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There are two ways to find C.A.R. forms in Transact and add them to your transaction. This guide 
shows the steps for the different methods to find and add forms in Transact.  
 

‘Add Paperwork’ Button inside a Transaction 

1. On the Transactions tab in your Transact 
account, click on a transaction to open it. 

 

2. On the Paperwork tab, click . 

 

3. On the Add Form or Document menu, click 
Form Libraries at the top left, then select a 
library from the dropdown list. 

4. Use the following optional functions to find 
forms: 

• Search – type a form name keyword or form 
acronym in the Search field to find specific 
forms 

• Filter – click  on the right to filter forms in 
the selected library by transaction type 

• Sort – click  on the right to sort forms in 
the selected library alphabetically or by form 
acronym 

5. Click  to the right of a form name in 
the list to add it to your transaction. 

NOTE: Forms with a checkmark in a green box are 
already in your transaction. 

6. Click  at the top right to close the menu.  
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Forms added to the transaction using this 
method display in the Not Filed folder on the 
Paperwork tab by default.  

You can move forms into other folders for 
better organization or simply leave them in the 
Not Filed folder and continue working. 

 

‘+ADD’ Button in the Form Editor inside a Transaction 

1. On the Transactions tab in your Transact 
account, click on a transaction to open it. 

 

2. On the Paperwork tab, click on a form to 
open it in the Form Editor. 

 

3. Click  in the Workspace on the left. 
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4. On the Form Libraries tab, select a library 
from the dropdown list.  

5. Use the following optional functions to find 
forms: 

• Search – type a form name keyword or 
form acronym in the Search field to find 
specific forms 

• Filter – click  on the right to filter forms 
in the selected library by transaction type 

• Sort – click  on the right to sort forms 
in the selected library alphabetically or by 
form acronym 

6. Click  to the right of a form name in 
the list to add it to your transaction. 

NOTE: Forms with a checkmark in a green box are 
already in your transaction. 

7. Click  at the top right to close the menu. 
 

Forms added to the transaction using this 
method display in the Workspace by default.   

You can click the X to the right of any form in 
the Workspace to move it down to the Grab 
from Transaction section or simply leave it in 
the Workspace and continue working. 

 

 


