1. Go into Client's MyCase File.

2. Click Documents.
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3. Click the blue “Add” on the right hand side.
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4. Select "Document from Template."
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5. Select “Family Law.”
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6. Select the file you need.

7. Click the name of the client in the little green letters.
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9. Click “Download” in the new box that pops up.
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10. Open the downloaded document and save to the sharepoint file as you normally would.

11.  Enjoy!



