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This guide will teach you to use some of the most commonly used ProbatePlus capabilities. Use the linked
topics below to quickly navigate to the sections of the guide.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Introduction
Login – Login to your secure ProbatePlus account
Cases – Create and manage cases
Clients/Decedents – Store and access information (residence, marital status, date of death...)
Case Detail– Enter and manage case information (probate, tax, fees...)
Contacts – Enter and manage case contacts (spouse, children, other...) and their Roles in the case
Probate Forms – Automatically generate state probate forms
Reports – Produce case and firm level reports
Notes – Enter and manage case notes
Lawgic – Assistance for Lawgic users
Support –Where to find it and how to use it

ProbatePlus is a web-based solution that is accessible from anywhere at any time using a web browser and a
secure username and password.
ProbatePlus provides the following capabilities.
•

Automated state probate form generation

•

Case management

•

Automated letter & document drafting from templates

•

Case search and reporting

1.
2.

Open a web browser – Internet Explorer, Chrome or Safari work best.
Go to www.estateworks.com, click on the Login button
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3.

Enter your email address and temporary password. The first time you log in you will be prompted to change
the temporary password you received from us.
o

Re-enter the temporary password.

o

Create a new password, use at least 8 mixed alpha and numeric characters. Type it in two times
to make sure it is spelled the way you want.

o

Click the Go button to accept the change and get to your Home page.

Creating and managing cases is made easy with our Global Menu options in the upper right corner of the
screen. To add a new case:
1.
2.

3.

Select Add Case from the Case menu
Create a new client or pick an existing client for the new case.
o

If you are adding a new client, enter the clients name and
click Next.

o

If you are adding a case for an existing client, select
the Existing Client Tab and select an existing client
from the list

Enter Case information then click Add.
o

Case Information includes Case Name, Case ID, Case Type, State of Residence and the case
team.
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The Client tab contains groups of pages pertaining to the Decedent in the case. These include Decedent
Information, Contacts and Contact Roles.
1.

If you have just added a new case, ProbatePlus will take you directly to the Decedent Information

2.

You might also select a case from >Case>Select Case. Use the Search By filters to narrow down the case
list and click the GO button to run the search. Click on the Case Name or the Decedent name to access that
case.

3.
4.

This will typically bring you to the Summary tab or the Client tab of the case.
ProbatePlus will display the Decedent Information page when you click on the Client Tab. (See image in
#1.)
This is where critical details about the decedent like addresses, gender, marital status, Date of Birth, and
Date of Death (among others) are entered and stored for use later in
letters, state forms, and federal forms.
Always click Save after adding or changing data on these pages.

5.

6.
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The Case Detail page of the Client Tab is where the data specific to the decedent’s probate, taxes and
potential fees is stored.
1.
2.

Click the Case Detail page in the left navigation pane under Case Information.
Enter General Case information, Probate, Tax, & Fee information.
o

3.

Probate, Tax & Fee information is used in standard reports, letter and document drafting and
probate form generation.

Click Save whenever adding or changing data.
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Contacts are added based on their type of relationship to the decedent: spouse, children, other heirs, etc. They
are important to any case. Contacts are then assigned to the role(s) they have in the case.

1.
2.

From the Client tab, click on the Contacts group in the left navigation pane.
Click on the type of contact you want to add (spouse, children, etc), then click the Add New button. Fill in
the contact’s information and click Add.

o

3.

Contact details can be added and edited by clicking on the pencil icon
next to the contact’s name. The pencil on a globe icon means the
contact is linked to more than one case.
o

4.

Editing contact details changes those details for every case
that contact is linked to.

In the Contact Roles for this Case group in the left navigation
pane, click on the role you want to assign one of the contacts
to. Select the previously added contact from the pick list.
o

5.

Each contact is also added to your firm’s global contact list. Use the Link Existing button to add a
contact already added for another case. Examples include but are not limited to other family
members you have cases for, banks, accountants, credit card companies, and local service
providers.

You cannot assign someone to a role who has not
already been added as a Contact.

Click Save if this is the only contact in this particular role or click Save and Add Another to add another
contact to the same role.
o

Remember that one contact may have many roles in a single case.

6 of 11

6.

Remove contacts from contact roles by checking the box to the right of the
role, selecting Delete from the Action Menu and clicking the Go .
o

Deleting a contact from a contact role does not delete the contact
from the case.

o

Note that if a contact is still assigned to a role, it cannot be deleted
from the case.

The state and federal probate forms are also located on the Reports & Docs tab. Availability of state forms will
depend on what state your case is in and what forms your firm has subscribed to.

1.
2.
3.
4.

Click on the Reports & Docs tab from within a case.
Expand the Federal or State forms group to view the list of templates by clicking on the
triangle.
State forms are organized into subgroups based on that state’s system.
Click on the form you want. The form will generate in the appropriate format – Word RTF
or Acrobat PDF – expected by the governing agency.
o

5.

All letters, documents and forms are automatically downloaded to your default
Downloads folder. Move or copy them to new locations as needed.

Forms with this icon
will download as Rich Text Files (.rtf). and open in MS Word
in a separate window. Edit the document as needed, print and save as desired
o

If saving to a Document Management System (DMS), be sure to change the file type to .docx
during Save As.

o

Many of the
templates provided will have “interviews” that you will need to click through and
fill in any extra information before the document is downloaded.
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6.

7.

Forms with this icon
are PDF files. While they will not have an interview, some do include extra
engineering to allow further editing and customization once downloaded. They are best viewed and edited
with Adobe Acrobat Reader.
If you do not see the forms for your state, add that state to the Ancillary Administration fields in the Case
Detail. Use square brackets around the state code.
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ProbatePlus provides two types of reports, case reports and global reports. Case reports pull information
from a single case at a time and global reports gather information from across all cases in your database.

Case Reports
Found at the top of the list on the Reports & Docs tab, case reports generate in
a new browser tab for easy reading and printing. They may also be produced as
editable Excel files by clicking on the Excel icon to the right of the report name.
1.
2.
3.

Click on the Reports & Docs tab from within a case.
Click on the Case Reports group to view the list of templates.
Click on the report you wish to view. It will open in a new tab.

Global Reports
1.

From the global menu go to >Manage >Reports.

2.
3.

Click the report that you want to display from the list of available reports
Select the filter Options for the report and Click Display.
o

Reports are grouped by General and Settlement type of reports.

o

Each report will open in a separate browser tab.
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Notes are a great way to add ticklers and information for colleagues within a case.
1.
2.
3.

4.
5.

Click the Add Note icon in the upper right corner of the screen. It is available on
the Client tab or the Notes tab.
The Notes screen allows you to include a subject for the note, as well as a full rich
text field for as much extra formatted text as you need.
Making the note a High priority means it will show up on the case Summary tab as well as the case team’s
Home pages when they first login to ProbatePlus.

Optionally, email the note Now or in the future
Click the Save Button to add the note to the case.
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Note: Lawgic Users can import properly exported data from Lawgic into
ProbatePlus to create new cases.
1.
2.
3.

Go to >Manage>Admin in the Global menu.
Select Lawgic Import
Browse for the exported Lawgic file to import.
o

4.
5.

- For most installations the ProbatePlus import file will be located at:
C:\Program Files\Lawgic\ESTATEWORKS\Lawgic.XML
(Note: ensure that you are using the latest version of Lawgic)

Click the OK button
Use >Case>Select Case to open the imported case from the list.

Support is available on the Support page of your database, which includes a selection of guides, our support
email address (support@estateworks.com) and a series of helpful elearning videos to show you how to use
ProbatePlus.
Please keep in mind that email is the fastest way to get your support needs met quickly.
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