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One-Page Cheat Sheet

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

1.

Doxsera.zip Properties
|nSta" General | Carbontte | Securty | Details
Right-click the Doxsera.zip, DoxseraDB.zip, or Aurora.zip file you downloaded L e
and choose Properties. If you see an Unblock button, click it to unblock the file, el Camprssse ) Facer(a6)

Opens wih: [ Windows Explorer Change.

then click Apply, OK.

Location: Ci\Users\sc ott_000\Desktop
5.95 MB (6,239,805 bytes)

Double-click the same file to see the files it contains.

isk:  5.95 MB (5,242,304 bytes)

Double-click the Doxsera.docm, DoxseraDB.docm, or Aurora.docm file to install.

sssss

Activate srbies, [Fedory IHaS
Go to the new Doxsera, Doxsera DB, or Aurora tab in Microsoft Word, click T e e
% Options, License code, and enter the Registered Name and License Code we

emailed to you. Or retrieve your license code by logging into your account at

www.theformtool.com.

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

3.

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

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

Add a Questionnaire at the bottom of the form by clicking B8 Questionnaire, "#* Create on the Dox/DB/AwD tab.

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

‘ Doxsera (c) 2016 Snapdone, Inc. ‘

Label Question | Answer !
Signer What’s the name of the signer?
DOB What's the birthdate of the signer?

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

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

Signed:

{SIGNER}

Save and close the finished form.

Use your new smart form to create a document

Open the form you created in Step 3. Type answers in the Questionnaire and click &= Fill on the Dox/DB/AwD tab.
Done!

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

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

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

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

whether digital or paper.

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

finite and therefore manageable by software.

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

otherwise required.

As your use of Doxserd, Doxserd DB, and Aurora webData expands, watch your productivity
increase while your costs decrease. Our customers report an average three times increase in
productivity and a 100% decrease in errors, for a 20% reduction in total costs, compared to their

previous document assembly technology.
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Step 1: Is the File Blocked?

. . . . Doxsera.zip Properties
Windows sometimes blocks downloaded files to protect you from viruses. e [ [
Right-click the Doxsera.zip, DoxseraDB.zip, or Aurora.zip file you W Do 20
downloaded and choose Properties. If you see an Unblock button, click it Type cffle:  Compressed tpec)Flcer (25)

Opens with: 5 Windows Explorer Change

to unblock the file, then click Apply, OK.

Location C:\Users'scott_000%Desktop
Size: 5.95 MB (6,233,305 bytes)
Size on disk:  5.95 MB (6,242,304 bytes)

Today, December 7, 2013, 2 minutes ago
Modified , December 7, 2013, 1 minute ago

Accessed Today. er 7. 2013, 2 minutes ago

Attibutes: | Readonly [ ] Hi Advanced...

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

Unblock

Step 2: Open the Installation File

Open the file you downloaded to see its contents. Double-click on the Doxsera.docm, DoxseraDB.docm, or

Aurora.docm file. (Depending on your computer’s configuration, you might not see the .docm at the end of the
filename.)

Step 3: Security Warnings?

Depending on Windows and Microsoft Word settings, you may need to respond to one or more security
warnings before installation can proceed.

If you see this ... If you see this ...

EH S = @ HS s Doxseral.Da.dotm [Compatibility Mode] - Word 7 ®E - 0 %
HOME | INSERT  DESIGN  PAGELAVOUT  REFERENCES  MALINGS  REVIEW  VIEW  DOXSERA  Sid» HOME INSERT  DESGN  PAGELAYOUT 2 MALNGS  REVEW  VIEW  DOXSERA  Sir
oL Calibri (Bodly) <] = = # r Calibri (Bady) o LRI - I
D 510 -mx e A AaBOCCD AaBbCCD  AaBOCcDC e 57 U-mw A AaBbCcDe AaBBECD AaBbCCDE |
Clipboara Font 5 Paragraph 5 stytes 5 ~ Clpboard 1 Font -
o R . A < - B . s
. &
Doxsera License Agreement
llati 8Doxsera Installation
1. License Grant. Subject to the payment of the
Soplicable license fees, and subject 1o the terms and ’ e
Gondiions of this Agreemen, Snapdone, In. hereby il [ yeaemethis e
" grants to you a non-exclusive, non-transferable right to | almost done! -‘ almost done!
Do you accept al the terms of the preceding icense =
agreement? 1f so, dlick on the Yes button. If you select =
No, installation il be canceled.

Click Ve s foliow the
Fopug insructors,

" Yes No lick Yes and follaw the
4 4 sopun neructons

AN

N you see a security warning here ... ... do this ‘ «. do this

B ©Q roseaven

ik Enable Editng.

PAGETOF1 202WORDS %3

You're almost done. Click Yes to the license Follow the on-screen instructions to respond to
agreement, then OK to install. your computer’s security warnings.

You can reread the license agreement later by clicking % Options, License agreement.
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Step 4: Close and Reopen Word

Close Microsoft Word completely, including all open documents. When you reopen Microsoft Word, you'll
find a new tab on Word’s ribbon menu labeled Doxsera, Doxsera DB, or Aurora. Click that tab to reveal the new
commands.

]

Document] - Won!

Home Insert Design Layout References Mailings Review View Doxserd
g ﬁ 1 ) Reset @ C) *% SavefLoad == Remove M Questionnaire ~ E‘:j Field P Fetcher o Checl~ e Help
*2 2 Blanks = Peek Next + Up & Smart Answer 1= List I Attn Mark L', Sources - ﬂﬁbout
Start  Fill  Attn Fetch  Refresh Add -
ﬁpetrify “— Peek Off ¥ Down == Row/Column~ ‘ Condition i Tools~ %5 Options ~
Form Answers 3eries Form Author's Tools

If the Dox/DB/AwD tab does not appear, try restarting your computer. If that doesn’t work, please contact us
at www.theformtool.com/resources so we can help get you started.

Step 5: Enter License Code

To activate the program, click % Options, License code and enter the registered name and license code we
emailed to you. If you need to buy a license, visit www.theformtool.com. If you’ve lost your license code,
check your emailed receipt or log into your account at www.theformtool.com (click the Log In button in top
right corner).

Step 6: Sharing Information on a Network

If you own multiple licenses, see Sharing Information on page 200.

Step 7: Updates

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

What'’s It Do?

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

Dox/DB/AwD makes it easy for the form author to ask a series of questions, and easy for form users to answer
those questions.

Creating a Basic Form

We'll turn this document into a form. If you'd like to My name is Abigail Bentley. | was born on April 17, 1960.

work along with this example, begin by typing or Signed:
copying the text shown here into a blank document. ABIGAIL BENTLEY
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Step 1: Create the Questionnaire [HEE
Click == Questionnaire, ¥ Create on the Dox/DB/AwD tab to add a Questionnaire to the end of the form.

Doxsera (c) 2011-2016 Snapdone, Inc.

Question \ Answer

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

In this example, we need to ask the form user for the signer’s name and birthdate. Type the two questions
in the Questionnaire, including a short label for each.

Doxsera (c) 2011-2016 Snapdone, Inc. ‘

Label Question | Answer !
Signer What’s the name of the signer?
DOB What's the birthdate of the signer?

Adding Rows to the Questionnaire

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

Later on, Dox/DB/AwD “locks” the Questionnaire so form users
can’t accidentally alter it. But you can still add rows by clicking
c— Row/Column, ¥ Add.

Omit space characters in Labels. For example, SignerName and Signer_Name are both okay, but don’t use
Signer Name with a space in the middle. Also avoid special characters like brackets, slashes, and braces.
But don’t worry too much — if you try to use a character that’s not allowed, Dox/DB/AwD will
automatically remove it for you during Step 2 below. The + Check Form command (page 197) also catches
labeling problems and is a great tool for every form author’s belt.

Step 2: Add Fields to the Form Ej

In the body of the form, add Fields wherever answers need My name is Abigail Bentley. | was born on

to be inserted. For example, this form needs three Fields. April 17, 1960.
Signed:

ABIGAIL BENTLEY

My name is Abigail Bentley. | was born on

Select Abigail Bentley and click s Field (yes, it’s the friendly April 17, 1960

Field Bunny) to open the Field screen. Signed:

ABIGAIL BENTLEY
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All the questions in the Questionnaire are listed here, using Quesiornaie EHRIE
the labels you provided. In this example, there are only two: =
Signer and DOB. Select Signer. Format

Various Field types and formats can be selected on the right
side of the screen. In this example, the default is correct
(Text, FreeForm).

Click OK to finish. ol Fi;st capital

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

My name is {Signer}. | was born on April 17,

Notice that the Field you added shows up as a gray 1950

bracketed item: {Signer}. Signed:

ABIGAIL BENTLEY

My name is {Signer}. | was born on April 17,

Select April 17, 1960 and click ¥s Field to add the second Field. 1960

Use the same steps as above, but this time choose the DOB

Signed:
label and the Date type.

ABIGAIL BENTLEY

Finally, select ABIGAIL BENTLEY and click % Field to add the | MY "ame is {Signer}.  was born on {DOB.

last Field. For this Field choose the Signer label and

Signed:
UPPERCASE format.

ABIGAIL BENTLEY

After adding all three Fields, the finished form looks like | MY "2me is {Signer}. | was born on {DOB}.

this. The first Field uses Text, FreeForm, the second uses Signed:
Date, and the third uses Text, UPPERCASE.

Save the finished form wherever you like to keep your {SIGNER}

forms. (Consider saving your forms as templates instead of
documents. See Documents Versus Templates on page 7.)

Doxserd® Doxsera DB® webData™ - Expert Guide (4/2019) Page 5



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

Using a Basic Form ﬁ

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

‘ Doxsera (c) 2016 Snapdone, Inc.

Question ‘ Answer
Signer What's the name of the signer? Horace Blixt
DOB What's the birthdate of the signer? \ 5/23/72 /

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

My name is Horace Blixt. | was born on May 23, 1972.

Signed:

HORACE BLIXT

Turning Old Files Into New Forms

Old File Formats

You're using a recent version of Microsoft Word now, but some of your old documents and forms might
have been created with earlier versions. It's important to convert those old files to the new format so all
Dox/DB/AwD features are available.

Does it need to be converted?

= Purchase and Sale Agreement.doc [Compatibility Mode] - Word
Home Insert Design Layout References Mailings Review View Doxserd
g & 1 ) Reset @ C) % Save/Load == Remove = MEMuestionnaire - E.'EJ Field & Fetcher o Check~ e‘ Help
- =5 2 Blanks = Peck Next + Up Srart Answer  := List I Attn Mark L‘,Sources' ﬂAbout
Start  Fill  Attn Fetch  Refresh _
ﬁpetrif'y ~— Peek Off ¥ Down ¥- Row/Column ~ ‘ Condition tl Tools~ e Options ~
Farm Answers Series Farm Author's Tools

Look at the top of the Word screen. If you see [Compatibility Mode], the form needs to be converted.
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Converting an old file

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

i word 2007

Iil Word 2010 and later

. Click the =& Office button (the round button

in the top left corner), then click Save As.

. In the Save as type box, choose Word

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

. Near the bottom of the screen, make sure the

Maintain compatibility with Word 97-2003
checkbox is UNCHECKED.

1.
2.

. Near the bottom of the screen, make sure the

. Click Save.

Click File, Save As.

In the Save as type box, choose Word
Document (.docx) or Word Template (.dotx).

Maintain compatibility with previous versions
of Word checkbox is UNCHECKED.

4. Click Save. 5. If you still see [Compatibility Mode] at the top

of the screen, click File, Info, Convert.

Documents Versus Templates

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

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

Creating Smarter Forms

Dox/DB/AwD builds intelligence right into the form, automatically including or removing optional text,
changing pronouns and plurals, converting date and number formats, performing math calculations, and

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

more. A single click by the form user can change the entire landscape of the finished document.

Smart Answers &

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

(c) 2011-2016 Snapdone, Inc.

‘ Answer

Label Question

Buyer Buyer’s name

Seller Seller’'s name

These are answer boxes —
one box for the Buyer

_ question, and another for

the Seller question.

To change the answer type for a particular question in the Questionnaire, put the cursor in its answer box and

click % Smart Answer to open the Smart Answer screen.

Text ]Qropdown | Yes/No | Checkboxes | Derived

Tabs across the top of the
screen allow you to choose
one of five answer types.

* Single text box

" Series of text boxes

™ with pronoun

Text Answers

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

was the date of the injury?” “What's the amount due?”

Single/Series

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

d  Single text box

" Series of text boxes

I~ with pronoun

Select Series of text boxes to ask for several
pieces of info (“What are the names of the
shareholders?”).

€ Single text bax

I~ with pronoun

Text | propdown | Yes/No | Checkboxes | Derived |

Text | propdown | Yes/No | Checkboxes | Derived |

* & Series of text boxes | Link to a preceding Series answer or a Grid

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

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

Text | propdown | Yes/No | Checkboxes | Derived

Linked series: If the form includes another series
answer, you have the option of linking this
answer to it: select Link to a preceding series
answer or a Grid, and select the other answer.

 Single text box

@ Series of text boxJumey¥ Link to a preceding Series answer or a Grid | Directors -

Linked answers ask for more info
about responses in a preceding
Series answer. Responses in the
preceding answer are used to

For example, the first question in your form “
. . . _ o oy | oy b i
might ask for a list of directors (a series answer). e S sl
The second question could be a linked answer
asking for each director’s email address.

To create a Grid answer, place the Lint the
cursor at the end of the form arvies || G Parker

(below the Questionnaire) and click
the Answer button.

/1771380
31/1989
3/17/162

"ok ] cancel

(0120142014 Snapdone, In.

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

Text | propdown | Yes/No | Checkboxes | Derived |

To include a pronoun box alongside a Text
answer, select With pronoun.

——
The pronoun box allows the form user to select a

pronoun to go along with their answer: he, she,

it, or they. The form author can make use of this

info throughout the form, using Pronoun Fields

(page 23).

The text box allows for
a typed response.

The prenoun
dropdown asks
users to select
he, she, it, or
they.

(0120142014 Snapdone. nc.

Dropdown Answers

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

direction will you travel?” could present a dropdown list of north, south, east, and west.

Single/Series

Text Dropdown |yes/No | Checkboxes | Derived

Select Single dropdown when you are asking for a
single piece of info (“On what continent do you
live?”).

& single dropdown

" Series of dropdowns

Source for dropdown choices: | typed here -

I Allow user to write in a different response

Dropdown choices
Africa
Antarctica
Type one choice | Asia
per line. Australia
Europe

To copy and North America
paste, press South America
Ctrl+C and

Crl+V.

The dropdown box allows users to
select one of several choices.

Users
cannot
type their
own

choose
ene in the
dropdown
list.

Choices to be shown
43 in the dropdown are
typed here.

(0120112018 Snapdone, .

Text Dropdown | yes/No | Checkboxes | Derived |

Select Series of dropdowns to ask for several
 single dropdown

pieces of info (“On what continents have you e SOt (B e T e E,
lived?”). [t

I Allow user to write in a different response

Source for dropdown choices:

[ Dropdownchoices |
Africa
Antarctica
Type one choice | Asia
per line. Australia
Europe
To copy and North America
paste, press South America
Ctrl+C and
Crl+v.

Several dropdown boxes are
included in a single answer, so
users can give a series of

responses to the question. Each
dropdown box contains the same
set of choices.
Users
cannot
type their
wn
response
- they
must
Choices to be shown ~ ho0se
4a in the dropdown are S”E injthe
ropdown

typed here.

list.

(o1201420% Snapdone, .

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

ok Y cancel
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Text Dropdown | yes/No | Checkboxes | Derived |

Linked series: If the form includes another series

 single dropdown

& Series of dropd ¥ Link to a preceding Series answer or a Grid
Fee for dropdown choices: | typed here -

I~ Allow user to write in a different response

answer, you have the option of linking this
answer to it: select Link to a preceding series
answer or a Grid, and select the other answer.

For example, the first question in your form

Africa

might ask for a list of directors (a series answer). Tepeeces |
The second question could be a linked answer me | Ehine
Ctrl+v.

that asks in which continent each director
resides.

Dropdown choices

Directors. -

Linked answers ask for more info
about responses in a preceding
Series answer. Responses in the
preceding answer are used to
identify each dropdown in the Linked
answer.

tistthe | il parker

Erc

T
whats | Gilparker [single  ~]
P e e
status?

Pat Cos

(0120142014 Snapdone, .

oK i cancel

Note: linked answers are “old technology.” You will usually want to use Grids instead (page 15).

Source for Dropdown Choices

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

Text Dropdown |yes/No | Checkboxes | Derived

Source = typed here

—
& Single dropdown

" Series of dropdowns.

I™ Allow user to write in a different respense

The list of choices is typed right into the Smart
Answer screen. Each choice is on a separate line.

Dropdown choices

Africa
Antarctica

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

Type one d Asia
per line. Australia
Europe

To copy and North America
paste, press South America
Ctrl+C and

Crri+V,

Click abc to sort items alphabetically.

—

The dropdown box allows users to
select one of several choices.

Users
cannot
type their

choose
one in the
dropdown
list.

Choices to be shown
4 inthe dropdown are
typed here.

(0120142014 Snapdone, .

Text Dropdown |Yes/No | Checkboxes | Derived |
—

Source = another answer

@ single dropdown

( Series of dropdowns

If the form includes another series answer, you

Source for crop eI anciher snswer || Ofcers

[~ Allow user to write in a different response

have the option of using it as a source.

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

|

The dropdown box allows users to
select one of several choices.

Users
cannot
type their

Choices shown in the
dropdown are
responses to &
previous Series

answer.

c)2011:201% Snapdone, Inc.

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)
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[ —

Source = Master List

 single dropdown

(" Series of dropdowns

Text Dropdown |Yes/No | Checkboxes | Derived |

If you have created any Master Lists (page 119),
you may select one as a source.

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

Sourcefor cromaor S iscor [t

[~ Allow user to write in a different response

][ Attorneys ~|

The dropdown box allows users to
select one of several choices.

Users
cannot
type their

Choices shown in the
dropdown are items
in the left column of a

Master List, ==

]

—

Source = Folios

20112014 Snapdone, nc

& Single dropdown

Text Dropdown |yes/No | Checkboxes | Derived

Folios (page 124) are “storage bins” where
Passages can be stored and later inserted into

~
Source for dropdown d Folios
m]

|| Passage Hames -]

forms when and where needed. Folios and
Passages are categorized with Tags.

After choosing Folios as the dropdown source, / S

you will choose either Passage Names, Folio

EP DPA Agents
Joint Trust Dispositive Clauses

Jury Instruetions

Q
(o]
o]
Q LLC Acts Requiring Consent
Q
o

& Al

Show these Passages

€ Filter

Names, Passage Tags, or Folio Tags to populate the

Questions

oK Cancel

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

Jane Doe ~

Passage Names to be shown
4@ in the dropdown are identified

dropdown list. See Fetch Answers on page 132.

©

Recipes
) 2014201 Snapdone, . I

The bottom left area of the screen identifies which names or tags will be included in the dropdown
list. In the example pictured here, All Passages contained in the Doctors Folio will be included.

Allow User to Write in a Different Response

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

Text Dropdown |yes/No | Checkboxes | Derived |

& Single dropdown

(" Series of dropdowns

Source for dropdown choices:

Allow user to write in a different response

another answer = | Officers

E]

The dropdown box allows users to
select one of several choices.

Users can
type their

dropdown
list.

Choices shown in the
dropdown are
responses te a
previous Series
answer.

i

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)
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Yes/No Answers
Yes/No answers allow the form user to respond yes or no (and sometimes n/a).
Single/Series

Text | Dropdown Yes/No | checkboxes | Derived |

Select Single Yes/No when you are asking for a
*  single Yes/No
Slngle yeS/nO response (”IS the property for * series of Yas/No's linked to a preceding Series answer or a Grid
7 [ Include 'N/A" chaice
sale?”).

A dropdown box allows the user
to respand Yes or No.

If the form includes another series answer, you s T e

" Single Yes/No

have the option to choose Series of Yes/No’s / o Yo Inkesto 8 preceing S avarraid [ Poperes 3]
linked to a preceding series answer or a Grid. This e

asks for a yes/no response regarding each item in
the other answer. .
For example, the first question in your form
might ask for a list of properties (a series N —
answer). The second could ask whether each of o [y
those properties is zoned for commercial use (a e TR
series of Yes/No’s). S [

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

Include ‘N/A’ Choice

When Include ‘N/A’ choice is checkmarked, users I [Rezeden| /o] Checkimes[o=cre= |
@ Single Yes/No
have the Option Of responding n/a instead Of yes  Series of Yes/No's linked to a preceding Series answer or a Grid

W Include 'N/A' choice

or no. (N/A stands for “not applicable.”)

A dropdown box allows the user
to respond Yes, No, or N/A.

(6120112018 Snapdone,nc. ok || Cancel
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Checkboxes Answers

Checkboxes answers allow the form user to check or oot | mwian st Chockose= partesd]
Source for checkboxes:
uncheck a series of labeled checkboxes.

typed here

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

Type one choice | Rule 3
per fine.

To copy and
paste, press
Ctrl+C and " o
Ctrl+v. g The list of checkboxes is typed

Derived Answers

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

Freeform

In a Freeform Derived answer, the answer box e e e e

 Freeform [~

becomes the form author’s private workspace to O
perform complex calculations behind the scenes.
This is useful for: S

answered by the form user. Instead,
they are automatically determined
during the il process.

Conditions based on the results of math s g e
answer box in the Questionnaire is

formulae, date offsets, or other Conditions. P I S,
Given a person’s birthdate, a Derived answer e

can use date and math functions to calculate

the person’s age. That age can then be used as

the basis for conditional text in the form that — [ ] cwen |
refers to the person as either an adult or a
minor.

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

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

Use any combination of text, Fields, Lists, and Conditions in the answer box of a freeform Derived
answer. Lesson 16 on page 93 uses a whole bunch of Derived answers.
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Freeform linked: If the form includes a series
answer, you have the option of linking this
answer to it: select Link to a preceding series
answer or a Grid, and select the other answer.

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

Text | Dropdown | Yes/No | Checkboxes Derived
& Freefol Link to a preceding Series answer or a Grid

eries: (7 (o} (6}

childDoB -

Derived answers are not seen or
answered by the form user. Instead,
they are automatically determined
during the Fill process.

Freeform derived answers are
created by the form author. The
answer box in the Questionnaire is
treated as a "mini-form" -- text,
Fields, Lists, and Conditions can be
included, just as they are used in the
main body of the form.

01201:2016 Snapdone. nc.

Note: linked answers are “old technology.” You will usually want to use Grids instead (page 15).

Series of Answers

You can also create a Derived answer that is a
series of other answers. Think of it as a bucket
into which you toss other answers to create a
new series. The other answers may themselves be
series answers, and you may filter them to
include only some of the items they contain.

The resulting Derived series can be sorted
alphabetically, numerically, or by date.

Derived series answers are enormously powerful
and flexible. See Lesson 13 on page 79.

Series of Passages or Folios

If you have created any Folios (page 124), a
Derived answer can also be used to generate a
list of Passages or Folios.

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

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

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

Text | Dropdown | Yes/No | Checkboxes Derived
© Freeform

& Series: & Answers (" Passages (" Folios

Choose answers to Signer Item
include in the Spouse Ite
derived series Children Al tems

Keep results in

c

the listed order Allitorms |
items.

& Sort Some items |

All items in the selected answer's response will be

ABC |125 | Date | ILGTE i e derived seres.

Standard
F Atz
©Ztoa

By last name
CAtoz
CZtoA

I™ Allow duplicates

|
E
L]

Derived answers are not seen or
answered by the form user. Instead,
they are autornatically determined
during the Fill process.

This Series-Answers derived answer
stacks responses to included answers
into a single series.

(612012076 Snapdone, Inc.

Text | Dropdown | Yes/No | Checkboxes Derived
 Freeform
£ Ansy

& Series: ¥ passages (” Folios

Look in these Folios Show these Passages

C Al @ one (" Filter & Al  Filter

O Acme Products
O Animals

O AnimalTraits
S{Fhuthans ]
Q Citations

© Jury Instructions

O Medical Authority

O Product Information

Derived answers are not seen or
answered by the form user. Instead,
they are automatically determined
during the Fill process.

This Series-Passage derived
€8 answer produces the series of
Passage names identffied here.

Baker v. Candle Mfg. Co.
Garrisen v. Pharmacology R Us
Hooper v. Clash

Last Chance v. Driving for Dallar
Maxwell v. Mundane

Oddwell v. Malcontent

Parker v. Nonsense

(€12071-2016 Snapdone. nc.
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Hiding Derived Answers

Since Derived answers work automatically in the background, they should be hidden from form
users to avoid confusion: after you've finished creating the form, click == Row/Column,

"% Show/Hide to hide all Derived answers. If you need to revise the form later, click the same button
again to make everything visible.

Grids

Grids appear under the main Questionnaire and supplement it. They are composed of a whole collection
of linked series answers, with each answer occupying a column.

Doxsera (c)2011-2016 snapdone, Inc.

Question Answer
DateSign Date of signing? 12/29/2012
List all the parties:
Name Street City State Zip
Grid Terry Porter 555 Main Street Seattle Washington 98101
Garth Blinth 123 Sycamore Lane Chicago Illinois 50103
Eva Roette 868 Meridian Drive Houston Texas 76023

To add a Grid, click B Questionnaire, 8 Grid, # Add, and enter the number of columns desired. (Upto
63 columns are allowed, but you would have to use a very small font!)

To remove a Grid, put the cursor anywhere in the Grid and click B2 Questionnaire, = Grid, = Remove. Or
rearrange the order of multiple Grids by placing the cursor in one and clicking BB Questionnaire, ¥ Grid,
& Move Up or ¥ Move Down.

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

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

To practice with Grids, see Lesson 12 on page 71.

Default Answers

To save typing for the form user, provide default answers whenever practical. For example, if your office
is in Washington State, you can partially pre-fill the Questionnaire with this answer. The form user can
always type a different state if necessary.

‘ Doxsera (c) 2016 Snapdone, Inc.

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

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019) Page 15



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

Text Fields

Text Fields are the most common. L ool - .
" Nmbr
Choose FreeForm to capitalize text exactly as it was DOB C pete
typed in the Questionnaire, or one of the other formats : i
* FreeForm
to enforce a particular type of capitalization: First (" Ficst capil

capital, Title Case, lowercase, or UPPERCASE. Y=

" lowercase

" UPPERCASE

W Blank line

] oK Cancel
(5] 2011-2016 Snapdane, Inc.
Number Fields
. . Questionnaire \ ﬂﬂﬂ . ronoun
Nmbr Fields can be formatted as numerals with or  s———————————— . .~ o
without commas and with various numbers of decimal featiie
places, as ordinals (1st, 2nd, 3rd ...), or as upper- or Xm‘d
. 1,000 (o decimals)
lowercase words (one, Two, THREE), ordinal words W e oo
1000 (no decimals;
(first, second, third), or dollar amounts in several fos0 s Sy )
1000.10 (exactly 2 decimals)
formats (Three Dollars and 38 Cents). / TR A
1,000th
1,000TH
Number Fields can be further automated with math e Tt
. . one thousandth
functions. Click Math to open the Math screen (page 87). L] one oot
B Mot v 107100
ONE THOUSAND AND 10/100
one thousand and 10/100ths
One Thousand and 10/100ths
ONE THOUSAND AND 10/100ths

one thousand dollars and 10 cents

One Thousand Dollars and 10 Cents

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

One Thousand Dollars and Ten Cents
ONE THOUSAND DOLLARS AND TEN CENTS

International number formats. Number formats shown in this
screen always use periods for decimals and commas for digit
grouping (for example, 1,000.00). But when the form is Filled,
punctuation will be reversed when necessary to conform to your
computer operating system settings (for example, 1.000,00).
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Date Fields

Date Format

. . Questionnaire | ﬂﬂﬂ  Text
Date Fields can also be formatted many ways, using S e
both words and numbers. You may even choose to e ——
display only a portion of the date that’s typed into & ogfind format
. . . E} 3 M
a Questionnaire, like the name of the month or day i -
of the week. NONGAT, WY 1. 2030
1 May 2010
1 MAY 2010
Monday, 1 May 2010
MONDAY, 1 MAY 2010
1st day of May, 2010
15T DAY OF MAY, 2010
1st day of May in the year 2010
1ST DAY OF MAY IN THE YEAR 2010
5/1/2010
05/01/2010
2010-05-01
— 1/5/2010
01/05/2010
2010-05-01
May
MAY
1st
15T
2010
Monday
MONDAY
Date Offset
Date Fields can be further manipulated with Date Questionaire =ale]
. Signer
Offsets. Click Offset to open the Date Offset screen. — ‘ L
‘ o gﬁset] Function |
In this screen, related dates can be calculated from Eixed | variable |
a date typed in the Questionnaire by the form user. Fixed offsets use tht?'l:umber of weeks you provide here
For example, the Questionnaire mlght ask for a [T TTER [ 2 i‘ ............... weeks -
trial date, and the form could calculate several : :
Start with the supplied date and subtract 2 weeks. -

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

Date Offsets are built one sentence at a time. Click
" to add another sentence, or X to remove the last ox | R |

(&) 20M-2ME Snapdone, Inc.

one.
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Lesson 1
Lesson 1: Fixed Date Offset
¢ Date Field (page 17)
¢ Date Offset (page 17)

Lesson 1

Lesson 1

Given a trial date, this form calculates two related
dates.

I8 Create the

a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

Your trial date is Tuesday, April 25, 2017. Interrogatory answers must be filed 20
business days before trial, on March 28, 2017. Please have your draft answers to
me no later than the preceding Friday, March 24, 2017.

Question

TrialDate What's the trial date?

Doxsera (c)2011-2016 Snapdone, Inc.

Answer

yA Add a basic Field

a Select Tuesday, April 25, 2017 and click ¥s Field

b Select the TrialDate answer
C Select the Date Field type
d Select the Monday, May 1, 2010 format and click OK

answers mus
March 28, 2

led 20 business days before tria

Your trial date is Tuesday, April 25, 2017. Interrogatory

lease have your draft answers t0
no later than the preceding Friday, March 24, 2017.

= 2]

Questionnaire

Format }gffsat | Funtion |

& Defined format

Monday, May 1, 2010 ~

Custom format

o

W Blank line

Cancel

() 201-2016 Snapdone, Inc.
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Lesson 1 Lesson 1 Lesson 1

e® Add the first a Select March 28, 2017 and click ¥s Field
Date Offset Field b Select the TrialDate answer
C Select the Date Field type
d Click Offset to open the Date Offset screen
e Select the offset minus 20 business days
f Read the description to make sure it’s correct, then click OK to close the
Date Offset screen and OK again to close the Field screen
. . 7 Questionnaire 1 Fﬂﬂ  Text
Your trial date is {TrialDate}. Interrogatory e
answers must be filed 20 business days before @ Date
trial, on March 28, 2017. Please have your draft foma | afie | Function|
answers no later than +ha mrasading Bridavu |4 i =
March 17. Eveed | wariable | £ Custom format
Fixed offset i ’77

Start with the supplied date and subtract 20 business days (not
counting weekends and holidays).

v Blank line

1 cancel

(o) 201-2016 Snapdone, Inc.

OK | Cancel ‘
(=) 201-20M6 Snapdone, Inc.

Date Offsets are built one sentence at a time. Most require only one sentence like the one above, but the
one below uses two sentences to come up with the Friday preceding the day 20 business days before trial.
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Lesson 1 Lesson 1 Lesson 1

‘8 Add the second a Select March 24, 2017 and click ¥s Field
Date Offset Field b Select the TrialDate answer
C Select the Date Field type
d Click Offset to open the Date Offset screen
e Select the offset minus 20 business days for the first sentence
f Click “s* to add a second sentence
g Select the offset go to preceding Friday for the second sentence
h Read the description to make sure it’s correct, then click OK to close the
Date Offset screen and OK again to close the Field screen
- - : Questionnaire | E Sﬂ " Text
Your trial date is {TrialDate}. Interrogatory .
answers must be filed 20 business days before @ pate
trial, on {TrialDate (offset}. Please have your draft gomat | afi| Furcon|
answers to me no later than the preceding Friday, i -
MarCh 24, 2017. r| " Custom format y
Fixed ]!ariable
Fixed offset
d
Fixed e ] ::kil_lﬂ;liae:dd:iéTidaalﬂl;:lsjslubtract 20 business days (not j -
sets use the ay of the week you provide here & =n line
Cancel
I‘go to j preceding j |Fﬁday j GrrEnls
E
Start with the supplied date and subtract 20 business days (not o
cc_unting weekends and holidays). Then go to the preceding &
Friday.
(o]’ | Cancel ‘
ne, Inc.
r
QK | Cancel ‘
[z]) 2011-2016 Snapdone, Inc.
=THE PAYOFF =
The form user answers just one question, and the form calculates all three dates.
Doxsera (c)2011-2016 snapdone, Inc. Your trial date is Wednesday, July 12, 2017.
Label Question Answer Interrogatory f'zmswers must be filed 20 business
days before trial, on June 13, 2017. Please have
TrialDate | What’s the trial date? 7/12/2017

your draft answers to me no later than the
preceding Friday, June 9, 2017.

Lesson 1 Lesson 1 Lesson 1
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Lesson 2 Lesson 2

Lesson 2: Variable Date Offset

Lesson 2

¢ Number Field (page 16) Given a commencement date and length of term, this
e Date Field (page 17) form calculates a termination date.

¢ Date Offset (page 17)

18 Create the a Type or copy/paste this paragraph into a blank document

Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

March 11, 2017, and ending on March 11, 2020.

d Doxsera (c)2011-2016 snapdone, Inc.

Lessor leases the Premises to Lessee for a Term of 3 years, beginning on

Question Answer
Date What is the lease commencement date?
Term How many years long is the term?
2 Add basic Fields a Select 3 and click ¥s Field

b Select the Term answer

C Select the Nmbr Field type and click OK
d Select March 11, 2017 and click ¥s Field
e Select the Date answer

f Select the Date Field type and click OK

Lessor leases the Premises to Lessee for a Term of
3 years, beginning on March 11, 2017, and ending

ch 11, 2020.

Questionnaire e Q| 2 . L
= " Questionnaire e G| &

& Nmbr

" Date

Eormat | math |

* Defined

1,000 (no decimals)

 Custom

e

¥ Blank line

@fTo ] e

(c) 2011-2016 Snapdane, Ing
~

Lessor leases the Premises to Lessee for a Term of

{Term} years, beginning on {Date}, and ending on

March 11, 2020.

" Text
" Nmbr
f* Date

Format }gﬁsgtl Function |

& Defined format
May 1, 2010 -

" Custom format

I¥ Blank line

[ Cancel

[2) 2011-2016 Snapdene, Inc.
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Lesson 2 Lesson 2

£ Add Date Offset Field @ Select March 11, 2020 and click ¥ Field
Select the Date answer

Select the Date Field type

Click Offset to open the Date Offset screen
Click the Variable tab

- ® QO 6 T

and OK again to close the Field screen

Questionnaire |
Lessor leases the Premises to Lessee for a Term of
{Term} years, beginning on }, and ending on @)
March 11, 2020. d

Fixed Variable ]

Variable offsets get the number of years from the Questionnaire

plus j | Term ~ |} years j
Start ¢upplied date and add { ears (if the -
starting e is Feb. 29 and the ending d = not a leap year,

X|

go to Feb. 28).

If we knew how many years to add, we’d use the Fixed
tab. Since the number of years will be provided by the
form user, we use the Variable tab instead.

[ OK | Cancel ‘
() 2011-2016 Snapdone, Inc.

= ol

Lesson 2

Select the offset plus Term years, click OK to close the Date Offset screen,

" Text
" Nmbr

* Date

Format ]gff et] anctlon]
@+ Defined for
May 1, 20 -

" Custom format

ot

[¥ Blank line

Cancel

(2] 2011200 Snapdone, Inc.

==THE PAYOFF =

Two responses in the Questionnaire are used to calculate a third item in the finished document.

Date Function

Dox/DB/AwD includes several date functions that Questionrire ECY S

Signer

are not offsets: FirstDate, LastDate, Now, and others

To use one of these functions, click Function to
open the Math screen (as in Lesson 16 on page 93).

Doxsera (c)2011-2016 snapdone, Inc. Lessor leases the Premises to Lessee
Question Answer for a Term of 5 years, beglnnlng on
August 6, 2017, and ending on
Date What is the lease commencement date? | 8/6/2017 August 6, 2022.
Term How many years long is the term? 5
Lesson 2 Lesson 2 Lesson 2

You may assign both a function and an offset to a Date Field. The offset will be applied to the result of

the function.
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Pronoun Fields (Got Grammar?)

uestionnaire | Q) #

Q 1 [ Pronoun
I — P

[ —

Pronoun Fields automatically choose the proper

word based on a Pronoun answer — words like C pate
he/she and him/her. They also automate gender :D”‘f‘d
words like husband/wife, son/daughter, and [Felshelmier |
testator/testatrix.
rI—H‘sII ‘Hlel"sw\lglts | Theirs
If you don’t see the Pronoun option in this ol R‘:;.LEE{ Lgl o
screen, add a pronoun to this answer box Erf”h{‘n?“‘”ﬁ LZEl iiﬁ.;l
(page 9) . S daeer ki | atien

Bay | Girl | Child | Children
Father | Mother | Parent | Parents
Testator | Testatrix | Testator | Testators

v Abbreviate ¥ Blank line

//ﬂ oK Cancel

(<) 2011-2016 Snapdane, Inc.

The Abbreviate checkbox has no effect on finished documents, but improves form readability by
shortening four-part Fields (like he/she/it/they or husband/wife/spouse/spouses) to show only two parts
(he/she or husband/wife). If you prefer to see all four parts displayed, uncheck this checkbox.

As you create Pronoun Fields, select Title Case for | =Qlel . s
pronouns at the beginning of a sentence, C Nmbr ¢ Sing/plural
lowercase for pronouns in the middle of a ~ - ome

Format

sentence, or UPPERCASE when needed.

* Defined

He | She | It | They =
n I @ Title Case

" lowercase

" UPPERCASE
T metame
Singular/Plural Fields
. . . Questionnaire ﬂﬂﬂ
Sing/Plural Fields automatically choose the proper € 1ot  pronoun
: . . . DOB ——— 45 Sing/Flural
word depending on (1) which pronoun is selected in  pate
a Pronoun answer; or (2) how many items appear in .
* Defined
a series answer. I
Am | Are
If you don’t see the Sing/Plural option in this e |
screen, change this question’s answer to a o E(Ehﬁﬂﬂh pranan s Z'n”;‘i‘larl))
€5 (Shows &5 WNhen pronoun Is D.LIFE
Pronoun answer or series answer. S5 jagov e when pronoun s Shaulan)
‘s|' (singular/plural possessive)
y's | ies'
Word pairs like is/are and was/were are great when a R "Tih"j
specific word is needed, but the options shown here E———
and described below are flexible enough to be used & ok | coe
in lots of different situations. TS
|'s (shows s when pronoun is plural): Use this Field to tack an s onto The defendant{s} allege{s} as
the end of any word (usually a noun) when the answer is plural — for follows...
example, after defendant in this form.
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s| (shows s when pronoun is singular): Use this Field to tack an s onto
the end of any word (usually a verb) when the answer is singular — for
example, after allege in this form.

| es (shows es when pronoun is plural): Use this Field to tack an es onto | When the contract breach{es}
the end of any word (usually a noun) when the answer is plural — for reachfes} a value of...
example, after breach in this form.

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

y|ies: Use this Field at the end of words that end with Y, as shown here. | These facts are agreed upon by the
above-named part{ies}.

s|’ (singular/plural possessive): Use this Field at the end of a word to The defendant{s}{’s} rights have
form a possessive. The example shown here uses two Singular/Plural been violated.

Fields — the first shows an s when the pronoun is plural, and the second
shows either ’ or ’s. This results in The defendant’s rights when there is
one defendant, or The defendants’ rights for multiple defendants.

y’s|ies’: Use this Field at the end of words that end with Y to form a The above-named part{ies’} rights
possessive, as shown here. have been violated.
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Lesson 3 Lesson 3 Lesson 3

Lesson 3: Pronouns and Plurals
e Text-with-Pronoun answer (page 9) Using only a few questions, you’ll fully automate a
¢ Dropdown answer (page 9) paragraph to produce perfect grammar in all
¢ Pronoun Field (page 23) situations.

¢ Singular/Plural Field (page 23)

This deceptively short sample form is chock full of opportunities to try out Pronoun answers, Pronoun
Fields, and Singular/Plural Fields. When we’re done, the form will adapt to every possible combination of
plaintiff(s) and defendant(s) — whomever and whatever — with automatic and flawless grammatical shifts.

18 Create the a Type or copy/paste this paragraph into a blank document

Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

dso it should be required to pay Plaintiff’s attorney fees.

Bob Lobb (“Plaintiff”) hereby requests that the Court grant his motion and rule
against AAA Company (“Defendant”). The Defendant has produced no evidence,

Doxsera (c)2011-2016 Snapdone, Inc.

Question Answer
Client Name of client?
ClientParty What party is the client?
Opponent Name of opponent?
OppParty What party is the opponent?

2 Create with-pronoun a Putthe cursor in the Client answer box and click &9 Smart Answer

Smart Answers b Checkmark With pronoun and click OK

Client

C Do the same for the Opponent answer box

Text | propdown | Yes/No | Checkboxes | Derived |

Doxsera (c) 2011-2016 Snapdone, Inc.  Single text box

" Series of text boxes

Question Answer o i prarein

Name of client?

ClientParty

The text box allows for
typed response.

What party is the client?

Opponent

Name of opponent?

OppParty

What party is the oppon
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Lesson 3 Lesson 3 Lesson 3

e¥ Create dropdown a Put the cursor in the ClientParty answer box and click & Smart Answer
Smart Answers b Click the Dropdown Field type
C Select the typed here source
d Type Plaintiff and Defendant on separate lines and click OK
e Do the same for the OppParty answer box

Text_Propdown |Yes/No | Checkboxes | Derived |
ropdown
ropdowns.
ropdown choices: <d here -

Doxsera (c)2011-2016 Snapdone, Inc.

Question Answer

Client Name of client? [??] [??]

ClientParty | What party is the client?

Opponent Name of opponent? [??][??]

OppParty What party is the opponent?

Choices to be showr
4a in the dropdown are
typed here.

Q

Select Bob Lobb and click ¥s Field, select the Client answer, and click OK

/8 Add basic Fields
b Select Plaintiff and click ¥ Field, select the ClientParty answer, and click
OK (twice)
C Select AAA Company and click ¥s Field, select the Opponent answer, and
click OK

d Select Defendant and click ¥s Field, select the OppParty answer, and click
OK (twice)

Bob Lobb (”P!§intif ") her%quests that ourt grant his motion and
(IID

rule against AAA Company fendant”). The Defendant has produced

no evid o it should be required to pay Plaintiff’s attorney fees.

{Client} (“{ClientParty}”) hereby requests that the Court grant his motion

and rule against {Opponent} (“{OppParty}”). The {OppParty} has produced

no evidence, so it should be required to pay {ClientParty}’s attorney fees.
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Lesson 3 Lesson 3

¥ Add a pronoun a Select his and click ¥s Field
for the client b Select the Client answer

Lesson 3

Cc Select the Pronoun Field type
d Select the format His|Her|lts| Their

e Select lowercase and click

{Client} (“{ClientParty}”) hereby requests that the Cour
grant his motion and rule against {Opponent}
pParty}”). The {OppParty} has produced no
nce, so it should be required to pay {ClientParty}’
attorney fees.

OK
Questionnaire 1 F Sﬂ

" Text * Pronoun
ClientParty il " Sing/Plural
Opponent
OppParty D:

His | Her | Its | Their =

" Title Case

The word his in the original
document is a pronoun
related to the Client answer.

¥ lowercase

" UPPERCASE
Custom

¥ Abbreviate [ Blank line

o I
(2] 20112016 Snapdone, Inc.
S¥ Add a pronoun a Select it and click ¥s Field
for the opponent b Select the Opponent answer

C Select the Pronoun Field type

d Select the format He|She|It| They

e Select lowercase and click OK

Questionnaire | ’;Mﬂ

{Client} (“{ClientParty}”) hereby requests that the Coul
grant fhis|her} motion and rule against {Opponent}
(“{OppParty}”). The {OppParty} has produced no
evidence, so it should be required to pay {ClientPa

Client
ClientPart:

OppParty

" Text * Pronoun
N " Sing/Plural

He | She | 1t | They =

" Title Case

attorn#&

The word it in the original
document is a pronoun related
to the Opponent answer.

& lowercase
" UPPERCASE
Custom

¥ aAbbreviate ¥ Blank line

Cancel

(2] 20112016 Snapdone, Inc.

We want this form to give flawless results when our client i
these two phrases:

Bertrand Loopin (“Plaintiff”) hereby requests...

s a married couple too. Note the differences in

Bertrand and Agnes Loopin (“Plaintiffs”) hereby request...

When there is one client, an s appears at the end of the verb requests. When there are two clients, an s
appears at the end of the noun Plaintiffs. We'll use singular/plural Fields to handle this requirement.
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Lesson 3 Lesson 3 Lesson 3

Y& Adda a Put the cursor immediately after {ClientParty} and click ¥s Field

singular/plural Field b Select the Client answer
C Select the Sing/Plural Field type

d Select the format |s (shows s when pronoun is plural)
e Select lowercase and click OK

Questionnaire F Sﬂ

 Text " Pronoun

@ Sing/Plural
nE!

|s (shows s when pror =

{Client} (“{ClientParty}’) hereby requests that the Cour
grant fhis|her}
(“{OppParty}”). OppParty} has produced no
evidence, so {he|she} should be required to pay
{ClientParty}'s attorney fees.

ClientParty
Opponent

h and rule against {Opponent Chpparty

" Title Case

¥ lowercase

" UPPERCASE

Custom

e
The shows s when pronoun is
plural Field is usually used at the

end of a noun. 7 lank line

| cancel

() 2012016 Snapdone, Inc.

¥ Add a second a Select the {s} Field you just created and copy it with Ctrl+C

singular/plural Field b Putthe cursor between {ClientParty} and ’s then paste with Ctrl+V

{Client} (“{ClientParty}{s}”) hereby requests that the Co rant fhis|her} motion
and rule against nent} (“{OppParty}”). The {Opp has produced no
evidence, so {he should be required to pay {ClientParty}’s attorney fees.

i a Select the s at the end of requests and click ¥s Field
N Add a third

singular/plural Field b Select the Client answer
C Select the Sing/Plural Field type

d Select the format s| (shows s when pronoun is singular)

e Select lowercase and click OK

Questionnaire 1 F Sﬂ

" Text " Pronoun

{Client} (“{ClientParty}{s}’) hereby requests that the

% Sing/Plural

ClientParty
Opponent

Court grant fhis|her} motion and rul inst OppParty

{Opponent} (“{OppParty}”). The {Op v} has
produced no evidence, so fhe|she} should be required
to pay {ClientParty}{s}'s attorney fees.

s| (shows s when pror =

 Title Case

* |lowercase
" UPPERCASE
Custom
o
The shows s when pronoun is
singular Field is usually used at

the end of a verb. ¥ Blank line

1 cancel

() 20H-2016 Snapdone, Inc.

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019) Page 28




Lesson 3 Lesson 3 Lesson 3

il0] Add three more a Use the methods from Steps 7 and 8 to add singular/plural Fields after
each {OppParty} Field (you will select Opponent instead of Client in the

singular/plural Fields
Field screen)

Select has and click ¥s Field
Select the Opponent answer
Select the Sing/Plural Field type

Select the format Has|Have

- ® O 6 T

Select lowercase and click OK

Questionnaire } F Sﬂ

Client
ClientPart;

 Text " Pronoun

{Client} (“{ClientParty}s}’) hereby request{s} that the
Court grant fhis|her} motion and rule against
{Opponent} (“{OppParty}’). The {OppParty} has
produced no evide o {he|she} s be re d Hos | Fove
to pay {ClientParty attorney fees? e

" Nmbr @ Sing/Plural

¥ lowercase

" UPPERCASE
Custom

¥ Blank line

| cancel

() 2012016 Snapdone, Inc.

Almost done! Notice the ’s near the end of the form: pay {ClientParty}{s}’s attorney fees. When there is
only one client, proper spelling requires an apostrophe and an s. But when there are two clients, only the
apostrophe is required. We’ll add one more singular/plural Field to handle this quandary.

1%8 Add the last a Select both the apostrophe and the s and click ¥s Field
singular/plural field b Select the Client answer
c Select the Sing/Plural Field type
d Select the format ’s|’ (singular/plural possessive)

e Select lowercase and click OK

uestionnaire e O #
{Client} (“{ClientParty}{s}’) hereby request{s} that the | o EEVEY

Court grant {his|her} motion and rule against Opponert
{Opponent} (“{OppParty}Hs}”). The {OppParty}{s}
{has|have} produced no evidence, so {he|she} should | o o

required to pay {ClientParty}{s}’s attorney fees. ¢ Tite Case
& lowercase
ngPPERCASE

—

" Text " Pronoun

* Sing/Plural

¥ Blank line

Cancel

[0] 20112016 Snapdone, Inc.
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Lesson 3 Lesson 3 Lesson 3

The form is complete. Be reassured that this is an unusually high concentration of Fields. Most forms you
create will not contain 15 Fields in 2 sentences — this example was contrived to pack lots of stuff into a
small space just to give you a good workout.

{Client} (“{ClientParty}{s}”) hereby request{s} that the Court grant fhis|her} motion and rule
against {Opponent} (“{OppParty}s}’). The {OppParty}{s} {has|have} produced no evidence,
so fhe|she} should be required to pay {ClientParty}{s}{’s} attorney fees.

Readability. You may have noticed that the five {s} Fields are visually indistinguishable, even though they
give different results —two add s when the Client is plural, one adds s when the Client is singular, and two
add s when the Opponent is plural. Dox/DB/AwD abbreviates Fields this way to keep the form readable,
but you can always see the full details of any Field (and make changes if needed) by placing the cursor in
the Field and clicking ¥s Field.

=THE PAYOFF =

Now that you’ve taken such care building this superbly intelligent form, look at how much time it saves the
form user. The charts below show the end result when the Questionnaire is filled in several different ways.

Client

Doxsera

Question

Name of client?

(c) 2011-2016 Snapdone, Inc.

Answer

Betty Fisk [she]

ClientParty

What party is the client?

Plaintiff

Opponent

Name of opponent?

AAA Company [it]

OppParty

What party is the opponent?

Defendant

Client

Doxsera

Question

Name of client?

(c) 2011-2016 Snapdone, Inc.

Answer

Generics, Inc. [it]

ClientParty

What party is the client?

Defendant

Opponent

Name of opponent?

Bob and Kay Roe [they]

OppParty

What party is the opponent?

Plaintiff

Doxsera

Question

(c) 2011-2016 Snapdone, Inc.

Answer

Client Name of client? John Does #1 through
38 [they]
ClientParty | What party is the client? Plaintiff
Opponent Name of opponent? Herb Chappe [he]
OppParty What party is the opponent? | Defendant
Lesson 3 Lesson 3

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

»

What if the client/defendant is a company and the opponent/plaintiff is a married couple?

»

Here the client/plaintiff is a whole mess of people, and the opponent/defendant is one person.

Note (1) how very little info is asked of the form user; and (2) the impeccably letter-perfect end results.

Here the client/plaintiff is a human and the opponent/defendant is a business entity.

Betty Fisk (“Plaintiff”) hereby
requests that the Court grant her
motion and rule against AAA
Company (“Defendant”). The
Defendant has produced no
evidence, so it should be required
to pay Plaintiff’s attorney fees.

Generics, Inc. (“Defendant”)
hereby requests that the Court
grant its motion and rule against
Bob and Kay Roe (“Plaintiffs”). The
Plaintiffs have produced no
evidence, so they should be
required to pay Defendant’s
attorney fees.

John Does #1 through 38
(“Plaintiffs”) hereby request that
the Court grant their motion and
rule against Herb Chappe
(“Defendant”). The Defendant has
produced no evidence, so he
should be required to pay
Plaintiffs’ attorney fees.

Lesson 3
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Count Fields

Count Fields refer to the number of items in a series
answer (“The company has three shareholders” or “I
have one child”).

If you don’t see the Count option in this screen,

Questionnaire

change the answer for this question to a series

Include all items in the |

answer.

Count Fields can be formatted as numbers, words, or
ordinals, in upper- or lowercase.

Count Fields can be further automated with math
functions. Click Math to open the Math screen

List | sublist | 1tem |

(page 87).
Fields for Series Answers

When a Field is inserted for a series answer, three
additional choices appear:

List inserts a Field that gives the total number of items
in the answer.

The Field shown here gives the total number of people
in the Shareholders series answer.

Sublist allows you to specify a subset of items from the
series provided by the form user.

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

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

Questionnaire

Shareholders

" singular/Plural

Format_|math }
efined

1,000 (no decimals) -

' Count

" Pronoun

1,000 (no decimals)

1000 (no decimals)

1,000.1 (exactly 1 decimal)

1000.1 (exactly 1 decimal)

1,000.10 {exactly 2 decimals)
1000.10 (exactly 2 decimals)

1000.1 ... (flexible decimals)

1,000.1 ... {flexible decimals)

1,000th

1,000TH

one thousand

One Thousand

ONE THOUSAND

one thousandth

One Thousandth

ONE THOUSANDTH

one thousand and 10/100

One Thousand and 10/100

ONE THOUSAND AND 10/100

one thousand and 10/100ths

One Thousand and 10/100ths

ONE THOUSAND AND 10/100ths

one thousand dollars and 10 cents
One Thousand Dollars and 10 Cents
ONE THOUSAND DOLLARS AND 10 CENTS
one thousand dollars and ten cents
One Thousand Dollars and Ten Cents
ONE THOUSAND DOLLARS AND TEN CENTS

o

& icount!
¢ singular/Plural " Pronoun
Format | math |

& Defined

1,000 {(ne decimals) -

" Custom

e

ist | Sublist | Item |

Include all items in the list

W Blank line

"] oK Cancel

(6] 20112016 Snapdone, Inc.

Questionnaire

)]

&+ Count
" Singular/Plural

Format Imath |

&+ Defined

1,000 (no decimals) -

" Custom

e

List Sublist | 1tem |

Only include items where:

| {shareholders}

‘ contains

this text:

Lelled

| vanderbi

and/or

v Blank line

Cancel

[6)2011-2016 Snapdane, Inc.
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Item inserts a particular item in the series — the first
item, last item, 8th item, etc. You can also select an
item that meets particular criteria: the first item in a
series of names that contains John; the 2nd item in a
series of numbers that’s more than 100; the last item in
a series of dates that’s earlier than 1/1/2000; etc.

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

Custom Field Formats

Questionnaire abe| G| #

Officers

List | Sublist “EWI Eid [ [E

First - | item ¥ in sublist where ()
\ {Officers} j

President
[ Vice President

item chosen is

* any of these
& [] Secretary

-
none of these O Treasurer

and/or

@ Text
" Mmbr
" Date " Sequencez
Format
{+ FreeForm
" First capital
" Title Case
" lowercase

" UPPERCASE

W Blank line

Cancel

(2 2011-20% Snapdone, Inc.

On rare occasions, you may want to create your own custom Field format. For example, plurals of most
words can be created with the built-in Singular/Plural Fields described above, but you could also create
your own custom Singular/Plural Fields for unusual word pairs like index|indices or cactus|cacti.

To create a custom Field, select Custom and edit the
contents of the box.

This example shows a custom Singular/Plural Field, but

you may also create custom formats for other Field types.

Modifying Fields

Questionnaire ] ﬂgﬂ

-
List | sublist | 1tem | \

Include all items in the list

 Count

* Singular/Flural

" Defined

[eree 1

-
-

= Custom

cactus|cacti

W Blank line

Cancel

{6 20112016 Snapdane, Ine.

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

click ¥s Field to return to the Field building screen.

Conditions ﬁ

Conditional Text

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

time the form is used.

Use Conditions to include or exclude text depending on the form user’s response to a question in the
Questionnaire. The conditional text can be a word, phrase, paragraph, or even multiple paragraphs or

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)
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pages. Lots of Conditions throughout the form can be tied to one answer in the Questionnaire, causing the
tinished document to change dramatically based on a single mouse click by the form user.

For example, consider this form. My name is {Signer}. My spouse’s name is {Spouse}.

If the signer is not married, then the second sentence
should be removed. In other words, the second
sentence is conditional, depending on whether or not
the answer to the Spouse question is empty.

Doxsera (c)2011-2016 Snapdone, Inc.

Label Question Answer

Signer What's the signer’s name?

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

To accomplish that, you would: Pl w|al - .
1. Select the conditional text (the second sentence). B |
2. Click & Condition and choose the conditions under
which the sentence should be included.
and/or
oc | conce | X]

Lesson 4

Lesson 4

Lesson 4

In this form, you want different language to appearin
Lesson 4: Conditions the finished document, depending on the user’s

answers in the Questionnaire.

18 Create the a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B Questionnaire, "I Create to add a Questionnaire

b Fill in the Questionnaire as shown

My name is Terry Vance. My spouse’s name is Gena Vance.

Doxsera (c)2011-2016 Snapdone, Inc.

Question Answer
Signer What's the signer’s name?
Spouse What's the signer’s spouse’s name?
(Leave blank if unmarried.)
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Lesson 4 Lesson 4 Lesson 4

p Add Fields Select Terry Vance

click ¥s Field, select the Signer answer, and click OK

Select Gena Vance

e T o

click ¥s Field, select the Spouse answer, and click OK

(o]

Type an alternate sentence at the end of the paragraph: | am not married.

My name is Terry Vance. My spouse’s name is Gena Vance.

© After My name is {Signer}. My spouse’s name is {Spouse}. | am not married.
E¥ Add the first a Select the second sentence (including the space at the end) and click
Condition & Condition

b Select the Spouse answer

C Select the condition is not empty and click OK

Show the selected text ift

. 7 D Questionnaire ﬂﬂ
My name is {Signer}. My spouse’s o ﬂ
name is - | am not married.
This Condition shows the
selected text if the Spouse
answer is not empty.
and/or
oK ‘ Cancel |ﬁ
‘8 Add an opposing a Select the last sentence and click # Condition
Condition b Select the Spouse answer
Cc Select the condition is empty and click OK
o . i [« &)
My name is {Signer}. {if:My spouse’s e I = i
name is {Spouse}. }| am not married.
This Condition shows the
selected text if the Spouse
answer is empty.
and/or
7ok ] cancel |ﬂ
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Lesson 4 Lesson 4 Lesson 4

=THE PAYOFF =
When a Spouse is typed, the result looks like this:

Doxsera (c) 2011-2016 Snapdone, Inc. My name is Betty Miller.
Label Question " Answer My spouse’s name is
Signer What’s the signer’s name? Betty Miller » lenemelidiller.
Spouse What’s the signer’s spouse’s name? Jerome Miller
(Leave blank if unmarried.)

And when the Spouse answer is left empty, the result looks like this:

Doxsera (c) 2011-2016 Snapdone, Inc. My name is Betty Miller.

Label Question \ Answer | am not married.

»

Signer What's the signer’s name? Betty Miller

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

Lesson 4 Lesson 4 Lesson 4

Condition Markers

Take a close look at the markers (colored red here) that bracket this conditional sentence:
{if:My spouse’s name is {Spouse}. |
\ J \
Y

Begin Condition Marker Conditional Text End-of-Condition Marker

Everything between the markers is removed from the finished document unless the Condition is true. To
review (or make changes to) the Condition, put the cursor in the beginning marker and click & Condition.

Conditions Are Flexible. If you later change your mind about the
material within a Condition, feel free to edit it. Type or copy new material
between the two markers, or move the markers themselves — there’s no
need to recreate the Condition from scratch. To remove a Condition, be
sure to delete both the beginning marker and its corresponding end
marker.

Nested Conditions

Conditions can be nested inside other Conditions, but not overlapped. That means the innermost end-of-
Condition marker marks the end of the innermost Condition.

{if:l live in {if:{City}, }{State}. |

/ A~ \ ™

Outer Condition Inner Condition End of Inner Condition End of Outer Condition
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If the outer Condition is false, all of its contents are removed from the finished document — including the
entire inner Condition, regardless of whether the inner Condition is true or false.

Conditions and Answer Types

The appearance of the Condition screen varies depending on what type of answer is selected.

Conditions based on Text answers can depend on all

Show the selected text ift

R ey
sorts of criteria. The one shown here checks to see if the e j
answer is empty, but you can create Conditions that
check whether an answer starts with Fred, ends with x,
contains pop, or equals Lilith; whether it's a number less
than 38 or more than 16, whether it’s a date earlier or
later than May 11, 2012; whether it’s alphabetically before
possum or after flan. Take a minute to experiment with /
the two dropdown boxes to see the endless possibilities. ]
o | corel | X|
You can even compare two answers. In this example, the Pl ]
selected text will be included in the finished document i e 5
only if the answer to the Payment question is less than the E 3
answer to the Minimum question.
and/or
Conditions based on Text-with-Pronoun answers Shor e sl ex : % pronoun
include all the possibilities of Text answers shown above, S oot
plus additional options that appear when pronounis =" T
checkmarked.
In this example, the selected text will be included
in the finished document only if the Seller is an it (a
corporate entity, rather than an individual).
and/or
o ] corel | X|
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Conditions based on series answers present all sorts of

Show the selected text if:

T | G
possibilities, depending on whether List, Sublist, or Item is e - E[- Bl
chosen.
List: This Condition depends on the total number of P
items in the Shareholders answer. /V e i ems i e st
The selected text will be included in the finished
document only if there is exactly 1 shareholder.
and/or
ok Cancel |
Sublist: This Condition looks at a Sublist of items in the o e et |
Officers answer: only the items that are checkmarked. reoges © e oftemsis [ morean 7][2 7]
The selected text will be included in the finished
document only if more than 2 items in the answer are S
checkmarked. Only include items where:
‘ {Officers} j
[ is checked -
and/or
M ok Cancel
Item: This Condition depends on the contents of a St e e ]l
particular item in the Addresses answer. == =
| 1daho j
The selected text will be included in the finished
document only if the First address contains Idaho. e
[t ~|item T insublis 0|
and/or
Conditions based on Dropdown answers depend on the e - q
ChOiCe that iS made. SRuneral Em;:::n is & any ofthese (" none of these
In this example, the selected text will be included in the
finished document only if Cremation is chosen in the
Funeral answer.
and/or
ok Cancel |
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Master List columns and Folio Facts: Shov e seeassten |

Questionnaire |

e o (S = =
ampty

Lelle]

If the answer uses a Master List (page 119) as the source
of its choices, you can select any column of the Master
List to be used in the Condition.

—

In this example, the selected text will be included in the
finished document only if an email address for the

selected architect is provided in the Email column of the
Master List of architects. onor |

Similarly, if the answer uses a Folio (page 124) as the
source of its choices, you can select any Folio Fact
(page 128) to be used in the Condition.

Conditions based on Yes/No answers depend on the Show e s o «a

Questionnaire }
form user’s response_ [is

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

Modifying or Removing Conditions

You can go back and modify an existing Condition at Showthe sl et =4

Questionnaire |

any time. Just put the cursor in the {if: marker and click =
& Condition to return to the Condition building screen.

LelLed

While in this screen, you can click X to remove the
Condition from the form, leaving its contents intact. In ~
other words, click % to remove the {if: marker from the

beginning of the conditional text and the } marker from \
the end of the conditional text without removing
anything between the markers.

Compound Conditions (a/k/a Boolean Conditions)

A single Condition may depend on multiple criteria.

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

Example 2: The sentence Please call us at your earliest convenience to avoid debt collection proceedings
might be used only when (1) the account is more than 3 months overdue; OR (2) the amount due is
greater than $1,000.
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The AND and OR above are sometimes called Boolean operators. Dox/DB/AwD includes three Boolean
operators:

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

XOR (exclusive or): For the Condition to be true, exactly one part must be true, and the other false.

Lesson 5 Lesson 5 Lesson 5

Lesson 5: This AND That In this form, Oregon residents qualify for free
e Compound Condition (page 38) shipping on orders over $100.

18 Create the a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

Your order totaling 5 will be shipped to ___. You qualify for free shipping!

Doxsera (c)2011-2016 Snapdone, Inc.

Label Question Answer
OrderTotal What's the total order amount?
w ShipAddr What’s the shipping address?
y2 Add Fields a Select the first blank line

® click ¥s Field, select the OrderTotal answer, and click OK
b Select the second blank line
® click ¥s Field, select the ShipAddr answer, and click OK

<(D Before > Your order totaling 5 will be shipped to ___. You qualify for free shipping!

m Your order totaling S{OrderTotal} will be shipped to {ShipAddr}. You qualify for
free shipping!
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Lesson 5 Lesson 5 Lesson 5
¢ Add the compound
Condition

Select the second sentence and click & Condition

Select the OrderTotal answer

d

b

C Select the condition is more than 100

d Click and/or to add a second part to the condition
e

The top part of the screen shows a second part of the condition has been
added, connected with AND. Select the second part.

f Select the ShipAddr answer
g Select the condition contains Oregon and click OK
gigﬁer‘rntal} is more than 100 Jﬁ ﬂ+J
x| o]
Your order totaling ${OrderTotal} will 7
be shipped to {ShipAddr}. You qualify 3
for free shipping!
. - G
otz liJ = mar j
ShipAddr ‘thlwsnnnumber: j | M
b o< ] cancel | X|
Q = ==
o] ool |
=THE PAYOFF =

The second sentence only appears in the finished document when the total order is more than $100 AND
the shipping address is in Oregon.

Doxsera (c) 2011-2016 Snapdone, Inc. Your order totaling $75
Question Answer Wi” be shipped tO 111
i B
Total What's the total order amount? 75 LRI ST S,
Oregon 88888.
Addr What’s the shipping address? 111 Main Street, Bend,
Oregon 88888

Doxsera (c)2011-2016 snapdone, Inc. Your order totaling $250
Question Answer will be shipped to 111
i B
Total What’s the total order amount? 250 Main Street, Bend,
Oregon 88888. You
Addr What’s the shipping address? 111 Main Street, Bend, qualify for free shipping!
Oregon 88888

Lesson 5 Lesson 5 Lesson 5
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Compound Conditions can be extraordinarily complex, with any
number of parts connected with AND, OR, and XOR. To manage all those i @ (T )
parts, use the buttons in the top-right part of the screen:

Add or remove parts with ‘& and X. x @ (1- )

Move the selected part up or down with & @.

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

Parentheses in Compound Conditions

Remember back in math class when you learned that (1 + 2) x 3 is different than 1 + (2 x 3)? The
parentheses control the order of operations. So the first statement results in 9, while the second statement
results in 7.

Well, parentheses are just as important in compound Conditions. For example, suppose we wanted to find
everyone with a first name of either Jon or John, and a last name of Smith. This statement would work
perfectly, finding John Smith and Jon Smith:

({FirstName} is John OR {FirstName} is Jon) AND {LastName} is Smith

But this statement would fail, finding John Jones, John Adams, John Smith, and Jon Smith:
{FirstName} is John OR ({FirstName} is Jon AND {LastName} is Smith)

Use parentheses to control the order of operations in compound Conditions whenever there’s any
potential for error.

Lesson 6 Lesson 6 Lesson 6

Lesson 6:
This OR That AND the Other Thing This Payment Due notice uses a stern tone for large

* Yes/No answer (page 12) or late balances, unless the client is a Preferred

e Compound Condition (page 38) Customer.

¢ Parentheses in Conditions (page 41)

18 Create the a Type or copy/paste this paragraph into a blank document

Questionnaire * Click B Questionnaire, "I Create to add a Questionnaire

b Fill in the Questionnaire as shown

Please submit the total amount due within two weeks or we will commence legal
action. The total amount due is $ . Please submit a minimum payment of
half that amount at your earliest convenience.

g

Doxsera (c)2011-2016 Snapdone, Inc.

Label Question Answer
TotalDue What's the total amount due?
Over90 Is the last payment over 90 days old?

d IsPC Is this a Preferred Customer?
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Lesson 6

Lesson 6 Lesson 6

2 Create Smart
Answers

a Put the cursor in the Over90 answer box
e Click “# Smart Answer

b Select Yes/No and click OK

C Do the same for the IsPC answer box

Text | Dropdown Yes/No | Checkboxes | Derived |

@ Single Yes/No

Doxsera (c) 2011-2016 Snandone JR8

I Include 'N/A' choice

Label \ Question Answer

TotalDue | What's the total amount due? a ‘
Over90 Is the last payment over 90 days old? oo soxdlows h usr
IsPC Is this a Preferred Customer?

¥ Add a Field

a Select the blank line
® click ¥s Field, select the TotalDue answer, and click OK

Please submit the total amount due within two weeks or we will commence

legal action. The total amount due is S . Please submit a minimum
payment of half that amount at yod@c convenience.

Please submit the total amount due within two weeks or we will commence
legal action. The total amount due is S{TotalDue}. Please submit a minimum
payment of half that amount at your earliest convenience.

The first sentence threatens legal action. It should appear only if the balance due is very large or very late
(over $1,000 or over 90 days) AND the client is not one of our Preferred Customers.
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Lesson 6 Lesson 6 Lesson 6

‘8 Add the first a Select the first sentence (including the space at the end) and click
b Select the condition TotalDue is more than 1000
c Click and/or to add a second part to the condition
d Select the condition Over90 is Yes for the second part
e Click “&" to add a third part to the condition
f Select the condition IsPC is No for the third part
g Select the AND operator
h Select OR to change the operator
® Don't close this screen yet — more to come in the next step
: e o
Please submit the total amount due ey e -
within two weeks or we will g
co nce legal action. The total A
{TotalDue} is more than 1000
t due is $S{TotalDue}. Please 2 e ves | ]
. . x| «|-0]
submit a minimum payment of half
that amount at your earliest j
convenience.

Show the selected text if:

Questionnaire e G
e | is more than -
E

Overs0 this number:

[ 1000 -

and/or
ok Cancel ‘ _
\ oK Cancel | x

We need to ensure that the three parts of the compound Condition are evaluated in the proper sequence.
We want to determine whether or not:

({TotalDue} is more than 1000 OR {Over90} is Yes) AND {IsPC} is No
Note the placement of the parentheses above. They tell us that the first two parts will be evaluated first.

(Is the total due more than $1,000 OR the last payment older than 90 days?) If the answer to that is true
AND the third part is true (not a Preferred Customer), then the whole Condition is true.
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Lesson 6 Lesson 6 Lesson 6

Add parentheses Select the first part of the condition

Click ( to add a left parenthesis

d
b
C Ared border warns that we don’t yet have a pair of parentheses
d Select the second part of the condition

e

Click ) to add a right parenthesis, and click OK

{IsPC} is No

AND'
{IsPC} is No

QE=ree [+ &

e [= =

¥ -

TotalDue [ve |
51201
E |

and/or

oK | Cancel | x

The last sentence in the form should appear whenever the first sentence does not: when either (a) the
balance due is small or not very late, or (b) the Client is a Preferred Customer.

({TotaIDue} is less than $1,000.01 OR {Over90} is No) OR {IsPC} is Yes
The odd figure $1,000.01 is used so that a balance of exactly $1,000 will be included in this Condition.
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Lesson 6 Lesson 6 Lesson 6

Add the a Select the last sentence and click & Condition
second Condition b Use the methods from Steps 4 and 5 to create this condition (note the
parentheses):
( {TotalDue} is less than 1000.01
OR
{Over90} is No )
OR
{IsPC} is Yes
Cc Click OK
|| )]
{if:Please submit the total amount x| ® -]
due within two weeks or we will b =
commence legal action. JThe total El

amount due is ${TotalDue}. Please
submit a minimum payment of half
that amount at your earliest

qenience.

==THE PAYOFF =

The form produces two distinct outcomes. If the balance due is large or late and the client is not a
Preferred Customer:

| Doxsera (c) 2011-2016 snapdone, Inc. Please submit the total
Label | Question Ser amount due within two weeks
or we will commence legal

TotalDue | What’s the total amount due? 8,500 X
action. The total amount due
Over90 Is the last payment over 90 days old? | yes is $8,500
; .
IsPC Is this a Preferred Customer? no

In all other circumstances:

| Doxsera (c) 2011-2016 Snapdone, Inc. The total amount due is
Label ‘ Question Answer $8,500. Please Submit d
minimum payment of half

TotalDue | What’s the total amount due? 8,500 X
that amount at your earliest
Over90 Is the last payment over 90 days old? | yes convenience.
IsPC Is this a Preferred Customer? yes
Lesson 6 Lesson 6 Lesson 6

Nested Conditions

Conditions can be nested inside other Conditions. You might create an agreement form in which
Article III is optional, contained within one great big Condition. Within that article, several paragraphs
might also be conditional, either as a group or individually. And within each of those paragraphs other
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Conditions might be used to select particular sentences or words. There is no limit to how deeply

Conditions may be nested.

Special Conditions

Conditional A/An

Consider this form.

The owner is a {CompanyState}
corporation.

If the state is Texas, the resulting document looks like this —
no problems.

The owner is a Texas corporation.

SN

But if the state is Idaho, the resulting document looks like
this. Problem! The a should be an.

The owner@ho corporation.

To solve this problem, select the a in the form, click
& Condition, and click Yes.

Make this a conditional a/an,
depending on the word that follows it?

The form now includes a conditional {a} code. When the
form is Filled, the {a} will become either a or an, as needed.

Com ispfa}
{CompanyState} corporation.

Conditional Period

Consider this form.

The name of the company is
{CompanyName}.

If the company is Acme, the resulting document looks like
this —no problems.

The name of the company is
Acme.

But if the company is Acme, Inc. the resulting document
looks like this. Problem! There are two periods at the end
of the sentence.

The na the company is
Acme,

To solve this problem, select the period in the form, click
& Condition, and click Yes.
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The form now includes a conditional {.} code. When the  wm name of the company is
form is Filled, the {.} will disappear if it is preceded by a fgma?Q[}

period, so there will never be two periods at the end of the
sentence.

Conditional Row in Table

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

entire table row under certain conditions. For example, in this Item Price

form the Tax and Subtotal rows should be removed when tax is | | Widgets

equal to 0. Gadgets
SUBTOTAL: {SubtotalAmount}
Tax {TaxAmount}
TOTAL: {TotalAmount}

Thank you for shopping with us.

To make the Subtotal row conditional, put the cursor anywhere
in that row (but don’t select any text), click # Condition, and Make this whole row conditional?
click Yes to open the Condition screen.

Yes Mo

Note that, unlike other Conditions that determine /y“z:::;z'jm T a]
when text will be included, this Condition e — [ =
determines when the selected row will be removed. - =
In this example, the selected row will be removed
when TaxAmount is this number: 0.
When OK is clicked, a RemoveRow Condition is added to the Your purchases are:
form. Item Price

Widgets

Thingies

SUBTOTAL:

{if:[RemoveRow]}

Tax

TOTAL:

Thank you for shopping with us.
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. . ... Y h :
In this example, the Tax row is also conditional, so we would ourpurchases are

add the same Condition to it. (Or just copy the first Condition Item Price
and paste it into the Tax row.) Widgets

Thingies

SUBTOTAL:

{if:[RemoveRow]}

Tax {ifi[RemoveRow]}

TOTAL:

Thank you for shopping with us.

Unlike other Conditions that are fully processed during = Fill,
conditional rows are merely marked for deletion and are not

Rows and/or sections in this docurnent are marked for removal.

I‘emOVed from the document unﬁl lt iS flnalized Wlth ﬁ Petrify When the document is finalized, click Petrify to remaove them.
(page 115). A message notifies form users of this requirement
at the end of & Fill. oK

Conditional Section in Document

When a form is divided into sections using Word’s Section Break feature, you may want to remove an
entire section under certain conditions.

To make a whole section conditional, put the cursor anywhere in that

section (but not in a table, and don’t select any text) and click Make this whole section conditional?
& Condition. Click Yes to open the Condition screen, and create the
Condition as you ordinarily would. Like the conditional rows = -

described above, this Condition determines whether the selected
section will be removed. A RemoveSection marker is added to the
form, similar to the RemoveRow marker described above.

Like conditional rows, conditional sections are merely marked for deletion during &= Fill and are not
removed from the document until it is finalized with 2 Petrify.
Telescoping Parentheses

This special condition is designed especially for legal pleading captions. It produces a flexible vertical
stack of parentheses separating the two halves of a caption.

As shown here, create a 3x1 Word table {PltfName}, )

. . Case No. {CaseNum}
with a very narrow middle column, and —
with border lines turned off (a dotted line w7 ' {PleadTitle}

is shown here for clarity). Type alone
parenthesis ) in the middle column, select | {RspName]},
it, click & Condition, and click Yes.

Respondent.

When the form is Filled, parenthesis will
telescope to precisely fill the center
column.
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Lists ._
- U?Authors

The Difference Between a Field and a List

When inserting info from a series answer into a form, it makes a big difference whether you click s Field
or i= List. Fields retrieve info about the series (e.g., the number of shareholders) or a particular item in the
series (e.g., the name of the largest shareholder); and Lists retrieve a set of items from the List (e.g., the
name of each shareholder). Since Lists can retrieve multiple items, the options for arranging those items
are extensive (or, to be more precise: infinite).

| have three children: Sue, Tom, and

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

Questionnaire with just one question, using a Text series answer

(page 8).

‘ Doxsera (c) 2016 Snandone, Inc.

Question \ Answer

Kids List all the children. [??]
[?7]
[??]

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

Then you’d insert a Field to retrieve the number of children (info Mary

about the series).

| have {#} children: {List@®:{Kids@X}|,

And you’d insert a List to retrieve the names of the children (a set of {Kids®X}| and {Kids@X}}

items from the series).

Inserting a List

To insert a List in a form (shareholders, signers, children, B
executors, etc.), click i= List.

Select the desired answer, choose a built-in List format, and
click OK. The formats are described below.

Only series answers are included in the List screen. If the B S ——
answer you want does not appear, it is not a series

answer (Textbox series, Dropdown series, Yes/No series,

Checkboxes, Derived series, or Grid).

[5)2011-2016 Snispdone, inc.

The built-in List formats are: Griselda Pugh, Horace Blixt, Eunice

. ) . Brimley and Bertrand Guff
Tic, Tac and Toe creates a narrative List separated by commas,

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

with a comma before the last item. Brimley, and Bertrand Guff

Tic; Tac; and Toe creates a narrative List separated by Griselda Pugh; Horace Blixt; Eunice

semicolons. Brimley; and Bertrand Guff

The [repeating paragraphs] format repeats a paragraph for each | Sample paragraph about Griselda Pugh.
item in a List. Sample paragraph about Horace Blixt.

Sample paragraph about Eunice Brimley.

Sample paragraph about Bertrand Guff.

uestionnaire abs|

Choose [table format] to arrange items in a Word
table.

Appearance

[table format] -

Columns: 3 i‘

[+ One item per row

Choose the number of Columns in the table.

v Lines

If One item per row is checked, each List item appears
in the left column, and the remaining columns can be |

I¥ Headings in first row

¥ Totals in last row

List | sublist

used for other info.

e all items in the list

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

Preview

Headingl |Heading? |Heading3
Itemi
Ttem2
Item3

TDTA” - =

y 4

Checkmark Headings in first row to include headings
for each column in the table.

Rlanic =55 cancel
Checkmark Totals in last row to create an additional e
row under the List items that automatically generates /

totals for each column. See a preview of your choices here.

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

Number Dots? You might be wondering about the circled num-
bers that show up in List structures: {List@®:{Kids@®X}|, {Kids@X}|
and {Kids@®X}}. They indicate the layer of a List or Field. Mostly
you'll see @, but if you start nesting Lists inside other Lists you'll
see @, ®, and maybe more. See page 54 for more about layers.

Three Clauses in Every List

Every List contains three clauses separated by markers (the markers are colored red below):

{List@®:{Kids@®X}|, {Kids@®X}| and {Kids@®X}}
— ——\ -~ J

First Clause Middle Clause Last Clause
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The three clauses give flexibility when crafting Lists. For example, in the List shown above, the middle
clause includes a comma, and the last clause includes and. With four kids, the resulting List looks like this:
Andy, Betty, Carl and Debra. (There are two commas, because the middle clause appears twice, because
there are two middle kids.)

Look at two more sample Lists below, and their results for four kids. Notice that the middle clause
appears twice in each sample, because there are two middle kids.

This custom List ... ... creates this finished product

{List:My firstborn child is {Kids#X}|, the next My firstborn child is Andy, the next oldest
oldest is {Kids#X}|, and the youngest is is Betty, the next oldest is Carl, and the

{Kids#X}}. youngest is Debra.
The remainder of my estate is divided as The remainder of my estate is divided as
follows: follows:

{List:One equal share to {Kids#X}|; One equal share to Andy;

One equal share to {Kids#X}|; and One equal share to Betty;

One equal share to {Kids#X}}. One equal share to Carl; and

One equal share to Debra.

Lesson 7 Lesson 7 Lesson 7

Lesson 7: Lists
This form uses a series answer three different ways:

e Text series answer (page 8 .
(page 8) two types of Lists and as a source for another

¢ Dropdown answer (page 9)

answer.
o List (page 49)
18 Create the a Type or copy/paste this text into a blank document
Questionnaire * Click B Questionnaire, "I Create to add a Questionnaire

b Fill in the Questionnaire as shown

The following shareholders attended the meeting: Gretel Murphy and Derek Wiley. The
shareholders unanimously elected Gretel Murphy as President of the Company.

Shareholders:

d Gretel Murphy

Derek Wiley

Doxsera (c)2011-2016 snapdone, Inc.

Label Question Answer
Shareholders List all the shareholders.
President Who is the president of the company?

. b
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Lesson 7

Answers

Shareholders

Lesson 7 Lesson 7

y2 Create Smart a Put the cursor in the Shareholders answer box and click & Smart Answer

b Select Series of text boxes and click OK

ek

C Put the cursor in the President answer box and click <& Smart Answer
d Click the Dropdown answer type

e Select the source another answer, Shareholders and click OK

Text | propdown | Yes/No | Checkboxes | Derived |

Doxsera (c)2011-2016 Snapdone, || LG

* Series of text boxes [

I™ with pronaun

Question Q Answer

List all the shareholders.

President

Text Dropdown |ia/n: | Checkboxes | Derived |
Who is the president of & Single dron

" Series of drc
the company? sereeere

£ text box allows for
¥ped response.

Gil Parker

Source for dropdo)

| another answer ][ shareholders  ~| T —
Bob and Pt Cos

ftype a

I Allow user to write in a different response

finto a
wer.

The dropdown box allows users to
select one of several choices.

type their

Choices shown in the
dropdown are
responses to &
previous Series
answer.

(¢) 20142016 Snapdone, . oK Cancel

¥ Add a Field

a Select Gretel Murphy in the second sentence

® click ¥s Field, select the President answer, and click OK

The following shareholders attended the meeting: Gretel Murphy and Derek
Wiley. The shareholders unanimously elected Gretel Murphy as President of
the Company.

The following shareholders attended the meeting: Gretel Murphy and Derek
Wiley. The shareholders unanimously elected {President} as President of the
Company.
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Lesson 7 Lesson 7 Lesson 7
‘8 Add the first List a Select Gretel Murphy and Derek Wiley and click := List
b Select the Shareholders answer

Cc Select the Tic, Tac and Toe appearance and click OK

Questionnaire | abe O
Appearance

The follo@areholders attended RIECEERS ——
the meeting: Gretel Murphy and d drﬁpt I
Derek Wiley. The shareholders

unanimously elected {President} as

President of the Company.

List | sublist |

Include all items in the list

Blank
M e oK Cancel

[2) 2011-2016 Snapdone, Inc.

L3 Add the second List @ Select the signature block and click := List
b Select the Shareholders answer

C Select the [repeating paragraphs] appearance and click OK

Questionnaire 1 FS

The following shareholders attended the meeting: SR frpesranes

{Shareholders®X}}. The shareholders unanimously
elected {President} as President of the Company.

{List®:{Shareholders®X}|, {Shareholders@®X}| an{y}} o sraritel |

Shareholders: The following shareholders attended the meeting:
{List®:{Shareholders®X}|, {Shareholders®X}| and

Q {Shareholders®X}}. The shareholders unanimously

elected {President} as President of the Company.

Gretel Murphy

Shareholders:

(I:' Before\ Derek Wiley {List@®:Sample paragraph about
{Shareholders@®X}.
| [ditto]]| [ditto]}

@ After )

Cancel

Snapdone, Inc.

In the [repeating paragraphs] List appearance, [ditto] indicates that the contents of the first clause are
duplicated in the middle clause, and duplicated again in the last clause. So any changes made in the first
clause are reflected in the middle and last clauses. This is handy when you want every item in the List to be

treated identically.
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Lesson 7

¥ Customize
the second List

Lesson 7

Lesson 7

a Replace Sample paragraph about with a blank line followed by a hard

return (Enter)
b Delete the period

Shareqrs:

{List®:Sample paragraph about {Shareholders@®X}.
| [ditto] | [ditto]}

Shareholders:

{List®:
{Shareholders@®X}
|[ditto] | [ditto]}

==THE PAYOFF =

Note that the shareholder names only need to be typed once, but appear twice in the form. And the form
user selected the president in a dropdown box containing shareholder names, so the president’s name was

used three times in the form but only typed once.

Doxsera (c) 2011-2015 Snapdone, Inc.

Answer

Question

The following shareholders attended the meeting:
Roger Billings, Esther Graves and Bea Lester.

The shareholders unanimously elected Esther
Graves as President of the Company.

Shareholders | List all the Roger Billings
shareholders. Esther Graves
Bea Lester

President

Lesson 7

List Layers

Who is the president
of the company?

Esther Graves

After typing shareholder names in the first answer and
moving the cursor to the second answer box, a flag appears
above the cursor, reminding the form user to click Refresh to
update list. After clicking Refresh, the names from the first
answer are selectable in the second answer’s dropdown box.

Shareholders:

Roger Billings

Esther Graves

Bea Lester

Lesson 7

Lesson 7

A List can be nested inside another List (which may itself be nested inside another List, up to 10 layers
deep). To keep track of nested Lists and the Fields and Conditions they contain, Dox/DB/AwD uses @ ®©
indicators. You will most commonly see @s in your forms, but other numbers will appear in rare
situations where nested Lists occur. If you ever add an item Field outside a List (unusual, but possible), it

will be tagged with a @.
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Here a List of shareholders (layer @) creates a paragraph | {List®:Shareholder {Shareholders@®X]} votes to
for each shareholder. Within each paragraph, a List of approve the following directors:

directors (layer @) is nested. {List®:{Directors®X}|, {Directors®X}| and
{Directors®X}}.

l[dittol[ditto]}

When working within nested Lists, note the layer selector Questionairs [

button that appears in many screens. You can ignore it Shareholders . gmtb S
almost always. But in rare circumstances (like the lesson Format

below), you will click this button to refer to info from an ::-::‘H

outer layer while you're working within a nested layer.  Teie Case

List | Sublist Item | " lowercase
Current  «| item " UPPERCASE

W Blank line

E oK Cancel

(6] 20112016 Snapdone, Inc.

Lesson 8 Lesson 8 Lesson 8

Lesson 8: List Layers
¢ Grid (page 15)
¢ Dropdown answer (page 9) This form uses nested Lists to create a hierarchy of
e Date Field (page 17) signatures from a Grid.
¢ Sublist (page 67)
e List layers (page 54)

Consider this signature block:

Signed this ___ day of .
[name of buyer]

By:

[signer], [title]

We should put the Buyer signature in a List, so the form will be able to handle multiple Buyers. And what if
one of the Buyers has several parties signing for it? They can be handled with a nested List.
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Lesson 8 Lesson 8 Lesson 8
18 Create the a Type or copy/paste the signature block into a blank document
Questionnaire * Click B Questionnaire, ¥ Create to add a Questionnaire
and a Grid b Fill in the Questionnaire as shown
e Click B8 Questionnaire, =& Grid, L Add, and choose 2 columns
Q Signed this____dayof .

[name of buyer]

By:

[signer], [title]

Question

SignDate Date of signing

Doxsera (c) 2011-2016 Snapdone, Inc.

Answer

Every Grid has four parts:

[instructions]

[label]

[label]

[heading]

[heading]

Overall instructions that apply to the EW[Iabel] [label]
A label for each column (Field names) /[heading] [heading]

A heading for each column (instructions for user)

Answer boxes where the form user responds

,/T

yA Fill in the Grid a Fillin the Grid and its instructions as shown

List the Buyer(s) first, then any people/entities signing for Buyer(s):

Name

Parent

If signing for a Buyer, which one?

' Name of Buyer or signer

cP Create a Smart a Put the cursor anywhere in the Parent column of the Grid and click
Answer < Smart Answer

b Click the Dropdown answer type

C Select the source another answer, Name and click OK

Text Dropdown | Yes/No | Checkboxes | Derived |

This is an unusual arrangement, but it works well for this situation. Each

entity in the left column might have a “parent” entity. In each row of the
right column, we provide a dropdown answer that offers all of the names in

the left column as its choices.

2)20112016 Snapdane, .

Name Parent for drondown chaices: | anctheranewer <] hame 5|
Name of Buyer or signe If signing for a Buyer, which one? w user o urie ina nﬁd
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Lesson 8 Lesson 8 Lesson 8

‘B Add a date Field a Select the text that will be replaced with a date Field and click s Field
b Select the SignDate answer
C Select the Date Field type
d Select the 1st day of May, 2010 format and click OK

Questionnaire } |§ Sﬂ

Name
Parent

 Text

Signed this | day of ) .

 Nmbr

< Date

Eormat | offset | Function |

& Defined format
1st day of May, 2010 -

Custom format

e

I Blank line

Cancel

() 201-2016 Snapdone, Inc.

o3 Add a Sublist a Select the signature block and click := List
b Select the Name answer
C Click Sublist
d Choose to only include items where {Parent} is empty
e Select [repeating paragraphs] appearance and click OK

QSigned this {SignDate}. Questionnaire

[name of buyer]

Appearance

\ [repeating paragraphs] j

By: This outermost Sublist

(layer @) only includes

[signer], [title]

o . entities from the Grid who
[terens do not have a “parent.” So
[ it includes the Buyer(s)
dl el without including any
parties signing on behalf

of the Buyer(s).

—

() 2011206 Snapdane, Inc.
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Lesson 8 Lesson 8 Lesson 8
(¥ Customize a Delete Sample paragraph about
the Sublist b Replace the period with two hard returns (press Enter twice)

< (3 After >—

Signed this {SignDate}.

Signed this {Snga'}.
{Sublist®:Sample paragraph

| [ditto]] [ditto]}

{Sublist®:{Name ®X}
about {Name@X]}.

l[ditto][ditto]}

The outer List (layer @) will repeat once for each Buyer {Name®X}. Within each iteration, we’ll create a
nested List (layer @®) that repeats once for each of the current Buyer’s signers.

YA Add a nested Sublist 2
b
C
d
e
f
g
h

Q{Sublistﬂ:{Namel

l[ditto][ditto]}

Doxsera - List

Questionnaire

Put the cursor where signers’ names should appear (the line above the
[ditto]s) and click := List

Select the Name answer

Select [repeating paragraphs] appearance

Click Sublist

Choose to only include items where {Parent} is this text: {Name}
Select the Current item

Click ® to change the layer

Click @ to use the name from layer @

Click OK

Field refers to which List Layer?

Appearance X
0 (ignore all Layers)
]\ [repeating paragraphs] j
Name
N § |
Name
Questionnaire } 9
List Sublist
Only include items where:
| {Parent} j
IE E
[ this text: - List Sublist
[ fname} |[current ~| 2] only include items where:
| tparent} -
e =
Bl this text: -
and/or ™ lin J
{Name} j‘Currantj (1]
. |
Blank
andfor M e oK Cancel

(c] 2011-2015 Snapdans, Inc.
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Lesson 8 Lesson 8 Lesson 8

To help explain why we chose layer @ above, suppose we have two buyers and three signers:

Name Parent

Name of Buyer or signer If signing for a Buyer, which one?
Acme, Inc.

Smith Co.

Alan Acme Acme, Inc.

Bernice Smith Smith Co.

Claudia Smith Smith Co.

The outer List (layer @) is a list of buyers. It will repeat twice: once for buyer Acme, Inc. and once for buyer
Smith Co. For each buyer there is an inner List (layer @) of signers.

The first time through the outer List, buyer Acme, Inc. is named, and the inner List consists of all the
people whose parent is Acme, Inc. (the current buyer in layer @).

The second time through the outer List, buyer Smith Co. is named, and the inner List consists of all the
people whose parent is Smith, Co. (the current buyer in layer @).

In both cases, the inner list of signers is determined by looking to see who is a child of the current buyer in
layer @.

a Replace Sample paragraph about with By: followed by a

hard return (Enter) and a Tab

:¥ Customize the
nested Sublist

b Delete the period

Signed this {SignDate}.

Signed this {SignDate}.
{Sublist®:{Name @®X}
{Sublist®:{N X}
% {Sublist®:By:
{Sublist®:Sample paragraph about {Name@X}. {Name®X}
| [ditto]| [ditto]} | [ditto] ] [ditto]}
| [ditto]] [ditto]} |[ditto]] [ditto]}
f@ Before ( (3. After
=THE PAYOFF =
Nested lists create a flexible hierarchy of signatures from a single Grid.
Doxserd () 2011.2016 ilogln;ed this 17th day of February,
Answer .
SignDate | Date of signing? 2/17/2017 Acme, Inc.
List the Buyer(s) first, then any people/entities signing for Buyer(s): » By:
Name Parent Alan Acme
Name of Buyer or signer | signing for another entity, for
whom? Smith Co.
Acme, Inc. [?7]
Smith Co. [77] By:
Alan Acme Acme, Inc. Bernice Smith
Bernice Smith Smith Co. By:
Claudia Smith Smith Co. Claudia Smith
Lesson 8 Lesson 8 Lesson 8
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Linked Answers in Lists

Every List is based on a particular series answer in the Questionnaire. But when customizing Lists, you
can include Fields that refer to any answer, not just the original series answer. And you’ll get even more
mileage out of answers that are linked to the original series.

Lesson 9 Lesson 9 Lesson 9
Lesson 9:
List with Linked Answer
o Text series answer (page 8) This form gathers and presents related data (names
e Linked answer (page 8) and birthdates).

o List (page 49)
e Current item Field (page 63)

18 Create the a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B Questionnaire, ¥ Create to add a Questionnaire
b Fill in the Questionnaire as shown

| leave the remainder of my estate to my children: Andy (born January 1, 1991),

Betty (born February 2, 1992), Carl (born March 3, 1993) and Debra (born April 4,
d 1994).

Doxsera (c) 2011-2016 Snapdone, Inc.

Q Label Question Answer
Kids List the will maker’s children.

DOB What's each child’s date of birth?
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Lesson 9 Lesson 9 Lesson 9

y2 Create Smart Put the cursor in the Kids answer box and click “# Smart Answer

Answers Select Series of text boxes and click OK

Put the cursor in the DOB answer box and click ¥ Smart Answer
Select Series of text boxes

Checkmark Link to a preceding series answer or a Grid

a
b
c
d
e
f

Select the Kids answer and click OK

Text | propdown | Yes/No | Checkboxes | Derived |

€ single text box

Doxsera () 2011-2016 Snapdone, |

b

d
Text | propdown | Yes/No | Checkboxes | Derived | .

(¥ Series of text boxes [

I” with pronoun

Question Answer

d

Kids List the will maker’s
children.

" single text box
Linked answers ask for more info
about responses in a praceding
Series answer. Responses in the

DOB What’s each child’s date e eraslar e beutee PV tala] receriney Serieslaneser e crel
of birth? d d
preceding answer are used to

Note: Linked answers are "old identify each text box in the Linked
nswer.

technology”. You will usually want

to use newer Grid answers instead. c |
o= = — e

To create a Grid answer, place the ietthe

cursor at the end of the form parsies (101 Parker

(below the Questionnaire) and dlick Crrra—

the Smart Answer button.

patcon

Gil parker [4/17/1560

s Enid Lake |8/31/1989

oatcoe [ari7/1962

8z

LE L

(012011201 Sapdane, e [ | cancal
3 Add a List a Select the kids and dates that will be replaced with a List and click := List

b Select the Kids answer
Cc Select the Tic, Tac, and Toe appearance and click OK

Questionnaire 1 WS
| leave the re er of my estate to Appearance

. Tig, Tac, and Toe j
my children: A ornJanuary 1, d AN
1991), Betty (born February 2, 1992),

Carl (born March 3, 1993) and Debra
(born April 4, 1994).

List | sublist |

Include all items in the list

Even when creating a custom List, you always use
one of the predefined List appearances as a
starting point. In this case, the closest match is Tic,
Tac, and Toe.

Blank
M line

Cancel

(o) 2011-2016 Snapdone. Inc.
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Lesson 9 Lesson 9

/88 Customize the List
with additional text

Lesson 9

a In each of the three clauses, type (born ___) after the {Kids®X} Field

{Kids@X}| {#>2:,} and {Kids@X}}.

ﬁe remainder of ﬁﬁcate to my children: {List@®:{Kids@X}|,

@ Aft | leave the remainder of my estate to my children: {List®:{Kids@®X} (born
< er >

)|, {Kids®X} (born __ )|[{#>2:,} and {Kids@®X} (born __ )}

LY Add a Field a Select the first blank line and click ¥s Field
b Select the DOB answer
Cc Select the Current item

d Select the Date Field type and click OK

Questionnaire | |I Sﬂ

| leave the remainder of my estate to
my children: {List@®:{Kids@®X} (born
L)), {Kids@®X} (born ) |[{#>2:,}

. * Date " Sequence#
Format | offset | Function |
* Defined format
and {Kids@®X} (born )%

List | Sublist Item 1
St ] e @

You will almost always use Current item
when adding Fields from a linked answer
into a List. For an exception, see Lesson 10
on page 64.

" Text

" Nmbr

May 1, 2010 -
" Custom format

o

¥ Blank line

Cancel

() 20112016 Snapdane, Inc

3 Add two more Fields 2 Select {DOB®X} and copy with Ctrl+C

b Select each remaining blank line and paste with Ctrl+V

ave the remainder (Qestate to my children: {Listtﬂscx} (born
)|, {Kids@®X} (born J[{#>2:,} and {Kids®X} (born ™ )}

m | leave the remainder of my estate to my children: {List®:{Kids@®X} (born
{DOB®X})|, {Kids®X} (born {DOB®X}) | {#>2:,} and {Kids@®X}

(born {DOB@®X})}.
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Kids

Lesson 9

=THE PAYOFF =

No matter how many children are typed in the Questionnaire, the custom List expands to accommodate
them, and includes supplemental info (a birthdate) for each.

Doxsera (c)2011-2015 snapdone, Inc.

Question

List the will maker’s children.

Lesson 9

Answer

Ann
Bill
Carla
Dan

Lesson 9

DOB

What'’s each child’s date of birth?

Ann: 1/1/2001
Bill: 2/2/2002
Carla: 3/3/2003
Dan: 4/4/2004

| leave the remainder of my
estate to my children: Ann
(born January 1, 2001), Bill
(born February 2, 2002), Carla
(born March 3, 2003), and Dan
(born April 4, 2004).

Lesson 9

First, Previous, Current, Next, and Last

You might have wondered about the X in Fields that appear within Lists:

{DOB@®X}

{Kids@®X}

Lesson 9

Lesson 9

The character after the @ indicates which item in the List should be used for that Field. X refers to the

current item. But once in a blue moon special circumstances may arise — you might want the third clause
to refer to the first item, or you might want each occurrence of the middle clause to refer to the next item.
The five possibilities are:

F = First P = Previous

X = Current

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

N = Next

L = Last
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Lesson 10 Lesson 10 Lesson 10

Lesson 10: List with Previous Item

e Text series answer (page 8) This form automatically handles a fiddly situation —
e List (page 49) referring to previous items in a list — that you
e Current item Field (page 63) previously had to do by hand.
¢ Previous item Field (page 63)
18 Create the a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

| select Alan Avery as my personal representative. If Alan Avery is unable or
unwilling to serve, then | select Brenda Blake. If Brenda Blake is unable or
d unwilling to serve, then | select Carla Cooper.

Doxsera (c) 2011-2016 Snapdone, Inc.

Question Answer
PRs List the personal representatives
Note the structure of the paragraph in this form. | select Alan Avery as my personal representative.

The first sentence refers to the first personal
representative.

The middle sentence refers to the first and second If Alan Avery is unable or unwilling to serve, then | select
personal representatives. Brenda Blake.

And the last sentence refers to the second and third  If Brenda Blake is unable or unwilling to serve, then |
personal representatives. We'll handle this select Carla Cooper.
awkward situation with “previous” Fields.

2 Create a a Put the cursor in the PRs answer box and click ¥ Smart Answer
Smart Answer b Select Series of text boxes and click OK

Text | Dropdown | Yes/No | Checkboxes | Derived

DoxXsera (c) 2011-2016 Snapdone, | REEEEEEES

Question Answer I~ with prorioun

d

PRs List the personal
representatives

The text box allows for
typed res 3

[c) 2011:2016 Snapdone, nc. ]
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Lesson 10 Lesson 10 Lesson 10

e¥ Add a List a Select the whole passage and click := List

b Select the PRs question and Tic, Tac and Toe appearance, and click OK

Questionnaire | FS
| select Alan Avery as my personal s
epresentative. If Alan Avery is Tie, Tac and To= El
unable or unwilling to serve, then | dr ERepeg s
select Brenda Blake. If Brenda Blake

is unable or unwilling to serve, then |
select Carla Cooper.

List | sublist |

Include all items in the list

Blank
W e oK Cancel

() 2011206 Snapdane, Inc.

‘8 Customize In the first clause:
the first clause a Type | select before {PRs@®X}
b Type as my personal representative. (including space at the end) after
{PRs®X}

{List®:| select {PRs®X} as my personal representative. ||, {PRs@®X}| and
{PRs@®X}}

{List®:{PRs®X}|, {PRsOX}| and {PRs@X}}

¥ Customize In the middle clause:
the middle clause a Delete the comma and type If ___is unable or unwilling to serve, then |
select before {PRs@®X}

b Type a period and space after {PRs@®X}

m {List®:| select {PRs@®X} as my personal representative. ||, {PRs@®X}| and
{PRs@®X}} d

{List®:| select {PRs@®X} as my personal representative. |If ___is unable or
unwilling to serve, then | select {PRs@X}. | and {PRs@®X}}
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Lesson 10
¥ Customize
the last clause

Lesson 10

Lesson 10
In the last clause:

a Delete and and type If ___is unable or unwilling to serve, then | select
before {PRs@®X}

b Type a period after {PRs@®X}

{List®:| select {PRs@®X} as my personalﬁsenta If __ isunableor
unwilling to serve, then | select {PRs@®X}. | and {PRs@X}}

{List®:| select {PRs@®X} as my personal representative. [|If ___ is unable or
unwilling to serve, then | select {PRs@®X}. |If __ is unable or unwilling to
serve, then | select {PRs@X}.}

y& Add a Field

a Select the first blank line and click ¥s Field
b Select the PRs answer

C Select the Previous item and click OK

When the form is Filled and a “previous” Field is
encountered, the previous item in the List is

retrieved instead of the current item.

N Questionnaire F S ﬂ 0
{List®:| select {PRs@®X y 1 i
Nmbr
personal representative. |If is ¢ Date Ol sequanca®
unable or unwilling to serve, then | Format
. * FreeForm
select {PRs@X]}. || If is unable or - et it
unwilling to serve, then | select © Tite Case
{PRSOX}} List | Sublist Item | " lowercase
Previous | item g " UPPERCASE

[v Blank line

| cancel

() 2012016 Snapdone, Inc.

-3 Add one more Field

a Select {PRs®P} and copy with Ctrl+C
b Select the blank line and paste with Ctrl+V

Q

{List®:| select {PRs@®X} as my personal rep&

or unwilling to serve, then | select {PRs@®X}. [If  is unable or unwilling to
serve, then | select {PRs@X}.}

ative. ||If {PRs@®P} is unable

{List®:| select {PRs@®X} as my personal representative. ||If {PRs@®P} is unable
or unwilling to serve, then | select {PRs@X}. |If {PRs@®P} is unable or unwilling
to serve, then | select {PRs@®X}.}

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

Page 66




Lesson 10

Questionnaire.

Doxsera

(c) 2011-2015 Snapdone, Inc.

Question Answer

PRs List the personal Humphrey Cogg

representatives.

Lesson 10

=THE PAYOFF =

The language changes dynamically depending on the number of personal representatives typed into the

Lesson 10

| select Humphrey Cogg as my personal
representative.

Doxsera (c) 2011-2015 Snapdone, Inc.
Question Answer
PRs List the personal Humphrey Cogg
representatives. Ella Grendle

| select Humphrey Cogg as my personal
representative. If Humphrey Cogg is unable or
unwilling to serve, then | select Ella Grendle.

Doxsera (c) 2011-2015 Snapdone, Inc.

Answer

Question

| select Humphrey Cogg as my personal
representative. If Humphrey Cogg is unable or
unwilling to serve, then | select Ella Grendle. If Ella

PRs List the personal Humphrey Cogg > o
representatives. Ella Grendle Grendle is unable or unwilling to serve, then | select
Stanley Frock Stanley Frock. If Stanley Frock is unable or unwilling
Quentin Lacrosse to serve, then | select Quentin Lacrosse.
Lesson 10 Lesson 10 Lesson 10
Sublists
.You may also create a List tha_t mclu(.ies only some of the — ol
items typed by the form user in a series answer. Appearance
‘ Tic, Tac and Toe j
To insert a Sublist in a form, click := List, select an answer, [ [enarete pa amarie
then click Sublist and choose which items should be
included.
In the example shown here, the Questionnaire includes a Py o
series answer labeled Infractions, and a linked answer only incluce tems where:
labeled Rule. The Sublist being created will only include I = i
infractions that violate Rule 37(b). [ toxt E
| 37(b) j
If additional criteria are required to create your Sublist,
click and/or to create a compound Condition (page 38). === s
—, 250 * line Cancel

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

() 2011-201 Snapdane, Ine.

Page 67




Lesson 11

Lesson 11: Sublists
e Text series answer (page 8)

¢ Dropdown linked series answer (page 9)

e Sublist (

page 67)

Lesson 11

names.

Lesson 11

This form derives two Sublists from a single series of

{8 Create the
Questionnaire

a Type or copy/paste this paragraph into a blank document

e Click B Questionnaire, ¥ Create to add a Questionnaire

b Fill in the Questionnaire as shown

g
Q

Officers who attended the meeting were Alan Diggle, Bernice Fenster, and Roy
Barnes. Also present were Jerome Fuller, Cynthia Wilson, and Esther Spaulding.

Attendees

Doxsera

Question Answer

List all the attendees.

(c) 2011-2016 Snapdone, Inc.

Officers

For the attendees who are officers,
choose an office.

A Create Smart

Answers

Attendees

Question

" o 6 T o

—

List all the attendees.

Put the cursor in the Attendees answer box and click % Smart Answer

Select Series of text boxes and click OK

Put the cursor in the Officers answer box and click “® Smart Answer

Click the Dropdown answer type

Select Series of dropdowns, Link to a preceding series answer or a Grid,

Attendees

Select the source typed here

Type the choices President, Secretary, and Treasurer (each on a separate

line) and click OK

Doxsera (c) 2011-2016 Snapu..

" single text box

(v Series of text boxes [~

a Answer d

I™ with pronoun

Text Dropdown | yes/No | Checkboxes | Derived

Officers

office.

For the attendees who
are officers, choose an

 single dropdown

Source for,
I~ Allow

ices: [ typed here -
a different response ‘

President
Secretary
Treasurer

Type one choice
per line_

Text | propdown | Yes/No | Checkboxes | Derived |

(& Series of dropdowns [V Link to a preceding Series answer or 2 Grid | Attendees

Linked answers ask for more info
about responses in a preceding
Series answer. Responses in the
preceding answer are used to
identify each dropdown in the Linked

List the Gil Parker
a Enid Lake |married -
=7 Pat Coe divorced -

[6) 20712006 Snapdane, e

oK Cancel

Y

Cancel
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c¥ Add the
first Sublist

Lesson 11

Lesson 11 Lesson 11

a Select Alan Diggle, Bernice Fenster, and Roy Barnes and click := List

b The Attendees question and Tic, Tac and Toe appearance are selected
C Click Sublist

d Choose to include items where the {Officers} answer is any of these:
President, Secretary, Treasurer, and click OK

s who attended the meeting
were Alan Diggle, Bernice Fenster,
and Roy Barnes. Also present were
Jerome Fuller, Cynthia Wilson, and
Esther Spaulding.

Questionnaire ] ’; S

Appearance

Tic, Tac and Toe j

I” Separate paragraphs

This Sublist will only

it Sublist . q

o ] : include Attendees in

nly include items where:

[{offcers) the first question who

fem chosen o |2 SRR have been tagged with

* any of these . . .

™ nane of thase | 2 MRS an officer designation
in the second question.

Blank [¢
ke line

il cancel

(2] 2011-2015 Snapdane, inc.

andfor

second Sublist

C Click Sublist

a Select Jerome Fuller, Cynthia Wilson, and Esther Spaulding and click := List
b The Attendees question and Tic, Tac and Toe appearance are selected

d Choose to include items where the {Officers} answer is none of these:
President, Secretary, Treasurer, and click OK

Officers who attended the meeting

were {Sublist ttendees@®X}|,
{Attendees@hd {Attendees@®X}}.
Also present were Jerome Fuller,
Cynthia Wilson, and Esther Spaulding.

Questionnaire ] @ S

Appearance

ic, Tac and Toe |

b Separate paragraphs

: \ This Sublist will only
S — include Attendees in the
[ Toffcers] first question who have
e e e not been tagged with an
¥ nane of thase | MMMl officer designation in the
d second question.

Blank B
22 line

Cancel

(2] 2011-2016 Snapdane, Inc,

andfor
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At first glance, the two {Sublist®: codes appear to be identical, but they are not. To review (or change) the
specifics of a Sublist, put the cursor in the code and click i= List to return to the List editing screen.

Officers who attended the meeting were {Sublist®:{Attendees®X}|,
{Attendees®X}| and {Attendees®X}}. Also present were
{Sublist®:{Attendees@®X}|, {Attendees®X}| and {Attendees@®X}}.

==THE PAYOFF =

A series and linked answer in the Questionnaire are used to populate two distinct Sublists in the finished
document.

Doxsera (c) 2011-2015 Snapdone, Inc.

MEETING MINUTES

Question Answer .
Officers who attended the
Attendees | List all the attendees. Judith Flambe meeting were Judith
Orson Coot Fl be H L d
Roger Beeman am .e, ana Lorang, an
Hana Lorang |neZ Plerce AISO present
Inez Pierce were Orson Coot and
Officers For the attendees who are Judith Flambe: President Roger Beeman.
officers, choose an office. Orson Coot: [??]
Roger Beeman: [?7?]
Hana Lorang: Secretary
Inez Pierce: Treasurer

Lesson 11 Lesson 11 Lesson 11

Grids and Lists

Grids are often used as a source for Lists. Each Grid is composed of a series answer in the first column
(used to create the List structure), and linked series answers in the secondary columns (each of which can
be incorporated when customizing the List).
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Lesson 12: List with a Grid
¢ Grid (page 15)

¢ Dropdown answer (page 9)

e List (page 49) This form gathers info with a Grid, then translates it

e Number Field (page 16) to a narrative structure.
¢ Condition (page 32)

e Sublist (page 67)

e First item Field (page 63)

Type or copy/paste this text into a blank document

I8 Create the

Questionnaire Click B8 Questionnaire, ¥ Create to add a Questionnaire

Fill in the Questionnaire as shown
Click B Questionnaire, &= Grid, ¥ Add, and choose 4 columns

Fill in the Grid and its instructions as shown

e T o

(o]

) Estimate for Smith Residence

Overview: Rodents were found in three rooms. Termites were found in one room.
Plan: Deploy rat traps ($60). Spray pesticide ($150).

Equipment Deposit: An additional deposit of $60 is required and will be refunded
when the traps are retrieved.

Q Doxsera (c)2011-2016 snapdone, Inc.

Question Answer
q Client Client’s last name?
Describe the pests and proposed action:
Pest Rooms Action Cost
Type of pest # of rooms Proposed action Price quote
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22 Create a a Put the cursor anywhere in the third column of the Grid and click & Smart

Smart Answer Answer.
b Click the Dropdown answer type

Select the typed here source

d Type the choices Pesticide fogger, Spread poison, and Deploy traps (each
on a separate line) and click OK

Texty Dropdown | Yes/No | Checkboxes | Derived |
Jemr dropdown choices:
N Allow user to rent response.
Pest |Rooms Action Cost

Type of pest # of rooms |Proposed action Price quote I

. .

ro
Pesticide fogger
Spread poison resident

pread pe
Deploy traps

When a Smart Answer is applied to a Grid, it applies to a lj = j
whole column. So this dropdown answer will appear in
the third column for each answer row. 2
c¥ Add a Field a Select Smith and click ¥ Field
Q b Select the Client answer and click OK
. ~ 7 . Questlunna\re} Qﬂﬂ 5 Text
Estimate for Smith Residence cion —
Overview: Rodents were found in three rooms. Pz
Termites were found in one room. :Fm_tFm
Plan: Deploy rat traps ($60). Spray pesticide ($150).  First capital
Equipment Deposit: An additional deposit of $60 is e
required and will be refunded when the traps are ¢ UppeRchsE
retrieved.

I Blank line

| cancel

() 201-2016 Snapdone, Inc.
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‘8 Add the first List a Select these two sentences and click := List
b Select the Pest answer

C Select the [repeating paragraphs] appearance and click OK

Questionnaire ] F S

ate for {Client} Residence Appearance

Overview: Rodents were found in three rooms.

Termites were found in one room.

Plan: Deploy rat traps ($60). Spray pesticide ($150).

Equipment Deposit: An additional deposit of $60 is

required and will be refunded when the traps are i | subit |
retrieved. Include all items in the list

This custom List consists of repeating sentences. The closest
match among the appearance choices is [repeating
paragraphs], so we’ll use that as a starting point.

Slank 7
M fine

| [repeating paragraphs] j

’ Cancel

(¢) 2011-2015 Snapdane, Inc.

¥ Customize a Delete Sample paragraph about
the first List b Type were found in ___ rooms after {Pest®X}

C Replace the hard return with a space

Overview: {List®:Sample paragraph about {Pest@®X}.
|[ditto]|[ditto]d d ‘

(@ After) Overview: {List®:{Pest®X} were found in ___ rooms. ||[ditto]|[ditto]}
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¥ Add a Field a Select the blank line and click ¥s Field
to the first List b Select the Rooms answer
C Select the Current item
d Select the Nmbr Field type

e Select the one thousand format and click OK

Questionnaire ] F S ﬂ

Action
Client
Cost

Pest

Overview: {List@®:{Pest@®X} were found in rooms.
|[ditto] | [ditto]}

" Date " sequencez

d Eormat | math |
% Defined
e thousand -
ustom
List | Sublist Item |
Current | item
¥ Blank line
i Cancel
(21 20112016 Snapdane, Ine.
y& Add a Condition a Select the s at the end of rooms and click & Condition

to the first List b Select the Rooms answer
C Click Item and select the Current item in the List
d Select the condition is more than 1 and click OK

Show the selected text if:

T [+ &
ction

Overview: {List®:{Pest@®X} were found in {RoomsOXI
rooms. |[ditto]||[ditto]}

3
3
Led

List | Sublist It
Current <] tem This Condition says:
Show the s when the
number of rooms in

the current sentence
is more than 1.

‘ , o il
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¥ Add the second List @ Select these two sentences and click i= List

b Select the Pest answer

C Select the [repeating paragraphs] appearance and click OK

Estimate for {Client} Residence
0 iew: {List®:{Pest®X} were found in {Roo
r f:s}. | [ditto] ]| [ditto]l}
Plan: Deploy rat traps ($60). Spray pesticide ($150).
Equipment Deposit: An additional deposit of $60 is

Questionnaire ] F ﬂ

| [repeating paragraphs]

required and will be refunded when the traps are
retrieved.

List | sublist |

This List will only use info from the Action and Cost columns
of the Grid, but we still selected Pest when creating the List.
That’s because Lists are always based on the primary
column (the leftmost column) in a Grid, even if info from
that column is ultimately not used within the List.

M Customize

a Replace Sample paragraph about with a blank line

the second List b Replace {Pest®X} with ($___)

C Replace the hard return with a space

Plan: {List®:Sample paragraph about {Pest@®X}.
[[ditto] | [ditto]d J ‘

‘@After ’ Plan: {List®: (S__). |Iditto]][ditto]}
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410} Add Fields a Select the first blank line and click ¥s Field
to the second List b Select the Action answer and Current item, and click OK
C Select the second blank line and click ¥ Field

d Select the Cost answer and Nmbr Field type and click OK
Questionnaire ] Fﬂﬂ & Text

Client £ Nmbr L

Cost
Poat Questionnaire | ae G| #

Roems Action
Client

Plan: {List®: (S

" Date " Sequencez

Format }Math |

& Defined

List | Sublist Ttem | 1,000 (no dedimals) =

Current  «| item
" Custom
List | Sublist Ttem I

Info
W Blank line
: | =
@ oK Cancel

[0 2011-20%6 Snapdane, Inc.

We want the final paragraph to appear in the finished document only if the form user has selected Deploy
traps in the Action column of the Grid.

%8 Add a Condition a Select the last paragraph and click & Condition
b Select the Action answer
C Click Sublist to include only some of the items in the answer
d Include items where the {Action} is any of these: Deploy traps

e Select the condition contains more than 0 items and click OK

Show the selected text if:

Questionnaire e O

Estimate for {Client} Residence
Overview: {List®:{Pest®X} were found in {Rooms

contains | more than || 0 vﬂ items

Plan: {List@®:{Ai X} (S{Cost®X}). | [ditto]|[ditto]

Equipment Deposit: An additional deposit of $60is ..., the paragraph when
required and will be refunded when the traps a e ' the number of “deploy

re '
% any of these
. " none of these . .
retrieved. d traps” actions is more

List  Sublist | Item |

T ——— This Condition shows

than zero.
Our final challenge is the 60 in the last paragraph. We need a Field that provides a particular number from
the Cost column of the Grid. It has to be the number that appears in the same row as Deploy traps, but we
don’t know whether that will be the first row, last row, or somewhere in between. The solution is to use a
Field that is smart enough to locate a particular item in the Grid.
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Lesson 12 Lesson 12

1WA A Field that
pinpoints a
particular Grid item

o 060 T o

Select 60 and click ¥s Field
Select the Cost answer
Click Item to retrieve a particular item in the answer

Select the First item in the sublist where the {Action} is any of these:

Deploy traps
e Select the Nmbr Field type and click OK

= ]

Questionnaire }

Action

Estimate for {Client} Residence
Overview: {List®:{Pest®X} were found in {Rooms$€

" Sequence#

Format WMath }

roomf{if:s}. || [ditto]||/[ditto]} P

Plan: {List®:{Action®X] (${Cost®X]}). | [ditto]| [ditto]} 1000 no decima] <

fif ~~ it Do oot A S dieio oot Honosit Of S0 IS e | subist e | r,igum

re  This Field will show a particular  trap, [Frse <]item  Finsubistwres @]

re itemin the Cost column. The [ Cactiont -l

— item it selects will be the first W tomeresen = |5 Smread soser

item where Deploy traps has oot
been selected in the Action e p——
column. a@lf Cancel

Before saving this form to be used by others, click === Row/Column, “, Show/Hide to hide the first
column of the Questionnaire and first row of the Grid. This hides material that could be confusing for the

form user.
@ After
(c) 2011-2016 Snay -

\ Answer

(D Before

(c) 2011-2016 57

Doxsera Doxsera

Label Question \ Answer Question

Client’s last name? Client’s last name?

Describe the pests and proposed action: Describe the pests and proposed action:

Pest Rooms Action Cost # of rooms

Type of pest

Proposed action

Price quote

Type of pest

# of rooms

Proposed action

Price quote

If you need to revise the form later, click === Row/Column, . Show/Hide again to reveal the hidden
material.
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Question

Client's last name?

Lesson 12

Lesson 12
=THE PAYOFF =
A single Grid provides all the info needed to build two distinct Lists, decide whether a deposit is required,
and determine a deposit amount based on particular item within the Grid.

Doxsera (c) 2011-2016 Snapdone,

Answer

Barclay

Lesson 12

Describe the pests and proposed action:

Type of pest

it of rooms

Proposed action

Price quote

Termites

3

Pesticide fogger

150

Question

Client's last name?

Doxsera (c) 2011-2016 Snapdone,

Answer

Channing

Estimate for Barclay Residence

Overview: Termites were found in three
rooms.

Plan: Pesticide fogger (5150).

Describe the pests and proposed action:

Lists with Derived Series Answers

Type of pest  |# of rooms |Proposed action |Price quote
Ants 2 Spread poison 35
Rodents 1 Deploy traps 60
Lesson 12 Lesson 12

Estimate for Channing Residence

Overview: Ants were found in two
rooms. Rodents were found in one room.

Plan: Spread poison ($35). Deploy traps
(560).
Equipment Deposit: An additional

deposit of $60 is required and will be
refunded when the traps are retrieved.

Lesson 12

Every List is based on a series answer. That includes Text series (page 8), Dropdown series (page 9),
Yes/No series (page 12), and Checkboxes (page 13). But don’t forget that three types of Derived answers
are also series answers that work as the foundation of a List: series of answers (page 14) and series of
Passages or Folios (page 14).
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Lesson 13

Lesson 13

Lesson 13: Derived Series Answers

Text series answer (page 8)

Checkboxes answer (page 13)

This form reconfigures several separate answers into

Text linked series answer (page 8)

Derived series answer (page 14)

new Lists.

i Create the
Questionnaire

a Type or copy/paste these paragraphs into a blank document
e Click B8 Questionnaire, # Create to add a Questionnaire

b Fill in the Questionnaire as shown

.|

All family members:

All adult family members:

All family members who live in the same state as client:

Question

Doxsera (c) 2011-2016 Snapdone, Inc.

Answer

ClientName Name of client
1
SpouseName Name of spouse , . .

: : : We're assuming that the first
ClientState Client’s state of residence six questions have already
ChildName List the children been determined by material
ChildMinor Which of the children are minors? elsewhere in the form. Now

- - - it’s our job to create three
ChildState Each child’s state of residence .
Derived answers that
WholeFamily (derived) reconfigure the info that’s
AllAdults (derived) already been gathered.
SameState (derived) |
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Lesson 13

Lesson 13

A Create
Smart Answers

>o0m - 0O Q 6 T 9

Fry

Put the cursor in the ChildName answer box and click <& Smart Answer

Select Series of text boxes and click OK

Put the cursor in the ChildMinor answer box and click “# Smart Answer
Click the Checkboxes answer type

Select the source another answer, ChildName and click OK

Put the cursor in the ChildState answer box and click & Smart Answer
Select Series of text boxes

Checkmark Link to a preceding series answer or a Grid

Select the ChildName answer and click OK

b

Text | Dropdown | Yes/N | Checkboxes | Derived |

Doxsera (c) 2011-2016 Snay SN
* Series of text boxes r
Question Answer By
. . Doxsera - Smart Answer X
ClientName Name of client ‘
Text | Dropdown | Yes/No Checkboxes | perived |
SpouseName Name Of spouse Source for checkboxes: | another answer || ChildName -
L
. . . Doxsera - Smart Answer X
ClientState Client’s state of residence )
Text | propdown | Yes/No | Checkboxes | De:
. . . " Single text box
ChIIdName LISt the Chlldren (¥ Series of text boxes W Link to a preceding Series answer or a Grid ChildName v
ChildMinor Which children are minors?
ChildState Each child’s state of residence
Linked anamers askfor morg nfo
WholeFamily | (derived) Pl e
Nete: Linked answers are "old identify each text box in the Linked
R S e | —
AllAdults (derived) To este o Srdsnower, e e | |
Pt Df(he’f)urmd o pores | [T parkar
. — the Smart Answer button.
SameState (derived) | P
| wht's | il parker [4/27/3260
IS | enid Lake [s/31/1585
2| oicoe [zinez
{€)2011-2016 Snapdone, Inc. OK o Cancel
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&=

e Derived series Put the cursor in the WholeFamily answer box and click “& Smart Answer

of answers Click the Derived answer type

Select Series, Answers

Select the ClientName answer and click B to add it to the series

e O O T

Repeat d to add the SpouseName and ChildName answers to the series
Click OK

e

Doxsera (c) 2011-2016 Snapdone, Inc.

down | Yes/No | Checkboxes Derived |

Question Answer C

ClientName Name of client

SpouseName Name of spouse J‘

ClientState Client’s state of residence This answer takes the

ChildName List the children [??] people from three
{z;} separate answers and

dumps them all into a
single bucket so that

ChildMinor Which children are minors? O [??]

& Keep in ’
ChildState Each child’s state of residen 2?]: [??] o we’ll be able to create |
WholeFamil (derived) a List that includes all .

oleFami erive
! of them.

AllAdults (derived)
SameState (derived)

[~ Allow duplicates

(51201201 Snspdone nc. N ook )| cance
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Lesson 13

Lesson 13

'8 Derived series

of answers
with a filter

Select Series

e O O T

o =~ O

Doxsera

Question

Answer

Click the Derived answer type

, Answers

Select ChildName in the series

Click Some items

(c) 2011-2016 Snapdone, Inc.

Put the cursor in the AllAdults answer box and click

i

“& Smart Answer

Select the ClientName answer and click B to add it to the series

Repeat d to add the SpouseName and ChildName answers to the series

Choose to only include items where {ChildMinor} is unchecked, and click
OK

ClientName Name of client e
Choose answers to .
SpouseName | Name of spouse s This answer tosses the
- - - client and spouse into
ClientState Client’s state of residence
the bucket, but only
ChildName List the children [?7] e includes some of the
?? @ Series: s ( Passages  Folios H
{”} ‘ children (only the
L Choose ans! ClientName
Sreniare adults).
ChildMinor Which children are minors? 2 C""d”“j oL 3| | oot e seen o
ChildState Each child's state of residence | [??]:[??] | = . B E
[ean 3| | oo e whies v ||
WholeFamily (derived) Q??] [ nchesied El
AllAdults (derived)
SameState (derived)
I~ Allow duplicates. M
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¥ Derived series a Put the cursor in the SameState answer box and click %% Smart Answer
of answers with b Click the Derived answer type
a flexible filter C Select Series, Answers
d Select the ClientName answer and click ® to add it to the series
® Repeat d to add the SpouseName and ChildName answers to the series
e Select ChildName in the series
f Click Some items
g Choose to only include items where {ChildState} is this text: {ClientState}

Doxsera (c) 2011-2016 Snapdone, Inc.

down | Yes/No | Checkboxes Derived |

Question Answer C

ClientName Name of client

SpouseName | Name of spouse This time only

children who live in

ClientState Client’s state of residence
the same state as
ChildName List the children [??] . .
[27] client are tossed into
[2?] the bucket with

client and spouse.
ChildMinor Which children are minors? O [??] P

ChildState Each child’s state of residence | [??]: [??] ° i eterore )
=l
WholeFamily (derived) [??] B El
AllAdults (derived) [??] [EE=s) S
SameState derived
( ) [~ Allow duplicates M
3 Add the Lists a Select the first blank line and click i= List

b Select the WholeFamily answer and click OK
C Repeat a and b to create a similar List with the AllAdults answer

d Repeat a and b to create a similar List with the SameState answer

Questionnaire ] |; S

Alladults Appearance
Chidviare [ Tic, Tac and Toe B
\ SameState

WholeFamil

All family members:

™ Separate paragraphs

All adult family members:

All family members who live in the _b

same state as client:

List | sublist |

Include all items in the list

Blank

(¢) 2011-2015 Snapdane, Inc.
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Before saving this form to be used by others, click === Row/Column, . Show/Hide to hide the Derived

answers. Since they’re processed automatically in the background, they would only confuse the form user
if they were left visible.

==THE PAYOFF =

Even when info is gathered in separate answers, it can be combined to produce cohesive Lists.

Doxsera (c)2011-2015 snapdone, Inc. All family members: Jerome Purcell, Ella
Question Answer Purcell, Alan Purcell, Betty Rawlings, Carl
Name of client Jerome Purcell Purcell, Diane Purcell and Ed Purcell
Name of spouse Ella Purcell
Client’s state of Oresgon All adult family members: Jerome Purcell,
residence Ella Purcell, Alan Purcell, Betty Rawlings and
List the children Alan Purcell Ed Purcell

Betty Rawlings
Carl Purcell All family members who live in the same
E('ja:lfrz:lrlce” state as client: Jerome Purcell, Ella Purcell,
- Alan Purcell, Carl Purcell and Diane Purcell
Which of the 1 Alan Purcell
children are [J Betty Rawlings
minors? Carl Purcell
Diane Purcell
(1 Ed Purcell
Each child’s state | Alan Purcell: Oregon
of residence Betty Rawlings: Texas

Carl Purcell: Oregon
Diane Purcell: Oregon
Ed Purcell: Vermont

Lesson 13 Lesson 13 Lesson 13

Sorting Lists

When form users respond to a series question, the items may appear in any order. If the form author
requires a particular order, the items can be sorted with a Derived series answer.

Sorting is controlled in the Smart Answer screen when i e
creating a Derived series answer. © seres: @ dewers  Snsages © rotes
Choose answers to SignerNames. All items.
Click Sort to turn on SOrting. s ERa Al
T =

/ [ R ettt s ot
Click ABC for alphabetical sorting, 123 for numerical c iz
sorting (the items in the series must all be numbers), or Byl e
Date for chronological sorting (the items in the series must
all be dates). All three methods allow either ascending or e s
descending order. e

Alphabetical sorting also allows By last name sorting. It is used with a series of names that have been
typed “normally,” with first names first, last names last, and prefixes and suffixes all in their proper place
(Mr. John Doe, Jane X. Smith, Dr. Ellen Blake, Fred Grant Esq., Sir Perry Reginald Bishop IlI, etc.).
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Lesson 14 Lesson 14 Lesson 14

Lesson 14: Sorting a List

e Text series answer (page 8 . .
(page 8) This form sorts a series of names by last name.

¢ Derived series answer (page 14)
* Sort (page 84)

18 Create the a Type or copy/paste this sentence into a blank document

Questionnaire * Click B Questionnaire, "I Create to add a Questionnaire

Q b Fill in the Questionnaire as shown

The meeting was attended by

Doxsera (c)2011-2016 snapdone, Inc.
Q Question Answer

Attend Who attended the meeting?
AttendSort (derived)
2 Create a series a Put the cursor in the Attend answer box and click €& Smart Answer
answer b Select Series of text boxes and click OK

Text | propdown | Yes/No | Checkboxes | Derived |

" Single text box

DoOXSera (c) 2011-2016 Sna [ TSNS

I™ With preneun

Question a Answer
Attend Who attended the meeting? [ bample |
AttendSort (derived) = yped response.
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Lesson 14

Lesson 14

Lesson 14

¥ Create a sorted
Derived series
answer

Question

Who attended the meeting?

Click the Derived answer type
Select Series, Answers

Select Sort

- ® O 6 T 9

Select to sort By last name A to Z and click OK

D,

art Answer

own | Yes/No | Checkboxes Derived |

Doxsera (201120, €

* Series;

d -

include in the
derived series

* Answers (" Passages (" Folios

Answer

Keep results in
the listed order

 sort

48C | 123 | pate |

AttendSort (derived)

= derived series.

Standard
C Atz
CzwA

By last name
Atz

drzmA

I~ Allow duplicates

e selected answer's response will be

Put the cursor in the AttendSort answer box and click &% Smart Answer

Select the Attend answer and click & to add it to the series

Derived answers are not seen or
answered by the form user. Instead,
they are automatically determined
during the Fill process.

This Series-Answers derived answer
stacks responses to included answers
into a single series.

e)20112016 Snapdans, .

oK Caneel

'8 Add a List

a Select the blank line and click i= List
b Select the AttendSort answer and click OK

[~ ol

Questionnaire 1

Attend

AttendSort

The meeting was attended by . b

List | sublist |

Include all items in the list

Appearance

‘ Tic, Tac and Toe j

[~ Separate paragraphs

Blank [r

(] 2011-201 Snapdane, Inc.

Before saving this form to be used by others, click === Row/Column, . Show/Hide to hide the Derived
answer. Since it’s processed automatically in the background, it would only confuse the form user if it were

left visible.

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

Page 86




Lesson 14 Lesson 14 Lesson 14

=THE PAYOFF =
As form author, you control the order of items in a List.

Doxsera (c) 2011-2015 snapdone, Inc. The meeting was attended by
Question | Answer Sir Perry Reginald Bishop Ill,
Dr. Ellen Blake, Mr. John Doe,

Who attended Mr. John Doe
the meeting? Jane X. Smith Fred Grant Esq. and Jane X.
Dr. Ellen Blake Smith.
Fred Grant Esq.
Sir Perry Reginald Bishop IlI
Lesson 14 Lesson 14 Lesson 14

Dox/DB/AwD includes math functions to perform calculations automatically. For example, given a series of
shareholders and the number of shares held by each, the form could calculate the total number of outstanding
shares and the percentage of the company owned by each shareholder.

Adding Math to a Field

Number and Count Fields

Begin by creating a Number field (page 16) or a Questonnaire =lalsl . .
Count Field (page 31). Then click Math to open the o
Math screen. ‘ﬁm]
Date Fields

Begin by creating a Date field (page 17). Then click questonraire =Rl

& Nmbr

Function to open the Math screen.

 pate

"'mmm |
(s Nefined farmat |

The Math Screen

Formula. Build your math formula here. The formula can be
as simple as 1 + 2 or might contain functions within functions

1 1 1 - {P: t: {Field: LoanA t}, {Field:
within functions. . e e

Function. Functions perform special math duties, like Days to
count the number of days between two dates, or Round to
round off a number. To add a function to the formula, select
it from the dropdown menu and click “".

Formula

Gives the periodic payment on a self-amertizing loan (360-day year,
compounded periodically, pa'ymenﬂe s). E.q., {Payment: 1000, 5/ 12,
120} gives the monthly payment o D00 loan with 5% annu_al interest

atnelh G|

Keypad. Click these buttons to add numbers and operators
(plus, minus, etc.) to the formula. You may also type
numbers and symbols on your keyboard. Use * for
multiplication and / for division.
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Help. This area describes the currently selected function and gives pointers on its use.

Unlock. Click & to turn on freeform editing mode. Expert users may find this mode more convenient so
they can type the formula directly (or copy and paste from another source) rather than selecting functions
from a menu.

What's with all the curly braces? You may have noticed
that math formulae contain lots of curly braces: { }. They
show where each math function begins and ends. But you
don’t need to worry about typing the curly braces — they
are automatically included each time you add a function to
the formula.

Lesson 15 Lesson 15 Lesson 15

Lesson 15: Math Fields
e Number Field (page 16)

¢ Math (page 87) This form calculates monthly loan payments.

¢ Field function (page 99)
¢ Payment function (page 103)

18 Create the a Type or copy/paste this sentence into a blank document
Questionnaire * Click B8 Questionnaire, ¥ Create to add a Questionnaire

b Fill in the Questionnaire as shown

The loan amountis$___, to be paidin ___ monthly payments of S each.

Doxsera (c) 2011-2016 Snapdone, Inc.

Label Question Answer

Q Amount Amount of loan?

Rate Annual Interest rate?

Term How many years long is the loan term?
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Lesson 15 Lesson 15 Lesson 15

2 Add a basic Field a Select the first blank line and click ¥s Field
b Select the Amount answer
Cc Select the Nmbr Field type and click OK

. - Lestionnaire F Qf 2
The loan amount is $___, to be paid in monthly = 2= Al e
ate * Nmbr
payments of § ch. Tom b~
Format | Math |
* Defined
1,000.10 (exactly 2 deci v
" Custom
¥ Blank line
Cancel
[] 2011-2016 Snapdane, Inc.
i a Select the next blank line and click ¥s Field
a simple

math Field b Select the Term answer
C Select the Nmbr Field type
d Click Math to open the Math screen

e Type *12 at the end of the formula (the asterisk means multiply), then click
OK to close the Math screen and OK again to close the Field screen

Questionnaire | IE ﬂ ﬂ

" Text

The loan amount is S{Amount}, to be paid in
monthly payments of $___ each.

Amount

Rate * Nmbr
 Date

Format IMEth
* Defined
1,000 (no d =

" Custom

.ﬂjj {Field: Term} lm LI

Ll il il . LI j ;l {Field: Term} * 12
Eos S EacH (orm
ﬂilﬂ. Llili' e This math Field multiplies the
;l_' . ;lil ﬂ. response to the Term question by 12.
he poeolte functon g e speoutevael o |- [

functions may be nested within this one. The Absolute function gives the absolute value of a number, turning negative () 2011-2016 Snapdene, Inc.

numbers into positive numbers. For example, {Absolute: -3.8} = 3.8. Other
functions may be nested within this one.

4 E oK Cancel |
(¢ 2011-2016 Snapdone, Inc. _l

(<) 20142016 Snapdone, Inc.
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Lesson 15 Lesson 15 Lesson 15

/8 Add a math Field
that uses the
Payment function

Select the last blank line and click ¥s Field

Select the Term answer

Select the Nmbr Field type

Select the 1,000.10 (exactly 2 decimals) format

Click Math to open the Math screen

Delete the function {Field: Term} to start with a clean slate

Select the Payment function and click “4* to add it to the formula

e 0 M QO O T Q

Don’t close this screen yet — more to come in the next step

Questionnaire | ’;Sﬂ

Amount p—
Rate @ hmbr

" Text

The loan amount is S{Amount}, to be paid in {###}
monthly payments of $ each.

o

{Field: Term}

" Date

Format I Math

& Defined

1,000.10 (&

8 g A
N
Jﬂjj {Payment: [
el
]2l o
ﬂﬂﬂﬂ [ Abbreviate ¥ Blank line

Absolute

Wl
el
o]
ABE
o m

Payment

| o ) =] OK Cancel
The -i'\bsc:l_ute Func_ticn gives the absolute value of] (¢} 20112018 Snapdone, inc.
numbers into positive numbers. For example, {8 Gives the periedic payment on a self-amortizing loan (360-day year, -
functions may be nested within this one.

compounded periodically, payment in arrears). E.g., {Payment: 1000, 5/ 12,
120} gives the monthly payment on a $1,000 loan with 5% annual interest
l‘ and a 120-month term. Other fun s may be nested within this one.

(] 201-2016 Snapdaone, Inc. - Cancel

| (<) 2011-20% Snapdane, Inc

Most math functions require some additional info. The tip in the lower part of the screen tells us the
Payment function requires three numbers separated by commas: loan amount, periodic interest rate, and
the number of periods in the term of the loan. Those numbers can either be typed directly into the formula
or they can be represented with other functions. In this form, we’ll use a Field function to provide each of
the three numbers the Payment function requires.
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Lesson 15

¥ Add three functions
within the Payment
function

Payment - x

Q

Lesson 15 Lesson 15

Start with the cursor inside the Payment function where the loan amount
is required

Select the Field function, the Amount Field, and click “+* to add it to the
formula

Click the comma button (or type a comma with your keyboard)
Select the Rate Field and click “¢* to add it to the formula

e Type /12 to divide the annual rate into the monthly rate required by the

> 0q

Payment function
Click the comma button (or type a comma with your keyboard)
Select the Term Field and click “&* to add it to the formula

Type *12 to convert the Term response to a number of months, then click
OK to close the Math screen and OK again to close the Field screen

B 2] | [
B
=]

i i i —

Absolute ~|

| Field

| AR

| e

j| Amount j J

{Payment: {Field: Amount} [ Q Q
h

‘ Field j| Rate j J
/ j J {Payment: {Field: Amount}, {Field: Rate} [}

-]

t: {Field: Amount}, {Field: Rate} / 12[} 2

ﬂ_“_ [ Field

4 5

<[ e

= %

The Absg

numbers 1 2 3 {
functions

[&] 201-2018 Snapdone, Inc.

* - {Payment: {Field: Am
L ﬂ J J {Field: Term} * 123}

ield: Rate} / 12,

y The Field function gives an answer from the Questionnaire. If the answer is
W non-numeric, it gives a 'MATH ERROR' message.

[e] 201-2016 Snapdone, Inc.

[e)20M-208 St The Field function gives an answer from the Questionnaire. If the answer is
W non-numeric, it gives a 'MATH ERROR' message.

% Cancel

==THE PAYOFF =

When the form user supplies loan amount, annual interest rate, and loan term, the number of payments
and monthly payment are calculated automatically.

Doxsera (c)2011-2016 snapdone, Inc. The loan amount is
Question Answer $150,000, to be paid in 240
monthly payments of
Amount Amount of loan? 150,000 $948 97 each
Rate Annual interest rate? 4.5
Term How many years long is the loan term? 20
Lesson 15 Lesson 15 Lesson 15
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The Math Tab

After a formula is created in the Math screen, it appears TE] = Qe
. N
here on the Math tab (or the Function tab for Date e | oo 9

i sInTerm " Date
FleldS). \ Format Math
Lot

Click »” to return to the Math screen if more editing is
needed.

The Abbreviate checkbox has no effect on finished

documents, but improves form readability by ~
displaying {###} instead of the full formula. \\ \.
‘F Abbreviate ¥ Blank line
E Cancel

(<] 20112016 Snapdone, Inc.

Math Functions

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

Add, Subtract, Multiply, Divide
Symbols for basic math are just as you expect:
+ Addition. For example:5+2=7
- Subtraction. For example: 5-2=3
Multiplication. For example: 5 * 2 =10
/ Division. For example: 5 /2=2.5

() Parentheses control the order of operations. For example: (1+2)*3=9,but1+(2*3)=7

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

Absolute

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

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

Given a person’s birthdate, the Age function gives their age on a particular date. Note that the age
depends on whether or not the birthday has already occurred in the target year. For example, {Age: 4/17/2000,
4/17/2010} = 10 because the birthday has occurred in 2010; while {Age: 4/17/2000, 4/16/2010} = 9
because the birthday has not yet occurred in 2010. The Field function (if it refers to a date answer) and
other date functions (FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may be nested within this one.
The Age function is often used to calculate a person’s age on the date when the form is used, with a
formula like this: {Age: {Field: DOB}, {Now}}.

In the Formula | Plain English
{Age: datel, date2} | Someone born on Datel is this old on Date2

Lesson 16 Lesson 16 Lesson 16

Lesson 16:

Dates, Math, and Derived Answers
¢ Freeform Derived answer (page 13)

Number Field (page 16)

Math (page 87)

Age function (page 93)

Given a birthdate, this form determines age and
minor/adult status.

Field function (page 99)

Now function (page 103)
A/An Condition (page 46)

18 Create the a Type or copy/paste this sentence into a blank document

Questionnaire ® Click B8 Questionnaire, ¥ Create to add a Questionnaire

b Fill in the Questionnaire as shown

The beneficiary is a minor/adult, age .

Doxsera (c) 2011-2016 Snapdone, Inc.

Label Question Answer
DOB What's the beneficiary’s birthdate?

Age (derived)
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Lesson 16

2 Create
Derived answer

a

Lesson 16 Lesson 16

Put the cursor in the Age answer box and click & Smart Answer

b Click the Derived answer type and click OK

Text | Dropdown | Yes/No | Checkboxes Derived |
& Fresform [~

" Series: & Lol Lol

during the Fill process.

Doxsera (c) 2011-2016 snapdone, Inc.
Question \ Answer
DOB What's the beneficiary,
birthdate?
Age (derived)

Derived answers are not seen or
answered by the form user. Instead,
they are automatically determined

Freeform derived answers are
created by the form author. The
answer box in the Questionnaire is
treated as a "mini-form” -- text,
Fields, Lists, and Conditions can be
included, just as they are used in the
main body of the form.

(6)2011-2016 Snapdone, no. =

Cancel

c¥ Add a Field with
Age function

Question

e = M O 6 T

Doxsera

What’s the beneficiary’s

Put the cursor in the Age answer box and click ¥s Field
Select the DOB answer

Select the Nmbr Field type

Click Math to open the Math screen

Delete the {Field: DOB} function to start with a clean slate
Select the Age function and click “+* to add it to the formula

Don’t close this screen yet — more to come in the next step

= o <]

Questionnaire ]

(c) 2011-2016 Snapdone, Inc.

" Date

\ Answer b

Format IME |

& Defined

birthdate?
" Custom
Age (derived) [Fessssssvcen |
Absolute - A Age ~ ¥

{Field: DOB}

| AR
ElEiE)
ElEil=]
EENEY)
o |-

The Absolute function gives the absolute value of a number, turning negative
numbers into positive numbers. For example, {Absolute: -3.8} = 3.8. Other

ﬂ Cancel

functions may be nested within this one.

(i) 20112016 Snapdone, Inc.

{Age: [}

7 8 9

+
2s] s
ENENEY) |
o |1
Given a birthdate, the Age function calculates a person's age on a particular
date. For example, {Age: 1/1/2006, 2/2/2016} = 10. Each date may be
replaced with a Field function that refers to a date answer or with a Now

function. Mote that the age on a particular date depends on whether the
birthday has already occurred in that year.

(&) 2011-2016 Snapdone, Inc.

dane, Inc.

ﬂ Cancel

The Age function uses a birthdate to calculate a person’s age on a target date. The birthdate will be
provided with a Field function, and the target date will be Now (the day the form is used).
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Lesson 16
/8 Add two functions
within the Age
function

Age -

Lesson 16

formula

Lesson 16
a Put the cursor inside the Age function where the birthdate is required

b Select the Field function and DOB Field, and click “+* to add it to the

C Click the comma button (or type a comma with your keyboard)

d Select the Now function and click “i* to add it to the formula, then click OK
to close the Math screen and OK again to close the Field screen

. / * | _ | fage: [+
RARIEY

+
2] =] el
ENENEY) |
_o |/
Given a birthdate, the Age function calcu
date. For example, {Age: 1/1/2006, 2/
replaced with a Field function that refers

function. Mote that the age on a particulg
birthday has already occurred in that yeg

(&) 201-2016 Snapdane, Inc.

*

feld j| DOB j‘..

.Ll;l_l {Age: {Field: DOB} }
el

[][=][e]

2] =]

_o ||

The Field function gives an answer from the Qu

-

(<) 20112016 Snapdons, Inc.

non-numeric, it gives a 'MATH ERROR' message.

gnny
e

BB
esiod 0| - ||l

E |: LastDate.

-
[z) 20M-2016 Snapdone, Ine.

Q

L
|

Ll;l_l {Age: {Field: DOBY}, {Now}}

The Mow function gives the date when the form is filled in. This function may
be used in place of a date in these functions: Days, Months, Years, FirstDate,

El Cancel |

¥ Add a Field
to the Form

a Select the blank line a

nd click ¥s Field

b Select the Age answer and click OK

The beneficiary is a minor/adult, age .

&

Questionnaire I

DoB

- ol <]

+ Text

" Nmbr

¢~ Date

— Format
% FreeForm
" First capital
" Title Case
" lowercase

" UPPERCASE

¥ Blank line

Cancel

(6] 20112006 Snapdone, Inc.
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Lesson 16 Lesson 16 Lesson 16

¥ Add opposing a Select minor and click # Condition
Conditions to the b Select the Age answer
Form C Select the condition is less than 18 and click OK
d Delete the slash
e Select adult and click & Condition
f Select the Age answer
g Select the condition is more than 17 and click OK
G By, 5
The beneficiary is a minor/adult, age 5
(Age} e :
S | = [+ &

3
@
Ll

DpoB this number:

Ll

The beneficiary is a {if:minor}/adult,
age {Age}.

One more challenge remains in this surprisingly recalcitrant sentence, though it’s an obscure one.

The beneficiary is a {if:minor}{ifiadult}, age {Age}.

When the beneficiary is a minor, a is fine. But when the beneficiary is an adult, a should change to an.

7 A/An Condition a Select the a and click & Condition
b Click Yes

€ Select afan and click Done

The beneficiary is a
{if:minorHif:adult}, age {Age}.

Before saving this form to be used by others, click === Row/Column, “%, Show/Hide to hide the Derived
answer. Since it’s processed automatically in the background, it would only confuse the form user if it were
left visible.
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Lesson 16 Lesson 16 Lesson 16

=THE PAYOFF =

The date of birth only needs to be entered once. When it is used in forms today, next month, and next
year, the age and adult/minor designation will always be correct.

Doxsera (c)2011-2016 snapdone, Inc. The beneficiary is @ minor,
Question Answer » age 2.
DOB What’s the beneficiary’s birthdate? 8/31/2013
Doxsera (c)2011-2016 snapdone, Inc. The beneficiary is an adult,
Question Answer » age 25.
DOB What’s the beneficiary’s birthdate? 8/31/1990
Lesson 16 Lesson 16 Lesson 16
Constant

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

Plain English
A mathematical constant

In the Formula
{Constant: name}

Days

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

In the Formula
{Days: datel, date2}

Plain English
The number of days between two dates

DerivedCount

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

In the Formula
{DerivedCount: label}

Plain English
Count the number of items in a Derived answer
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DerivedFirstDate

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

In the Formula
{DerivedFirstDate: label}

Plain English
The earliest date in a Derived answer

DerivedLastDate

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

In the Formula
{DerivedLastDate: label}

Plain English
The latest date in a Derived answer

DerivedMax

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

Plain English
The biggest number in a Derived answer

In the Formula
{DerivedMax: label}

DerivedMin

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

In the Formula
{DerivedMin: label}

Plain English
The smallest number in a Derived answer

DerivedMultiply

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

In the Formula
{DerivedMultiply: label}

Plain English
Multiply all the numbers in a Derived answer together
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DerivedSum

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

In the Formula | Plain English
{DerivedSum: label} = Add all the numbers in a Derived answer together
Field
The Field function gives an answer from the — e o #

Questionnaire. If the answer is non-numeric (for
example, if someone types five dollars as the answer
to your Price question), a MATH ERROR message

appears.
After selecting Field in the first box, select a particular o |- |H
Field name in the SeCOI’ld bOX The Field function gives an answer from the Questionnaire. If the answer is

non-numeric, it gives a 'MATH ERROR' message.

(&) 201-2016 Snapdone, Inc.

For example, if the Questionnaire includes a question
labeled Price, then sales tax could be computed with
this formula (assuming the sales tax is 9%).

E

{Field: Price} * .05

The Field function gives an answer from the Questionnaire. If the answer is
non-numeric, it gives a 'MATH ERROR' message.

=] OK Cancel
(&) 201-2016 Snapdone, Inc. J -

Additional controls appear when needed. In the . 0| +|
example shown here:

The State Field is selected. ===

The State answer is a dropdown that uses a Master
List (page 119) as its source, and the Master List
includes a column labeled TaxRate.

1eld function gives an answer from the Questionnaire. If the answer is
non-numeric, it gives a '"MATH ERROR' message.

(] 2011-2016 Snapdone, Inc.

The Field appears within a List, and the Current
item in the list is selected (page 63).

The Field is in List Layer 1 (page 54).

In the Formula | Plain English
{Field: label} | The answer to a question in the Questionnaire
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FirstDate

The FirstDate function gives the earliest of a series of dates, ignoring items that are not dates. For
example, {FirstDate: 5/5/2011, 3/15/2011, 2/20/2012} = 3/15/2011. The Field function (if it refers to a
date answer) and other date functions (FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may be
nested within this one. For example, if today’s date is 3/12/2017 and the CommencementDate in the
Questionnaire is 4/1/2017, then {FirstDate: {Now}, {Field: CommencementDate}, 3/15/2017} = 3/12/2017.

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

Integer

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

LastDate

The LastDate function gives the latest of a series of dates, ignoring items that are not dates. For
example, {LastDate: 5/5/2011, 2/20/2012, 3/15/2011} = 2/20/2012. The Field function (if it refers to a date
answer) and other date functions (FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may be nested
within this one. For example, if today’s date is 3/12/2017 and the CommencementDate in the
Questionnaire is 4/1/2017, then {LastDate: {Now}, {Field: CommencementDate}, 3/15/2017} = 4/1/2017.

Plain English
The latest of these dates

In the Formula
{LastDate: datel, date2, ... dateX}

ListCount

The ListCount function is only available if the [ <[ soeroien =] %]
Questionnaire contains a series answer. It gives the
number of items in a series answer, not counting any
items that are blank. If all items are blank, the result
is zero.

{ListCount: Shareholders}

When one of the List functions is selected (ListCount,
ListFirstDate, Listltem#, ListLastDate, ListMax, ListMin, e
ListMultiply, ListSum), choose a particular series

answer in the Second bOX' (] 201-201€ Snapdone, Inc. ﬂ Zane

Plain English
Count the number of items in a series answer

In the Formula
{ListCount: label}
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ListFirstDate

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

In the Formula
{ListFirstDate: label}

Plain English
The earliest date in a series answer

Listltem#

The Listitem# function is only available when creating Doxserd - Math x

a Field within a List. It gives the sequential position of [Cemtems <[ Loanamoune =] | Xtaurrer <]
a List item, not counting blank items. T
- S T -

X (current itern)
Use X for the position of the current item; P for the — ==rT"F] o |

N (next item)
L (last item

previous item; N for the next item; and L for the last 2| s| s
item in the List. FIEiE |
. . . . . 0 B
For example, if a series answer in the Questionnaire JJ J
. . . T‘I:E‘Lis‘tlt?m‘: F_ulg‘:t\_:r ‘g\.-.-_EE‘ﬂ‘FE i&_:x&li_rtgia\ !“unjEe_'_:IF:al_‘_it‘i._n:“i_l; a_!is.t_._[-:‘t= )
COI‘ltalrlS 5 non_blank ltems, {Llstltem#: L} = 5' ;;g‘l Ifllisgtl:leallaitltﬁzrwi . .t|l"=§t}i£ht‘u ent item in the list; P is previous; N is next;
(<) 2011-2016 Snapdane, Ine. ﬂ ﬂ

In the Formula
{Listitem#: item}

Plain English
The position of an item in a series answer

ListLastDate

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

In the Formula
{ListLastDate: label}

Plain English
The latest date in a series answer

ListMax

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

In the Formula
{ListMax: label}

Plain English
The biggest number in a series answer

ListMin

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

In the Formula
{ListMin: label}

Plain English
The smallest number in a series answer
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ListMultiply

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

Plain English
Multiply all the numbers in a series answer together

In the Formula
{ListMultiply: label}

ListSum

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

Plain English
Add all the numbers in a series answer together

In the Formula
{ListSum: label}

Logarithm

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

In the Formula
{Logarithm: n, number}

Not-So-Plain English
The base n logarithm of a number

Maximum

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

Plain English
The biggest of these numbers

In the Formula
{Maximum: numberl, number2, ... numberX}

Minimum

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

Plain English
The smallest of these numbers

In the Formula
{Minimum: numberl, number2, ... numberX}

Months

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

the number of months between the closing date and the date on which the form is used. (This will be
a negative number if the closing date precedes the date when the form is used.)

In the Formula
{Months: datel, date2}

Plain English
The number of months between two dates

Now

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

In the Formula
{Now}

Plain English
The date when the form is filled in

Payment (PMT)

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

In the Formula | Plain English
{Payment: amount, rate, term} | Calculates the periodic payment amount when
given the loan amount, interest rate per period,
and number of periods in the loan term

RaiseToPower (exponentiation)

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

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

Remainder (modulo)

The Remainder function gives the remainder value after division. For example, {Remainder: 10, 3} =1,
because 10 divided by 3 leaves a remainder of 1. Other functions may be nested within this one. For

example, if the Questionnaire asks for a List of People to be split into 4 equal groups, the number of

leftover people is {Remainder: {ListCount: People}, 4}.

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

The Root function gives the nth root of a number (square root is 2nd root; cube root is 3rd root, etc.).
For example, the square root of 9 is {Root: 2, 9}; and the cube root of 125 is {Root: 3, 125}. Other
functions may be nested within this one. For example, according to the Pythagorean Theorem, if the
Questionnaire asks for the lengths of Legl and Leg?2 of a right triangle, then the length of the
hypotenuse is {Root: 2, {RaiseToPower: {Field: Legl1}, 2} + {RaiseToPower: {Field: Leg2}, 2}}.

In the Formula | Not-So-Plain English
{Root: n, number} | The nth root of a number

Round

The Round function rounds a number to the nearest integer. Halves are rounded up. For example,
{Round: 5.4} = 5; and {Round: 5.5} = 6. Other functions may be nested within this one. For example, if
the Questionnaire asks for a List of SharesHeld by each shareholder, then the average number of
shares held by each shareholder is approximately {Round: {ListSum: SharesHeld} / {ListCount:
SharesHeld}}.

In the Formula | Plain English
{Round: number} | Round off a number

Years

The Years function gives the number of years between two dates. This function counts transitions from
year to year, not the number of elapsed days divided by 365. For example, {Years: 12/31/2010, 1/1/2012} = 2.
If datel is in the same year as date2, the result is zero. If date2 is in an earlier year than datel, the
result is a negative number. The Field function (if it refers to a date answer) and other date functions
(FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may be nested within this one.

In the Formula | Plain English
{Years: datel, date2} A The number of years between two dates

Math in Lists

Among the subjects included in the everything-but-the-kitchen-sink lesson below, see how item Fields
become important when using Math within Lists.
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Lesson 17 Lesson 17 Lesson 17

Lesson 17: List in Table Format,
Master List, and Math
e Master List (page 119)

¢ Dropdown series answer (page 9) . . .
This form asks just one question to produce a neatly

¢ List formatted as table (page 50) tabulated invoice

¢ Date Field (page 17)

e Number Field (page 16)
e Math (page 87)

¢ Field function (page 99)

WEe'll create a form that produces finished documents like this:

Thank you for registering for the following classes:

Class Date Tuition Tax Total

Basic Personhood 3/3/2012 125 11.00 136.00

Advanced Humanity | 3/17/2012 200 17.60 | 217.60
TOTAL: $353.60

Payment is due one week before the class date.

18 Create the a Type or copy/paste this text into a blank document
Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

Thank you for registering for the following classes:

Payment is due one week before the class date.

Q Doxsera (c) 20112016 Snapdone, Inc.

Question Answer

Classes List the classes registered

Rather than make the form user type a lot of dates and tuition fees, we’ll create a Master List of classes
that can be maintained and updated in one place, and used by this form and other forms too.

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019) Page 105



Lesson 17 Lesson 17 Lesson 17

2 Create a Master List ® Click (%' Sources, - Master Lists to open the Master Lists screen
a Click “o* to create a new Master List
b Type the name ClassInfo and click OK
C Type 3 columns and click OK to open the Master List editing document

Master List [ <[4 Dene
L
Mame of new Master List?
L s
How many colurns in the Master List?
Classinfo (¥ou can change the number of columns later.) Cancel
|
I3
gl
e® Fill in the a Fillin the Master List as shown (to add a new row, press Tab when the
Master List cursor is in the last cell)

° CIick@ Sources, = Master Lists to return to the Master Lists screen

b Click Save and Close

Master List: Classes Save and Close. Continue Editing Cancel Changes

Date. Cost
373, 125
3/ 175
3/ 200

MASTER LIST: Classinfo
After editing, click Sourees, Master Lists to save changes.

Name Date Cost
Basic Personhood 3/3/2017 125
Intermediate Being 3/12/2017 175
Advanced Humanity 3/17/2017 200

(6120012006 Snapdane, nc
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Lesson 17

/8 Create a
Smart Answer

Classes

Label \ Question

List the classes registered

Lesson 17 Lesson 17

a Put the cursor in the Classes answer box and click “# Smart Answer
b Click the Dropdown answer type
Cc Select Series of dropdowns

d Select the source Master List, ClassInfo and click OK

Doxsera (c) 2011-2016 Snapdone, Inc.

Text Dropdown |Yes/No | Checkboxes | Derived |

a Answer ® S dmt

Because this is a series answer (Series of dropdowns),
the form user will be able to select several classes in
response to this one question.

Several dropdown boxes are
included in a single answer, so
users can give a seriss of
responses to the question. Each
dropdown box contains the same
set of choices.

@ Series of dropdowns [~
Source for dropdown choices: | Master List [ classinfe -
BT wd e

Choices shown in the
drepdown are items
in the left column of a

Master List.

(61201201 Snapdone, nc ok | Cancel

¥ Add a List

a Put the cursor between the two paragraphs and click i= List

b Select the Classes answer

C Select the [table format] appearance

d Select5 columns

e Checkmark One item per row, Lines, Headings in first row, and Totals in
last row, then click OK

Doxsera - List X

Questionnaire

Thank you for registering for the following clas

Payment is due one week before the class date.

Appearance

[table format] j

Columns: 5

¥ Cne item pel

W Lines

¥ Headings in first
I¥ Totals in last row
List | sublist |

Include all items in the list

Preview
Headingl |Heading2 |...[Heading5
Item1 -
Item2
Item3
TOTAL: = =
Blank

 line

i cancel

() 20112006 Snapdane, Inc.

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019) Page 107




Lesson 17 Lesson 17 Lesson 17

(3 Customize the List a Replace the placeholder headings with Class, Date, Tuition, Tax, and Total
b Delete the 0 field from columns 2, 3, and 4

Thank you for registering for the following classes:

Headingl Heading2 | Heading3 | Heading4d Heading5

ist@®:{Classes:Name ®

[{Classes:Name @®X}

[{Classes:Name @®X}

TOTAL: 0 0 0 0

}Payment is due one week before the class date.

Thank you for registering for the following classes:

Class Date Tuition Tax Total

{List®:{Classes:Name@®X}

[{Classes:Name @®X}

[{Classes:Name @®X}

TOTAL: 0

}Payment is due one week before the class date.

Remember that every List has 3 clauses (page 50). The same is true for Lists that are formatted as tables,
with each clause occupying a row:

Class Date Tuition Tax Total
First W | {List®:{Classes:Name®X} @ First
Middle ® | |{Classes:Name®X} « Middle
Last ®  [{Classes:Name®X} @ Last
TOTAL: 0

When we add info to the first clause, if we want that info to appear for each item in the List, we'll have to
add it to the middle clause and last clause too.
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Lesson 17 Lesson 17 Lesson 17

y& Add a date Field a Put the cursor in the first cell under the Date heading and click ¥s Field
in the first clause b Select the Classes answer
C Select the Current item
d Select the Date Field type
e Select the Date column of the Master List
f Select the 5/1/2010 format and click OK

Doxserd - Field X

Class Date Tuition Ta cuestomare | [ & =]

Format IfosetI Function |

@ Defined format

5/1/2010

TOTAL: List | Sublist Item |

Current =/ item

Custom format

¥ Blank line

| cancel

(c) 20112016 Snapdane, Inc.

-8 Copy the date Field
to the middle
and last clauses

a Select the {Classes:Date®X} Field and copy with Ctrl+C
b Use Ctrl+V to paste the Field into the middle clause and last clause

Class Tuition Tax Total
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Lesson 17 Lesson 17 Lesson 17

B Add a number Field Put the cursor in the first cell under the Tuition heading and click ¥s Field
Select the Classes answer

Select the Current item

Select the Number Field type

Select the Cost column of the Master List

Select the 1,000.10 (exactly 2 decimals) format and click OK

As in Step 8 above, copy and paste the Field from the first clause to the
middle and last clauses

m = ® O 6 T

Questionnaire Filil

Class Date Tuition T

" Date " Sequence#

Format | Math |

& Defined

1,000.10 (exactly 2 deci =

List | Sublist Item |

urrent  «| item

TOTAL:

[# Blank line

Cancel

(o) 20112016 Snapdone, Inc.

410] Add a math Field a Put the cursor in the first cell under the Tax heading and click ¥s Field
b Select the Classes answer
C Select the Current item
d Select the Number Field type
e Select the Cost column of the Master List
f Select the 1,000.10 (exactly 2 decimals) format
g click Math to open the Math screen

Questionnaire |

Tuition Tax To

List | Sublist Ttem |

Current  «| item

[])
("]
w

TOTAL:

¥ Blank line

e [—

() 20112016 Snapdane, Inc.
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Lesson 17 Lesson 17 Lesson 17

458 Create a formula a Put the cursor at the end of the formula and type *.088, then click OK to
close the Math screen and OK again to close the Field screen

b Asin Step 8 above, copy and paste the {###} Field from the first clause to
the middle and last clauses

Doxsera - Math X

M- 4 r
.Ll;l;l {Field: Classes:Cast#1.X) * .088
ises:Name

Date Tuition Tax Total

EnEp
=] <]

AR
o .im

The Absclute function gives the absclute value of a number, turning negative
numbers into positive numbers. For example, {Absolute: -3.8} = 3.8. Other \L I
functions may be nested within this one. .

: oK Cancel |
(c] 2011-2016 Snapdone, Inc E -

When creating math formulae, you can sometimes get a head start by copy/pasting an existing math Field
and then modifying the formula. In the next step, we’ll copy a Field that calculates tax, then modify the
formula to calculate tax + tuition.

1WA Create a a Select the {###} Field and copy with Ctrl+C
second math b Put the cursor in the first cell under the Total heading and paste with
Field and edit it Ctri+v

C Put the cursor in the new {###} Field and click ¥s Field to edit it

Class Date Tuiti Tax Total

Class Date Tax Total

1
T
e

1
1
1L

TOTAL:

TOTAL: 0
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Lesson 17
13 Change the
formula in the
new math Field

Questionnaire

>0 0O QO 6 T o

Lesson 17 Lesson 17
Click Math to see the formula

Click #” to open the Math screen

Type + at the end of the previous formula
Select the Field function

Select the Classes answer

Select the Cost column of the Master List
Select the Current item in the List

Click “* to add the function to the formula, then click OK to close the Math

screen and OK again to close the Field screen

CoEr Y
lar/Plural

Format Math I

List | sublist | Item |

Include all items in the list

b

¥ Abbreviate W Blank line

Cancel

(6 2012016 Snapdane, Inc.

Q

| Field || Class ~|[ cost ~| | Clrrent ~| (1] J
J AJJ {Field: Classes:Cost£1.X} * .08 +
BiEE

2] 5] ]

EENEY)

_o ||

The Field function gives an answer from the Questionnaire. If the answer is
non-numeric, it gives 3 'MATH ERROR' message.

=) OK Cancel
[&] 201-2016 Snapdone, Inc. J -

‘¥ Copy the new math

Field to the middle

and last clauses

a Asin Step 8 above, copy and paste the Field from the first clause to the

middle and last clauses

Class Date Tuition Tax Total
{List®:{Classes: | {Classes: | {Classes: | {###} {##4}
Name@®X} Date®X} | Cost@®X}

[{Classes:Name | {Classes: | {Classes: = {###}

(1)4¢] Date®X} | Cost@®X}

[{Classes:Name | {Classes: | {Classes: = {###}

(1)4¢] Date®X} | Cost@®X}

TOTAL:

One more item requires attention. The 0 in the last cell is a standard Word sum Field, so it needs to be

formatted with the standard Word procedure: right-click on the Field, choose Edit Field, click Formula, and

choose the number format S#,##0.00.
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Lesson 17 Lesson 17 Lesson 17

=THE PAYOFF =

The form user makes a couple quick choices, and additional info is drawn from the Classinfo Master List
and included in the resulting document, along with several math calculations.

Doxsera () 2011-2015 snapdone, Thank you for registering for the following classes:
Question Answer
Class Date Tuition Tax Total
Classes List the Basic Personhood
classes Advanced Humanity Basic 3/3/2017 125 11.00 136.00
registered Personhood
Advanced 3/17/2017 200 17.60 217.60
Humanity
TOTAL: $353.60
Payment is due one week before the class date.
Lesson 17 Lesson 17 Lesson 17

Attention Markers !

Occasionally you will want to draw the form user’s attention to a particular portion of

Doxserd - Attention X
the form — perhaps a lengthy section needs to be drafted from scratch. o e
Select the location in the document, click . Attn Mark, and type a message if desired.
When the form is used, the cursor jumps to the marked location and your message (if [ s
any) is presented. If you have marked several spots for attention, the form user clicks
I\ Attn to visit each of them. & ==

(o) 2012018 Snapdone, Inc.

Using Smarter Forms
Answering Questions in the Questionnaire

Tabbing Is the Best!

When answering questions in the Questionnaire, press Tab to move from one answer to the next (Shift+Tab
to move backwards). It's quicker than reaching for the mouse (quicker even than reaching for the arrow
keys on your keyboard). And it has an additional enormous advantage when the Questionnaire contains
Smart Answers: it moves your cursor exactly where needed to respond to the next question, skipping over
any extraneous text and preselecting the entire answer for easy type-over replacement. Just tab 'n type!
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Series Answers + =14

Several buttons on the Dox/DB/AwD tab make it easy to work with series answers

(including Grids). S Rermove
If the series answer doesn’t contain enough empty boxes to hold your answer, click dd T Up

= Add to create more. (When working in one of these answers, a flag appears above - 3 Down
the cursor, reminding you to click Add button to add a row.) < ries

Click = Remove to remove an item from the series answer
(or a whole row from a Grid).

Click * Up or # Down to rearrange items in the series answer.

Refresh Dropdowns and Checkboxes ()

Linked answers (page 8) draw their choices from previous answers. To update them with current choices,
click £ Refresh. (When working in one of these answers, a flag appears above the cursor, reminding you
to click Refresh to update choices.)

Fetch Answers &

Some answers draw their choices from Data Sources (page 159) or Folios (page 124). When the cursor is in
one of these answers, a flag appears above the cursor, reminding you to click Fetch to choose. Don’t type a
response in this answer box — instead, click € Fetch and select an answer from the Fetch screen.

Peeking @ «_-

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

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

Filling in the Form

Start E

After opening a form, click 5 start to move the cursor to the top of the Questionnaire, ready to start
answering questions. This also updates any Smart Answers that use Master Lists (page 119) as their
source. If the form is especially large and complicated and you don’t want to wait, you can bypass the
updating step by holding down Shift while clicking 5 start.

Fill s

After typing answers in the Questionnaire, click == Fill to move all of the answers up into the form,
automatically formatting Fields properly, changing pronouns and singular/plural words, calculating date
offsets and math, and including or excluding conditional text as appropriate.

After filling in the form, you may save it in its “filled” state indefinitely. At some later date, if a
misspelling is discovered or other info changes, simply make the revision in the Questionnaire then click
== Fill again to update the entire form.
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If your form is exceptionally large (over 1,000
Fields, Lists, and Conditions), you qualify for

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

Speedy Fill mode. After clicking & Fill, this ' Don't Refresh
i . Use this if the answers in the Q&A Table are correctly entered
screen appears, with three options: and don't need to be checked.
Don’t Refresh: This skips the Refresh step that [ Don't Reset
ordinarily occurs at the begmnlng of the Fill Use this if the form has not been previously Filled, and all
. fields are in their unprocessed {FieldName} state.
process. That step attempts to fix any problems
with answers in the Questionnaire. If you're L_[Eetrity
Use this if the form can be finalized and all automation
comfortable that answers are entered correctly, removed (including the Q&A Table).

WARNING: This permanently turns the form into a plain

e . .
then it’s safe to use this OpthI'l. If the document with no automation. There is no going back.

Questionnaire contains a bajillion answers,
this will save some time. () 2011-2013 Snapdone, Inc.

Cancel More Info

Don’t Reset: This skips the Reset step that ordinarily occurs next in the Fill process. That step restores
all Fields, Lists and Conditions to their original, pristine state, which is important if the form has been
previously filled with == Fill or -2 Blanks (page 115). Use this option if you're certain the form has not
already been filled in. If the form contains a ton of Fields, this will save some time.

Petrify: When this option is selected, the form is both Filled and Petrified, just as if you clicked # Petrify
(page 115) immediately after &= Fill. If the form contains a great big buncha Conditions, this will save a lot
of time. But remember: This step is irreversible. All automation (including the Questionnaire) is removed
from the form, so you cannot go back and change your answers later.

Attention Markers /!

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

Reset ©)

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

This is especially important for form authors when testing a form. After clicking &= Fill to test a form,
always “J Reset before making changes to the form; otherwise your changes might be lost.

Blanks ?

Click 2 Blanks to replace Fields with blank lines. This is handy if you want to print out a copy of the form
so that it can be filled in by hand. Some form authors save their finished forms with Blanks turned on
because it makes the form look less complex and more welcoming to form users.

Petrify nig

After finalizing a document, you may click 2 Petrify to convert all Fields to plain text and remove the
Questionnaire. The document is then an ordinary Word document stripped of Dox/DB/AwD features,
ready for emailing to a client or any other purpose. You may also choose to automatically scrub metadata
from the finished document during Petrify (page 199).
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Capturing and Reusing Data (Save/Load) Y

Many forms might be used in a single matter, and lots of info is repeated among those forms — the client’s
name, address, phone number, and so on. Rather than retype all that info in each form, you can save answers
from one form and reuse those answers in later forms.

Saving Answers

After typing answers in a
Questionnaire, click “ Save/Load.

Choose where the answer file will be
saved in the Folder box. (See page 118
for more on creating, renaming, and
deleting folders.)

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

After selecting (or creating) an answer
file for this matter, click & to indicate
answers should be copied from the form
to the file.

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

Click GO to finish.

Eold Answers

j IIM&' Close |i|

EE® Answers in form

John Smith [he]
Plaintiff
Jane Jones
Defendant
12345678
6/19/:

Sykes

Folder I Answers

File I Smith v. Jones

jilﬂilﬁl Close il
SRl 2 %] ®

) Answers in file

OppParty
Docket
Date

Atty

Label BB Answers in form
Cliel John Smith [he]
ClientPal Plaintiff
Opp Ny

6/19/2011
Jennifer Sykes

l#|®

Folder I Answers

j ﬂililﬁl Close |i|

Label
Client
ClientParty
Opp

OppParty
Docket
Date
Atty

REEREEE

File I Smith v. Jones

EFB Answers in form
John Smith [he]
Plaintiff
Jane Jones
Defendant
12345678
6/19/2011
Jennifer Sykes

Q%] # 2] x[m

() Answers in file

= S
{5) 2011 Snapdane, Inc.
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Loading Answers

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

Click "= Save/Load and select the Folder Eolder [answers Axlixel e |z
where the answer file is saved. F |1 LIP3

Label
Client
ClientParty
0|

Select an answer file in the File box.

If there are lots of answer files, use the —
& search button for fast results.

After selecting an answer file, click € to older [ Answers SxlslxlGl o | 7]
indicate answers should be copied from the iz [ S sanes ZQl%| |7 %3]
ﬁle tO theform. \. g:::g::‘ B Answers in form ;?;:tifm\m [E Answers in file
\ e
Docket 12345678
Date = 6/19/2011
Atty Jennifer Sykes
»
Checkboxes show which answers will be tolder [ Anawers AxlrlxG] e | 2]
copied to the form. e [ Smithv. Jones S| ]2 x| m]

Label BB Answers in form
Client
ClientParty
Opp
OppParty

|5 Answers in file
John Smith [he]

ET

Jane Jones

Defendant

Click GO to finish.

&

Docket
Date
Atty

12345678
6/19/2011
Jennifer Sykes

1€ [ K K E]

B | B B | B
(€]

201 Snapdone, Inc.

Updating Answers

You will frequently want to update the answers in an answer file. Perhaps you corrected a name spelling,
or maybe a new form asked questions that did not appear in earlier forms. With the current form on your
screen (and accurate answers in the form’s Questionnaire), click “* Save/Load, select the answer file, and
click & to indicate answers should be copied from the form to the file.
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Answers that differ between the form and Eolder [ Anewers K coe | 2]

the saved file are automatically selected. - EED Qx|+ x|m
Label B Answers in form ) Answers in file

[J Client John Smith [he] John Smith [he]

[ ClientParty Plaintiff Plaintiff

[] OppParty Defendant Defendant

[0 Dockg 12345678 12345678

[ 6/1323 6/19/2011

T A I ifer Sykes Jennifer Sykes

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

Click GO to finish, and the file is updated ___
with the new name spelling.

e ] B | @ g 5o |
(2] 201 Snapdone, Inc.

Organizing Answer Files

When first installed, Dox/DB/AwD stores all answer files in a single folder named “Answers.” But you
may want to subdivide that folder into several subfolders or even sub-subfolders.

Use the Folder buttons at the top of the

“ Save/Load screen to organize the area Folder | j |2 X|E

where answers are saved in your office.

Click “+* to create a subfolder within the selected folder, ” to rename a subfolder, or X to remove a
subfolder. Use & to paste an answer file into the selected folder after copying it from another folder.

Use the File buttons at the top of the ‘ File | j Q | %(| ;
" Save/Load screen to manage answer files.

7| x|

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

To use one answer file as a starting point for another (for instance, if two matters are related and share
much of the same info), click & to copy the first file, select the folder where the new file belongs, then click
& to paste it.

Sharing the Questionnaire [li'J—-|

Rather than fill in the Questionnaire yourself, you can use it to collect answers from someone else, even if that
person does not own Dox/DB/AwD or TheFormTool. All they need is Microsoft Word, version 2007 or later.

1. Prepare and Send the Questionnaire

First open a form as if you were going to fill it in yourself, then click i Tools, 23 Prepare to Share.
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This screen walks you through several steps to make the T

but does not own TheFormTool:

Questionnaire usable by anyone who owns Microsoft Word, gpa [ oo
version 2007 or later. Depending on your choices, it will:

Step1 Check linked answers and sourced answers (answers
that use other answers as a source for choices). You are
prompted to convert linked answers to Grids, while
sourced answers are automatically made sharable.

=]
=
_ o |
=i
[ ]

Cancel
(5] 2011-2013 Snapdane, Inc. Q

Step 2 Adjust series answers to include enough empty slots for
complete answers.

Step 3 Convert checkboxes to be compatible with Word 2007.

Step4 Remove the content of the form so the Questionnaire
can be shared by itself.

Step 5 Hide the Label column of the Questionnaire.

When finished, send the prepared Questionnaire to your target audience, asking them to return it to you
after answering all the questions.

2. Save Answers

When the Questionnaire is returned to you, open it and click " Save/Load to save the responses to an
answer file (page 116). Then close the Questionnaire — it’s not needed for Step 3.

3. Fill in the Form

Use the original form to start a fresh document, and click " Save/Load to load the responses you saved in
Step 2. Click == Fill, and the form is complete.

Sources: Master Lists

Master Lists are great repositories for tabular info (arranged in columns and rows) that is used in multiple
forms. For example, many firms maintain a Master List of employees, along with their direct dial numbers,
email addresses, and other info. That info is then available in all forms to create signature blocks and
personalized letterhead. Rather than require the form user to type a name, create a Dropdown answer that
uses a Master List as its source (page 11). Not only have you saved the form user the trouble of typing the
name; they also don’t have to type (or even remember) the email address and phone number. And when a new
employee joins the firm, type the new name, direct dial number, and email address in a single location — the
Master List — and all of the forms using that Master List are updated with the new info.
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Creating Master Lists

Lesson 18 Lesson 18 Lesson 18 \

In this lesson, you create a Master List named
Lesson 18: Creating Master Lists “Employees” to store employee names, direct dial
numbers, and email addresses.

i Add a new o Click (¥ Sources, - Master Lists to open the Master Lists screen
Master List a Click " to create a new Master List
b Name the Master List Employees and click OK

C Choose 3 columns and click OK to open the Master List editing document

aster List -
5
Doxsera X

MName of new Master List?

Cancel

Doxsera X

ployees
r 1 How many columns in the Master List?
(You can change the number of columns later.) Cancel
3
(s)201-2816 Snapcne i

yA Add content a Type column headings in the first row: Name, Ext, Email

to the Master List b Fill in as many rows as you like (to add a new row, press Tab when the
cursor is in the last cell)

MASTER LIST: Employees This is an ordinary Word table, so you
- After editing, click Sources, Master Lists tosave  can use all of Word’s built-in table editing
Name Ext Email commands to add, delete, and move rows
Jennifer Sykes 8934 sykes@lawfi and columns. A summary of handy
Herb Blount 9478 blount@law! k Kkes is included in the £ f th
Ethel Adams 3234 adams@law’ eystrokes 1s included in the tooter of the
- Master List editing document.
N . @ = . .
e Save your work ® Click L5 Sources, -= Master Lists to return to the Master Lists screen

a Click Save and Close

Master List: Employees

ennifer Syl
Herb Blount
Ethel Adams

This Master List will be used in Lesson 19 on page 122.

Lesson 18 Lesson 18 Lesson 18
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Modifying Master Lists

Click (& Sources, - Master Lists at any time to return to the e i [ st
Master List screen and manage your Master Lists.

After selecting a Master List, click /" to rename , or X to /
permanently remove the whole Master List and all the data it
contains.

Click Edit to open the Master List editing document so you can -~
make changes or additions.

2012016 Snapdone,

Import and Export Master Lists

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

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

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

Lesson 19 Lesson 19 Lesson 19

Use your Master List of Employees to create an

Lesson 19: Using Master Lists automated signature block.
¢ Master List (page 119) Prerequisites:
¢ Dropdown answer (page 9) * “Employees” Master list from Lesson 18 on
page 120
1 Create the a Type or copy/paste this text into a blank document
Questionnaire ® (Click B8 Questionnaire, % Create to add a Questionnaire

b Fill in the Questionnaire as shown

| swear that the above-stated facts are true and correct.

Jennifer Sykes
(555) 555-8934
sykes@lawfirm.com

Doxsera (c)2011-2016 Snapdone, Inc.

Question Answer
Signer Who will sign this document?
y2 Create a a Put the cursor in the Signer answer box and click “&# Smart Answer
Smart Answer b Click the Dropdown answer type

C Select the source Master List, Employees and click OK

Text Dropdown |yes/No | Checkboxes | Derived |

Doxsera (c) 2011-2016 Snapdone, Inc

Question Answer

Who will sign this document?

If Employees is missing, you haven’t
created the Master List yet. See
Lesson 18 on page 120.

(6)2011-2016 Snapdone, no.
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8 Add Fields

Lesson 19 Lesson 19 Lesson 19

Select Jennifer Sykes and click ¥s Field

Select the Signer answer

Select the Name column of the Master List and click OK
Select 8934 and click ¥s Field

Select the Signer answer

Select the Ext column of the Master List and click OK
Select sykes@lawfirm.com and click ¥s Field

>o0m - 0O Q 6 T 9

Select the Signer answer

Select the Email column of the Master List and click OK

Questionnaire ] ’;Sﬂ

| swear that the above-stated facts are true and correc

" Nmbr

Jenni es ®
(555) 555-8934 1L | o _‘

_\ Sykes@|awﬁrm_1 Questionnaire | Qﬂﬂ & text [ Emal =
(D Before g |
t
% FreeForm
" First capital FE

e Case

| swear that the above-stated facts are true and correct. fercace

PERCASE

I Blank line

{Signer:Name}

| cancel
(555) 555_{Signer:EXt} (] 201-2016 Snapdone, Inc.
I {Signer:Email} P sankine |
@ After — = p—

(c) 2011-2016 Snapdane, Inc.

" Date
. Format.
we O 2
% Questionnaire & Text Ext -

@ Jext | Name ~

¥ Blank line

| cone

o) 2011-2016 Snapdone, Inc.

=THE PAYOFF =

All that’s required of the form user is to select an employee from a dropdown box in the Questionnaire.

When = Fill is clicked, the name, extension, and email address are all filled in automatically.

Doxsera (c) 2011-2015 Snapdone, Inc. | swear that the above-stated facts

Label Question Answer are true and correct.

Signer | Who will sign this document? Herb Blount »

Herb Blount

(555) 555-9478
blount@lawfirm.com

Lesson 19 Lesson 19 Lesson 19
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Sources: Folios

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

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

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

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

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

Creating Folios

Basic Folios

. . . E: . ; s
To create a Folio, first click @ Sources, “ Folios to open Doxserd - Folios
the Folios screen. @ oo [] —

al2]x]

Click “¢* to add a new Folio. You will be asked to name =
the Folio and the first Passage. (For example, a Folio of
recipes might be named Recipes, and the first Passage

might be named Chicken Gumbo.)

Click "+ to add additional Passages. swe | o | 7]

[empty] G ags

' 7 Edit Content of Passage

— #[2]x]

To add text to a Passage, select it and click - Edit Content
of Passage to open a Folio document.
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The content of each Passage is typed (or copied and
pasted) between the blue ywv and A markers.

" ‘ ﬁ
Folio: Recipes
Add Passag between the blue arrows, then click Folios to save changes.
t Prep
When finished, click (%' Sources, “ Folios to return to the y 1 diden
F 1' th 1' k s t h N {ChefName] loves Chicken Gumbo. Cook rice; keep warm. Cook chicken and chop into bite size pieces.
. Chop onions and glaze in frying pan. Add chicken and onions to rice and stir. Serve this as an after-
olios screen, then click Save to save your changes
school snack.
‘»aquavx 284words 83 ® 8 B - + + w);a

Lesson 20 Lesson 20 Lesson 20

In this lesson, you are a keeper of recipes, and you

Lesson 20: Creating Folios have decided to store them in a Folio for easy access.

418 Create a Folio e Click(# Sources, “ Folios
and its first Passage @ Click “s* to add a new Folio
b Type the Folio name Recipes and click OK

C Type the first Passage name Chicken Gumbo and click OK
Doxsera ‘

b 5 - Foli 1 Doxsera
oxsera - Folios Name of new Folio?
@wio [T EE Name of new Passage?
k.4 M =] i

Cancel

Recipes
| |Chicken Gumbo
1

y M Add more Passages @ Click e to add a new Passage
b Type the Passage name Tomato Soup and click OK

C Repeat a and b to create three more Passages: Beef Stew, Bouillabaisse,
and Vichyssoise

Doxsera - Folios
Folio: Recipes sae | o | 2| Doxsera
u_‘ [Emeed—— PTes +|z1x| Name of new Passage?
Cancel |
Doxsera

Besf Stew
Name of new Passage? 0K

(5] Passages | 7| x

~ - d
Bovillabaisse
a Folio Facts
omato Soup v
Vichyssoise

i

(2)201.201 Snapdons, e

Ticensed o Damo on | computer ol Apr 208
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Lesson 20

Open the
Folio document

Lesson 20
a Select any Passage
b Click Edit Content of Passage

Doxseré - Folios -
Folio: Recipes. Save Cancel ?
T X
e Ldl4 [empty] & Tags i 4R

7 Edit Content of Passage:

o Facts +|7]x|

Beef
Bouillabaisse
Vichyssoise

() 2011201 Enspdane, nc.

Tioenzedt Dama on | computer unti 1 Agr 2075

Lesson 20

Edit content
of Passages

a Between the blue arrows, type or paste a recipe for each dish

b Click @ Sources, “¥ Folios to return to the Folios screen, and click Save to
save your work

g!g,n

Sart  Fil Attn

Fetch | Refresh Add
 Peck OFf 400w =R

OReset g c) % SavelLoad +
2 Blanks » PeckNext
Petriy
Form Answers Series
] m— g B f . 2 . f
Folio: Recipes
Add Passage content between the blue arrows, then click Folios to =

w d Prep
Ingredients
2cups rice

1 chicken
Teup oniond

Directions
M Cookrice; keep warm. Cook chicken and chop into bite size pieces. Chop onions and glaze in frying pan.
Add chicken and onions to rice and stir. Serve this as an after-school snack.
w
Squash tomatoes. Cook on medium heat for 30 minutes. Add pepper to taste. Serve while hot with a
. sprig of parsley.
Page jords 2 ®EE B - U + 110%

Lesson 20

Folio and Tags

This Folio will be used in Lesson 21 on page 127.

Lesson 20

Lesson 20

Tags are most commonly used to earmark Passages in a Folio. They make it easier to find Passages, and
are also used when creating forms that automatically insert tagged Passages.
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. . . i - ) 1 X
To tag Passages in a Folio, click @ Sources, ““* Folios to e -
G @ Folio [ Fecpes o2 A x oe | 2|

open the Folios screen. Grouoms  w|2]%| M g 7%

1tspn pepper

[ Veostarian |
fomatoes. Cook on medium Fish
heat for 30 minutes. Add pepper &
taste. Serve while hot with 3
parsiey.

Select a Folio and any Passage.

Click “* to add a new Passage Tag.

7 EdtContentofpassage

Folio Facts | 2|%|

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

(e) 2011208 Snapdone, e

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

Lesson 21 Lesson 21 Lesson 21
Lesson 21: Passage Tags in Folios Tags are used to earmark Passages in a Folio.
¢ Folio (page 124) Prerequisites:
» Passage Tag (page 126) * “Recipes” Folio from Lesson 20 on page 125

18 Add Passage Tags o Click (¥ Sources, “7 Folios to open the Folios screen

a Select the Recipes Folio
b Select any Passage
C Click “* to add a new Tag
d Type the Tag name Meat and click OK
e Repeat C and d to create Tags named Fish and Vegetarian
® Don't close this screen yet — more to come in the next step
Doxsers - Folios Doxserd
el r|x| o | 7] —

Meat LA
. Doxsera
New tag? ,

— elolx| o
‘egetarian
[} 2011-201 Snapdane, Inc.
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Lesson 21 Lesson 21 Lesson 21
Tag each Passage a Select the Chicken Gumbo Passage
b Checkmark the Meat Tag
® Repeat @ and b to tag the remaining recipes: Tomato Soup is Vegetarian;
Beef Stew is Meat; Bouillabaisse is Fish; and Vichyssoise is Meat

® (Click Save to save your work

Doxsera - Folios

Folio: Recipes

& a0 x

7 Edt Content of Passage

Folio Facts

a
icken Gumbo.

ou

auillabaisse

ichyssoise

This Folio will be used in Lesson 22 on page 129.

Lesson 21 Lesson 21 Lesson 21

Folio Facts

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

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

¢ The same Passages and Facts might be arranged differently in two forms. For example, a catalog might
show a product’s name in a large font above its description. But the same product could appear in a
two-column invoice with the name on the left and description on the right.

. . 4 . . N =
To add Facts to a Folio, click & Sources, “** Folios to open Do =
] @ Folo [ Reapes ]| | A x ooe | 2|

the Folios screen. Proto o ‘ -

Select the Folio. ===

Click “+" to add a new Fact label for the whole Folio. o

To fill in a Fact for a particular Passage: (1) select the
Passage, (2) select the Fact label, and (3) type the Fact.

Servings a

When typing Facts, click ® (or press Enter) to advance to
the next Fact; click ® (or press Alt+N) to advance to the ~> .
next Passage. — ) o e

After making changes to a Folio, Save and Cancel buttons appear. Be sure to Save your changes.
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Lesson 22

Lesson 22: Folio Facts
¢ Folio (page 124)
¢ Folio Fact (page 128)

Lesson 22

In this lesson, you will

Lesson 22

add supplemental info to each

dish in the “Recipes” Folio.

Prerequisites:

e “Recipes” Folio from Lesson 21 on page 127

Click I'_n" Sources, “7 Folios to open the Folios screen

Doxsera

Cancel

{8 Adda .
Fact label a Select the Recipes Folio
b Select any Passage
C Click “ to add a new Fact
d Type the Fact label Servings and click OK
® Don’t close this screen yet — more to come in the next step
Doxsera - Folios
@Folio | Redpes REIEdES — ﬂ
Pese APdS ;:;g-r::de‘nef'sumbnsupreme & Tags |7 %
:::s E":'E:z" 0 repeseren Label for new Folio Fact?
7 EditContentof Passage en:ings

Vichyssoise Folio Facts

& 2]

e)2071:201 Srapcione, nc.

Licersed o Demo on | compuer untl A 205

Enter Facts

Folio: Recipes

P Tags

#|/|X

Vichyssoise

a Select the Chicken Gumbo Passage
b Select the Servings Fact
C Type 4 in the Servings box

® (lick Save to save your work

7 EditContent of Passage

Doxserd - Folios
Save. Cancel | 7
Tags |7 %

Ingredients
2

1 chicken
1cup  onions
Directions

O Vegetarian

Fish
| |

and chop into bite size pieces. Chop
o glaz g pan. Add

chicken and anions to rice and stir.

Folio Facts

Servings: [ 4

(612011200 Snapdone, e

® Repeat a thru ¢ for the remaining Passages: Tomato Soup serves 3; Beef
Stew serves 4; Bouillabaisse serves 4; and Vichyssoise serves 2

Tisensedto Dams on 1 sompiter Ul 4 AR 206,

Lesson 22

This Folio will be used in Lesson 23 on page 130.

Lesson 22
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Advanced Folio Editing

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

First open a Folio document: click @ Sources, @ Folios, select a Folio, select any Passage, and click -7 Edit

Content of Passage.

Each Passage in a Folio follows this
format:

The Passage begins with vwv.

up onions
. Directions
Parentheses enclose a list of Tags and i eep warm. Cook chicken and chop into bite size pieces. [Chop

Facts separated by semicolons. jffis and glaze in frying pan. Add chicken and onions to rice and stir.

The Passage name.

Facts are distinguished from Tags with
“=" symbol. For example, Meat is a
Tag, and Servings=4 is a Fact.

an

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

Following these rules, you can rename Passages; edit Passage contents; add, rename, and delete Tags; add,
relabel, and delete Facts; and change Fact info — all directly within the Folio document.

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

Lesson 23 Lesson 23 Lesson 23
Lesson 23: Advanced Folio Editing In this lesson you will use advanced methods to
* Folio (page 124) expand the “Recipes” Folio.
* Passage Tag (page 126) Prerequisites:
* Folio Fact (page 128) e “Recipes” Folio from Lesson 22 on page 129
1 Open the o Click (¥ Sources, “~ Folios to open the Folios screen
Folio document a Select the Recipes Folio

b Select any Passage
C Click Edit Content of Passage to open the Folio document

clios X

& Folio TRE:\pES

Froioer e x|

7 Edit Content of Passage
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Edit all aspects a
of a Passage b

Lesson 23 Lesson 23 Lesson 23

Edit the content of the Passage by typing Mmm, delicious! at the end

Edit the name of the Passage by changing Chicken Gumbo to Chicken
Gumbo Surprize

C Add a Tag by typing Savory; (including the semicolon) before Meat

d Add a Fact by typing ; Prep Time=1 hour (including the semicolon) after
Servings=4

vww  Chicken Gumbo Surprize (Savory; Meat; Servings=4; Prep Time=1 hour)
Ingredients

2 cups rice

1 chicken

lcup onions

Directions

Cook rice; keep warm. Cook chicken and chop i
onions and glaze in frying pan. Add chicken anq

Mmm, delicious!

Since these special characters are
used as separators, don’t use them
within the names of Passages, Tags,
or Facts: ;= ()

AN
|
t¥ Create a new a Select the entire Tomato Soup Passage, making sure to include vwv at the
Passage with beginning and AMA at the end, and copy with Ctrl+C
copy/paste b Add a blank line between the Tomato Soup and Beef Stew Passages, and

use Ctrl+V to paste the copied Passage
C Revise the copied recipe so it refers to potatoes instead of tomatoes

Click @ Sources, “¥ Folios to return to the Folios screen, and Save to save
your work

onIons ana glaze IN Trying pan. Aad cniCKen and onions To rice ana stir. wwv  Tomato Soup (Vegetarian; Servings=2)

Mmm, delicious! Ingredients
4 tomatoes
AAR 1tspn pepper

Directions

Squash tomatoes. Cook on medium heat for 30 minutes. Add pepper to taste. Serve while hot with a
sprig of parsley.
Arn

1tspn pepper |
Directions

Ingredients
a4 tomatoes

wwv  Beef Stew (Meat; Servings=6)
Ingredients

Squash tomatoes. Cook on medium heat for 30 minutes, Add pepper to
taste. Serve while hot with a sprig of parsley.

| . 2lb__ beefstew meat
| e F
ww  Tomato Soup (Vegetarian; Servings=2)
Ingredients
vvv  Beef Stew (Meat; Servings=4) 4 tomatoes
Ingredients 1tspn pepper

2lb beef stew meat Directions
Squash tomatoes. Cook on medium heat for 30 minutes. Add pepper to taste. Serve while hot with a

of parsley.

1 onion

1 tamatn

www  Potato Soup (Vegetarian; Servings=2)

Ingredients

4 potatoes

1tspn pepper

Directions

Squash pgtatoes.
arsley.

dium heat for 30 minutes. Add pepper to taste. Serve while hot with a

This Folio will be used in Lesson 24 on page 133.

Lesson 23 Lesson 23
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Import and Export Folios

When Dox/DB/AwD is installed on a network, Folios are shared among all users. But you may wish to

download and install sample Folios or share Folios with Dox/DB/AwD users at other offices.

To import a Folio: Open the Folio document that you downloaded or received, click @ sources, 7 Folios
to open the Folios screen, and click Save. WARNING: If you already have a Folio with the same name as

the Folio being imported, it will be overwritten with the imported Folio.

To export a Folio: Click @ Sources, “ Folios to open the Folios screen, select a Folio, select any Passage,

and click Edit Content of Passage. Save the resulting Word document and send it to the recipient.

Creating Forms that Use Folios

Form authors have full access to Folios, Passages, and Tags to further automate their form library and add

even more flexibility. Possibilities include:

¢ A form for jury instructions, where the user selects which instructions should be included from a full

list of jury instructions.

* A lease agreement composed of clauses selected from a Folio of boilerplate paragraphs.

* Aninvoice form where parts are chosen from a Folio containing the entire inventory.

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

locations in the finished document.

Fetch Answers

Fetch answers prompt the form user to click € Fetch to answer a question by selecting from a prescribed

list of Folios, Passages, Folio Tags, or Passage Tags.

To create a Fetch answer, put the cursor in an answer box
and click % Smart Answer to open the
Smart Answer screen.

Select the Dropdown
or Checkboxes answer type.

Select the Folios source.

You will most frequently ask the form user to choose /

Passage Names (“Which of these articles?”), but you may
also ask for Folio Names (“Which collection of articles?”),
Folio Tags (“Which type of collection of articles?”), or
Passage Tags (“Which type of articles?”).

heckboxes | Derived |

& Al

Show these Passages
 Filter

(c)2011-2014 Snapdone. .

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

meantime.
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" Al @ one  Filter ® al  oOne © Filter

The panel in the bottom left corner controls which choices toskin these Follos rockinthese Fassages

will be shown to the form user. 5 Fimey 5o
. A . ) Authority
Select which Folios will be shown: All, One, or Filter by 8 Citations
Doct
Folio name or Folio Tags. g
/ Joint Trust Dispositive Clauses
. . ] Instructi
Select which Passages are shown: All, or Filter by Passage O L A reming Consent
name or Passage Ta e
ge 1ags. o Reares K
. . Show these Tags
If asking the form user to choose Tags, select which Tags :
» @ Al " Filter

are shown: All, or Filter by Tag name.

Lesson 24 Lesson 24 Lesson 24

In this lesson, you create a “Cookbook” form that
asks the form user to select dishes from the
“Recipes” Folio.

Lesson 24:
Asking for Passage Names from a Folio

* Folio Prerequisites:

¢ Checkboxes fetch answer (pages 13, 132) « “Recipes” Folio from Lesson 22 on page 129

I8 Createa a Type or copy/paste this text into a blank document
Questionnaire * Click B Questionnaire, ¥ Create to add a Questionnaire

b Fill in the Questionnaire as shown

The Adequate Cookbook
for Adequate Cooks

Here are some recipes you’re sure to enjoy.

Happy cooking!

Q Doxsera (c) 2011-2016 Snapdone, Inc.

Question Answer

MyRecipes | Which recipes should be included?
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Lesson 24 Lesson 24

Lesson 24

y B Add a Smart Answer 2 Putthe cursor in the MyRecipes answer box and click & Smart Answer

d Select One Folio

b Click the Checkboxes answer type
C Select the source Folios, Passage Names

e Select the Recipes Folio and click OK

Text | Dropdown | Yes/No_ Checkboxes | perived |
Source for chdmius x| Passage Names |
| Doxsera (020112016 ‘
; : [ Fomple |
' Question Answer ok e Foos S e ascges S—
e ot
Attorney Bios presented with a list of
MyRecipes | Which recipes should be included? Authorky checkboes.
iy B soebase
EP DPA Agents 0 Chicken Gumbo
d S o it e e D Voo’
) LLC Acts Requiring Consent
O Questions
g o D o b shon
e Save your work Save this form somewhere handy (name it “Cookbook”). We'll finish it in the
next lesson.
This form will be used in Lesson 25 on page 135.
Lesson 24 Lesson 24 Lesson 24

Fetchers

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

of that treatment for that disease).

To create a Fetcher, put the cursor in the form where the
Passage(s) will appear and click “** Fetcher to open the
Fetcher screen.

Fetchers are tremendously flexible. The most basic sort of
Fetcher uses a Fixed Folio selection and a Fixed Passage
selection.

For example, the screen shown here creates a Fetcher that
fetches two Passages (Bouillabaisse and Tomato Soup) from
the Recipes Folio during A Fill.

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

‘ [] Fetch these Passages ‘ [m]

‘ 42 Include these Folios ‘ [m]
] Acme Froducts

O Animals

O AnimalTraits

O Authority

[ Citations

[ Jury Instructions
O logos

O Medical Authority
[ Froduct Information
] Wwills & Trusts Parts

[] Besf Stew

Bouillabaisse

[ Chicken Gumbo

Tomata Soup

[ Vichyssoise

Al ed | variable

ixed | variable
i Cones
[™ Change paragraph style of fetched Passages to style at target location

Page 134




& Include these Folios N [*| Fetch these Passages

Select Variable to be more flexible, or All to include
everything.

I~ Name contains
The Fetcher will fetch ALL Passages in the
selected Folio(s).

For example, the screen shown here creates a Fetcher that
fetches every Passage from the Law category of Folios

(Folios that have been tagged with the Law Tag). e — N —

I
oK Caneel
[~ Change paragraph style of fetched Passages to style at target location i

Lesson 25 Lesson 25 Lesson 25
In this lesson, you finish the “Cookbook” form,
Lesson 25: Folio Fetchers making it automatically fetch selected Passages.
Prerequisites:

¢ Folio (page 124)

e Fetcher (page 134) * “Recipes” Folio from Lesson 22 on page 129

e “Cookbook” form from Lesson 24 on page 133

4B Start with ® Open the “Cookbook” form from Lesson 24 on page 133
sample Form a Put the cursor where recipes will be inserted
[ &
b Click ™% Fetcher

H - 9 Document? - Word

File Home  Inset  Design  Layout  References  Mailings  Review Doxsera

g & p OReset g C) % Save/Load + = Remove ™A Questionnaire - ¥ Field D Fetcher  of Check- @ Help
*5 2 Blanks = Peek Next 1t Up @ Smart Answer o 1, Atin Mark ([ Sources~ () About
Stat  Fill At Fetch  Refresh Add
B Petrify ~s Peek Off & Down == Row/Column on
5

T Tools~ 4G Options -

Form Answers Series hor's Tools

m g : L2 . E— . , FR B

The Adequate Cookbook
for Adequate Cooks

Here are some recipes you're sure to enjoy.

: d Happy cooking!

N DoXsera  (c) 20112016 Snapdone, Inc.

Question

MyRecipes Which recipes should be included? [2?]

Page 1 of 1 32words %3 E] B - I + 0%
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Lesson 25 Lesson 25 Lesson 25
Identify Passages a Select the Recipes Folio
to be fetched b Since we don’t know in advance which Passages will be used, click Variable

C The Passages to be fetched are chosen in the MyRecipes answer, so select
Name contains {MyRecipes}

d Select All to include all recipes selected in the MyRecipes answer, and click

[ & Include these Folios jjiz]|s] | [C] Fetch these Passages

E cme Products | ¥ Name containg [Recip=fal <] Q
nimals
i i

E utho assage Tag ()

O] Citati

0 uctions

0 logos

O] Medic: i

[0 Produ ation

’ 0 wills & Trusts Pa

Al Fixed | Variable All | Fixed Variable

oK Cancel
I” Change paragraph style of fetched Passages to style at target location b

Save your work Save your changes to this form so you can continue with it in the next
lesson.

This form is now functional, fetching Passages that are individually selected by the form user. We'll modify
it two different ways. In Lesson 26 (page 137) we’ll allow the user to select a whole category of Passages
rather than hand-picking individual Passages. In Lesson 28 (page 144) we’ll use a List structure to dress up

the appearance of the recipes.
Lesson 25 Lesson 25 Lesson 25
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Lesson 26 Lesson 26 Lesson 26

You will modify the “Cookbook” form so that the
form user chooses a recipe category rather than
selecting each recipe individually.

Lesson 26: Asking for a Passage Tag
from a Folio

* Folio (page 124) Prerequisites:
¢ Dropdown fetch answer (pages 9, 132)

e Fetcher (page 134)

e “Recipes” Folio from Lesson 22 on page 129

e “Cookbook” form from Lesson 25 on page 135

i1 Createa Open the “Cookbook” form from Lesson 25 on page 135

Smart Answer
that asks for a
Passage Tag

Change the question to Which type of recipes should be included?

Put the cursor in the MyRecipes answer box and click “# Smart Answer
Click the Dropdown answer type

Select the source Folios, Passage Tags

Select One Folio

- ® O 6 T 9

Select the Recipes Folio and click OK

4 Text Dropdown |yes/n xes | Derived |

The Adequate Cookbook ingle dropdown
for Adequate Cooks
Source for dropdown choices: | Folios vl PassageTags  ~|

Here are some recipes you're sure to enjoy.

{Fetchj

Look in these Folios Look in these Passages

Hay cooking!
ppy cooking| g  Filter @ all " one C Fiter
3

P v ions
Question
MyRecipes ‘Which type of recipes should be included? 77
. |
d ( f Show these Tags

@ Al Filter

fe)2020%
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Lesson 26 Lesson 26 Lesson 26
A Create a Fetcher a Delete the old {Fetch} code, put the cursor where it was, and click
that fetches + Fetcher

Click Variable

b
C
d Checkmark Tagged with Passage Tag
e Select the {MyRecipes} answer and click OK
The Adequate Cookbook Doxsera - Fetcher x
for Adequate Cooks \ & Include these Folios \ \ [ | Fetch these Passages |

¥ Name contains -
¥ Tagged with Passage Tag ¢ a
st

uthori
O Fish
i 0 meat
; [0 Vegetarian
H king!

Al Fixed |variable All | Fixed Variable

. oK Cancel
I™ change paragraph style of fetched Passages to style at target location 3

Here are some recipes you're sure to enjov.

This form is now functional, fetching a whole set of Passages when the form user chooses a category. But
don’t save it over the top of the previous Cookbook form, because we’re going to use that one again in
Lesson 28 (page 144).

Lesson 26 Lesson 26 Lesson 26

Questionnaires in Folios

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

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

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

Before adding Fields, Lists, and Conditions within Folio Passages, you will need to add a Questionnaire to
the Folio document. First open the Folio document: click @ Sources, @ Folios, select a Folio, select any
Passage, and click - Edit Content of Passage. Then add a Questionnaire by (1) clicking = Questionnaire,

i Load to load a previously saved Questionnaire; or (2) copy/pasting the Questionnaire from a form to the
bottom of the Folio document.

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

Important: Be sure answer labels in the Folio’s Questionnaire correspond to answer labels in forms where
the Folio’s Passages will be used. For example, suppose your Real Estate Agreement form fetches

Passages from the RE Provisions Folio. The form includes a question labeled OwnerName and {OwnerName}
tields. To include the owner’s name within Passages in the RE Provisions Folio, make sure its Questionnaire
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includes a matching OwnerName question. When the form is used, the response to the OwnerName
question in the form’s Questionnaire will be used to fill in {OwnerName} fields in both the original form
and in Passages fetched from the RE Provisions Folio.

Lesson 27 Lesson 27 Lesson 27
Lesson 27: Questionnaires in Folios In this lesson, your law firm practices in two venues.
¢ Folio (page 124) Rather than create a separate form for each venue,
e Dropdown fetch answer (pages 9, 132) you create a single form that asks the form user to
e Fetcher (page 134) choose a venue.
I8 Create a Folio e Click (¥ Sources, “ Folios to open the Folios screen

and its first Passage a Click “+" to add a new Folio
b Type the Folio name Venues and click OK

C Type the first Passage name Washington Superior Court and click OK

Qe - Folios Name of new Folio? OK | Doxsers X

oo [ 3 e Name of new Passage?
|Verues ==
[Washington Supeor Count
yA Add a a Click “ to add a new Passage
second Passage b Type the Passage name Washington DSHS and click OK
Doxsera - Folios x
@ rolio [ Vendes I EAE PR Done
@ oo le]x]
8
Neme of new Passage? oK
Cancel

Aram _+]/]x[8]9]

_ [Washingion DSHS
T
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Lesson 27 Lesson 27 Lesson 27

¥ Open the a Select any Passage
Folio document b Click - Edit Content of Passage
germn 3/l

T |7 %|#|®
on Superior Court

7 Edt Content of Passage

o Facts #| /| x|

() 20012016 Snapdans, e

‘8 Edit content a Between the blue arrows, create a caption for each venue similar to those
of Passages shown below
® (Click @ Sources, “7 Folios to return to the Folios screen, and click Save to

save your changes.

vwv  Washington Superior Court ()
KSUPERIOR COURT OF WASHINGTON FOR KING COUNTY

No.
Plaintiff,
d — Tip: Use a 2x1 table with some
Defendant. border lines turned off to split
. the left and right halves of a
caption.

vwv  Washington DSHS ()
WASHINGTON STATE DEPARTMENT OF
SOCIAL AND HEALTH SERVICES
BOARD OF APPEALS

’ No.
Appellant.

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019) Page 140



Lesson 27 Lesson 27 Lesson 27

¥ Create the a Type or copy/paste this text into a blank document
Questionnaire * Click B Questionnaire, ¥ Create to add a Questionnaire

b Fill in the Questionnaire as shown

[caption]
d Defendant moves the Court to rule that all charges should be dismissed.
Doxsera (o 2011-29 In.addltlon to the )
] ClientName question
Question Answer . .
used in this form, we
CaseVenue Venue also include questions
CauseNum Cause number that will be used in the
o n .
ClientName Name of client Venues” Folio.
OppName Name of opponent
PldgTitle Title of pleading Motion to Dismiss
(¥ Create a a Put the cursor in the CaseVenue answer box and click “# Smart Answer
Fetch answer b Click the Dropdown answer type

C Choose source Folios, Passage Names
d Choose the Venues Folio and click OK

Text Dropdown |yes/No | Checkboxes | Derived |

ale dropdown

Doxsera (c)2011-2016 sr b

Wurce for dropdown choices: | Folios [ Passage Names -]

Question Answer
i | Preview |

CaseVenue Venue Look in these Folios Shaw thess Fassages

T Al @ One O Filter © Filter

Animalraits et

CauseNum Cause number D e s, they ar pesented

Q auerty Wit  rapdan b,

i i O lury Instructions e -

ClientName Name of client O losos freshington BSHS =l

O Medical Authority

O Product Information

O Recipes. assage Names to be shown
OPpName Name of opponent el @ ;thegdmdiuwnlarE identified

O wills & Trusts Parts
PldgTitle Title of Pleading Motion to Dismiss

Q
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Lesson 27 Lesson 27 Lesson 27

Y& Create a Fetcher a Delete [caption], place the cursor where it was, and click ¥ Fetcher
b Checkmark the Venues Folio
C Select Variable Passages
d In the Name contains box, select the {CaseVenue} answer

Doxsera - Fetcher

[caption] \ 3 Tnclude these Folios ==

[0 Acme Products

these Passages

¥ Name contains
\\\\\\\

O
Defendant moves the Court to rule that all char (3 7= [~ Togged with Passage Tag &

Citations
Jury Instructions
logos

Medical Authority

ooooo

Product Information
[0 Recipes
Venues
[0 Wills & Trusts Parts

This Fetcher looks in the Venues Folio and fetches all
Passages that are named in the {CaseVenue} answer.

v | All | Fixed Variable =
PooK Cancel
[~ Change paragraph style of fetched Passages to style at target location i ,

8 Add a Field a Select the blank line where the client’s name belongs

® Click ¥s Field, select ClientName, and click OK to add a {ClientName} Field
to the form

{Fetch}

Defendant moves the Court to rule that all charges should be dismissed.

9 Save the form Save the finished form with the name “Motion to Dismiss”

10 Copy the a Select the whole Questionnaire, making sure to include the “phantom”
Questionnaire column along the right edge, and copy with Ctrl+C

Doxsera (c) 2011-2016 Snapdone, Inc.

Question Answer

CaseVenue Venue [27]
CauseNum Cause number

ClientName Name of client
OppName Name of opponent
PldgTitle Title of pleading Motion to Dismiss
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Lesson 27 Lesson 27 Lesson 27

iM8 Paste Questionnaire ° click ¥ Sources,  Folios to open the Folios screen

into the Folio a Select the Venues Folio

document b select any Passage

C Click # Edit Content of Passage to open the Folio document

d Put the cursor at the end of the Folio document, making sure it is below

the ANN
® Add a hard page break (Ctrl+Enter), then Paste the copied Questionnaire
with Ctrl+V
Defendant.
| =l 2|x| oene
[ SUPERIOR COURT OF WASHINGTON Passage Tags ¥ ]
SPP:::ME) vwv  Washington DSHS ()
v ' WASHINGTON STATE DEPARTMENT OF
[CLIENTNAMED, SOCTAL AND HEALTH SERVICES
Defendant. BOARD OF APPEALS
No. {CauseNum}
7 Edit Content of Passage No.
Folio Facts £[2]x| Appellant.
Q AAA
\
12 Add Fields a Now that the Folio contains a Questionnaire, you can click ¥ Field to add
to Passages Fields everywhere they’re needed in both Passages

e Click@ Sources, “7 Folios to return to the Folios screen, and Save to save
your work

wvww  Washington Superior Court ()
SUPERIOR COURT OF W, ON FOR KING COUNTY

{OPPNAME}.
No. {CauseNum}

Plaintiff, |

Q {PLDGTITLI
V.
{CLIENTNAME}, b

Defendant.

AAA

wvw  Washington DSHS ()
WASHINGTON STATE DEPARTMENT OF
SOCIAL AND HEALTH SERVICES
BOARD OF APPEALS

(CLIENTNAME},
No. {CauseNum;
Appellant.
{PLDGTITLE}

AAA
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Lesson 27 Lesson 27 Lesson 27

=THE PAYOFF =

When the form is Filled, answers from the Questionnaire are used to fill in not only the Fields in the
original form, but also Fields in the fetched caption.

SUPERIOR COURT OF WASHINGTON FOR KING COUNTY

JANE SMITH,
Plaintiff, No. 123-45678
V. MOTION TO DISMISS
JOHN DOE,

Defendant.

Defendant John Doe moves the Court to rule that all charges should be dismissed.

Doxsera () 2011-2016 Snapdone, Inc.

Label Question Answer
CaseVenue Venue Washington Superior Court
CauseNum Cause number 123-45678
ClientName Name of client John Doe
OppName Name of opponent Jane Smith
PldgTitle Title of pleading Motion to Dismiss
Lesson 27 Lesson 27 Lesson 27

Folios and Lists

Passages in Lists

Some forms require not only that Passages be inserted, but that they be arranged in a particular way
and perhaps embellished. This is done by arranging the Passages in a List, a three-step process:

(1) create a Smart Answer that allows the form user to select Passages; (2) add a List to the form that
lists the Passage names; and (3) customize the List by adding Fetchers.

Lesson 28 Lesson 28 Lesson 28

You will modify the “Cookbook” form so that each

Lesson 28: Folio Passages in Lists fetched recipe is preceded with the recipe’s name.

¢ Folio (page 124)
o List (page 49)
¢ Fetcher (page 134)

Prerequisites:
e “Recipes” Folio from Lesson 22 on page 129

e “Cookbook” form from Lesson 25 on page 135
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Lesson 28 Lesson 28 Lesson 28

i3 Add a List ® QOpen the “Cookbook” form from Lesson 25 on page 135 (if you mistakenly
overwrote during Lesson 26, you need to switch the Smart Answer type
back to Checkboxes, Folios, Passage Names)

a Delete the old {Fetch} code, put the cursor where it was, and click i= List to
open the List screen

b Select the MyRecipes answer
C Select the [repeating paragraphs] appearance and click OK

Dossera - List x
|

The Adequate Cookbook Questionnaire |§ S
for Adequate Cooks Appearance
Here are some recipes you're sure to enjoy. [repeating paragraphs] j
{Fetchj
ppy cooking!

List | sublist |

Include all items in the list

Blank
i line

| cancel

() 2011-2078 Snapdane, Inc.

2 Customize the List a Delete Sample paragraph about
b {MyRecipes®X} marks where each Passage’s name will appear — make it
bold, underlined, and a larger font size.

C Replace the period with a hard return (Enter)

The Adequate Cookbook
for Adequate Cooks

&me recipes you're sure to enjoy.
(D Before {List®:Sample paragraph about {MyRecipes@®X].

I[ditto] I [ditta]}

Happy cooking!

The Adequate Cookbook
for Adequate Cooks

Here are some recipes you're sure to enjoy.
() After

pistodMyRecipes@®X}

|

I[ditto] I [ditto]}

Happy cooking!
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Lesson 28

Add a Fetcher

Lesson 28 Lesson 28

Put the cursor in the blank line where a recipe will be fetched and click
% Fetcher

Select the Recipes Folio

Select Variable Passages

In the Name contains box, select {MyRecipes} and click OK

P

This Fetcher looks in the Recipes Folio and fetches the Passage 1| |
named by the Current item in the {MyRecipes} answer. T

s savenag s s

|| Fetch these Passages ‘

¥ Name contains | {MyRecip ~|(Current  ~| €}

[ Tagged with Passage Tag @

AnimalTraits

Authority

Citations

Jury Instructions

logos

Medical Authority

Preduct Information
s ]
[ wvenues
[0 wills & Trusts Parts

Here are some recipes you're sure to enjoy.

pito{MyRecipes@®X}
\

I itto]}

OO00000

HapP¥™0oking!

L”EJMJ All | Fixed Variable

[ Change paragraph style of fetched Passages to style at target location

Cancel

/8 Save your work Save your changes to this form. We'll use it again in the next lesson.

This form will be used in Lesson 29 on page 148.

==THE PAYOFF =

The Adequate Cookbook
for Adequate Cooks

Here are some recipes you're sure to enjoy.

The Adequate Cookbook
for Adequate Cooks Beef Stew
Here are some recipes you're sure to enjoy. Iznimdleg;f ewment

The new form uses a

Ingredients i :n'\or\t

e L5k potatoes List structure (which
1 tomato The Old form used a ltspn salt .

151 potatoss . 2oups water contains a {Fetch}
Lispn sat single {Fetch} code to Dlectons )
;C'::ts‘mwsﬂty . ‘Chop onions, tomato, and potatoe code) tO em bel |ISh
Directions fetch a series of :

Chop onicns, tomato, and potatoes ; Chicken Gumbo each fetched Passage
Passages without . .

2 cups ice . Pl with a title.

1 chicken embellishment. 17 hidken

1 cuj onions cul onions .

Dirctions Drenions Use this method when

Cook rice; keep warm. Cook chicker
Add chicken and onions to rice and

Ingredients

3thsp butter

1lb  leeks

15Ib potatoes

4 cups chicken broth
Directions

Melt butter and saute leeks and garuc unui Lenuer, dUOUL © MINULES. LOUK PULALUES UL LENURT. | 0SS

everything in the blender and puree.

Use this method when
fetched Passages
contain everything you
need.

‘Cook rice; keep warm. Cook chicke
Add chicken and onions to rice and

Vichyssoise

Ingredients

3thsp butter

1lb leeks

1.51b potatoes
4cups chicken broth
Directions

Happy cooking!

Lesson 28

Doxsera® Doxsera DB® Aurora webData™

everything in the blender and puree.

you want to interleave
fetched Passages with
additional information.

Melt butter and saute leeks and garlic until tender, about 6 minutes. Cook potatoes until tender. Toss

Happy cooking!

Lesson 28
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Data-Driven Fetchers (AWDJ (DOXDBJ

When creating variable (non-fixed) Fetchers within a List structure (see page 50 to learn about
customizing Lists), the targeted Folio and Passage can be determined either by answers in the
Questionnaire or by info in a Data Source.

For example, this Fetcher occurs within a List of [ e these oo T \
people that’s pulled from a Data Source. /rvq — Y leis:l"ffi‘" R
{ProductLine} 5 Mail -
The name of the Folio where the Passage can be / = d
]{Em Current v| item @

found is provided by an answer in the Questionnaire.
(To be more specific, the name of the Folio is
contained in the the ProductLine answer.)

I” Tagged with Folio Ta I Tagged with Passage Tag

The name of the Passage to be fetched from that Folio
is provided by info in the Data Source. (To be more
specific, the name of the Passage is found in the Mail
Data Source, in the People$ table, in the state column,
for the Current person in the List.)

All| Fixed Variable

All | Fixed Variable

I” change paragraph style of fetched Passages to style at target location

The result is a form that lists people from a Data Source, and for each listed person a Passage related
to that person’s state of residence is inserted. So the “Arizona” Passage is inserted for Joe who lives in
Arizona, and the “Alaska” Passage is inserted for Jane who lives in Alaska.

Folio Facts in Lists

When Passages are used in a form, Folio Facts (page 128) related to those Passages can also be used.
For example:

¢ When a selected doctor’s bio is fetched from a Folio of bios, the doctor’s first name and number
of years in practice could be inserted elsewhere in the form.

* A catalog form that fetches part descriptions into the left column of a table could also insert part
numbers and prices into the middle and right columns.

To retrieve a Folio Fact, put the cursor where you s B e
want the Folio Fact to appear and click ¥s Field. :

{+ Text pl_Serving +

wmbr

" Date " Sequence#

Format

Select the answer that contains the Passage chosen by
the form user.

 FrgeForm
" First capital

 Title Case

Select the desired Folio Fact and click OK.

List | Sublist ltem | " lowercase

Current | item @ " UPPERCASE

v Blank line

Cancel

(6] 20112016 Snapdone, Inc.
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Lesson 29 Lesson 29 Lesson 29

In this lesson, the “Cookbook” form’s list of recipes is

Lesson 29: Folio Facts in Lists embellished with serving sizes.

¢ Folio (page 124) Prerequisites:

* Folio Fact (page 128) » “Recipes” Folio from Lesson 22 on page 129

¢ “Cookbook” form from Lesson 28 on page 144

48 Customize the List Open the “Cookbook” form from Lesson 28 on page 144

Type (serves ) after the {MyRecipes#X} Field

Put the cursor where the serving number belongs and click ¥s Field
Select the MyRecipes answer

Select the Current item in the List

T Q 6 T 9

Select the Servings Folio Fact and click OK
e ]

Questionnaire |

" Sequence#

The Adequate Cookbook
for Adequate Cooks

Here are some redipes you’&) enjoy.

% FreeForm

" First capital

" Title Case

) = List | Sublist Item ] " lowercase
risto{MvRecipes®X} (serves b et =] e 0] | - wrercsce
{Fetch@X}

I[ditto]] [ditto]}

Happyv cooking!

W Blank line

Cancel

(6] 2011-20% Snapdone, Inc.

=THE PAYOFF =

The Adequate Cookbook
for Adequate Cooks

Here are some recipes you're sure to enjoy

Beef Stew (serves 6)

Ingredients

2l beefstew meat
1 onion

1 tomata

15lb  potatoes
ltspn salt

Lesson 29

2cups water

Chop onians, tomato, and potatoes. Mix all ingredients in a big pat. Cook on

Chicken Gumbo (serves 4)

Ingredignts

2cups rice

1 chicken

leup  oniens

Directions

Cook rice; keep warm. Cook chicken and chop into bite size pieces. Chop onio
Add chicken and onions to rice and stir. Serve this as an after-school snack.

Vichyssoise (serves 2)

Ingredients
3thsp butter

1 leeks

1516 potatoes
4cups chicken broth
Directions

Melt butter and saute leeks and garlic until tender, sbout 6 minutes. Cook potatoes until tender. Toss

everything in the blender and puree

Each entry has been
further augmented
with a Field that
retrieves the serving
size for each recipe.

Happy cookmg!

Lesson 29
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Folios and Styles

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

Open a target form into which Passages will be inserted o elles
and click (' Sources, “ Folios to open the Folios screen. b= |
Select the source Folio.
Click “ to open the Copy Styles screen.
Click B to copy styles from the form to the Folio, or €@ to copy Doxseré - Copy Styles
styles from the Folio to the form, then click OK. Copy styles in which direction?
If there are lots of styles and the form and Folio are large, it will =) g
take a while — don’t be alarmed. Document Folio

Form - Cookbook 4.d = . Recipes -

(=) 2011-2014 Snapdone, Inc.

Folio Screen Details

Folios Screen
Click Sources, “¥ Folios to open the Folios screen.

Doxsera - Folios

& Falio ( j ol

Select a Folio here

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

¢ Click “ to reconcile styles in the selected Folio with another document (page 149).
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After selecting a Folio:

(o)

Q.

=~ 0

Doxsera - Folios

& Folio | Recipes Q j |7 Done ?

Tags

[ Legal
[0 Medical
Restaurant

[*] Passages ¥
Chicken Gumb
Tomato Soup
Beef Stew

Bouillabaizze
Vichyszoise

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

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

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

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

Click “* to add a new Folio Tag.

Click -7 to rename the selected Folio Tag. Any Folios that were previously tagged with this Tag
will be tagged with the new Tag name. Warning: Any forms that refer to this Tag by name will
need to be updated.

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

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

Click “ to add a new Passage to the selected Folio.
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After selecting a Passage:

Doxsera - Folios

& Folio | Recipes j o 4B ‘lljone ?
Tags T j‘ x‘ :

ngredien
[0 Leagal Ingredients

2 cups rice
[0 Medical 1 chicken n
T 1cup onions O vegetarian

Directions
Cook rice; keep warm. Cook chid
and chop into bite size pieces. Chop
onions and glaze in frying pan. Add

chicken and onions to rice and stir. d
Tomato Soup

I d Edit Content of Passage ‘
Beef Stew

Bouillabaizze Q .
Vichyssoise Folio Facts -
|‘Servings 4

a Click 7 to rename the selected Passage. Warning: Any forms that refer to this Passage by name
will need to be updated.

[0 Fish

|:| Passages
Chicken Gumbo

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

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

d The content of the selected Passage is previewed here.

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

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

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

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

i Click 7 to rename the selected Passage Tag. Any Passages that were previously tagged with this
Tag will be tagged with the new Tag name. Warning: Any forms that refer to this Tag by name
will need to be updated.

j Click % to delete the selected Passage Tag. Any Passages that were previously tagged with this
Tag will no longer be so tagged. Warning: Any forms that refer to this Tag by name will need to
be updated.
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k All Folio Fact labels that occur in the selected Folio are listed here. Facts that have been filled in
for the selected Passage are also shown. Select a Fact to modify it. Note: If a Folio Fact is not
filled in for any Passages in the selected Folio, it will disappear from this list when this screen is
closed.

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

After selecting a Folio Fact:

Doxsera - Folios

=
@ Folio | Recipes jﬂﬁlﬁlﬁl Dene |l|

& o R _ ,
I Ingredients Tags e .rf X
0O Lesa 2 cups rice
[0 Medical 1 chicken .

Directions [0 Fish

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

DPassag&s T|J|X|'|&|

Tomato Soup
Beef Stew
Bouillabaisse
Vichyssoize

._‘7 Edit Content of Passage

Folio Facts

Servings: | 4

Licensed to Demo on 1 computer until 14 A

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

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

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

d Click @ (or press Enter) to move to the next Fact in the list. Note: This button only appears when
the cursor is in box c.

e Click ® (or press Alt+N) to move to the next Passage in the list. Note: This button only appears
when the cursor is in box C.

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019) Page 152



Fetch Screen

Click € Fetch to open the Fetch screen.

& Folios ‘|D| [£] passages

[0 Acme Products
[0 Animals

[0 Authority

[0 Jury Instructions
[0 Medical Authority
Recipes

r O venues

i Filter

Beef Stew
Bouillabaizsst
Chicken GumD%
Tomato Soup
Vichyssoise

L.

Preview .l .l

Ingredients

1 lobster

2 tomatoes

1 onion

4 garlic cloves ‘
Directions

Plunge lobster headfirst into a big
pot of boiling water and cook for 2
minutes. Chop tomatoes, onion,
and garlic. Mix everything
together and simmer for 10
minutes.

4

[~ Filter

Servings 4

g

Change style

Fetch Cancel

(=) 20M-2016 Snapdone, Ini.

a All Folios are listed here.
b  Checkmark one or more Folios to see the Passages they contain.
¢ Click M to select all Folios or U to select none.

d All Passages contained in the selected Folios are listed here.

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

respond to a fetch question.

f  Click abc to toggle sorting, either alphabetical or the order that they appear in the Folio.

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

# & to move the selected Passage up or down in the list.

h  Click ™ to select all Passages or [ to select none.

i  The contents of the currently selected Passage are previewed here.

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

k  After selecting Passages, click Fetch to either insert them in a document or respond to a Fetch

question.
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I Checkmark Change style to change styles in the fetched Passage to the style at the cursor
(page 157).

m  Checkmark Filter to show the Folio search panel.

n  Checkmark Filter to show the Passage search panel.

After turning on the search panels (m and n above):

@ Folios O [£] passages &ip | ‘l &l | Dl Preview QO
[0 cChicken Gumbe Ingredients .

2 cups rice

1 chicken
1cup onions
Dj s

C ce; keep warm. Cook
chicken and chop into bite size
pieces. Chop onions and glaze
in frying pan. Add chicken and
onions to rice and stir. Serve
this as an after-school snack.

-

Servings 4

Name contains

_ ] Passage Tags
Folio Tags [J Fish

[ Legal

0 _Medical [0 WVegetarian
d ‘ Q [~ Change style
Full text contains |, onion ‘l Fetch Cancel
¥ Filter ¥ Filter (] 2011-2016 Snapdane, Inc.

a  All Folios Tags are listed here.
b  Checkmark one or more Folio Tags to choose which Folios are shown.
¢ All Passage Tags in the selected Folios are listed here.
d  Checkmark one or more Passage Tags to choose which Passages are shown.
Click ™ to select all Passage Tags or [ to select none.
f  Click () or @ to control how Tag filters are applied. When ®is selected, only Passages

tagged with all of the selected Tags are shown. When i selected, Passages tagged with any
of the selected Tags are shown.

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

h  To search the content of Passages, type a search term here and click 4 to find Passages that
contain it.

i Click ‘% to search after typing a search term in box h.
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J  After searching with h and i, the search term is highlighted in the preview of found Passages.

k  After searching with h and i, click €& to highlight the previous or next occurrence of the
search term in the Preview panel.

Fetcher Screen

Click ¥ Fetcher to open this screen.

I these Folios Q these |
¥ Name contains j ¥ Name is {MvRempJ All |

¥ Tagged with Folio Tag Ol I; Tagged with Passage Tag ‘

[ Legal [0 Meat

[0 Medical [ Personal Injury

Restaurant [ Physical Therapy

[0 {MySubject} [ Polio
[[] Property Boundary Dispute
[ Radiation
[ Radiation Therapy

b [J Reptile
[[] Skin Cancer ‘
[ Surgery
[0 ‘vegetarian
[0 Whooping Cough
d {FoodTypes}

qected answer, use items
Fixed ariable I

Ok Cancel

Fixed Variable I

Change paragraph style of fetched Passages to style at target location

a  Click All if the Passages to be fetched are drawn from the pool of all Folios. Note: It takes longer
to look in All Folios, so use Fixed or Variable whenever possible.

b  Click Fixed if the Passages to be fetched are drawn from a limited set of Folios that you can
identify right now. (This is the most common setting — you will typically identify a single Folio
here.)

¢ Click Variable if the Passages to be fetched are drawn from a flexible set of Folios identified with
the Folio filtering controls (d thru i).

d  Checkmark Name contains to filter the set of Folios by name.

e  When filtering Folios by name with d, either (1) type text here to include only Folios whose
name contains that text; or (2) select a Questionnaire answer here to include Folios that are
selected by the form user in a fetch answer that asks for Folio names.

f  Checkmark Tagged with Folio Tag and checkmark Tags in g to filter the set of Folios.

g Thislist includes (1) all Folio Tags, and (2) any Questionnaire answers that ask for Folio Tags.
When the latter is checkmarked, the form user’s answer to that question determines which Folio
Tag(s) apply to the filter.
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h  Click M to select all Folio Tags or L to select none.

i Click (0 or @ to control how Tag filters are applied. When ®is selected, only Folios tagged
with all of the selected Tags are shown. When L selected, Folios tagged with any of the
selected Tags are shown.

j  Click All to create a Fetcher that fetches all Passages in the selected Folios.
k  Click Fixed if you can identify the Passages to be fetched right now.

I Click Variable to allow for a flexible selection of Passages identified with the Passage filtering
controls (M thru u).

m Checkmark Name contains to filter the set of Passages by name.

n  When filtering Passages by name with m, either (1) type text here to include only Passages
whose name contains that text; or (2) select a Questionnaire answer here to include Passages that
are selected by the form user in a fetch answer that asks for Passage names.

0  When nis used to select an answer that includes multiple Passages, this box indicate which ones
are included. (You will usually choose All to include all the Passages selected by the form user.)

p If the Fetcher occurs within a nested List of Passages, the layer selector button allows selection of
containing layers (page 54).

g Checkmark Tagged with Passage Tag and checkmark Tags in r to filter the set of fetched Passages.

r  This list includes (1) Passage Tags that exist in the selected Folios; and (2) any Questionnaire
answers that ask for Passage Tags. When the latter is checkmarked, the form user’s answer to
that question determines which Passage Tag(s) are applied to the filter.

s  Click ™ to select all Passage Tags or [ to select none.

t  Click 0 or @ to control how Tag filters are applied. When ®is selected, only Passages
tagged with all of the selected Tags are fetched. When i selected, Passages tagged with any
of the selected Tags are fetched.

U  When ris used to select an answer that includes multiple Passage Tags, this box indicates which
ones are included. (You will usually choose All to include all the Passage Tags selected by the
form user.)

v Checkmark Change paragraph style... if you want to change the style of each fetched paragraph to
the style of the Fetcher (page 149).

-
Using Folios

Fetching Passages

The € Fetch command makes it quick and easy to find text that’s been stored in a Folio and insert it at any
location in a document. Put the cursor in a document where you want to insert text and click & Fetch to
open the Fetch screen.
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Select one or more Folios to see the Passages they contain.

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

Use # ¥ to change the order of Passages if desired.
Click Fetch to insert the selected Passages. =

For advanced searching techniques, click Filter to reveal

& Folios [m]

[E] Passages w3 ®=|0)

Preview

] Acme Products

[]_Besf Stew

Ingredients

1 lobster

2 tomatoes

1 onion

a garlic cloves

Directions

Plunge lobster headfirst into a big

pot of beiling water and cook for 2
minutes. Chop tomatoes, onion,

the search panels shown below.

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

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

Select one or more Passage Tags to show only Passages
that are so tagged.

To search for text contained within a Passage, type a ae

word in the Full text contains box and click “ .

and garlic. Mix everything
together and simmer for 10
et
== B
[ Change style
mo | ool |
Filter ﬂr Filter (6) 20112016 Snapdone, Inc.
& Folios O| [ Passages »: || ¥|B]O] preview
[ Acme Products ] Beef Stew
O Animals 0 Bouillabaisse
0 Authority [] Chicken Gumbo
1 Jury Instructions ] Tomato Soup
[ Medical Authority [0 Vichyssoise
Recipes
[0 Venies
Grosasetees 0| @ [0
] Fish
O Legel O veat
O Wedical O vegetarian
I change style
Fultext oo [ | cone

¥ Filter

¥ Filter

2)2001-2016 Snapdans, e,

If style formatting is an issue, use the Change style checkbox. When this box is unchecked (the default),
paragraph styles assigned in the Folio are retained. So a paragraph that uses Heading 1 style in the Folio
still uses Heading 1 style after it is inserted in the document. (But if the format of Heading 1 in the Folio
differs from that in the document, the inserted text will conform to the format defined in the document —
see page 149.) When this box is checked, paragraph styles assigned in the Folio are abandoned, and all
inserted paragraphs are instead formatted with the style at the cursor’s location in the document.
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Lesson 30 Lesson 30 Lesson 30

Lesson 30: Fetching Folio Passages In this lesson, you are typing a letter and want to
¢ Folio (page 124) insert some recipes.
e Fetch (page 156) Prerequisites:
e Passage Tag (page 126) * “Recipes” Folio from Lesson 22 on page 129
1 Find and fetch a ® Select a spot in a document where you want to insert a vegetarian recipe

Passage with Tags and click @ Fetch
Select the Recipes Folio

Click Filter to show the search panel

d
b
C Select the Vegetarian Tag
d Checkmark Tomato Soup
e

Click Fetch to insert the recipe in the document

O [ passages
o

3] Tomato Soup

When the Vegetarian
Tag is checkmarked,
the list of Passages
shrinks to show only
vegetarian recipes.
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Lesson 30 Lesson 30 Lesson 30

Find and fetch Select a spot in a document where you want to insert some garlicky
Passages recipes and click & Fetch

with full text search a Select the Recipes Folio
b Click Filter to show the search panel

C Type garlic in the search box

d Click « to search

e Checkmark Bouillabaisse and Vichyssoise
f

Click Fetch to insert the recipes in the document

When L\ is clicked,
the list of Passages
shrinks to show only
recipes that contain

Showing these Passages

Name cont

) Passage Tags ‘I:Il @® Vi .
B e the word garlic.
0 v
Full&mciJ
I Filter [V Filter
Lesson 30 Lesson 30 Lesson 30

Answering Fetch Questions from Folios

When answering questions, you will sometimes encounter “fetch” questions. You will recognize them

because:
DoXSera (c] 2011-2014 snapdone, Inc.
e The answer box has a red border @ T
(only if you are using Word 2013 Reps Which recipes should be included? e
or later).

¢ The flag above the answer box
says click Fetch to choose.

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

Sources: Data AWD/rDOXDBJ

DB/AwD reaches into external data sources to import and make decisions based on the info stored there. After
identifying an Excel workbook, Access database, or SQL database as a Data Source, you can use it to inform
Smart Answers, Lists, Conditions, and Fields in much the same way you use the Questionnaire, Grids, Master
Lists, and Folios. Creating a Data Source is a one-time operation giving all of your forms live, real-time access
to its info, no matter how frequently it changes.

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019) Page 159



The Source Material

No matter whether your source material is an Excel workbook, an Access database, or a SQL database, several

key concepts apply.

Doxsera® Doxsera DB®

Tables

Access and SQL use the term “table” to describe a two-dimensional grid of information. In Excel, a
worksheet is the equivalent of a table. Just as an Access or SQL database may contain many tables, an
Excel workbook may contain many worksheets. No matter what the source, be sure your tables have
meaningful names, so they’ll be easy to recognize. (To rename an Excel worksheet, right-click the
worksheet’s tab at the bottom of the screen and choose Rename.)

Column Labels

DB/AwD requires that the first row of each table contains column labels (also known as field names). This
is akin to the Label column in the Questionnaire. Column labels cannot contain these special characters: ()
[1.:;]#<>

Access and SQL tables always have column labels, but Excel worksheets sometimes do not. If you want to
use an unlabeled Excel worksheet as a DB/AwD Data Source, you'll first need to add a row at the top
containing column labels.

column labels » | ID | Name DoB @ column labels
1 | Ann Ames 5/16/1972
2 Bill Blake 8/1/1990
3 | Cathy Carson | 12/30/1988

Key Columns

A key column is a super-charger for your data. It contains a unique value to individually identify each
row. The first column in a table is often sequentially numbered to serve as a key column. But any column
can serve as a key column, even if it contains text instead of numbers, as long as it contains unique non-
blank text in each row.

Here the Name and DOB columns should not be used as keys, because ID_| Name DOB

] 1 | Ann Ames 5/16/1972
eventually there may be two people with the same name, or two people > | Bill Blake 8/1/1990
with the same birthdate. So an ID column has been added to serve as a 3 | Cathy Carson | 12/30/1988

unique key for each row.

When a key column exists, all the columns in that table are related. That means (using the above table as
an example), when a form user chooses Ann Ames in response to a question, the form can automatically fill
in not only Ann’s name, but also her birthdate and info from any other column in the table (even if
additional columns are added later). Key columns also speed up processing and are used to create
relationships that span tables (more about relationships on page 161).
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Pronoun Columns

If your table includes pronoun columns, they can behave like ID_| Name DoB Gender
text-with i th H . 9 F 1 | Ann Ames 5/16/1972 F
ext-with-pronoun answers in the Ques ionnaire (page 9). For =52 8/1/1990 v
example, a Gender column could give gender info (M or F) 3| Cathy Carson | 12/30/1983 | F

about the person in each row. Then forms that use this Data
Source can use Pronoun Fields for the people named in it.

Pronoun columns must use particular words or characters to identify gender so that DB/AwD can interpret
them properly. These are all valid words and characters that may appear in a pronoun column
(capitalization does not matter):

he she it they

M F N/A Group
Male Female Neuter Plural

Relationships

Tables are sometimes “related” to each other. That means each row in one table is related to a row in
another table. You can give your forms a big boost of intelligence by informing DB/AwD of any
relationships that exist in your data. But first you need to understand what a relationship is. To illustrate,
consider these two tables, named Authors and Books:

ID | Name ID | Title AuthorID

1 | Herman Melville 1 | Tom Sawyer 3

2 | Agatha Christie 2 | Moby Dick 1

3 | Mark Twain 3 | Huckleberry Finn | 3
Authors Books

In the Books table, we see that Tom Sawyer and Huckleberry Finn were written by author 3. Checking the
Authors table, we see that author 3’s name is Mark Twain. The two tables are related. The columns that tie
them together are the Books table’s AuthorID column and the Authors table’s ID column. Said another way:
the Books table’s AuthorID column contains numbers that correspond to numbers in the Authors table’s ID
column. That’s very wordy and difficult to visualize, so we use this notation to describe the relationship:

Authors.ID <--> Books.AuthorID
The Authors table’s ID column is related to the Books table’s AuthorID column

A Data Source may contain many relationships. Here’s a database maintained by a library where they use
four tables to keep track of (1) authors, (2) the books written by those authors, (3) the people borrowing
the books, and (4) the books each person has borrowed.

ID | Name ID | Title AuthorID ID | Name BrwrID | BookID

1 | Herman Melville 1 | Tom Sawyer 3 1 | Ann Ames 2 2

2 | Agatha Christie 2 | Moby Dick 1 2 | Bill Benson 2 3

3 | Mark Twain 3 | Huckleberry Finn | 3 3 | Carol Carson 1 1
Authors Books Borrowers Loans

Relationships: Authors.ID <--> Books.Author|D
Books.ID <--> Loans.BookID
Borrowers.ID <--> Loans.BrwrID
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Let’s track a relationship through all four tables. Start in the Loans table. The first row of data tells us that

borrower 2 has borrowed book 2. The second row tells us that the same borrower 2 has also borrowed
book 3.

Looking in the Borrowers table, we see that borrower 2 is named Bill Benson.

Looking in the Books table, we see that book 2 is Moby Dick by author 1, and book 3 is Huckleberry Finn by
author 3.

Finally, the Authors table tells us that author 1 is Herman Melville, and author 3 is Mark Twain.

Putting it all together: Bill Benson borrowed Moby Dick by Herman Melville and Huckleberry Finn by Mark
Twain. You will do the same sort of trick in forms you create, using relationships between tables to
translate dry, arcane data into plain English.

Armed with knowledge of tables, key columns, pronoun columns, and relationships, you're now ready to add
a Data Source.

Adding a Data Source (AWDJ(DOXDBJ

AwD owners get a free pass here, because AWD automatically creates Data Sources during the step when you
convert a Questionnaire to a webQ (see the Aurora Manual). You might want to skip a few pages and pick up
with Data Sources in the Questionnaire on page 167.

But DB owners need to know how to create their own Data Sources. (And the same is true for AWD owners
who want to use other Data Sources in addition to their AWD databases.) Once a Data Source exists, all of your
forms have access to the data, even if the info changes over time. Click &9 Sources, | Data to open the Data
Sources screen.

Click “* to add a new Data Source, and select a@J ] 71| 8 colims Ifo
an Excel workbook. Tables % ey column
Type a name for this Data Source.

Doxsera - New Data Source X
Identify the type: Excel, Access, or SQL. = —... |
For Excel and Access sources, supply the full . Tioe  © Excel workbook i i Calumn abele.

" Access database
path and filename for the Excel workbook file ~  sQU database
or Access database file. For SQL sources, Full path and filzname = s
- = ESELY

supply the name of a Windows DSN that uses a ;

{21 2011-2015 Snapdone, Inc. 4 \CELE‘;I

Trusted Connection. }

oK Cancel
160 | (o 20mr-20 Snapdone, e 4
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SQL and DSNs

A DSN (Data Source Name) is a Windows feature that contains the connection info
required to access a particular SQL database: user name, password, and all sorts of
parameters that enable your computer to interact with the database. Creating a DSN is a
bit of an art form and generally requires an IT professional and/or the support team of
the database in question.

The good news is: Once the DSN has been created, all you need to know is the name that
has been assigned to it. Just use that name when prompted for the SQL database’s DSN
name, and you immediately have access to the entire contents of the database.

A note to the person who creates the DSN

The preferred method is to use a Trusted Connection DSN. Alternately, you may use an
Authenticated Windows DSN. In that case, you will type a connection string into
DoxDB’s Create Data Source screen. The connection string will include the name of the
DSN, the user ID, and the password. DoxDB only requires read-only access to the
database, so you're welcome to use a non-admin login that only provides read-only
access. A sample connection string:

DSN=MyData;User Id=TomJones;Password=p@$$w0rd;

Columns Info
AuthorID
Born
Died
Firstlame

Each table in the Data Source is listed on the G [Ty e
left, and columns in the selected table are listed —
on the right.

4, Key column
AuthorlD
Baoks BookID
Borrower$ BrwrID LastName

Identify key columns by selecting a table then
choosing its key column here.

Identify any pronoun columns by selecting a
column then checkmarking the Pronoun
checkbox. If a table contains multiple pronoun
columns, you will also need to select the
column to which each applies.

> W Proncun Info

®= Relationships ] | ‘ Info |

Author$.AuthorID <--= Books.AuthorID
Book$.BookID <> Borrower$.LastBook

"1% Key column for this table AuthorID -

OK Cancel
LG I RPTIET TR ——

If relationships exist among the tables, select one of the related tables and click “* to add a relationship. You
will be asked to identify the related columns in each of the two tables.

After entering the Data Source’s characteristics (key columns, pronoun columns, and relationships), click OK to
save it. If you later add tables or columns to the source (whether it’s an Excel file, Access file, or SQL database),
you do not need to return to this screen to make any changes unless you have altered the key columns,
pronoun columns, or relationships. You may also return to this screen if you need to delete a Data Source (by
clicking the X button) or change its name, path, DSN, or connection string (by clicking the " button).
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Lesson 31

Lesson 31

Lesson 31: Add a Data Source

¢ Data Source (page 159)

Lesson 31

In this lesson, you will save info about books and
authors in an Excel workbook, then add a Data
Source to make all of that info available to your
forms.

y8 Create a workbook

Use Excel to create a workbook that includes the two spreadsheets shown
below.

Name the two worksheets Author and Book. (To name a worksheet, right-
click its tab at the bottom and choose Rename.)

Save the workbook with the name Authors and Books

A B C D A B C
1 |ID First Name Last Name Gender 1 |ID Title AuthorlD
2 | 1 Mark Twain M 2 | 1 Adventures of Huckleberry Finn 1
3 | 2 Agatha Christie F 3 | 2 Billy Budd, Sailor 3
4 | 3 Herman Melville M 4 | 3 Death on the Nile 2
5 5 | 4 Moby-Dick 3
6 & | 5 Murder on the Orient Express 2
7 7 | 8 The A.B.C. Murders 2
2 8 | 7 The Adventur Tom Sawyer 1
g 9
Author | Book | ® | Author ®

yA Add a Data Source

o 6 T o

Back in Word, click l'_u' Sources, 'l_-.d Data to open the Data Sources screen
(you don’t need to have a form open)

Click “s* to add a new Data Source
Name the Data Source Library
Select the type Excel workbook

Click =3 to browse to and select the Authors and Books workbook you
created in Step 1, then click OK

Columns

- Mew Data Source

Name T Library

First row in each worksheet

@ Excel workbook et contain column labels.

Type
" Access database
" 5QL database

9= a

path and filename Info

Info

[6) 2011201 Snapdone, Inc

OK Cancel

Info

() 20112016 Snapdane, Inc.
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Lesson 31 Lesson 31

Lesson 31

3 Identify a Select the Authors$ table
key columns b Select the key column ID
® Select the Books$ table and its key column ID

(| vibrary [~] |7 xl

a D:\TheFormToal\DB samplesiAuthors and Books.xlsx

Tables 9, Key column

Book$ ’

Don’t be alarmed by the $ at the
end of each worksheet name. This
is how the program keeps track of
Excel worksheets.

@), Key column for this table | 1D ~| Info

Columns

Gender
1D

Last Name

I~ Pronoun

®a Relationships

Info

Info

-rlxllnfol

oK I Cancel
(¢ 20112016 Snapdane, Inc H
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Lesson 31 Lesson 31 Lesson 31
Identify any a Select the Author$ table

pronoun columns b Select the Gender column
€ Checkmark the Pronoun checkbox

Doxserd - Data Sources X
7] | Library - ~r| ;| x| Columns Info
D:\TheFermTool\DE samples\Authors and Books.xlsx

Q, Key column

Tables

Last Name

¥ Pronoun Info

d@a Relationships ~r| x| Infol

i - oK Cancel
3, Key column for this table | 1D ] Info | (2012006 Snepdane, nc -

Identify any a Select the Authors$ table
relationships b Click “* to add a relationship
c Select the ID column in the Author$ table
d Select the AuthorID column in the Book$ table, then click OK twice

[ | ibrary =] #|2|x]| Columns Info
D:\TheFermTool\DE samples\Authors and Books.xlsx First Name
Tables U, Key calumn o
3 Last Name
7/ Socks
a Doxserd - Relationship x
... is related to
. This column this column in
in one table ... another table
Table Authorg I Books$ j

[==1]
Column [ 1D > | AuthorID
o) pdone, Ine.

&5 Relationships x| 1nfo|

- oK Cancel
) Key column for this table D 100 | (o 20112016 Snspdone, s ancel

This Data Source will be used in Lesson 32 on page 169.

Lesson 31 Lesson 31 Lesson 31
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Data Sources in the Questionnaire

(AwD)(DoxDB/

You may have already created Dropdown or Checkboxes answers that use other answers, Master Lists, or
Folios as their source for choices (pages 9, 13). DB/AwD adds another option: Data Source.

For example, here we're creating a Dropdown
answer that draws its choices from a Data
Source named People.

Text Dropdown |Yes/No | Checkboxes | Derived |

{* Single dropdown
i

Source for dropdown choices” Data Source - H People

‘#Tab\e: Sheetl$ -

The table we're interested in is named Sheet1$ s

(Excel’s default).

The table might include many columns (City, =%
State, Zip, Phone, Fax, etc.). Up to three of them
(plus surrounding text) can be used as building
blocks to assemble the Appearance of our

dropdown list of choices. This example uses the
LastName and FirstName columns, separated by

a comma that we type right into the
Appearance box.

This Appearance results in a dropdown list that
looks like this:

Doe, Fred
Jones, Jane

Smith, John

Preview
Appearance of items
[ [ tastame [ [ Firstiame <[ & When users dlick the Fetch
button to answer this
" Include all items % Only include items where: question, they are presented
tate j with a dropdown box.
= Iy K|
| this text: j
NY -
| J Choices shown in the
8 dropdown are identified here.
and/or
i Ccancel

Select Include all items to allow the form user to choose any row in the table, or Only include items where to
restrict them to certain rows. In this example, the form user will only be allowed to select people who live in

New York (State is this text: NY).

Data Sources in Fields, Lists and Conditions

Via the Questionnaire

(AWDJ( DoxDBJ

When creating Fields and Conditions based on Dropdown and Checkboxes answers that use a Data
Source for their choices, you have access not only to the selected answer, but also to all of the columns in

all of the tables that are linked to that answer.
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For example, here we're creating a Field e Source | BINE [Enewar |
based on a RecipName answer that draws

its choices from a Data Source. (It's the

answer we created in the previous

illustration.)

Addrl
Addr2
City
FirstName
LastName
H PersonlD
State

Zip

" First

" Title Case

The Field can retrieve info from any € lowsrcsse

column in the Data Source table: Addr1, € upPERCASE
Addr2, City, State, etc.

Select the <answer> choice at the top of the
list if you want to ignore the contents of
the Data Source and instead use the exact W Blank line

contents of the response in the @ ok | cance

Questionnaire . <) 2011-2008 Snapdane, Inc.

For example, in the answer illustrated above, the answer’s Appearance was LastName, FirstName, so
selecting <answer> here would create a Field that results in something like Smith, John or Jones, Jane in the
finished document.

Directly from the Data Source

You can also create Fields, Lists, and Conditions that pull info directly from a Data Source, without any
reference to the Questionnaire at all. The Field screen is shown below, but the same is true for Lists and
Conditions.

Click Data Source for direct access t0 yOUT =y,

=] Data Source # + Count

Data Sources.

Source | People " Singular/Plural

Here we’ve chosen to look at the Sheet1$ / Table | Sheet1s

Format ]Math ]

table in the People Data Source. & Defined
| 1,000 (no decimals) j
We're creating a Count field that will insert S

a number in the finished document. |

The Field will count up the number of st Subit | stem |

people in the People.Sheet1$ table who live

Only include items where:

[City] -

in New York by finding all the rows that A I :y j
have New York in the [City] column. [ this text: -
| New York j

W Blank line

23| 1 cancel
and/or

() 2011-20M6 Snapdone, Inc.
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This Text Field looks in the same table to ——— | .
retrieve a Zip code. Source [ Pecple T| e o
When the form is Filled, this Field retrieves Teble [ Sheetts | ¢ et ¢ sequence#
. . . . | Addr2 - R t
the Zip code of the first person it finds | ciy 2 Forme
. . . . . . FirstName {* FreeForm
who lives in Albany (First item in sublist LastName
. . . ;srtsonlD " First capital
where [City] is this text: Albany). ate _
" Title Case
List] Sublist Item ] " lowercase
First - | item ¥ in sublist where g " UPPERCASE
| [City] ~
E -
| this text: j
| Albany j

¥ Blank line

Cancel

and/or

[) 2011-2016 Snapdone, Inc.

Lesson 32 Lesson 32 Lesson 32

In this lesson, you will create a form that pulls info
from a Data Source -- some directly, and some via
answers in the Questionnaire

Lesson 32: Use a Data Source in a Form
e Data Source (page 159)

¢ Dropdown answer (page 9) T

¢ Conmpou i) Corilidol el 29| e “Library” Data Source from Lesson 31 on

¢ Sublist (page 67) page 164
48 Create the a Type or copy/paste this sentence into a blank document
Questionnaire e Click BB Questionnaire, ¥ Create to add a Questionnaire

b Fill in the Questionnaire as shown

c Place the cursor in the AuthorName answer box and click & Smart
Answer to open the Smart Answer screen

The book _ was writtenby . He/she also wrote

Doxsera (c) 2011-2016 Snapdone, Inc.

Q Question Answer
AuthorName Choose an author
BookName Choose a book by that author C
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Lesson 32 Lesson 32 Lesson 32

yA8 A Smart Answer that
shows all authors

Click Dropdown
Select Data Source, Library, Author$ as the source for dropdown choices
Select Author$.Last Name as the first part of the Appearance

d
b
C
d Type a comma followed by a space for the second part of the Appearance
e Select AuthorS$.First Name as the third part of the Appearance

f

Select Include all items, then click OK

Text Dropdown |Yes/No | Chackboxes | Derived |
# Single dropdown
=

Source for dropdown choices: | Data Source || tibrary - Table: [ Author$ -

[~ Auto-MultiDoc

Use the seven Appearance boxes as
RO cc of o ~ building blocks to create exactly the
[T autpors.cost e[ Ashors st 1 [ - appearance you want in your dropdown
list. Up to three columns from the
d selected table can be used, and they can
be surrounded by other text that you
type yourself. Here two columns are
used, separated by a comma and space
that you type yourself.

(<) 2011-2016 Snapdone, Inc. oK ! Cancel |

@ Include all items " Include some items
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Lesson 32 Lesson 32 Lesson 32

e

L3 A Smart Answer that @ Place the cursor in the BookName answer box and click “& Smart Answer

shows some books to open the Smart Answer screen
Click Dropdown

Select Data Source, Library, Book$ as the source for dropdown choices

Select Book$.Title as the Appearance

T Qo 6 T

Choose to Only include items where: Book$.AuthorID is this text:
{AuthorName} Author$.1D, then click OK

Doxsera (c)2011-2016 Snapdone, Inc.

Question Answer
AuthorName Choose an author a d
BookName Choose a book by that author

Text, Dropdown 1!&5["0 | Checkboxes | Derived |
Single dropdown Q

Source for dropdown choices: | Data Source || Library - Table: | Sooks -

For best results, add & key

[ Auto-MultiDoc column te this tabi
The filter Book$.AuthorlD is this

Sources, Data scre

Preview
rance of items J’_‘ Jl ‘ jTEt | teXt: {AuthOl‘Name} Authors-ID
Books$.Title - - - .
e Sedz™  means only some books will
" Include all items & Only include items where: guesticn, they are present .
[ Bosks Autnario = it Elondaar] oo appear in the dropdown -- only
I - i the ones by the author who was
d [Choriamer <][Auhors 10 5| — selected in response to the
Choices shown in the
@ cropsoun areidertifies ne - AythorName question in the
p Questionnaire.
'

Cancel

() 2011-2016 Snapdane, Inc.
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Lesson 32 Lesson 32 Lesson 32

/8 Add Fields

a Select the first blank and click ¥s Field to open the Field screen
b Select the BookName answer

C Note that <answer> is selected, then click OK

d Select the next blank and click ¥s Field

e Select the AuthorName answer

f Select the Author.FirstName column, then click OK

g

Add a space after the {AuthorName:FirstName} Field, position the cursor
before the period, and click ¥s Field

h Select the AuthorName answer

i Select the Author.LastName column, then click OK

J Select He/she and click ¥s Field

k Select the AuthorName answer

| Select the Pronoun type

m Note that format He|She|It] They, Title Case is selected, and click OK

& Text T<answerv © Branoun {
b

Questionnaire IData Suurcel icl Sil ol
Mmbr " sing/Plural
o

The book | was writtenby .
He/she also wrote

AuthorName
L BookName

| o

o]

Questionnaire | Data Source

& Text uthoré. » |~ Pronoun

AuthorName
BookMame

book {BookName} was written

by . He/she also wrote
1 QLIES‘tiDHHEiTE DEm EaEs a_bclﬂ il (;‘ Text AUthDr$- v r‘ Pronoun
T  sing/Plural
The book {BOOkName} ritten Questionnaire | Data Source Q- |

" Text |=<answer | pronouni

AuthorName
BockName

by {AuthorName:FirstName} .
He/she also wrote

" Nmbr " sing/Plural

" Date

- Format

 Defined

I He | She | It | They =

¥ Title Case

 lowercase

The book {BookName} ritten 1 ©urreRcass
by {AuthorName:FirstN i
{AuthorName:LastName}. He/she

also wrote

v abbreviste W Blank line

[6)2011-2016 Snapdane, Inc.
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Lesson 32 Lesson 32 Lesson 32
¥ Add a List Select the remaining blank and click i= List to open the List screen
Select the Library source, Book$ table, and BooksS.Title column

Choose the sort order Book$.Title, Ascending

o 060 T o

Click Sublist to filter the List so only some items in the table will be
included in the finished document

e Choose to only include items where [Book$.AuthorID] is this text:
{AuthorName} Author$.ID

f Click and/or to add a second part to the sublist filter

g Choose [Book$.ID] is not this text: {BookName} Book.ID for the second
part of the filter, then click OK

ource 1 1 N

Source | Library j Eakalsatse ]
The book {BookName} wi
; = || == This Sublist filter has two parts
{AuthorName:FlrstNameI Books Tile S| e [ I e kpb h
. caumnn [« First it only includes books by the
{AuthorName:LastName} T I o )
wrote by [ ] 18R S author selected in the AuthorName
Q Ll tiemliy answer, then it excludes the book
== selected in the BookName answer,
Syl i e w s resulting in a list of other books by
‘ [Books.AuthorlD] j On\\{mcludt the same author.
‘ s j [Library.B
AND

| this text: Library.Books.1D] is not {BookName|Books.ID ‘
‘ {AuthorMame} leuthorﬁs.ID
*[ x| # 9| =00l
|

[Book$.1D] j
| is not j
and/or [ this text H| = lank [ =
- | {BookMame} j‘Book&ID j ine
(o] 20112016 Snapdane, Inc.
=THE PAYOFF =

The answer to the first question is used as a filter to reduce the number of choices when answering the
second question. This is a great technique to keep things manageable even when your Data Source
contains unwieldy amounts of info.

Doxsera (c)2011-2016 Snapdone, Inc. The book Death on the Nile was

»

written by Agatha Christie. She also
wrote Murder on the Orient Express
and The A.B.C. Murders.

Question Answer

AuthorName | Choose an author Christie, Agatha

BookName Choose a book by that author | Death on the Nile

Lesson 32 Lesson 32 Lesson 32

Reporting (AWDJ(DOXDBJ

In the parlance of database enthusiasts, pulling information from a database into a document is sometimes
called “Reporting.” DB/AwD includes two reporting commands to quickly pull lots of data (or information
about lots of data) into a form.
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Data Tables

When large amounts of unmodified tabular data need to be pulled from a Data Source into a form, use a
Data Table for extra-speedy results. Data Tables sacrifice formatting flexibility and decision-making in
exchange for blazing speed when vast amounts of data need to be inserted quickly. For example, you
might need to pull several selected columns and hundreds (or even thousands) of rows filtered with
particular criteria from an Excel spreadsheet. A Data Table would accomplish this very rapidly, but would
not allow reformatting or decision-making based on the retrieved information. Think of a Data Table as a
pure “data dump” where you can choose what information to dump, but you don’t have a whole lot of
control over how it’s presented. (If you need to manipulate or analyze the retrieved information, use a List
instead (page 49) -- it’s a lot slower, but way more flexible.)

To insert a Data Table in a form, click T/ Report, =2 Data Table to open the Data Table screen.

Select Columns to be included in the Columns to include Appearance
Data Table. You may only include "=y 5°4 I i

Table film
columns that are related to each other

¥ Lines ¥ Heading rew [ Row for totals

No filter Filter |

g
e
g

el | description nly include ¥gws where:
(they either appear in the same Table - r[:;ting] \ E
or in Tables that are related via Key | deserivtion [ \ -]
Columns -- see page 161). X I thstet: | ﬂ

@ PG -

Click the green # to add a column to ¥
the list of included columns. on

irs itle *| & Ag¥endin
Use the blue arrows to rearrange the :hE: :: ,:Im]—j g JH5 _ondrr |

¢~ ffescending

7YX 987
2] 2011-2017 Snapdone, Inc. OK Cancel

columns. The top column in this list is
left-most in the resulting table, and
remaining columns follow from left to
right. To remove a column from the
list, select it and click the red X,

The Data Table can be sorted on any of the selected
columns, either ascending or descending.

Control the appearance of the Data Table by choosing whether to include border lines, a
row at the top for headings, and/or a row at the bottom for totals or other information.

Choose No filter to include all rows in the Data Source, or Filter to
only include certain rows. In the example pictured here, the filter
[rating] is this text: PG only includes films that are rated PG.

When you click OK, a DataTable structure is inserted in the form. Depending on the choices you made
above, it will look more-or-less like this:

This row appears if you selected
Heading Row

Headingl Heading2 Heading3
{DataTable}ltitle release_year description

& The DataTable row always appears

€= This row appears if you selected
Row for Totals
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Modify the heading row however you wish. You may include anything you like (text, formatting, images,
Fields, Conditions, etc.), just as in any other part of your form.

DO NOT modify the contents DataTable row. When the form is Filled, this row will be repeated as many
times as necessary, depending on how many rows of info are pulled from the Data Source.

Modify the row for totals however you wish. You may include anything you like (text, formatting,
images, Fields, Conditions, etc.), just as in any other part of your form. This row is often used to show
column totals with Sum Data Functions, but you can use it for any purpose.

Data Functions

Data Functions are used to determine information about data contained in a Data Source, without actually
retrieving the data. For example, the Count Data Function could determine how many people are on a
mailing list without taking the time to retrieve all their names into a document.

To insert a Data Function in a form, click ¥/ Report, /* Data Function to open the Data Function screen.

Select the column to be examined by Data Function
the Data Function. S—TE | Mail = Count =l
Table | Peoples j Gives tlhe number of rows. _Wcrks with

Choose No filter to include all rows Column | first_name numeric andfor non-numeric data.
in the column, or Filter to only No filtege Filter |
include certain rows. In the example nly include rows where: Format

. . . . - + Defined 1,000 (no decimals) -
pictured here, the filter [state] is this | [state] J/ = e E

| is ' " Custom |

/

text: NY will only count people who

. . this text:
live in New York. |

|NY

Choose a format for the number that
will be inserted in the finished
document (page 16).

v Blank line - -
and/or POOK Cancel

() 2011-2017 Snapdone, Ine.

Select one of the five Data Functions:

Average adds together all the numbers in the selected rows in the selected column, then divides that
sum by the number of selected rows.

Count gives the number of selected rows.

Maximum gives the largest number that exists in any of the selected rows in the selected column. If no
numbers exist, it gives zero.

Minimum gives the smallest number that exists in any of the selected rows in the selected column. If
no number exists, it gives zero.

Sum adds together all the numbers in the selected rows in the selected column.
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Lesson 33 Lesson 33 Lesson 33

In this lesson, you will create a report form to
compiles info that has been gathered from multiple

Lesson 33: An Aurora Report data providers in an AwD database via a webQ.
¢ Data Table (page 174) Prerequisites:
e Data Function (page 175) e Complete the exercise contained in Your First

Aurora webQ and Form packaged in your AwD
download alongside this Expert Guide.

18 Create the a Type or copy/paste the body of the form shown below
Questionnaire b Click B8 Questionnaire, ¥ Create to add a Questionnaire

Hamster Age Brackets:
Junior (under 2 yearsold):

This Questionnaire is empt
Senior (2 years and older): o -

because the form pulls all necessary
. _ info directly from a Data Source
d Registrants: without requiring any additional
info from the form user. Other
Q forms might use a combination of
sources, but this form only has one
source.

Question
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Lesson 33

y A Data Functions

Lesson 33 Lesson 33

Select the first blank line and click ¥ Report, 7+ Data Function to open the
Data Function screen

b Select the source Training_AU, table TableMain$, and column
HamsterAge

Click the Filter tab
Only include rows where [HamsterAge] is less than 2
Select the Count function, then click OK

e M Q O

Select the second blank and repeat the above, but in step d only include
rows where [HamsterAge] is more than 1

Hamster Age Brackets:
Junior (under 2 yearsold): |
Senior (2 years and older): ___

Registrants: d

Source
Tabl
Ci

No filter

Function
Training_AU j I‘Count j
TableMain$ j Gives the number of rows. Works with
numeric and/or non-numeric data.
HamsterAge j
Eilter

This Data Function counts the

Q Only include rows where: | |— Format
I [HamsterAge] simals) j

I is less than

this number:

number of rows (webQ
submissions from data providers)

| 2

in which the hamster’s age is less
than 2.

[V Blank line
and/or | OK Cancel
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Lesson 33

¥ Data Table

Lesson 33

Lesson 33

a Place the cursor in a blank line under Registrants and click Tj Report,
== Data Table to open the Data Table screen.

b Select the source Training_AU, table TableMain$, and column
OwnerName

Hamster Age Brackets:

Registrants:

Junior (under 2 years old): {fx}
Senior (2 years and older): {fx}

Columns to include

Appearance

Source | Training_AU

Table | TableMain$

No filter IE"ter I

Include all rows

Column | OwnerName
OwnerName
HamsterName

HamsterAge

k1

Sort

¥ Lines ¥ Heading row

[ Row for totals

First by ‘ OwnerName j @ Ascending
then by ‘ [none] j 123 ABC
C Descending
ZYX 987
OK Cancel ‘
Hamster Age Brackets:
Junior (under 2 years old): {fx}
Senior (2 years and older): {fx}
2B Registrants:
" Headingl Heading2 Heading3
{DataTable}OwnerName HamsterName HamsterAge

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

C Click “4* to add the OwnerName column to the table, then add two more
columns: select column HamsterName and click “i*, then select column
HamsterAge and click “+*, then click OK

d Replace Headingl with Name of Owner, Heading2 with Name of Hamster,
and Heading3 with Age of Hamster

Page 178




Lesson 33 Lesson 33 Lesson 33 Aw D
=THE PAYOFF =

When this form is Filled, it pulls together info provided by multiple data providers via an Aurora webQ.

Hamster Age Brackets:
Junior (under 2 years old): 2
Senior (2 years and older): 3

Registrants:
Name of Owner Name of Hamster Age of Hamster
Betty Cooper Cheeky 3
Fred Olsen Romp 2
Gary Phelps Bingo 4
Jane Doe Puff 1
John Smith Fluffy 0
Lesson 33 Lesson 33

Lesson 33

Volume, Volume, Volume (MultiDoc and Auto-MultiDoc) (AWDJ(DOXDB

DB/AwD can produce hundreds or even thousands of finished documents in a single operation, each one
individually customized with an unlimited array of Fields, Lists, and Conditions. (Think mail merge on
steroids.) Form users may choose to produce multiple finished documents with MultiDoc, and form authors may

choose to enforce this process with Auto-MultiDoc.

MultiDoc for Form Users

When responding to a Dropdown answer that uses a Data Source

Mory MultiDoc
for its choices (like the one shown on page 167), click MultiDoc to v e ol o il el o ek i
. . . responses for this answer.
create a whole batch of finished documents. Then click OK and "
answer any remaining questions in the Questionnaire before
. . ﬁ N [ Alan
clicking == Fill. ear ery
- * O car
Hello! Diane
Edgar

A separate finished document will be produced for each
response.

oK
(2) 2011-2016 Snapdane, Inc.
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When the form lS Filled, thls screen A separate document will be created for each response
appears. A separate finished document
will be created for each item selected.

Choose a recipient

Drake, Diar~
Type a word in the search box to find
items that contain that word.

Click M to select all items or [ to select
none.

Click % to change the selection mode.

Then you can use click to select a single
item, Ctrl+click to select additional items, A
and Shift+click to select a range of items. i e wirbe crented il 2

When finished selecting items, click OK.

Use this screen to choose where and how Petrification
s : Don't Th & Tabl ill t the bott i h d it to all individual M
the finished documents will be saved. See C oty fremng il apeear at the bottom of each document to allow indiidual | Hare
1 1 . WARNING: This thy = h finished d t it lai
page 191 for a fUIl descrlptlon Of these % petrify document 'Nithlnopt:LTo?ﬁ::goli. u‘FI:ereeaiZ noméoiljg baocc:t:ﬂen e s P

options.

Saving
" Leave finished documents open and unnamed
&+ automatically name and save finished documents

Save in this folder:

| C:\Users\Scott\Desktop\results =
Filename structure:

Beginning Middle End

| text: j| Letter to | field: j| {RecipName}j| [nothing] j

Example: Letter to [MultiDoc]

[~ When finished, open destination folder to view files

Cancel

(=) 2011-2016 Snapdaone, Inc.

Auto-MultiDoc for Form Authors

The form author may want a particular Dropdown answer to always behave as a MultiDoc answer. This is
a good practice in forms that are frequently used to create a whole batch of finished documents, because it
allows form users to skip the step described above where they need to respond to the question and click
MultiDoc.
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To make the MultiDoc feature automatic Text Dropdown |yes/No | checkboxes | Derived

@ Single dropdown
5

for a form, it must first contain a Dropdown
answer that uses a Data Source for its

Source for dropdawn choices: | Data Source j| People j Table: | Sheet1s -
choices. (See Data Sources in the ® Auto-MultDoc
Questionnaire on page 167.)
Appearance of items Reset
Put the cursor in that answer box and click [ [Testame <[ [Firstvame <[ - YT S
= ¢ Include all tems nclude some items burtmj to answer this
%9 Smart Answer to open the Smart Answer DEElE € Indude some it aission, ey are preseres
screen. \ B
Checkmark the Auto-MultiDoc checkbox and o Sz omin
dropdown are identified here.
click OK.

[c) 2012016 Snapdane, Inc.

Like Derived answers, Auto-MultiDoc answers work automatically in the background, so they should be
hidden from form users to avoid confusion. When the form is complete and ready to be saved, click

= Row/Column, " Show/Hide to hide the Auto-MultiDoc answer. If you need to revise the form later,
click the same button again to make everything visible.

Sources: Outlook Contacts AWDIDOXDBJ

Outlook contacts can also be used as a data source, very much like Excel, Access and SQL described in the
preceding section. But each form user has a potentially unique collection and arrangement of Outlook contact
data. Alan might store private contacts locally in a single folder; Betty might store shared contacts on a
network in multiple folders; Carl might store contacts online in the cloud; and Diane might use a combination
of all three. That flexible nature of Outlook contact storage means a few different rules apply:

e Always Available. There is no need to add a data source in the Data Sources screen (as shown for Excel,
Access and SQL on page 162). Outlook contacts are always available as a data source when authoring
forms.

e In the Questionnaire. When choosing a source for dropdown answers or checkboxes answers (as shown
for Excel, Access and SQL on page 167), select Outlook Contacts instead of Data Source.

* No Direct Access. Outlook contact info can only be accessed via answers in the Questionnaire, not
directly via the Data Source tab (as shown for Excel, Access and SQL on page 168).

Apart from those three differences, Outlook contacts work the same as Excel, Access, and SQL, described in
the preceding section, beginning on page .

Sources: Wrappers

Wrappers change the overall appearance of a finished document without changing the content. Use Wrappers to
produce the same content with a variety of “looks.”
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Dear Sirs,

Enclosed pleasgffind our guarterly
payment of $200.00:

Sincerely,

Preston Gilworth

ACME INTERNATIONAL
123 MAIN STREET
SEATTLE, WASHINGTON 881011234

ACME INTERNATIONAL

;//",,/'Zf J o o ‘
. :/ /J/ C s0tb0/00700

123 Main Street
Seattle, WA 98101

Dear Sirs,
Enclosed please find our

quarterly payment of $200.00.

Sincerely,

Preston Gilworth

Sotablished 1972

In the two letters above, the content is identical (“Dear Sirs, Enclosed please find...”), but Wrappers have

dramatically changed the appearance (fonts, margins, headings, indents, spacing, headers, footers,

watermarks, styles, etc.). Wrappers turn a single form into a chameleon that can instantly rebrand itself to
serve multiple affiliates, subsidiaries, jurisdictions, or marketing channels. And Wrappers can automatically
apply your own corporate identity to generic forms supplied by form publishers and other external sources.

Creating Wrappers

1. Get the Right “Look”

First open a document that has the right “look.” If headers and footers are part of the look, be sure to
check both first- and second-page headers and footers (and odd/even headers and footers if applicable).
Page formatting is also important — margins, paper size and orientation.

Pay close attention to the Styles contained in the document. (In fact, this might be a good time to brush up
on your Microsoft Word Style skills, if you're not already familiar with that feature.) The Normal Style, in
particular, controls the appearance of much of the document, and the Body Text Style is often employed to
determine default paragraph formatting. Heading Styles (Heading 1 through Heading 9) are excellent tools
to customize the appearance of a document, and can include automatic numbering. If this Wrapper will be
applied to documents that contain footnotes, endnotes, tables of contents, tables of authority, or indexes,
then be sure those Styles are all formatted as desired (Footnote Text, Endnote Text, TOC 1 through TOC9,
TOA Heading, and Index 1 through Index 9).

More generally speaking, be aware that when a Wrapper is applied to a form, every Style used in the form
will be converted to that Style’s appearance in the Wrapper. That’s great, because it gives you enormous

freedom and flexibility to dramatically alter document appearance; but it does mean you must be vigilant

about the format of Styles in Wrappers and the way Styles are applied in forms that use Wrappers.

2. Remove Content and Save-As

Once the page format, headers, footers, and Styles are correct, delete all the text in the body of the
document. Remember: We are creating a Wrapper for content that will supplied by a form; the Wrapper
itself does not contain any content (except what’s contained in the headers and footers).
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Save the empty model document (be sure to use the Save-As command if you don’t want to overwrite the
document you started with).

3. Create and Name the Wrapper

With the saved model document open on your screen, click
r_u' Sources, !F Wrappers, Create new Wrapper with current % wroppers

document. You will be prompted to type a name for the new
Wrapper.

EAERLY

Create new Wrapper with current document

(=) 2011-2015 Snapdone, Inc.

Adding Wrappers to Forms

Ask the User to Choose a Wrapper

As a form author, you may want to allow the form user to choose a Wrapper. For example, if we had
created two Wrappers named Acme and Posh, we could ask the form user to choose one of them to create a
finished document branded with either look.

Doxsera (c)2011-2015 snapdone, Inc.
To create a Wrapper question, add a new row Question Answer
Name Name of client John Smith
wherever desired in the Questionnaire (click Date Effective date [11/16/14
y Choose a “look” for this document
3 Row/Column, ¥ Add).

Type a question in the Question column, but
leave the Label column blank. (The label will be
provided automatically in the next step.)

Put the cursor in the new row’s answer box.

Click ¥ Smart Answer, select Make this a Wrapper question, and click OK.

Choose a label for this question.

\(“ Label

{+ Make this a Wrapper guestion

Cancel

() 2011-20M5 Snapdone, Inc.

Select the Wrappers that should appear as choices for the = perees

user (in this example, Acme and Posh). 3

Click OK.

Show these Wrappers as choices in drapdown: =]

Choices to be shown
in the

typed here.
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Doxsera (c) 2011-2015 snapdone, Inc.

Two things happened: Question

Name Name of client John Smith

Date Effective date 11/16/14

(1) The label TFTWrapper was added. gyl i | choose a ‘look” for this document i
-

Posh

(2) The selected Wrappers appear as choices in
a dropdown answer.

When this form is used and the form user selects Acme or Posh, the corresponding Wrapper will be
applied during the e Fill step, instantly transforming the appearance of the finished document. At a later
date, if a different appearance is needed, the user can select a different Wrapper and click == Fill again.

Automatically Apply a Particular Wrapper

Sometimes the form author wants to apply a particular Wrapper to a particular form each and every time

the form is used. Since no input is required from the form user, this is best handled with a Derived
answer.

The steps are the same as above, except in the Smart
Answer screen:

Click Derived.

Select the Wrapper to be applied.
Click OK.

Automatically Decide Which Wrapper to Apply

As a variation of the above, the form author could add Conditions within a freeform Derived answer so
that the correct Wrapper is automatically selected, depending on responses to other questions in the

questionnaire.
. .. Doxsera (c) 2011-2015 snapdone, Inc
In this form two Conditions have been created, Question Answer
. . . _Name Name of client John Smith
so that the Acme Wrapper will be applied in Effective date 11/16/14
. . TFTWrapper | (derived) ‘Q {if:Acme}if:Posh}
some circumstances, and the Posh Wrapper will e
be applied in others.
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Wrappers and Section Breaks

If your form contains section breaks (accessed in Word’s Page Page Setup g
Layout, Breaks menu), be aware that some Wrapper formatting will
only be applied to the last section in the finished document. This is
because formatting stored in preceding section breaks takes
precedence over formatting stored in the Wrapper. This has no
impact on Styles, but does affect headers, footers, and Page Setup
settings that are applied to This section.

Multiple pages: Hormal v

Preview

In this situation, if you require headers and footers to change
throughout the form instead of just in the last section, you could
(1) eliminate the section breaks; (2) split the form into separate
forms; or (3) save alternate headers and footers as Folio Passages
and use Fetcher codes to fetch them when and where needed.

Think of a Form Set as a collection of pointers (or “shortcuts,” in Windows terms). Each pointer aims at a form
that exists somewhere on your computer or network. When a Form Set is used, the target forms are retrieved
from their various locations for simultaneous processing.

H
g
3
<

Applyto: | This se

Set As Default

Use Form Sets to organize forms into groups that fit your needs. For example, suppose you're a car dealer and
you need to complete these three forms every time you sell a car:

Proof of Sale

This document proves that {Buyer}
is the legal owner of a {Model}
automobile, VIN #{VIN}, purchased
on {Date}.

{Seller}

Doxsera (c) 2011-2016 Snapdone, Inc. ‘
Label \ Question Answer \
Buyer |Name of buyer?

Emissions Certificate

On {Date}, the automobile with
VIN No. {VIN} passed its emissions
test with a carbon monoxide rating
of {Rating}.

{Seller}

Doxsera (c) 2011-2016 Snapdone, Inc. ‘
Label \ Question Answer \
Date |Date of sale?

License Application

{Buyer} hereby applies to the
Department of Transportation for a
vehicle license.

Vehicle Model: {Model}
Vehicle Color: {Color}
VIN No.: {VIN}

Doxsera (c) 2011-2016 Snapdone, Inc. ‘
Label \ Question Answer \
Buyer |Name of buyer?

Seller | Name of seller?

VIN VIN # of car?

Model | Model of car?

Model | Model of car?

VIN VIN # of car?

Rating | Carbon monox-
ide rating?

Color |Color of car?
VIN VIN # of car?

Date Date of sale?

Seller | Name of seller?

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

Label

Date

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

C:\My Forms\Proof of Sale.dotx

Doxserd  (c) 2011-2013 Snapdone, Inc.
Question Answer

Date of sale?

VIN

VIN number of car?

Rating

Carbon monoxide rating?

Seller

Buyer

Name of buyer?

Model

Maodel of car?

Color

7]
7]
[2?]
Name of seller? 27]
7]
7]
7]

Calor of car?

Creating Form Sets

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

1. Open the Form Sets Screen

Make sure no forms are open in your Word screen, then click the Start button to open the Form Sets

screen.

2. Create a Form Set

Click “+" to create a new Form Set.

(If this is your first Form Set, the blue arrow gives a

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

created or used.

nudge in the right direction.)

You will be asked to name the Form Set. For this

se a different category o click the green
reate a Form Set in this category. (Follow
arrow above.)

example, we’ll use the name Car Sale.

Doxsera® Doxsera DB®

plus
the blue

Cancel
(612001207 Sapdons, .

Categories: Large offices may want to subdivide their collection of
Form Sets into various categories. If so, see page 118 to learn about

the category controls at the top of this screen.

webData™ - Expert Guide (4/2019)
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3. Add Locations If Necessary

When you first use Dox/DB/AwD, this list of Locations tocators | X 2|7
is empty. That’s because Dox/DB/AwD doesn’t know
where you store forms. Maybe you keep them all in a
single folder on your computer. Or maybe they’re
spread out among several different folders on your
computer, your server, and other computers on your
network.

Before Dox/DB/AwWD can help you build a Form Set, we
need to tell it one or more Locations where your forms
are stored.

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

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

The Goldilocks Rule: You might be tempted to choose the root of
your C: drive as a Location, thinking, “Hey, every form I ever
make is going to be stored somewhere on my C: drive.” The
problem is that thousands of other files exist on your C: drive too,
and sifting through those thousands of files will severely impair
the Form Sets screen.

Another sort of person will be tempted to create one Location for
the forms stored in their X:\My Forms\Litigation\Civil\Family
Law\Custody folder, and another Location for the forms stored in
the neighboring X:\My Forms\Litigation\Civil\Family
Law\Probate folder. This is also a problematic approach, because
at this rate you will spend extra time adding a new Location
nearly every time you create a new Form Set. And next week
when the IT Department decides to replace Drive X: with Drive Y:,
you’'ll have to go back and modify every one of them.

To create a Location that’s just right, choose the highest level
folder that contains only forms. So if the X:\My Forms folder
contains nothing but forms (and perhaps subfolders that contain
other forms), then that is a proper Location to be added to the list.
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4. Add Forms to the Set

Here a Location named My Forms has been wtacatons | X|#| ] roms a|  corsale ]| 4% %]
y —— i ———

added in the left panel.

The center panel shows all the forms that exist in
the selected Location, and the right panel shows
all the forms that have been added to the Car

Sale Form Set (none so far).

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

from multiple Locations.

To include forms in this Set, select each desired

form and click &.

The five buttons above the Form Set provide further

control.

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

Click abc to sort the forms alphabetically.
Select a form and click # & to move it up or down.

Click X to remove a form from the set. (This does not

Emissions Certificate.dotx
Licen: .dotx

(5) 2011-2013 Snapdone, nc.

ﬁ«\am\@\wx\

Emissions Certificate.dotx

delete the form wherever it’s stored; it only removes the (o] == |

form from this Form Set.)

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

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

Form A includes a question labeled Invntry that asks for the name
of a particular inventory item (a Text answer), and Form B
includes an identically labeled Invntry question that asks for
several inventory items (a Text series answer), those answers are
incompatible — one is a single item, and the other is a series of
items. This would cause an error message when the forms are
used. When in doubt, use the + button above to make sure the
answers in your Form Set are compatible. More broadly, you can
generate a Label Report (page 197) to check compatibility across
any collection of forms, even if they’re not in a Form Set.
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If you need to make changes to the Form Set later, click DT D D OSE DD 2]

— Category | Sets %
7 to return to the Form Set editing screen. e — i, |
B St
] Proof of Sale.dotx
Cancel

5. Determining the Order of Questions

Remember that when a Form Set is used, Dox/DB/AwD examines each of the Questionnaires contained in
those forms and compiles them into a single Questionnaire. The order of questions in that compiled
Questionnaire is controlled by the order of forms in the Form Set. For example, if a particular question
appears early in one form’s Questionnaire but late in another form’s Questionnaire, the ultimate
placement of that question in the compiled Questionnaire will be determined by the form that appears
higher in the Form Set list. So a good rule of thumb is to put your biggest, most well-organized form at
the top of the list, and all the others will fall in line.

Dividers (page 194) also control the arrangement of answers in the compiled Questionnaire. If you use
identical Divider headings in multiple forms, then Dox/DB/AwD will group those questions together
when it creates the compiled Questionnaire.

Using Form Sets

1. Select the Forms

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

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

Select one or more forms to be filled in with a single set of answers 2
Q| 4

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

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

By default, the forms are presented in the order
determined by the author of the Form Set. But
you can click abc to sort them alphabetically if
you prefer.

cancs!

(c) 2011-2013 Snapdane, Inc.

Occasionally, you might want to add a form “just this once” that’s not included in the selected Form Set.
You can do this by clicking “«* and browsing to the form, wherever it may be stored on your computer or
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server. But if you find yourself doing this repeatedly, you should really consider adding the form to the
Form Set so that it’s easier to select when you need it.

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

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

Doxserd (c) 2011-2013 Snapdone, Inc.
Label Question Answer

Date Date of sale?

VIN VIN number of car?

Rating Carbon monoxide rating?

Seller Name of seller?

Buyer Name of buyer?

Model Model of car?

Pl e e ] ] e ]

Color Color of car?

2. Answer the Questions

Fill in the compiled Questionnaire just as you would any other Questionnaire. You can even save and load
answers into it (page 116).

3. Fill in the Forms

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

Petrification Petrification

« Don't  The QRA Table will appear at the bottom of each document to allow individual ~ More
Petrify fine-tuning. Info

If you expect to further revise the individual documents, /  petrty

choose Don’t Petrify. This appends a functional Loving

Questionnaire at the bottom of each finished document, ¢ peave fished documents o and e
so you can make changes and individually tweak each

one. This should be your choice if you like to retain a

“live” copy of each finished document with the

Questionnaire intact.

" Automatically name and save finished documents

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

removes all Questionnaires and converts all fields to

plain text, just as if you had used the Petrify command

(page 115) on each finished document. You may also

choose to automatically scrub metadata from the

finished document during Petrify (page 199).
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Saving

You may choose to Leave finished documents open and

unnamed. When the Fill process is finished, each finished ~

Leave finished documents open and unnamed

document will remain open in Word, and you can print,
save, and/or edit each one individually.

Or you may prefer to have Dox/DB/AwD Automatically
name and save finished documents in either Word format
or PDF format. The finished documents will be named
and saved according to the specifications described
below.

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

Filename: Filenames are constructed from three parts:
Beginning, Middle, and End. Each of the three parts may
be (a) nothing; (b) today’s date; (c) the filename of the

original form; (d) a sequential number; or (e) text that \mm
Beginning Middle
you specify. Trothing] =] [oome

Petrification

« Don't  The QRA Table will appear at the bottom of each document to allow individual  More
Info

Petrify  fine-tuning.

" petrify

Save in this folder:

# Automatically name and save finished documents

Save as  Word document ¢ PDF

Filename structure:

Beginning Middle

End

[nothing] j \ name of form

Example: Purchase Order

[¥ When finished, open destinatien folder to view files

(5] 20112016 Snapdone, Inc.

Petrification

Don't  The QA Table will appear at the bottom of

@ = .
Petrify  fine-tuning.

" Petrify

Saving

ave finished decuments open and unnamed

j | [nothing] j

each document to allow individual ~ More
Info

Save as (¥ Word document  PDF

gl

End

Example: Purchase Order

¥ When finished, open destination folder to view files

(2] 20112016 Snapdene, Inc.

j | [nothing] j

These building blocks can be rearranged in whatever configuration suits your needs. For example,
suppose you're using a Form Set to create four documents for client Smith: Lease Agreement, Bill of Sale,
Property Description, and Certificate of Insurance. You could choose to number the finished documents

and include the client name on each:

Filename structure

Resulting filenames

Beginning | sequential number

Middle text: Smith

End [nothing]

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

Or you could choose to name each finished document with today’s date, the name of the original form,

and ID No. 86A423X in parentheses:

Filename structure

Resulting filenames

Middle name of form

End text: (86A423X)

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

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

Click OK when ready, and the selected forms are used to create a series of finished documents, using

answers provided in the single compiled Questionnaire.
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More Tools for the Form Author
The Field/List/Condition Screen

i
The ¥3 Field, = List, and & Condition screens contain a few more features to make life easier for form authors.

Blank Lines

When inserting many types of Fields and Lists, a Blank e [+ & 2]
line checkbox appears in the Format screen to determine

" Date
what happens during the e Fill step when answers are Format
left empty in the Questionnaire. ¢ reererm

" First capital
" Title ©

If Blank line is checked for a particular Field or List and its
answer is left empty, a blank line is left in the finished
document to mark where info is missing.

" UPPERCASE

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

¥ Blank line

(6 2011-20% Snapdone, Inc.

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

Field/List/Condition Count

& Text

The Field screen includes a button to count how many

J L ! z
times each answer is used in the form, whether as a Field, ‘  mbr
. g " Date

List, or Condition.

After clicking #, the column of numbers appears.

@« Text
£ Nmbr

" _Date

Search for a Label

Questionnaire |

When the Questionnaire is long, it can be tough to find a ‘
particular answer. Click Sto display the Find box.

* Text

ind: | £ Nmbr

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

Alphabetize

Click abc to toggle alphabetical sorting. With alphabetical —= 1
sorting turned off, labels are listed in the same order that D08 : o

" _Nate

they appear in the Questionnaire.
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Find Other Locations to Paste Field

When adding a Field, instead of clicking OK to insert it o SRkl
once, click = to find other locations in the form where
you want to paste the same Field.

+ Text " Pronoun

DOB

" Nmbr " Sing/Plural
" Date
Format

| &= FreeForm

Find what: | John Smith|

Replace with {Signer}
contents of

You can also open the Find-and-Paste screen directly
from the Dox/DB/AwWD tab by clicking i1 Tools, =2 Find
and Paste (page 193).

Replace All ‘ Find Next Done
|

(<) 2011-2015 Snapdane, Inc.
oy

¥ Blank line

ﬂ oK Cancel

() 20112016 Snapdane, Inc.

Editing Questionnaires and Grids

The Questionnaire is “locked down” to prevent form users from accidentally changing the structure that was
built by the form author. So you cannot use Word’s ordinary table editing commands to delete a row, for
example. But Dox/DB/AwD provides several complementary commands so you still have full control.

Questionnaire Removal

Questionnaires are ordinarily only removed from finished documents after a form has been used (Petrify,
page 115). But if you're working on a form and you need a complete fresh start, you can click
E®® Questionnaire, = Remove to completely wipe out the Questionnaire along with any Grids.

Row/Column ——

Click === Row/Column for a list of commands to manipulate rows in the Questionnaire or columns in a
Grid. Add and remove rows/columns with # Add and = Remove. Copy a row/column with == Copy.
Rearrange rows with ¥ Move Row Up and ¥4 Move Row Down, and columns with * Move Column Left and
*» Move Column Right. (Select multiple rows/columns to move several at once.) Toggle the visibility of
Labels, Derived answers, and Auto-MultiDoc answers with “~ Show/Hide. Organize long Questionnaires
and colorize Grids with B Divider (page 194).

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

Empty Cells K

When you need a clean slate, select any number of cells in the Questionnaire or a Grid and click iTTools,
%X Empty Cells to delete their contents. To prevent corruption, only use X Empty Cells on an entire row in the
Questionnaire or an entire column in a Grid.
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k.
Relabeling and Deleting Questions *':J

To relabel or delete a question in the Questionnaire or a column in a Grid, select its S a— 2]
label and click ¥ Field. Relabeling or deleting a question also relabels or deletes all of

its associated Fields in the form.

Delete Field

Cancel

o |

[c) 201 Snapdone, Inc:

Clearing Answers [?7]

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

Dividers E

Use the c3 Row/Column, B Divider menu to organize large Questionnaires with explanatory dividers
and eye-catching color schemes.

Lesson 34 Lesson 34 Lesson 34

In this lesson, you make a Questionnaire more

Lesson 34: Dividers in Questionnaires approachable by subdividing it into Buyer Info and
Seller Info.

I8 Createa ® Open a blank document and click B Questionnaire, ¥ Create to add a

Questionnaire Questionnaire
a Fill in the Questionnaire as shown

Doxsera (c) 2011-2016 Snapdone, Inc.
Label Question \ Answer
BuyerName Name of buyer?
BuyerAddr Address of buyer?
BuyerPhone | Phone number of buyer?
d SellerName Name of seller?
SellerAddr Address of seller?

SellerPhone Phone number of seller?
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Lesson 34 Lesson 34 Lesson 34

A Add a Divider a Put the cursor anywhere in the BuyerName row and click
=3 Row/Column, & Divider, ¥ Add

Doxsera (c)2011-2016 Snapdone, Inc. Doxsera (c) 2011-2016 Snapdone, Inc.
Question Answer Label Question Answer
BuyerName Name of buyer? [type heading here]
BuyerAddr Address of buyer? a BuyerName | Name of buyer?
BuyerPhone | Phone number of buyer? BuyerAddr Address of buyer?

?
SellerName Name of seller? BuyerPhone | Phone number of buyer?

SellerAddr Address of seller?
SellerName Name of seller?
\ Phone number of seller?
@ Before SellerAddr Address of seller?
MRS Rl
@After )ne Phone number of seller?
e® Add a heading a Type Buyer Info in the Divider

and a second Divider b Putthe cursor anywhere in the SellerName row and click
—— Row/Column, B Divider, &+ Add, and type Seller Info

Doxsera (c)2011-2016 Snapdone, Inc.

Question \ Answer

Buyer Info

BuyerName Name of buyer?

BuyerAddr Address of buyer?

BuyerPhone | Phone number of buyer?

SellerName Name of seller?
d SellerAddr Address of seller?

SellerPhone Phone number of seller?
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Lesson 34 Lesson 34 Lesson 34

‘8 Add color a Put the cursor anywhere in the Buyer Info divider
(if corporate gray e Click c—=—= Row/Column, & Divider, @ Color, "'l Blue
isn’t your thing) b Put the cursor anywhere in the Seller Info divider

® (lick == Row/Column, = Divider, @ Color, Yellow

Doxsera (c)2011-2016 Snapdone, Inc.

Question \ Answer

Buyer Info
o Before BuyerName d

me of buyer?
BuyerAddr Address of buyer?

If you want to remove a
Divider later, put the
cursor in it and click
1 Row/Column,

=] Divider, = Remove.

BuyerPhone | Phone number of buyer?

Seller Info

SellerNa Name of seller?

SellerAddr Address of seller?

SellerPhone Phone number of seller?

Doxsera (c)2011-2016 Snapdone, Inc.

Question \ Answer

Buyer Info

BuyerName | Name of buyer? You can also colorize an
BuyerAddr | Address of buyer? entire Grid by putting the
cursor in the Grid, clicking
—— Row/Column,

= Divider, @ Color, and
choosing a shade.

BuyerPhone | Phone number of buyer?

Seller Info

SellerName Name of seller?

SellerAddr Address of seller?

SellerPhone Phone number of seller? ‘

Lesson 34 Lesson 34 Lesson 34

Reusing Questionnaires FEE

As you create more forms, you will find yourself asking the same types of questions in many different
Questionnaires. For example, an attorney might have one set of questions that are typically used in Estate
Planning matters, another set for Litigation matters, and another for Corporate matters. Rather than recreate
those Questionnaires from scratch in each form (or finding an old form to copy-and-paste the Questionnaire),
save your frequently-used Questionnaires in a “bank” for future use.

Saving a Questionnaire

Note that this process is different than saving answers (page 116). Here we’re saving the questions so that
they can be used to quickly create similar Questionnaires in other forms.
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Open a form that contains a good Questionnaire and click j

o . F . Fold Tables -| 4 |
EE® Questionnaire, [ Save to open this screen. o #| /x|
Questionnaire N
onnaires

Choose a Folder in which to save the Questionnaire. g
Freviously saved

Type a Questionnaire Name, and click Save. ===

Other buttons in this screen work the same as those in the
answer-saving screen (page 118). Use the three buttons at the
top to create, rename, and delete subfolders.

L D |m]x N

And use the four buttons on the right to rename, delete, copy, (6] 201201 Snapdone, e Save ‘ S
and paste previously saved Questionnaires. r
Reusing a Saved Questionnaire
Once you've saved a Questionnaire, it can be retrieved into Folder [ Tabies E ﬂ
any document you want to turn into a similar form. Just click Questionnsive | Rel Ext E
EE® Questionnaire, d Load, and select the previously saved ——
Questionnaire. Property

Pee

County

Cancel
(=) 201-2014 Snapdaone, Inc.

Checking Forms

Check Form

After creating a form, it’s a good idea to click + Check Form. 2
Dox/DB/AwD checks for problems or inconsistencies and helps Extra questions

f]X them PROBLEM: One of the questions is not used in the form.

Label Question

Property Name of property?

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

SOLUTION:

not used in the form' EEH—,DVEE” Return to

= il gr form for
i extra guestions ! editing

Ignore for now
and continue
checking form

If you have forms that were created with earlier versions of
Dox/DB/AwD, use + Check Form to convert them to current
standards — this will make the 2 Fill process a little faster.

Check Labels in Multiple Forms

As your form library grows, consistency among Questionnaires becomes important so that answers can be
saved from one form and loaded into another without retyping. Use consistent Labels, and use the same
type of answer (Text, Checkboxes, Yes/No, etc.) every time you use a particular label.
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Dox/DB/AwD can help by generating a Label Report — a lexicon of all the Labels occurring in a particular
collection of forms, complete with red highlighting to warn of potential problems.

Click ¢ Check, Labels in multiple forms to open this screen.

/FDFITIS ] Saved Questicnnaires ]

Choose Forms to examine a set of forms that exist in a Loojfr forms in what folder? (If a folder 4 o

. . ains subfolders, the forms in the Inf
particular folder, either on your local computer or a Ubfolders will also be included.) nfo
network.
Choose Saved Questionnaires to examine Questionnaires | | ]
you have previously saved (page 196).

. . . Ok Cancel
In either case, if the selected folder includes subfolders, () 2011-2008 Snapdane, Ine.

the forms/Questionnaires in those subfolders will be
included in the report.

Find and Paste 7]

The Find and Paste screen (1T Tools, =J Find and Paste) allows you to search for any text and replace it with
whatever you most recently copied to the Windows clipboard. It is most commonly used when creating forms
from old documents — search for the old client’s name everywhere it appears in the document, and replace it
with a corresponding Field that you've copied.

In the example shown here, a {ClientName} Field
was recently copied to the Windows clipboard
(with Ctrl+C or any other copying method).

The Find and Paste command is being used to /
paste that copied Field everywhere the name = it Repiace il | | Eind et | pone

[=] 2011-2012 Snapdone, Inc.

Find what:

Jeremy Hunt ?

clipboard:

Jeremy Hunt appears in the document.

Click More to see the same search options that appear in Word’s search-and-replace screen: wildcards, sounds-
like, special characters, etc. A shortcut to the Find and Paste screen also appears in the Field screen when
inserting Fields (page 193).

Highlighting Conditions and Lists

In a complex form with lots of coding, it’s sometimes difficult to see exactly where a particular Condition or
List ends. To highlight a whole Condition, List or Sublist, put the cursor in the beginning marker — {if: or {List:
or {Sublist: — and click UTTooIs, I Highlight List/Condition.

27U
Language for Date Fields

When Date Fields are processed, the language used for months is determined by the computer’s language
settings. But you can override that setting and dictate that English be used instead by clicking T Tools,
I3 Language, English.
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Options
sors g

Authoring

In an office where the people who use forms are not the same people who author forms, you may wish

to restrict non-authors from using Dox/DB/AwD’s authoring commands. To restrict those commands for a
particular user on a particular computer, click %+ Options, Authoring, type a password, and click Restrict
Authoring. If you later decide to unlock authoring for that user on that computer, click %+ Options,
Authoring, type the password, and click Unlock Authoring.

Holidays

When creating Date Offsets (page 17), you can choose to skip holidays. Dox/DB/AwD initially includes the
11 official U.S. federal holidays, but you can modity that list.

Click %+ Options, Holidays to open this screen.

Items in this list count as holidays when calculating dates. ?
1cki 1 4 1 Ja 1 New Year's Da:
Clicking “&" to create a new holiday or - to modify an R S e g e
existing holiday opens the holiday editing screen, 2| Third Monday in February Presients Day
Last Monday in May Memaorial Day
Shown be]_ow_ ﬂ July 4 Independence Day
First Monday in September Labor Day
/@ Second Monday in October Columbus Day
Click X to remove a holiday or # ¥ to reorder the list. ¥ B eay in November bt
December 25 Christmas
(=] 2011 Snapdone, Inc. EEvas

Select Date for holidays that occur on a specific date, either each year Hoiday | TrameGHHGEa] ﬂ
or in a particular year. \ pate  [anuary <]t ~|[every year ~|

{" Offset from January 1

Select Offset from January 1 for holidays that require a formula, like the T 2|

first Monday in October. \: Date
+ Offset from January 1

|go to j‘f\rst j |Monda§j

Start with the supplied date and go
to the same day in October of that
year. Then go to the first Monday
in that month.

Description | 1=t Monday in October

=
[c) 2011 Snapdane, Inc.

Metadata Scrubbing

Microsoft Word includes sophisticated built-in metadata scrubbing, but it’s easy to forget to use it. Click
“ Options, Metadata scrubbing to automatically include scrubbing during Petrify (page 115).
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Sharing Information

Dox/DB/AwD initially saves program info (saved answers, saved Questionnaires, holidays, Master Lists,
Folios, and Wrappers) on your local computer. But if your firm owns more than one license, you will
likely want to share all of that info with other people in your office. To do so, click % Options, Path and
enter the path to a shared folder on your network. If you previously saved info on your local computer,
you will be asked whether you want to copy that info to the shared folder.

If several people in your office have separately saved info on their local computers and you now want to
combine the various collections of files in one shared folder, exercise some discretion over which files are
copied from each user to avoid duplications and overwriting. To do that, use Windows Explorer to
browse to each user’s local Dox/DB/AwD file location (indicated in their % Options, Path screen) and copy
only the desired files from that user’s local folder to the new shared folder.

Uninstalling

To uninstall Dox/DB/AwD from a computer click %+ Options, Uninstall. A message directs you to the file
that needs to be deleted on your computer.

To remove a computer from Dox/DB/AwD’s list of

licensed computers so that the license may be used on

another computer, click %+ Options, Manage licenses, PR O e e A e e SR it
select the computer, and click Remove.

Computer Name Last Used By
XP52014 Scott

LR2016 Sharon
PXT2016 Spencer

You may also choose to have licenses apply per person
instead of per computer. This is a good option for offices
where a few people use a lot of computers (or a lot of
virtual computers via remote connections).

Licenses apply to ™ computers ® { people

Remove 0K Cancel

[&] 2011-2016 Snapdone, Ine.
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.doc, .docx, .dot, .dOtX.....cceeieeriieieieieeeeeeee e, 6,7
{###}, (##/44/##} (abbreviated math or date Field)........... 92
F o [ (Devreerenteeree et See Math functions
AJAN CONAIHON. ..ot 46
USEA 1N LESSOM ...ttt 93
Abbreviating Fields .........cccooviniiiniiniiiiiiiis 23
math formulae and date functions............ccecevveevevievenenieniennne 92
abc button (sorting Fields) ... 192
Absolute (math function).........ccceceevereeirenienveniereseneennen 92
Access database as data source................... See Data source
Activating......coooeeiiiiiii See Installing
Add button — add item to series answer or Grid.......... 114
Addition .....oeeeveeeeeeieeeeeeeceeeee e See Math functions
Administering licenses..........ccccoeeeveioiicceeeiecccne 200
Age (math function).........ccccoevviiniiiiii 93
USEA 1N LESSOM ...ttt 93
AlItS...ueiiecieeeceeeee e See Attention markers
Allow authoring ..o 199
Allow user to write-in a different response..................... 11
Alphabetizing .........cccccceeiioinnnnneecccceeaes See Sorting
Alphabetizing Fields (abc button) .........ccccccceevnrrrneees 192
Amortization........c.cceceeuenenee. See Payment (math function)
AND In ConditionsS.......cocueeeveeevieeeeeereeeeeeereeeeeeeveeeseeenns 39
Another answer source for answer choices..................... 10
ANSWET DOXES ...ttt e e 8
Answer column in Questionnaire.........c.cccceevevrvevveevecnnnne. 4
Answer files .......cccooevvviiveveeiiiieen, See Save/Load answers
Answering fetch questions ............c.cooriiiinnene 159
Answering questions in the Questionnaire.................... 113
Answers
ANSWET DOXES ..ovveeiiiieeieierieeiestetesie et te et ste st saeesae e aesseens 8
CLEAT ....iteeiieieeieteet ettt ettt et e b e s re b e s be e b e s beens e beeneraens 194
COMPAtIDIILY ..o 188
AEfAUILS....eivieiieieeeeeee et re s 15
FEECR ettt ettt et ene 132, 159
used IN 1eSSOMN .....ocveeeeeieeeeceeeeeeeeeee e 133,137,139
HNKE ...ttt veeaerean 60
converting to Grid..........ccccoevviiiiiciiinicccc 15
USEd AN LESSOM ..vvevvieieieciecieceeee ettt 60
PefresShing .......cccociuiiiiiiii s 114
saving and loading ..........ccccoeeurueininne See Save/Load answers
FET<) o (<L 114
adding itemsS ... 114
deleting items ..o 114
moving items up and down .........cccevvvviiniiiinnns 114
IeMOVING HeMS.....cviiiiiiccc 114
used in 1esson ........ccccveeveeeenreenennens 51, 60, 64, 68, 79, 85, 105
SIMATE ANISIWETS ..c.evenvieeieieeeeeteeeeteseeetesseessessesseessesseessessesssessesses 7
SOUTCE O CROICES ..c.vicuvereeereiietete ettt 10

Doxsera® Doxsera DB® Aurora webData™ - Expert Guide (4/2019)

types
CheckbDOXES......cuvevieviererieeeeeeeeere et aeeseene 13
updating choices with Refresh............ccccoociiinine. 114
USEd IN L1ESSOMN .. 79,133
DEIIVEA ..ottt 13
Riding ..o 15
USEd IN L1ESSOMN .. 79, 85, 93
DIOPAOWIN oo 9
AlIOW WTILE-IN .t ees 11
updating choices with Refresh..........ccccccccevvininnnnn. 114
used in lesson ...25, 51, 55, 68, 71, 105, 122, 137, 139, 169
GIId i e See Grids
linked
USEd 1N 1€SSOM ..ottt 79
Pronoun ................ See Answers, types, Text with Pronoun
=G PSS 8
used in 1eSSon ......ccoeeveeveeeeeeeiieieens 51, 60, 64, 68, 79, 85
Text With Pronoun .......cccocvevveeveeieeeeeecreceeeereeee e 9
USEd IN 1€SSOM ..ottt 25
YES/INO..cuvenieiieiieiieiietestetete et ste st et seesesbessesseneeseessesensens 12
USEd IN 1€SSON ...ttt 41
Apostrophes with Singular/Plural Fields........................ 24
ATTHRIMEIC it See Math
Attention Markers.........ccooveeeveeeeveeecreeeireeeereeeeveeenennn 113, 115
AN DULTON oot 115
Authenticated DSN ........cccccevveeneeee. See Data Source, DSN
Authoring, 1estricting........cccccoeeiioinnnnnrccccccceene 199
Automatic answers............... See Answers, types, Derived
AUtO-MUIDOC .. ..t 180
Average (Data Function)..........cccceveiviniinniiniicinnnnn, 175
Black circled numbers in Lists ......ccccceevevveeeerevnneenee. 50, 54
Blank lines for empty answers...........cccooooeeeieiniiiicnne, 192
Blanks buttOn.........coovieiiiieciiicieecee et 115
Boilerplate text ... See Folios
Borders in a List formatted as a table..........ccccueeuvennenee. 50
BOXES, ANSWET ...ttt 8
Braces in Math SCreen.........cooeeeeveeeveeecveeecieeereeeeee e 88
Brackets around FieldS........cccccooveeeeiiiieceeeeeeeceiee e 6
Buttons on the tab ..o 1
2 Ne U TSR 114
Ao et eaaae 115
AN IMATK oo 113
BLanKS ....ooviciieiececteetee et 115
Check
FOIM .o 197
Labels in multiple forms..........cccccccvuvinniniincccninninans 197
CONAIHON ...vvevievieieeieeeeee ettt ete e reeaesre s e besrseseeseas 32
DOWIN .ttt s 114
FOECR ettt 114, 156
FOUCNOT ...ttt eae e 134
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Options
AUthOTING....ocviviiic 199
HOlidays ... 199
LiCENSE COAE.....uiiiiiriititietecieeteeteetee ettt b e b resre e 3

Peek Next
PEEK Off ...ttt ettt e eae e
Petrify c.ooviiiciciciii

Questionnaire
CIOALE. .. e cveeetee ettt ettt et er e e ete e e e eteeeaaeeeaeeeneas 4
Grid

Move Column Left.......ccooerieieeieieieceeeeeeeceeieie e 193
Move Column Right........cccccviviviiiiiiiiiiiiicccns 193
Move ROW DOWN ....coviiiiieniiiieieeierieseeeeeeee e 193
Move ROW UP ..o 193

Remorve...............

Show/Hide...
Save/Load..........
SIMATT ANSWET ...eeeeieeieeiieeteeeteeteereeeveeseeste e e e e seesseesseeneeeneas
Sources

Empty Cells.....ccooiviiiiiiiiiiiiniiiccccces
Find and Paste.......cccocuieeevieveeieiciesieceeeeeeie e
Highlight List/Condition ......
Language........ccocovvivinninnnnns

Prepare to Share ...,

Doxsera® Doxsera DB®

webData™ - Expert Guide (4/2019)

LS 114
Caption of pleading with telescoping parentheses........ 48
Capturing and reusing answers ...See Save/Load answers
Categories in FOLiOS ... See Tags
Characters allowed in Labels ........ccccccoveevieeeneeceeceeieene 4
Cheat ShEet......cvecieiiiiceeeceeee e ii
Checkboxes answers.......See Answers, types, Checkboxes
Checking forms...........cocooiiiiiiiiieiiiccce e, 197
Circled numbers in ListS........ccooeeeveeeveeecreeecieecreeennen 50, 54
Clauses iN @ LiSt c..ccueeveeeeieieiesieseseseeeeeet e eeeeenns 50
Cleaning metadata from documents............c.cccccccucueeee. 199
Clear ANSWETS ....c.veuveveierierieereeeeeeeteseessessessessessesseessessenes 194
Click Fetch to chOOS€......cueeevieeveeeeiecreeeeeeveeene, 114, 159
Code, license...........covvviviviviniiicinciiiiinn, See Installing
Collections of fOrms........cceeveevevvereserceeeeeennnn See Form Sets
Coloring Questionnaires and Grids ..........ccccccocucuvcunce. 194
Column labels in Data Source........ccceceevververeeneeciennnenns 160
Columns in a Grid .......ccceeeveeveveenieceeeeeeeee e See Grids
Columns in a List formatted as a table.............ccccveunenee. 50
Columns in the Questionnaire
CommandsS.......cceevevververenereereeennenns
Compare tWO anNSWEeTS .........ccccveueiriiiiiniieinieee e
Compatibility mode.........cccccoiiiiniiiiiiiiciic 6
Compound Conditions ........... See Conditions, compound
Compound interest............... See Payment (math function)
Condition
from Data SOUTCE .....c..cvevieririiieieeeeeeereeeeeeee e 167
(@003 e 51 Te) o - 0SSR
Y\ o DT
used in lesson
AND/OR/XOR
based on Dropdown answers .............ccoeeeeueieecieiececinccnnnn. 37
based On Series ANSWETS.........ccveveeereeerrirreieeeeeereereereseeeseenes 37
based on Text aNSWETS ........cccerveieiririerieieieeeeete e 36
based on Text-with-Pronoun answers ............ccocceceeververeennene. 36
based on Yes/NO anSWETS.........ccceceeeeerrerreveeeeeesressesseeeseenes 38
Boolean.......c.cceeeveeeecienieeieeieienienns See Conditions, compound
comparing two anSWeTIS..........cocuvuvvviiricininininineeceeeinenes
COMPOUNT....iiiiiiiiiiiiiiiiiic s
used N 1€SSON .....eevervieieieeieieeeeree e
conditional period ...
conditional row .........
conditional section....
deleting ..o
end-of-Condition MAarker..........ccccveveeeerieriereeeeeeeseeeeeeeenens
TEEIM £AD .ot
lesson using Condition .........ccccveieiiiiiiniiciiiie,
lesson using Conditions...........cccevvvvicinininniiiciine
LSt £aD i
MOIfYING ..oviviiiiiiici s
NESHING .ot
parentheses in Condition..........cccccovviiiiiiiciiinccce,
USEd 1N 1€SSOM ...ttt ne
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parentheses in legal captions...........cccocoveiicccciniinninccnen. 48

TEINOVINIE ..vveiiieitetctcee et 38
selecting or highlighting .............ccccovniiiiinn 198
SUDLISE tAD...ceviiceieiieiiciiieeeeeeeee e 37
telescoping parentheses ...........ccccevviviiiicinciiincnen, 48
With FOLIO FACES ..vveviiviiiiciciceecceeeeeeee et 38
with Master List COIUMNS .......cccoeveevvieieeierieeieeeceeeie s 38
Configuring.......c.ocoveeeieieieiicccee s 199
Constants, mathematical...........coooveivevviiiieiiiieeeeeee 97

Contacts in Outlook used as data source
Converting a form to plain text.........ccccoeeinininnnnnn.
Converting linked answers to Grids .........c.cccocoeveirunneen.
Converting old files ..............cc........

Copying and pasting Fields
Copying and pasting in the Math screen

Correcting errors in forms .........c.cooeeeirceeeieiicennen,
Count (Data Function)........cccceeeveverienieniencninicncneeeenne.
Count Fields....cccccoveeveeeveeeeevenen. See Fields, types, Count
Count the number of Fields in a form........c.cececceurueucnee 192
Criteria in Conditions.............. See Conditions, compound
Cube 100t .c..ccviieerceeercecenne See Root (math function)
Cubed.....cccocevvverieenennee See RaiseToPower (math function)
Curly braces in Math screen............ccccceeucuciiiinnnnnnnas 88
Current item in List (#X) ....... See Fields, current item (#X)
Custom Field format.................. See Fields, custom format
Data FUNCHON ....coovviiiiiiiiiiciiiccccccicee 175
AVETAZE ..o 175
COUNL et 175
MaXIIMUINL ...t e 175
MINIMUIN s 175
SUIMN ettt sttt be et 175
uSed IN 1@SSOM .....eiviiiiiiiiciicccecc e 176
Data SOUICE ..cveeviiiiiieeieeteeteeee ettt 159
Data Source
ACCess database.........c.cueueciniririreeieieiienineeee e 162

as source for question in Questionnaire
AUtO-MUItIDOC ...
column labels..........cccooiiiiiiiiii
Data FUNCHON .....c.coeiiiiiiiiiiiiicccc
Data Table ...
deleting.......coviiiiiiiiii e
direct access to data ..o

field NAMES......ccvicieiieieteeeeeee et ens

key columns.........cccovvviiiiiniinince 160
many documents from one form ..........coceeeeeiieiiiininicnnnn. 179
MULEDIOC ..ttt ettt aesaa e 179
Pronoun COIUMNS ........covviiiiiiiieiciiic s 161
relationships ... 161
relocating
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TEPOTHING wvvviviitiieiciitc e
SQL database......ccceeveeeieirienieieieeeeee et

Data Table...............
used in lesson

Database......ccceeevieeeeeeeieeeeeeeeeee e

Data-driven Fetchers........cccocvvvvevieveeceeeceeeeeseeieeens 147

Date Fields.......ccccoviiiiiiiniiiinne See Fields, types, Date

Date fUNCHONS ......ccveeieeeieciieieeeee et 22
Days (number of days between two dates)............cccccucueeee. 97
DerivedFirstDate ........ccceeeeeieiieieeiecieceeeeeeeie e
DerivedLastDate....
FirstDate..................
LastDate...........
LiStFirstDate ...ccceeveevieiiieeieeeeeeeeeeceee e

ListLastDate........coceevierieienienieienteeeeeeseeeieete et
Months (number of months between two dates)................ 102
Now (today’s date)........cccceeiivnniniiiiiiinicces 103
Years (number of years between two dates) ...........cccc....... 104
Date OffSELS ....cevververieeririeiieieie ettt eens 17
ROLIAAYS.....cuiiiiiiiicc s 199
O ETTe 1 0 L<Y1:To ) o WSO 18, 21
Dates that count as holidays.........c.cccceviinniiniiiinnnnn. 199
Days (math function).........cccccocoevecennnnnreccccccceenes 97
Debugging forms..........ccocoeeieieieiniiiicceecccccee e, 197
DeCiSIONS ...oouverierieteieeeeeeeeeeeteee e See Conditions
Default aNSWETS ......cceeeeeieieieriereeeetete et 15
Defined formats ........cccocovueueueucnennnee See Formatting Fields
DEMOS....oviiieiieiieieienerieeeeeetete et See Lessons
Derived answer functions
DerivedCOoUNL.....ccccoiieriririeteteeerereeteee e 97
DerivedFirstDate .......cccoieierieieieieieieeeeeee e 98
DerivedLastDate........ccccoceverieiiininenieneieieeeenceeeeesenene 98
DerivedMaX.......coevirererinienieieeeeseseetee e 98
DerivedMIN ......cccecieiiirieieeteeeee et 98
DerivedMultiply ..o, 98
DerivedSUmML......c.ccveiriirieieieeee et 99
Derived answers................... See Answers, types, Derived
Direct access to a Data Source........c.cccceveverenenrcneeeenne. 168
Disable authoring ..., 199
Dividers in QuUestioNNaires.........cceceeeveeceeeeeeeesreeereenenns 194
USEd 1N 1@SSOM ..t 194
DIVISION .ttt See Math functions
doc, docx, dot, dOEX ccueiieveieeeecieieeeeeeeceeeee e
Documents versus templates ............cccoceeveieieiiieneiennne.
Don’t Refresh in Speedy Fill mode..................
Don’t Reset in Speedy Fill mode.........ccccccoovvnniuneennee
Down button — rearranging a series answer
Dropdown answers......... See Answers, types, Dropdown
DSN e See Data Source, DSN
€ (Math CONSLANL).....ccveirririeiriiieieeetee e 97
Emptying cells in Questionnaire or Grid....................... 193
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Enable authoring..........ccccccceiiiiiiiiiiiiiinns 199
Enable content security warning ................... See Installing
Enable editing security warning.................... See Installing
End-of-Condition marker
Errors, checking for..........coooeieiiiiiiiice
EXamPpIes .......coooemieiiieiniiiceieieece

Excel workbook as data source...........
Exclusive OR in Conditions (XOR)
EXETCISES ..eeineieiiieeiieiieeteeeeete et

EXpOrt FOLiO....vviiiiiici e
Export Master List........cccoooiiiiiiiiiiiii,
FaCtS, FOLLO wveeieeeeeeeee ettt eeaeee e

Fetch answers .......cccoveeevceeveeeienienienn,
Fetch screen details.....
Fetcher screen details
FEtChers.....ccvieeieeeeeeeeeeeee e
data-driven...............
used in lesson
Fetching Passages.........cccovviiiniiinniiiniiicnccicn
USEA IN 1ESSOM ...ttt
Field
from Data SOUTCE .....oceevviieieieeieceecteeeee e eens
Field (math function)
USEd N I€SSON ...ttt
FAEIAS. .ottt
abbreviating ..o
adding to a form...... .
blank lines for empty answers ..
current item (#X) .....
USEd N LESSON ..ttt

CUSEOM OIMAL....eivietieieriieieeeeetee et
finding in @ fOrm ........ccooiiiiiiiiiiicce
ATSEIEEM (HF).c. ettt
USEd 1N LESSOMN ..ottt ens
fOI SETIES ANSWETS.....ecuveveceeerietieteeteere et teereeae st eaeereeasesseeseas
formatting .........ccccoeeevvnieccccciicans
T FIELdS...ocuiiiiceieiieieeeceeteeee ettt

1St TEEIM (FL) cvoueeeiiieieeee ettt
List/Sublist/Item tabs........cccovieeeeeeeeeieeeeeeeeeveeeeeee e

next item (#N).....ccccvevvevnenene.
number of Fields in a form
pasting a Field in several locations............ccccccovvvnnnne. 193, 198
previous item (AP) .......ccccovvveiiiiii 63
used in 1eSSOM ......vevuuiiiiiiiciccc e 64
replacing text with a Field ..o 193,198
replacing with blanks ..., 115
SOTHINE . cvivviieicniictcct e 192
types
COUNL .o 31

Doxsera® Doxsera DB®

webData™ - Expert Guide (4/2019)

language........ccoveiiiiiiiii
used in lesson

Pronoun ....ooeoviieeceeeeeee e
used in lesson
Singular/Plural ..o
used in lesson

Fill DULEON....evieieiiciececeeeeeecte et
speedy MOode ...
Find a Field in @ fOrm .......ccocovevieiieieeiecee e 114
Find an answer file .......c.ccceeveeeeiieieeiece e 118
Find and Paste.......ccovvvoieeeeciieieeeeeeeeeeee e 193, 198
Find label in Field/List/Condition screen...................... 192
Firmname......cccoooviiiiiiiii See Installing
First capital ........coeeveiiiiii, See Formatting Fields
First item in List (#F) ....ccceceeeeeeee See Fields, first item (#F)
FirstDate (math function)
Fixing forms.......c.cccoeeeccccninnnnnnnes
Folders
organizing answer files.....................
organizing saved Questionnaires
path to shared files ..........cccooriiiiniie

adding Passages........c.cccooviiiininiiiiiii
advanced editing .........cccocovvviiieiiini e
answering fetch questions............cccccccvviiiccciinccne,
CIEAtING . cvevvvieiiictiietcc e
data-driven Fetchers..........ccccooviiiiinniccce,

in Lists
used in [eSSOMN .....ccueveieieieiiieieeeeee e
FEtChErsS c..veevetieteeceeeeeeee ettt
fetching Passages ...
Folio used in lesson 125, 127, 129, 130, 133, 135, 137, 139, 144,
148, 158
forms that use FOLIOS .....c.covevviiiieieiecieieceeeeeeee e 132
importing and eXporting ... 132
Questionnaires in FOLIOS ......ccccerieieirieinieieieieeeieseieene 138

screen details
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Form letters.....cooovvveeeeeevcnneeens See Data Source MultiDoc

FOorm Sets......ccoiiiiniiiiniiiiiiiciccce 185
CTEATINEZ ...t 186
LOCationS ......cuoviveiiiiiiiiiic 187
order of QUESHIONS .......cccoviiiiiiiiiic e 189
organizing with Dividers........cccovvviiiiininniiins 189
Petrifying......occccuiiiiiiiiiiiiciicccce s 190
saving finished documents............c.cccooviiiiiiinnnnen, 191
USIING 1vvveviieicnicienret et 189

Formatting Fields........cccovniiiiinniiiiic, 5
blank HNeS.....c.ccooiiiiiiiiiiiiiiccccc s 192
Count Fields.......covuiiiiiiiiiiiiciiccccc s 31
CUStOM fOrmMat......cccviiiiiiiiic s 32
Date Fields .......cooviiiiiiiiiiiiccccccccccceces 17
Number Fields........cccccoiviviiiiiiiiiiiiccns 16
Pronoun Fields ... 23
Text Fields.....coiiiiiiiciiiicccccccce e 16
Word formatting ...........cccceeiiiciciniiniiiiicccecscceecs 5

Formulae ..o, See Math

Freeform Derived answers .. See Answers, types, Derived

FreeForm format ..........cccocooevevnnenenn. See Formatting Fields

Function, Data .......cccoooeiiiiieiiiicee e 175

FUNCHONS ..o, See Math

Functions applied to dates..................... See Date functions

Functions applied to Derived answers ........... See Derived
answer functions

Functions applied to Lists..........cccccue.. See List functions

Gender columns in Data Source ..........cccccccciinennenennns 161

Gender words........ccccccucceunne. See Fields, types, Pronoun

Gray Field codes with brackets............ccccovviiiiiinnnnn 6

GIIAS i 15
adding COlUMMNS.......ccovviiiiiiii s 193
Adding TOWS ..o 114
converting linked answers to Grids..........cccocoveiiiiiiininnnnnnn. 15
COPYING COIUMMNS ... 193
CTEATINE ...ttt 15
deleting cOIUMNS..........ccoooiriiiiiiiiics 193
deleting TOWS ... 114
editiNg. ... 193
emptying cells........cooviiiiiiii 193
Fields for Grids........cccoevennnnireiciiiniriicicccieieeceecses 31
Grid used I 1€SSOMN ....ooovviieiieiieeieeeeceeeeeceeeee e 55,71
hiding 1abel TOW .........cccccuiiviiiiiiicces 193
List from Grid.....cccoceerreienieinieiineeneenieeccniceneeeeee e 70
moving columns left and right..........c.coooiiiiiinnnnn. 193
moving rows up and dOWn .........cccccvvinniicinen 114
relabeling coOlUMMNS..........cccoiiviiiiiiiie 194
TEMOVINE TOWS .voviriniiitiiiteniiteseetese et saenc s 114
renaming Fields...........ccocooiinni 194

Groups of forms .......ccccoeeeveieiccceieeiicnes See Form Sets

He/she/it/they ..... See Answers, types, Text with Pronoun

Headings in a list formatted as a table.........cccoeeeeeeee. 50

Hiding Labels and Derived answers........................ 15,193
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Highlighting Conditions and Lists.........cccccceoeeeininnne. 198
HOLdayS ..o 199
ID columns in Data Source.........coeeeevveeveeneneecnnecnennnnee 160
If (marker at beginning of Condition)............cccccccocueuence. 35
If/then conditions........coocvveeevvvieiivneeeeceeenne See Conditions
IMpPort FOLiO ...t 132
Import Master List ..o 121
Importing data .......ccovveiccciiine See Data source
Include N/A ChOiCe......coeviririeiririeeeee e 12
Insert data .....ccccccoeveeeerenecenencnenccnceens See Data source
Insert teXt .....occeeeieiieviininiciecccee See Folios
INSAIlING ...ovoviiicicrc s 2
Sharing files on a NEtWOrK........cccevvveiviiiiiniiciccce, 200
Integer (math function)........cccccceeivvinnnniiiiiin, 100
Interest......coceveevevenenencnncnne. See Payment (math function)
Interval.......... See Days, Months, or Years, See Age, Days,
Months, or Years
Is/Are ..o See Fields, types, Singular/Plural
Item Fields .....ccoovveeeeeeeiceieceeene See Fields, item Fields
Item tab in Field/Condition screen..........ccoeveeerverceeneenees 37
Key columns in Data Source ..........ccoovviveiccccccccnne. 160
Labels
finding in Field/List/Condition screen...........ccccccvuvuvicunne. 192
RIdING ..o 193
Label column in Questionnaire............ccoceeereereereeererrereeneenenes 4
label rePOTrt......cccviiiiiciciciiiicccc s 197
valid characters .......oocceeeriricinicineesicccrcene et 4
Language for Date Fields.........cccoovvnnnniiiiinnn 198
Last item in List (#L).....cccceceeeeuee See Fields, last item (#L)
LastDate (math function).........cccceeeeeerenenenenenenenieenes 100
Layers in a List ......cccccociiniinniiinicinns See Lists, layers
Legal caption with telescoping parentheses ................... 48
Lessons
Add a Data SOUTCE.......ccceretremirrereninieerieeneeeereeeeieeseeaeeenene 164
Advanced Folio Editing.........ccccoeeiiviinniiccciiiniccnen 130
An Aurora Report.........ooeeeiiiniiiiccccec 176
Asking for a Passage Tag from a Folio.........cccccccevurininnnne. 137
Asking for Passage Names from a Folio........ccccccvuniinnnen. 133
CONAILIONS .ttt ettt snenens
Creating Folios
Creating Master Lists .........cccooevennnene.
Dates, Math, and Derived Answers
Derived Series Answers...........cocuc....
Dividers in QUeStioNNAIreS........c..ccvveeevreereeeereeeeeeerreeeeeereenes
Fetching Folio Passages ..........c.cccovviiinininininiiccniinns
Fixed Date OffSet ......ccccvirierierieieirieieieieteeee e
FOlio FaCES ...vcuiiiiiciciiciicicceneteec e
Folio Facts in LiSts ..c..ceceeveerierinirieinieienieccnreenieecee e
Folio FEtChers ........ccovvueivieiniciiicicccceeceee e
Folio Passages in Lists........cccccovviiiiiiiininininicccciine
List in Table Format, Master List, and Math....................... 105
List LAYETS .voviieiiiiiiiiiiiciicicccc e 55
List with @ Grid ..cocccveeivirieniniciniccecreeeeceeeereeceeeene 71
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List with Linked ANSWET .......cceevievvevrieieereceecreeeeereeveeeve e 60

List with Previous Item ..........cceeveeievieeieiieiececeeeeeeee e 64

LISt ittt s 51

Math FIields ...c.oooveieiiiciiieiciceeeeeeeeetee et 88

Passage Tags in FOlios ... 127

Pronouns and PIUrals ..........cccceeevveeeieeninieieeeeeeereseeeeeeens 25

Questionnaires in FOIIOS........cceeieiririnieieieieeeeeeeene 139

Sorting a List......ccccoviiiiiniiiiniiiis

Sublists ..............

This AND That

This OR That AND the Other Thing

Use @ Data SOUICE ......cccverieeiieeieeieeeeeeieeee e

Using Master Lists ........cccccoviiviiininiiiiicicccne,

Variable Date OffSet.......cccccevueeievreeieirecieieeeeereee e
License code........ccocoviiniiininiiininiicinicinnes See Installing
Licenses

applying to computers or people..........cccoovreriiiriiiniiicnnnnn. 200

MANAGING ...voveveeeieiiiee e 200
LINES.ciiiieiieieeeeeeteee e See Blank lines
Lines in a list formatted as a table .......cccccccevveevreeveeennnnn. 50
Linked anSwers .......ccccoeevveeveveeeeennnnn. See Answers, linked
Linked tables in Data Source.........cccecveeveevereerreeceennnenne 161
List from Data Source..........ccceeveeveereecreennenns See Data Table
List functions

LIStCOUNL..c.vieteiieieieeiecetee ettt sae e saeenesee e 100

ListFirstDate ......cooeeeeeiiiiiieeiieeeeeeeeeeeee et 101

LiStItemA ..o 101

ListLastDate.......covuieriieiieieeiieeeseeeeee e 101

ListMax.............

ListMin ..............

ListMultiply ......

| T o 1 35 o USSR

List tab in Field/Condition screen
List/Sublist/Item tabs

CLAUISES. ...ttt ettt ettt aeae e b e s teenaenrean

current item (FX) c.coeveeeririenieiereeee e
USEd N LESSOMN ..uveevieiiieciiecieeieteeeee et

FIrst Item (HF)..ceoveeeeeeerrccricerectrc e
USEd IN 1E€SSON ...eouviiiiiieieiecteeeeeee e

from Data SOUTCE ....oceevieieieieeieceecteeeete e eaeeens

from Derived Series anSWeT ...........cecveeeerresrereereeeeesressesseeens 78

from Grid

next item (FIN) ..ooveeiioiriiieeececee e 63
NUMDET dOtS....ciiiciiiiiciieieeceeece e 50, 54
previous item (#P) ... 63

used in 1eSSOM .....covevveviiiiiiriccicc e 64
repeating-paragraph format...........ccooviiicccnnnnninccenen 50
selecting or highlighting ..., 198
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SOTHINIE covviviieniictit e 84
table fOrmat ......cooueueueiiiiecccc e 50
used in 1eSSON ........cciiviiiiiiiiiiiic 105
with Folio Facts.......cccoeviiiiiiiccicc 147
With FOLIOS ...ovviiiiiiicicccccc s 144
Lists, Master......ccccceevueeieeieeececieeeeeeee e See Master Lists
Load FOlO ..cccoeiiriiiiccccciccce See Import Folio
Load Master List ... See Import Master List
Loading ansWers........ccccviiviiiiiiniciincieeeenns 117
Loading Questionnaires..............cococorueueieieviiniccncrenene, 197
Loan payments........
Location of forms
Lock authoring........ccoceeviviiiiiniiiiniiniccccen,
Locked Math screen..........cccoeiviviiniiicinnciiicicee, 88
Logarithm (math function)........cccoevvvnniiiinnn 102
LowWercase .......ccceeiieieinieiererenciennen, See Formatting Fields
Mail merge......ccccoeevevevrrurucncnnes See Data Source MultiDoc
Maintain compatibility..........cccccocveiiinnnnnniiccccccne

Male/female columns in Data Source
Managing licenses
Markers, attention .
Master LiStS....ccccuiiiieciieiecieee ettt
CTEATINEZ . .vee et
importing and eXporting ..o
AN CONAILIONS ..evrenieeiteiieieeiereeeee ettt sbe e eseesaees
Master List used in 1€SSon .........cccccvvevvevieecveereenene
MOAIfYING ..o
source for answer choices

abbreviating formulae...........cccooviieniiine
FUNCHONS ...ttt eresaens
ADSOIULE ...ttt
F=Te Lo § 13 To ) o DU USRS

DerivedMaX.....ccccvveriieieciereeteseeeese et sreeeete e eae s s nre e
DerivedMIN ......ccvecieeiieiiieciecieceereee ettt
DerivedMultiply .....ccccooviiiiininiiiiiiiiiccce
DerivedSUmL.......ccvevvieiieiecieceeeeeee et
o § T4 1> o) o NPT

INteZeT ..ot
LastDate .....ocoueeieeieeceeeeeee s
ListCount....
ListFirstDate......
LiStIEEMA ..ottt

Page 206



ListLastDate.......ccocviiieiiiieiieeieeeeteeeee e 101

LISTIMIAX e teitieiietieiesteeieete ettt re e et v e a e vessaeseeveessenaeens 101
LISEMIN 1ttt 101
LiStMUIEPLY ..o 102
LISESUIM .ttt ens 102
Logarithm ... 102
LY DG s 10T o W SRS 102
IMENEIMUIT ccnieieceeeeee ettt 102
TXUTIULS «eveeeitieeeiieeesiieeesiteeesntaeesabeessaseeesssseesnaseeesnseesnssaeennses 92
IMONERS....titieiietectecteet ettt sr e b e eae e 102
MUltiplication ... 92
INOW ittt ettt et e st e et esre e te e st e s beessaeebeessaeenseesaans 103

USEd N 1ESSOM....cviieieiieeieieceeee e eeee 93
parentheses ... 92
Payment ........cooeiiiii e 103

USEd N 1€SSON....eevieeieiecieeiieeeere ettt 88

Math used in 1€SSON ......c.eeeevieevveerieceeeeeeceeeeeeee e 88, 93, 105
parentheses in functions ..........cccccevviiiiiiiiicc, 92
parts of the Math screen .
unlocking the Math screen.........cccceeiiviiiniiiiiiiine, 88
Maximum (Data Function) ......c..cccceceeveciencnincnncncnnenen. 175
Maximum (math function) ........cccceceeeeevernenennenenenene 102
MenU.....ccovvvieiviiiiiiicce See Buttons on the tab
Message for form user..................... See Attention markers
Metadata scrubbing ............ccococveeieiiiiiiiice 199
Microsoft Word .........ccccceeiinicnicnnne. See Versions of Word
Minimum (Data Function).......ccccecceceeveevenenenencncnneenee. 175
Minimum (math function) .........ccceceveeverneneniinenenne 102
MINUS ..o See Math functions
Modulo ......occveiviiinninns See Remainder (math function)
Monthly payments............... See Payment (math function)
Months (math function) ........cececeevevereeerereerereenereenene 102
MUltiDOC ... 179
Multiple forms at once ..........ccocoeeueieiiieicnnes See Form Sets
Multiplication.........ccoceveeieieieieiiicenne, See Math functions
IN/A CROICE.....oeiiiiiicicccc e 12
Name, registered.........cccccoeeevnnnnrecccccnnns See Installing
Naming Fields .......ccoeoeiiiiiiiccc, See Labels
Nested ConditioNnsS ........coeveeeeveeeveeeeireeeieeecereeereeeereeeneen 35, 45
Nested Lists......cccocoriiiiiiiiiiiiccccceeceee 54
NetWOrKing........cccovvviiviniiininiiiiiccccc 200
Next item in List (#N)....cccccoeucee. See Fields, next item (#N)
Not-applicable choice...........cccccoviniiiiiiiiiiiiad 12
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Now (math function).......cccceeeevereneeenenereneneeneneeenes 103
used i I@SSOM ......c.ccuiiiiiiiiic s 93
Number dots in LiStS.....cccceeeeieeeienrieeeeeeereecree e 50, 54
Number Fields........ccccccoeeuinnnne See Fields, types, Number
Number of Fields in a form........ccccocovvivininiiiiinnnnn 192
OffSELS....vveieccerereee e See Date offsets
Old file formats .......cccocoveveeueccmccciirrrreeeeeeeeeeeaes 6
One item per row in a list formatted as a table............... 50
One-page cheat sheet ..., ii
OPONS .o 199
OR in Conditions .........ccccevvviiviniiiniiiiniiiicccnes 39
Order ... See Sorting
Order of operation in Conditions.........c.ccccooeeirciennnne. 41
Outlook contacts as data source ..........ccceeeveuiniicicnne 181
Parentheses in Conditions..........ccccccevevverrieicicccccncnnes 41
Parentheses, telescoping in a legal caption...................... 48
Passages ..o See Folios
Password for license...........cccccevviininininininnnen. See Installing
Password to restrict authoring...........cccccoeveiiiiinn 199
Path to forms ....coceveevvevvvceeeenen. See Form Sets, Locations
Path to shared files ..........cccccoceiiiniinnnniiicccicne 200
Payment (math function).........cccceceiviiinniinicnnnn. 103
used i I@SSOM ......c.cucuiiiiiiicccc s 88
PDF format when saving Form Set results.................... 191
Peek Next and Peek Off buttons..........ccccevviiiiinnnn 114
Peeking......c.ovveueieieiieccc 114
Period, conditional ........cccccoeevvveiieeeeiieiieeeeeee e 46
Periodic payment.................. See Payment (math function)
Petrify DULtON ....c.cvoviiiicicciccccc e 115
Petrify in Speedy Fill mode...........cocoeemiiiiiiiiinnn, 115
Petrifying Form Sets.......ccooeiiiiiiiiciicc, 190
pi (math constant)..........ccoevviiiniini 97
Plain text ....c.ccceveeievinnnnreccceenee See Petrifying a form
Plain text answers...........ccccceucu.e. See Answers, types, Text
Pleading caption with telescoping parentheses ............. 48
Plural/Singular Fields.... See Fields, types, Singular/Plural
PIUS . See Math functions
PMT oot See Payment (math function)
Possessives with Singular/Plural Fields .......................... 24
Power.....cccoceverieeenne See RaiseToPower (math function)
Prepare to Share Questionnaire.........c.cccceceuccuiiicnncne. 118
Previewing answer location in form................ See Peeking
Previous item in List (#P).... See Fields, previous item (#P)
Program updates.........cccocevvviniiiiiinninii 3
Pronoun answers See Answers, types, Text with Pronoun
Pronoun columns in Data Source..........cccccccueueuiicnnacne. 161
Pronoun Fields.....ccoocevvveuieeennns See Fields, types, Pronoun
Protected VIeW........ccccovviininiciniiiicn, See Installing
Questionnaire button ...................... See Buttons on the tab,
Questionnaire
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Questionnaires
adding TOWS ..o 4,193
answering fetch qUestions ..o 159
answering qUestions............cocoeeeeieiiecccc 113
coloring with Dividers ..o 194
COPYINEG TOWS ottt 193
CIALING ...veviietinicieticiete e 4
deleting.......ccovvvviviiiiiiiiii 193
deleting TOWS .....c.cucviiiiic s 193
€dItiNG....oiviiiiiiiiii 193
emptying cells........ooviiiiiiiii 193
hiding FOWS....cccvviiiiiiiiiiicc s 193
I FOLOS vttt 138
10ading......cooiiiiiiiiii 197
IMOVINE TOWS...uvviuiiiniiitiinicnesienctescee e nnns 193
moving to Questionnaire with Start button......................... 114
navigation with Tab.......cccccccvviiiiiiii, 113
organizing with Dividers..........ccccocovviiiiiiinnncnen, 194
relabeling TOWS ........coviiiiiiiiiccc s 194
renaming Fields...........ccovine 194
SAVIILG ettt 196
SRATING ..o 118
RaiseToPower (math function) .........cccceceeeeereneeeriennenns 103
Refresh button ... 114
Registered name..........cccoeveveveiiccccieeine, See Installing
Relationships in Data Source..........c.ccccoeviiiininiiniiinnns 161
Remainder (math function) .........cceceeeeevereeerenieenenenens 103
Remove button — remove item from series answer or
G e 114
Repeating-paragraphs format for Lists...........c.ccccoceenee. 50
Replacing text with a Field ...........cccccccoeviinnnnnnns 193, 198
Reporting.........cccoveverevuenenee See Data Table, Data Function
ReSet DULLON ....cveueviieiiiicicicnececrccece e 115
Restrict authoring..........ccccooviiiiiiiiiiiis 199
Reusing answers..........cccocevveenuenne See Save/Load answers
Reusing Questionnaires ...........cccoceevvviiiniiiiininicininienenns 196
RibDOMN.....c.cvieiirreiciriccccereeeen See Buttons on the tab
Right-click to edit template file..........coovvvniiiinnnnn 7
Root (math function)......c..ccceceveeerenernenernencrnencnennens 104
Round (math function).......c.cceceeeeereninenennenenneneenene 104
Row in a table, conditional .........ccccceeevvevieeeeiiceeeeeeeeee 47
Rows in Questionnaire...........cccccuueeee.. See Questionnaire
S - adding to the end of plural words............cccceoevennee. 23
Save/Load anSWETS ......ccuueveveiieieeeeee et 116
loading answers from file ..........cccccoovviiiiciniiine, 117
organizing answer files ... 118
saving answers to file ... 116
updating answer files...........cccocccviinniiiiiiiice 117
Save/Load DULLOI c..evveeeeeeeeeeeeeeee e 116
Saving Form Set results..........ccccceoiiiiiiiniiecnne 191
Saving Questionnaires............cccoceeveieeieiiiiini, 196
Scrubbing metadata.........ccocoeiviiiiniiiii 199
Search and Paste.........ccooovvveeeeeeiiceeeeeeeeeeeee e 193, 198
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Search for answer file ........ccooevvveeeeiiiceeeeeee e, 118

Search for label in Field/List/Condition screen............. 192
Section, CONAIHIONAL «..eeeveeeeeeeeeeeeeeee et eeeeeeeeeeeeeeas 48
Security warnings..........cceceevvviinniiniccnn, See Installing
Selecting Conditions and Lists..........cccccceviiiiicricinne. 198
SOIIES ..uutiiieiieeeeiteeeeette e et e e et e e et eeeae e e e e traeeennes See Lists
SErieS ANSWETS ..eevvveeeeeeeeereeeeeeeeereeiannes See Answers, series
Series functions ........cceeveeveeveeeveeeeeneennen. See List functions
Series Of fOrmMS......covevvvecveeeeceecreeceeere e See Form Sets
Sets Of fOrMS ...eceuvieerieeeeecieeeeeeeeeee e See Form Sets
SEtHNGS ...vviiiic 199
SEEUP .o See Installing
Share FOlio ... See Export Folio
Share Master List .........cccceevvveiunnne See Export Master List
Shared info available to all forms See Master Lists, Folios,
Wrappers
Sharing a Questionnaire ............cccoevvririeciicnncncnnes 118
Sharing data on a network ...........ccooceeereviiviicnnnennne, 200
Show/Hide Labels and Derived answers................ 15, 193
Singular/Plural Fields.... See Fields, types, Singular/Plural
Smart ANSWeTr DUTON .....ccvveeeveiiieecee e 7
SMArt ANSWETIS .....coouveeeeieeeeeeee e See Answers
SOTHNE et 84
USEA N 1E@SSOM ...ttt 85
Sorting Fields (abc button) ... 192
Source for answer ChoiCesS.......cucovveveeeeeeieereecriereeeeereenen 10
Special characters in Labels...........ccccoeeiiiiiinnn, 4
Speedy Fill mode ........cooooiiiiiii, 115
Split-SCreen VIiew .......c.cccoeecueucucccirinnnenreennes See Peeking
Spreadsheet as data source..............c.c........ See Data source
SQL database........ccoceeevreeveeevieeeeenns See Data Source, SQL
SQL database as data source.............c........ See Data source
Square 100t......cccovvveiiiiiiiie See Root (math function)
Squared .........cccoceeee See RaiseToPower (math function)
Start BULEON .....eevvieiececcece e 114
Storing answers.........c.coceeeeveveneennnen. See Save/Load answers
Styles and FOLOS ..o, 149
Styles and Wrappers .......ccccccceeiinnnrereneeceeeeceenes 182
Sublist tab in Field/Condition screen...........c.cceevverenee. 37
SUDLISES ...ttt ettt e aeen 67
Sublist used iN 1€SSOMN ......ccvvieeviieiiieecieceeeeeeeeeeee e 68,71
USEA TN 1@SSOMN ...ttt 55, 169
Subtraction.......coceeeeveeeeeeeeeeeeee e See Math functions
Sum (Data Function) .......cccceceeverienienienencnenencnceeeeeneen 175
Sums in a list formatted as a table........ccccceeeveeveerreereennen. 50
Tab key in Questionnaire............cccoccovveviinniiniicininnnn, 113
Table format for LiStS ......ceeveieirieeeriieieeeiee e 50
Table from Data Source..........ccoeeevveeeeeennnenns See Data Table
Table row, conditional ............ccocvevviiiiiieiiicieeee e 47
Tags, Folio and Passage ........cccccccceeevvvrvenicicccccccenes 126
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Telescoping parentheses ............ccccooveieiireieeieicccccnnen, 48

Template files, editing ...........ccoooveeieiiiiinciie 7
Templates versus documents...........ccccccveeiniiiniicnnienne. 7
Term of loan........cceceveeveenene See Payment (math function)
Testing forms.........ccoooeriiiiiiiinnne, See Checking forms
Text answers ..., See Answers, types, Text
Text FieldS ..., See Fields, types, Text
Text-with-Pronoun answers....... See Answers, types, Text
with Pronoun
Title case.....ccceveveieieciceee See Formatting Fields
Today.....covvivninniiiiiiine See Now (math function)
Tools button.........cceeuvevveenenn. See Buttons on the tab, Tools
Totals in a list formatted as a table ..........c.cccccceevvvnenneeees 50
Trusted connection DSN................... See Data Source, DSN
Tutorials ..o See Lessons
Typed here source for answer choices..........cccccoevvunnnenn. 10
Underlines.........cocoveieiiuiiioiinnniniiciciccne, See Blank lines
Uninstalling ........cccooeiiiiiiiiiicccccnees 200
Unlock authoring ..........cccoeeveiiiiinnnniiiccccccn 199
Unlocking the Math screen..........ccccoovvvvviiininiiiiiiicnnn 88
Up button — rearranging a series answer............c.......... 114
UPdates ..o 3
Uppercase........ccocoeeveveivrencenienenenen. See Formatting Fields

Doxsera® Doxsera DB®

webData™ - Expert Guide (4/2019)

USer Nname.......coeeeeveveenieieenieeccececne, See Installing
Valid characters in Labels...........cccccviiniiniiniinn. 4
VETISIONS....ccuiiiiiiiiciiiircicccceee e See Updates
Versions of WOrd.......c.coeeeinieinnieccinccnnecenceeeeeeeens 7
Viewing answer location in form ..................... See Peeking
Visibility of Labels and Derived answers........................ 15
Walkthroughs........cccooveviiiiic See Lessons
WiIndows DSN .....oovvoiviveiieiiiiieeene See Data Source, DSN
With-pronoun answers ...... See Answers, types, Text with
Pronoun
Word....ooiiiiiie See Versions of Word
WIaPPeTS....ooiiiiiic 181
adding to fOrms.......oeeiiiiiiiiinicic 183
CIEAtING . cvevvevieiiietiietct e 182
SEYIES .ot 182
with section breaks..........ccoociiiiininiiiiinnce 185
Write-in ChOICES.......ccoueuiiriiiiiicicricec e 11
XOR in Conditions.......c.cceueuecenieuecininicinieeireccrcecreeneaes 39
Y - changing to ‘ies’ for plural words.........ccccceeueueueuenneee. 24
Years (math function)........ceceeeveeveneneeneneieneneeeeeeenns 104
Yes/NO answers........ccueeeennee... See Answers, types, Yes/No
ZAP e e, See Installing
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Here are some helpful online resources at www.theformtool.com:

Quick-Start

If the 200-page Expert User Guide seems a bit ... well ...

Guide daunting, then this 20-page Guide will be more to your liking.
Expert User For the true form aficionado who needs to know it all. A copy
Guide is included in each program download. Or click here for an
interactive online version.
Online Click here to browse a collection of short, graduated videos
training that will take you from the basics to rocket science. We
course strongly encourage all users to review the Beginning and The
Basics levels of The Learning Curve. Doing so will provide a
strong foundation for productivity with the software and
save an enormous amount of time.
Timely If you haven’t already done so, click here to sign up for our
updates newsletter to stay informed of updates and improvements.
And the Our general help page is here. Everything else you need is
kitchen sink  here at the Service Center, where you may search or browse

hundreds of questions, answers, tips and suggestions, and
contribute your own. You may also open a service ticket if
you're having any trouble with the program.
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https://www.theformtool.com/
http://service.theformtool.com/hc/en-us/sections/202697906-Guides-and-Manuals
http://service.theformtool.com/hc/en-us/categories/201653366-The-Learning-Curve
https://www.theformtool.com/newsletter/
https://www.theformtool.com/resources/
http://service.theformtool.com/hc/en-us/categories/201653366-The-Learning-Curve
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