
How to Create a 
Template 



Under the Upload 
Applet click 
“Proposed Template” 



Review the existing list of 
templates to ensure a 
template doesn’t already 
exist.  If not, click “Create 
New” to create a new 
template.  

Existing templates 
can be located 
here 



Create a description for your 
template.  For example 
“Order Regarding Payment of 
Restitution “ 
The “Group” dropdown 
should default to “Courts 
Proposed Verbiage”  if it 
doesn’t please select this 
from the drop down box.  The 
“District” should default to 
your specific district if it 
doesn’t please only create 
templates for your district. If 
you think a template should 
be made for the entire state 
ask the Clerk of Court in your 
District to review the 
proposed template at their 
next meeting.  



Enter the text that you want in your 
template.  You can copy and paste this 
information from an existing  Word 
document. 

Click “Spellcheck” to check 
the spelling of the 
template.  Once completed 
click “Save”.  Your template 
has now been created. 

After you have entered the text that you 
want in your template or copied and pasted 
the information from an existing Word 
document, you can enter “@ Tags” 
throughout your document where you want 
to replace verbiage.  



In order to pre-view the template you 
created you will have to create a proposed 
order.  This can be done by clicking the  
eFile New button.   Please note that in 
future there may be an enhancement that 
will allow you to preview the document at 
the template creation screen. 



Click on the Add (+) 
button to begin the 
eFile process.  



Select “Orders (Legal 
Juvenile)”.  In the “Doc Sub 
Type” select “Judicial Order” . 
Title document as you want it 
to appear on the actual order 
such as Order Regarding 
Payment of Restitution.  
Select “Save/Cont to Judicial”  
 



In order to access the 
proposed template 
verbiage click the 
“Add Judicial 
Verbiage” button 



If you want the Incident/Allegation 
Verbiage to appear in your order, click 

on the check box.  



Select the “Load Template” button  



Select the Available Proposed 
Verbiage Template  you want to 
use.  Please note the templates 
are in alphabetical order. For 
example select  the Order 
Regarding Payment of Restitution.  
Click where you want the template 
to be inserted into the document 
by selecting “Replace, Add to the 
Beginning, Add to the End , or 
Insert at Cursor”.  Once you make 
your selection the template will 
automatically load into the order. 



Click on the “Replace At Tags 
Button”.  Enter all information in 
each field.  When you are finished, 
click on the  “Replace Button”. 



The information that you entered will 
populate into your document.  



At this point in 
time you can select 
“Save & Preview” 
to view the 
template you 
created. 



If the verbiage in your 
template is correct and all 
spacing etc. is accurate then 
you have successfully created 
a template.  If for some 
reason you need to fix the 
template you can “X “out of 
this document. 



Select “Go Back 
to Batch Detail” 
A pop up box 
will appear 
indicating any 
unsaved change 
will be lost.  Click 
“OK” because 
the purpose of 
creating this 
order was to 
view your 
template for 
accuracy.   



You can select “Delete” at this 
point in time because the 
purpose of this was to view the 
template you created.  



You have now created your 
template and you have viewed the 
template.  If you want to create 
additional templates you can 
review the slides from the 
beginning of this presentation.  
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