
 Intake Mastery:  Using Clio’s Forms to Control the Flow 

 Set Up Dynamic Information Flow 
 and Document Automation 

 1.  Build Automated Workflows in Grow Using Workflow Templates 

 Resource:  Clio Grow Workflows & Workflow Templates 

 2.  Build Your List of Custom Fields 
 Starting with the documents you need to prepare in Clio Manage and set-up as Document 
 Automation Templates, start making a list of the Custom Fields you’ll need to fill in the variables in 
 the document (ie. Case Number, County, Court Name, etc.) 

 3.  Create Your Custom Fields in Clio Manage 

 Resource:  Custom Fields: Creating Contact & Matter  Custom Fields & Sets 
 Video:  How to Create and Manage Custom Fields 

 It is important to pay attention to the Custom Field types that work with Grow Intake Forms.  The 
 following Custom Fields in Clio Grow cannot be linked to any Clio Grow Form Builder question 
 type: 

 ●  Dropdown Custom Fields 
 ●  Contact Select Custom Fields 
 ●  Email Custom Fields 

 ●  Integer Custom Fields 
 ●  Money Custom Fields 
 ●  Website Custom Fields 

 4.  Sync Custom Fields to Clio Grow 

 Resource:  How Do I Sync Clio Manage Custom Fields  in Clio Grow 

 5.  Build Your Intake Form and Link Custom Fields to the Form Questions 

 Resource:  Form Template Builder Guide 
 Resource:  How to Connect Form Questions to Custom  Fields in Clio Grow 

 6.  Create and Use Your Manage Document Automation Templates 

 Resource:  Document Automation: Creating a Template 
 Resource:  Uploading a Template and Generating a Document  from Template 
 Video:  Document Automation Workflow 

 Have more questions about utilizing technology to design efficient processes? 

 Register for a free on-demand CLE eligible webinar  here  . 

https://support.clio.com/hc/en-us/articles/360020465194-Clio-Grow-Workflows-Workflow-Templates?source=search
https://support.clio.com/hc/en-us/articles/203139244-Custom-Fields-Creating-Contact-Matter-Custom-Fields-Sets
https://support.clio.com/hc/en-us/articles/208985098-Video-How-to-Create-and-Manage-Custom-Fields
https://support.clio.com/hc/en-us/articles/360021126753
https://support.clio.com/hc/en-us/articles/360010007434-Using-the-Form-Builder-in-Clio-Grow
https://support.clio.com/hc/en-us/articles/360010007434-Using-the-Form-Builder-in-Clio-Grow#h_7684188792811538591041734
https://support.clio.com/hc/en-us/articles/203359300
https://support.clio.com/hc/en-us/articles/203359400
https://support.clio.com/hc/en-us/articles/222720347
https://www.clio.com/events/webinar-designing-efficient-firm-processes/http://clio.com/

