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5 TEXT VARIABLES 

WHEN TO USE TEXT VARIAB LES 

Text variables merge text into your document (which can include any character on the keyboard). Use them 
when you don't want to give the user a set of choices or options. If you want to present the user with a choice of 
possible answers, then a multiple choice, true/false or computation variable may be more appropriate (more on 
those later).  

If You're Merging Numbers Instead of Text 

Text variables should also be used to merge numbers that serve as identifiers and which cannot be used in a 
mathematical calculation (social security numbers, phone numbers, zip codes, etc.). Ask yourself if the number in 
question could possibly be used in a mathematical calculation. If it could not, then you should use a text variable 
instead of a number variable. For example, social security numbers, phone numbers, zip codes and tax ID 
numbers should all be text variables and not number variables even though they are comprised exclusively of 
numbers.  

TEXT VARIABLE OPTION S 

When you create a Text variable, you can decide how the text will be formatted when it is merged into the 
assembled document. You can also add a prompt to help the user know how to answer the question, and add a 
help "Resource" or select other advanced options that determine how the variable will be processed. 

Editing the Properties of a Text Variable  

Select the text or blank that you'd like to replace with a Text Variable and insert a text variable as described 
previously. Now click the Edit Component button. 
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The following is a description of the properties of a Text Variable that you can edit. 

To  Do This 

Specify a default format that will be applied to all instances 
of the variable (you'll be able to change from the default 
any time you insert the variable) 

Select a format from the Default format drop-down list. If 
your variable will hold a name, see TIP - Formatting Names 
below. 
Optionally, to keep the answer from breaking across lines in 
the document, select Nonbreaking. 

Provide users with additional information about the 
variable 

Type a prompt (question) in the Prompt box. This 
information replaces the Variable name when the variable 
is presented during assembly.  

Specify an alternate name for the variable Enter a title in the Title box (this will appear in the 
interview) 

Control what type of information a user types and format it 
as they type 

Select a pattern from the Pattern drop-down list. If you 
don't see the one you need, you can make your own - see 
TIP - Custom Patterns below. NOTE: This features is not 
supported in HotDocs Online  

Control the number of characters allowed in the answer Either type a value in the Maximum characters box, or click 
the up or down arrows to select a value (up to 15,000 
characters). Leaving this field blank defaults it to 15,000 
characters. 

Control how an answer is merged in a Word document 
when the user presses Enter in a multi-line answer field. 
The type of answer required determines which break 
should be used. For example, if the user must enter 
separate paragraphs of text, HotDocs should merge a 
paragraph break (¶). However, if the user must enter 
separate lines in a single paragraph (such as lines in an 
address), HotDocs should insert a line break (  ). 

Select Enter key in multi-line answers inserts new 
paragraph mark (¶). 
 

Change the height of the answer field that appears during 
assembly 

Either type the number of answer field lines (up to 12) in 
the Field height box, or click the up or down arrows to 
select a number. This will give the user a visual clue that it's 
okay to hit hard returns and/or enter more than one line of 
text. It obviously also makes it easier for the user to see 
what they've already typed. 

Provide users with helpful information that can assist them 
in providing the correct answer  

Click the Resource tab and provide a Resource option. By 
typing in the "Text" blank within the Resource Tab, it will 

add a  button to the right of the variable. If the user 
clicks it, they'll see the help text you provided. For purposes 
of this class, just stick with Plain Text in the Resource Type. 

Find out which dialog is used to display a variable  Click the Asked In tab.  

TIP - Formatting Names 

If you're creating a name variable, be wary of using the "Like This" format example. If you enter a name like 
"McDonald," the "Like This" format will insert "Mcdonald" into the document. Therefore, if you want a name 
entered in lower case, we recommend that you leave the format blank and notify the user in the prompt (see 
below) how you would like the name entered. 
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TIP - Custom Patterns 

NOTE: This feature is not supported in HotDocs Online. You can create your own pattern by typing it in the 
Pattern box. Use the following codes to create patterns: 

Custom Patterns: 

Code HotDocs Meaning 

X any character 

9 any numeric character 

A any alphabetic character 

U uppercase alphabetic character 

L lowercase alphabetic character 

N alphanumeric character (9 and A) 

H hexadecimal character (0-9, A-F, a-f) 

You can also insert hyphens, periods, static text, etc. within these codes. To insert the foregoing characters as 
static text and not codes, enter a forward slash (/) and then the character. Note, this also applies to the forward 
slash character itself (i.e., to enter a slash as static text, you must enter // into the pattern). 

EXERCISES 

Example 1: 

Original sentence: 

The client's name is John A. Doe.  

After coding: 

The client's name is «Client First Name» «Client Middle Name» «Client Last Name». 

NOTES: In order to create maximum flexibility with the variables you create in your template, it is recommended 
that you create separate variables for first, middle and last name. In this manner, you could use the same 
variables in a letter in which the recipient was addressed: 

Dear «Client First Name»: 
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Example 2: 

Original sentence: 

John A. Doe's social security number is 555-55-5555 and his phone number is (614) 555-5555.  

After coding: 

John A. Doe's social security number is «Client SSN» and his phone number is «Client Phone Number». 

NOTES: The key here is to use the Pattern. This not only prevents the user from entering letters, but it also saves 
two keystrokes since the hyphens are automatically inserted with the pattern. 

 
Example 3: 

Original sentence: 

The billing matter number is ASX-44221.  

After coding: 

The billing matter number is «Client Billing Matter Number». 

NOTES: In this example, we're creating a custom pattern using the codes set forth above. Since this pattern 
consists of three letter and five numbers, it looks like this: UUU-99999. When using a custom pattern, it's 
advisable to give the user an example of what they're supposed to enter in the prompt. 
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Example 4: 

Original sentence: 

The meeting will occur tomorrow at 8:30 AM. 

After coding: 

The meeting will occur tomorrow at «Meeting Time». 

NOTES: The custom pattern for showing time is 99:99 am and it must be typed exactly in that manner for it to 
work. 
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