Attach Text Variables to Fields
	On Your Own
	Format Text Answers
	On Your Own
	Allow Multi-Line Text Answers
	On Your Own
	Assign a Text Variable to a Group of Fields
	Group Lines of Text
	Conclusion

	Lesson 5: Attach Date, Number, and Multiple Choice Variables to Fields
	Overview
	Start the Tutorial
	Attach Date Variables to Fields
	Attach Number Variables to Fields
	On Your Own
	Set Minimum and Maximum Limits
	Attach Multiple Choice Variables to Fields
	Attach Multiple Choice Variables to Check Boxes
	Conclusion

	Lesson 6: Attach True/False and Computation Variables to Fields
	Overview
	Start the Tutorial
	Attach True/False Variables to Circled Fields
	On Your Own
	Attach a True/False Variable to a Check Box
	Compute Numbers
	Test the Computation
	Use a Computation to Combine Text Answers
	Conclusion

	Lesson 7: Make Answer Fields Conditional
	Overview
	Start the Tutorial
	Make Fields Conditional
	On Your Own
	Conclusion

	Lesson 8: Create a List Using a Table
	Overview
	Start the Tutorial
	Group Fields as a Table
	Create a Repeated Dialog
	Automate the Beneficiary Designation Continuation Table
	Filter Answers in a Table
	Conclusion

	Lesson 9: Create Answer-Gathering Dialogs
	Overview
	Start the Tutorial
	Gather Variables into Dialogs
	On Your Own
	Create the Medical History Dialog
	Create Custom Prompts for Variables
	Make Variables in a Dialog Conditional
	On Your Own
	Create Default Dialogs
	On Your Own
	Attach an Answer Wizard to a Computed Field
	Assign DEFAULT Answer Wizards to Fields
	Assemble a Form Document Using Direct-Fill
	Conclusion

	Lesson 10: Create a Default Interview
	Overview
	Start the Tutorial
	Have HotDocs Generate a Default Interview
	Assemble a Form Document Using an Interview
	Conclusion


	Chapter 3: HotDocs Database Connectivity Tutorial
	Overview
	Lesson 1: Create an ADO Connection String
	Overview
	Create a Database Component
	Define the ADO Connection String
	On Your Own
	Conclusion

	Lesson 2: Link Variables to Fields in a Database Table
	Overview
	Start the Tutorial
	Link Variables to Fields
	Designate a Specific Field as the Key Field
	Test the Database
	On Your Own
	Conclusion

	Lesson 3: Select Fields and Records for Display
	Overview
	Start the Tutorial
	Choose Which Fields Will be Presented During Assembly
	On Your Own
	Conclusion

	Lesson 4: Filter the List of Records
	Overview
	Start the Tutorial
	Create the Database Filter
	Conclusion

	Lesson 5: Select Related Database Records
	Overview
	Start the Tutorial
	Link the Common Field to a Variable
	Use the Linked Variable as a Filter
	Conclusion

	Lesson 6: Test the Template
	Overview
	Start the Tutorial
	Test the Template
	Conclusion



