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Course Prerequisites

Word 2003 Legal — Module I, which contains instruction on the core tools you
will need in order to produce legal documentsin Microsoft Word 2003, should be
completed first. Thistraining module, Microsoft Word 2003 Legal — Module 11,
assumes you are aready familiar with the core tools and consists of the further
advanced document editing and handling tools you will need in order to create
complex legal documents.

Prior to using this training module, you should be able to do the follow’ 1g:

Navigate Microsoft Word 2003

Manage documents

— Create, save, close and
open documents

— Spell and grammar check
documents

— Print documents

Edit documents

— Select, correct and delete
text

— Use undo and redo

— Move and copy text

— Collect and past. w t

— Reveal text forria’.ng

— Work with doc. me. . views

— Zoom 'ocumer s

— FirZ ond . ~place text

Format2xi

— “hanye margin and page
- e

— Change line spacing and
justification

— Change fonts

— Format paragraph tabs and
indents

— Add paragraph numbers
and bullets

— Use the format painter

Use Help
Insert dates . nd tirn es

Insert £ ymbu's a. 4 special
s..oracors

Use al omated features

<2 AutoCorrect

— Use AutoFormat-As-You-
Type
— Use AutoText

Work with styles

— Apply predefined styles

— Create, modify and delete
styles

Use advanced find and replace

— Replace formatting and
special characters

Work with headers and footers

— Insert page numbers

— Add, modify and remove
content in headers and
footers

Understand section breaks
— Add and remove page and
text breaks

— Add and remove continuous
and next page section
breaks
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Introduction

Introduction

Thistraining program is designed to make your training experience comfortable
and uncomplicated, providing thorough descriptions and step-by-step instructions.
Y ou should have a basic understanding of word processing before you begin this
training program. This program consists of two modules. Y ou are working in
Modulell.

Word 2003 Legal — Module I, which contains instruction on the core tools you
will need in order to produce legal documentsin Microsoft Word 2003, should be
completed first. Thistraining module, Microsoft Word 2003 Legal - Mc dule 11,
assumes you are aready familiar with the core tools and consists 2f the 7= ther
advanced document editing and handling tools you will need i* orde to cri ate
complex legal documents.

Thistraining moduleis divided into sections cont.iwng £ 2p-b -step lessons that
are followed by practice scenarios. Where appr ipriate, rwuluple lessons are
combined into one practice scenario. Each sectiv 1 is con (uded with alist of notes
and new shortcuts introduced.

The step-by-step lessons are provided &= arei.vencetool, and the practice
scenarios are provided to allow you t2.ne “orm the steps in arealistic fashion in
the training environment. Thistre ning . jouule is concluded with comprehensive
exercises. The exercises shoul<' be rerfe.med individually upon completion of
thistraining program to reir . xrce e tools learned.

To makethistraining f o¢ o 2 relative to your daily work, the practice scenarios
are based on both a‘tige on case and a transactional matter. The practice
scenarios ar? “ skits’ b ~ea on three characters, an attorney, an associate and their
legal assistan.ege. ser etary, and follow workflow in alaw office. The practice
scenarios 77 excrcise generally proceed in arealistic manner. However, in order
to provic 2tk 2\ ~ast effective practice scenarios and exercises, some of them may
procee ! dif ersatly than you might actually handle a similar matter in your office.

Becausc nany law firms are either migrating from WordPerfect to Word, or are
Jsinp.both word processing programs, this training program contains references
to *" e differences and equivalencies of WordPerfect and Word. This information
1> Intended to give you a comprehensive understanding of how Word operates in
comparison to WordPerfect, helping your transition be as stress-free as possible.

Important Note

Because this training program was designed to simulate realistic document
production in law firms, using “save as’ or “new from existing” and document
sharing tools (including track changes, document compare and merge documents)

© 2004 Software@Law, Inc. 1



Word 2003 Legal — Module II

areincluded. Y ou should be aware, however, that using these tools leaves
“metadata’ in documents. Metadatais, by simple definition, data about data.
More specifically, it is hidden information about el ectronic documents that is
automatically created and tracked. To avoid sending metadata to outside parties,
it is highly recommended that all documents that must be shared electronically be
converted to pdf format (pdf=portable document format and is read by Adobe
Acrobat Reader) prior to transmittal. For those documents that are required to be
shared in Word format, it is recommended that all metadata be removed. If such
documents must include tracked changes or document comparison, athird party
tracking/comparison tool should be used.

Methods to remove individual segments of metadata may be found on Miciasof. s
web site. However, there are several inexpensive metadata removal tor!cmade
for usein law offices that remove al or selected segments of metadat. at onw 2.
These tools can be easily located on the Internet through searchescosh e
“metadata removal” and “ metadata scrubber.”

Further, there are third-party tracking tools that will us  redline’” nd strikeout to
display modifications in and comparisons of documents ithout .eaving metadata.
These tools may also be easily located on the Internet throuy: searches such as
“redlining tools for word documents” and “black’.i..ng software for word
documents.”

2 © 2004 Software@Law, Inc.



Working with Templates

Working with Templates

You will learn how to use and create Word templates in this section. Templates
are aform of automated document creation, including simple forms, automatically
updated fields and text prompts, that aid in efficient document production.

This section includes the following lessons:
Using Template Documents

Using Templates Provided by Word
Creating Text Only Templates

Creating Interactive Templates

© 2004 Software@Law, Inc. 25



Working with Templates

Creating Interactive Templates

Interactive templates contain prompts for datainput. In thislesson you will learn
to use Word'’s interactive template tools for more advanced document
automation.

Lesson Objectives
Create an interactive template

Use an interactive template

© 2004 Software@Law, Inc. 43



Word 2003 Legal — Module II

Notes
Steps

1 Click on the following menu sequence: File — New.

The New Document task pane will appear as follows:

New Document ¥ X

New
] Blank document
@ #ML document
I‘_“}] Web page
@J From existing document., ..

Templates
Search onling for:

01‘ Templates on Office Online
W] on my computer...
[ On my Web sites. ..

Recently used templates
Ok County District, do
Fleading Wizard
Professional Mermc
Engagementletter.  <&Brown.dat

Note: When you
are creating a
template the title
bar will indicate
you are working
in a template
rather than a
document.

2. Click or the « n» my computer link in the Templates
sectivn of  he'.ask pane.

The Terr plates dialog box will appear as follows:

A

{ | Publications Repaorts Web Pages
General Legal Pleadings Letters & Faxes Mail Merge Memas Other Docurnents
a @ |=oF
— : ; Preview

Elank ¥ML Document Web Page chBio.dok

Document

g § g

Engagemen... Letterhead.., medauth,dot Preview not avalable.

Brown,dot
Create Mew
® Document () Template
Templates on Office Online [ oK l [ Cancel

44 © 2004 Software@Law, Inc.



Working with Templates

Click on the Template radio button in the Create New
section of the dialog box.

i}

Click on the Blank Document icon ( Birk

Click on the OK command button ([__ox__]).
Type the desired text for your template.

Position your insertion point in the document where you
wish to place a prompt or updating field.

Click on the following menu sequence: Insert — Fiel 1.

The following Field dialog box will appear:

Y A
Flease choose A field

Cakegaories:
(ally v

Field properties
Click the button below to set advanced field options

Formula. ..

Field names:

= (Formula)
AddressBlock
Advance

AutoMum

AutoMumLgl

AutoMumout

AutoText

AutoTextList

BarCode

Eidioutline

Comments

Compare

CreateDate b
Descripkion:

Calculate the resulk of ar ~xpressio

Preseryve formatting during updates

Crec ] o

][ Caniel ]

Listing a' 11t ds <.xd their usesis beyond the scope of this training
progrem, hr we &, atable listing some commonly used fields
followe

Field Description

Ask Prompts you to enter information and
assigns a bookmark to represent your
response. You must insert a REF or
BOOKMARK field after the ASK field
where you want Word to print the
response in the document

© 2004 Software@Law, Inc.

Notes

Note: The file
extension for
templates is
.dot, you should
not change this
but allow Word
to apply the
default
extension.

Ne’ 2 The path
that templates
are stored in
varies
depending upon
the operating
system you are
using. To view
the path the
templates are
saved in, click
on the following
menu sequence:
Tools —>
Options; click
onthe File
Locations Tab,
and view the
path for User
templates; you
may need to
click on the
Modify
command button
(i) to
see the
complete path.

45



Automatic Numbering

Automatic Numbering

There are multiple methods for applying automatic numbering in Word
documents. In this section you will work with al the methods and learn to
determine where each method is most appropriately applied. The automatic
numbering toolsin Word function very different than those in WordPerfect.
Understanding these numbering toolsis key for efficiently creating legal
documentsin Word.

This section includes the following lessons:
Single-level numbering

Multi-level Numbering

Numbering with Styles

Numbering within Paragraphs

Numbering with Sequence Fields

© 2004 Software@Law, Inc. 71



Word 2003 Legal — Module II

Multi-level Numbering

Use the outline numbering tool for lists with multiple levels. You may use
Word’s predefined numbering formats, including the Legal Numbering format, or
customize them to meet your needs.

Lesson Objectives
Use Predefined Numbering formats
Customize Multi-level numbering formats

Share Customized Automatic Numbering

80 © 2004 Software@Law, Inc.



Automatic Numbering

Notes
24.  Typethefollowing: [¢{N=mzle] ¥ and press the Enter

key.
25.  Pressthetab key to demote the c) toi).

26.  Typethefollowing: and pressthe Enter key.

27.  Typethefollowing: and pressthe Enter
key.

28.  Click onthe Decrease Indent (:£) button two timesto
change theiii) to 4).

P N Y Yy (el IO MB i 1 1 ing Requirements gl ‘

and pressthe Enter key.

30. Press the Backspace key to discontinue automa ©
numbering.

31.  Savethe document as cbDtlAgn.doc in ti.. =B folder
using your favorite file save metha

32. Keep the cbDtlAgn.doc filaane. for use in the next
practice scenario.

Customizing Multi-level Nufbetggs @~ |
Steps

1. Cliclc onthe for awing menu sequence: Format —
Bulle.> & Jlur ibering.

Teu ‘ets and Numbering dialog box will appear.

2. - necessary, click on the Outline Numbered tab.

© 2004 Software@Law, Inc. 85



Word 2003 Legal — Module II

Notes
The Bullets and Numbering dialog box will appear as
follows:
Bullets and Numbering [g|
Bulleted | Mumbered | Cutline Numbered | List Styles
11 1. L
None al 14. »
il 144
Article |. Headin 1 Heading 1 |. Heading 1 Chapter 1 Head
Section 1.01 H 1.1 Heading & A Heading 2. Heading 2.
(&) Heading & 1.1.1 Heading 1. Heading Heading 3.
oK 7 l

3. Click to select the numbering for nat that moc closely
resembles your desired numberir Y format

4. Click on the Customize command button ([_customize... ]).

The following Customize Dutline Numbered List dialog
box will appear:

Mumnber Formnat :
Level Murek = Farmat, :
z
3 amb style Start at:
; L4334 v ! v
: Preview
7
1
9
a
mber position I
Lert v aligned at:|0" s o
(a)
Texk position (I1)
Tab space after: é
025" s Indent at: |0,25" v i

5. Click on the More command button ([_me= ) to expand
the available options.

86 © 2004 Software@Law, Inc.



Automatic Numbering

The expanded Customize Outline Numbered List dialog box
will appear asfollows:

Customize Outline Numbered List

Mumber Format
Level Mumber Format:
b
2
3 Mumber style: Skart at:
; 1,23 .. % 1 =
& Preview
7
8 1)
;
a
Mumnber position il
Left v Aligned at:|0" % (1
Al * (a)
Texk position (I1)
Tab space after: a
025" F, Indent at: |0,25" F, i
Link lewvel ko skyle: (no skyle) + | [ Legal style numbering
Follow number with: Tab character b
Listrurmn field list name:

The following table describes the Custom Numb ring op ons:

Item

Nesci tion

Level

Click on' ne le\ 2l of the outline you wish
ta metify

Number format

Tvpe addiuvonal text to go with a number,
e/, parenthesis (), or periods .

Number style

Jr.ect the desired number type; the
Preview window will reflect the current
selections

Notes

Note: To
designate the
paragraph text
to begin with
underlined
characters and
the paragraph
number to
contain no
underline, click
on the Font
button ([ _J)
in the Customize
Outline
Numbered List
dialog box, click
on the
Underline drop-
down arrow and

B N select None.
Start at Change the starting value
Previcus el i umber Include a number from the previous level
(e.g. A3); this will include the number
from the previous level but not any text
from the previous level
Font Open the font dialog box to change the
font of the numbering scheme, not the
text after the numbers
Number position Select alignment of the number
Aligned at Select the spacing position to align the
numbers at
© 2004 Software@Law, Inc. 87



Generating Cross References, Tables of Contents and Authorities

Generating Cross-References, Tables of
Contents and Authorities

Generating automatic references in Word includes cross-references, tables of
contents and tables of authorities. These automatic referencing toolsin Word are
accomplished using fields. (Fieldswere introduced in the Templates and
Automatic Numbering sections of thistraining program). Thesefields are
automatically inserted when you use Word’s reference tools and can be updated
as your document changes.

This section includes the following lessons:
Creating Cross-References

Creating a Standard Table of Contents
Creating Custom Table of Contents
Updating Table of Contents

Creating Table of Authorities

© 2004 Software@Law, Inc. 125
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Creating Standard Tables of Contents

A standard table of contents can be easily created in Word based on Word’s
built-in heading styles. In other words, if you use the Heading 1 through Heading
9 stylesin your document, the table of contents will be generated based on the
text the headings are applied to. Unlike WordPerfect, there is no “marking”
necessary when using these styles to create tables of contents.

Lesson Objectives

Create a table of contents based on heading styles

130 © 2004 Software@Law, Inc.



Generating Cross-References, Tables of Contents and Authorities

Steps

1 Create your document using Word'’s built-in Heading 1
through Heading 9 styles.

2. Position your insertion point where you wish to generate
the table of contents.

3. Click on the following menu sequence: Insert —
Reference — Index and Tables.

The Index and Tables dialog box will appear.

4. Click onthe Table of Contents tab.

The Index and Tables dialog box will appear asfslow -

A
Index and Tables Q

Table of Figures | Table of Authorities

Web Preview

-~ ~
....................... 1 Heading 1
....................... 3 Headi .
....................... 5 Ho-ng 3

W w

General

Show page numbers
Right align page numbers

Tab leader: |,

Formats; | From bemplate

Show Outlining Tor 'Har_J

[¥] Use by rlinks instead of page numbers

v

i levers, |3 B

[ Options. .. ] [ Modify... ]

[ Ok ][ Cancel ]

Thefollovii. x tac' e describes the Index and Tables dialog box

options.

Item

Description

Show rar = numbers

Select to display the corresponding
page numbers on the table of
contents

Right align page numbers

Select to right-align page numbers

Tab Leader

Select desired tab leader to appear
between table of contents entry and
corresponding page number

Notes

Note: You will
need to type the
Table of
Contents title as
it is not
automatically
created.

| ote:

.. member to
ins: rt a Next
Paye Section
break so the
document text
will be in a
different section
than the Table of
Contents. If
necessary, in
the Table of
Contents section
change your
page numbering
options to i, ii, iii;
in the document
section change
your page
numbering
optionsto 1, 2,3
and start
numbering at 1.

© 2004 Software@Law, Inc.
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Notes

Note: To edit a
table of contents
entry, click on the
entry in the table
of contents and
edit. To move to
the paragraph of
the entry, Ctrl-
click on the table
of contents entry.

Note: Your Table
of Contents will
appear as a field
that can be
updated by
pressing the F9
shortcut key.

Note: If you
manually edit a
table of contents
entry it will revert
back when you
entire table is

Item Description

Use hyperlinks instead of
page numbers

Displays items as hyperlinks in web
layout view for quick navigation

Formats Select table of contents style

Show levels Select the number of heading levels

to appear in the table of contents

[ Show outining Taolbar | Display the outline toolbar

Select styles associated with table ~f
contents level

Qpkions. ..

Modify the style associated .wvith e
table of contents lev<!

5. Make the desired selections using the opti »ns described
above.

6. Click on the OK comma= 1 buvan (o).
PracticeScenario o { §% |

Robbie Rainmaker: I nceda . ble of contents for the White

updated. Shareholders Agree:.ie, * ar. " T also need one for the Tayler
Shareholders Agreem:nt vut the Tayler one I want to look...you
know..a little diffe, 2ni..see what you can come up with.
Sally Slicn Oray, T'll do one and let you see it.
1. Open the whiShrAg.doc file from the White folder using
your favorite file open method.
2. Click on the following menu sequence: Insert — Break.
3. Click on the Next page section break radio button and
click on the OK command button ([__o<__)).
4, Press the Ctrl-Home shortcut key combination to go to the
beginning of the document in Section 1.
5. Type the following heading: LEAs]H=Se]See\RNSNA] and
press the Enter key.
132 © 2004 Software@Law, Inc.



Using Tables and Borders

Entering Table Data

Entering and editing datain Word tablesis asimple process. There are many
available shortcuts to help you quickly navigate tables.

Lesson Objectives
Navigate tables

Enter data into tables

© 2004 Software@Law, Inc. 171
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Navigating within a Table

The following table describes the methods of table navigation:

172

Notes

Keystrokes Action

Tab Move to next cell; add
additional row if pressed from
the last table cell

Shift-tab Move to previous cell

T Move to the precering . w

J Move to next: uw.

Alt-Home Moy = to first ¢ ', current
row

Alt-End Move 1 .ast cell in current
o\

Alt-Page Up Move to first cell in current

column (row 1)

Alt-Page Down

Move to last cell in current
column (last table row)

Hover mouse pointer uv/ r t¢ o"border of
column until it chang 2s «>.7. heavy down
arrow () ¢ad Lick ori 2

Select entire column

Hover m7~ .. = puinter at the left border
of arov. ur.l. changes direction to the

right (A F =) and click once

Select entire row

“iover mouse pointer over upper left-
har: corner of table until it changes to

e four-sided arrow (.) and click

Select entire table; apply
formatting; or drag to move
entire table

Hover mouse pointer over lower right-
hand corner of table until it changes to
resize handle (T), click and drag

Resize entire table

© 2004 Software@Law, Inc.



Using Tables and Borders

Keystrokes Action

Hover mouse pointer over any column Resize row height or column
or row border until it changes to a two- | width

sided arrow (==, +||+), click and drag

Entering Data into Table Cells

1.

2.

Position your insertion point in the cell where you wish to
insert data.

Typeinformation in cell.

Practice Scenario ‘

Doris Daylight: This delivery is for you.
Sally Slick: Thanks.

Sally Slick: °°°I need to prepare an Exrzrse Reimbursement
Invoice for Joe.

1.

2.

Open the cbExReimi.doc filefr mthe C&B folder.

Save the document < rew ¥p.doc in the Green folder
using your favor'«c “les'2as method.

Pressthe Cti En \ < jortcut key combination to position
yourinse tion . int at the end of the document.

Cliz.can e Insert Table button () on the standard
tcolkar > expand the table-create grid.

«Yrag down 2 blocks and drag right 4 blocks, then release
u.2 mouseto create a2 x 4 table.

Note: The table grid will contain 2 rows and 4 blocks as
shown below.

" See important note regarding metadata on page 1.

Notes

Note: When you
are working in a
table, there is no
need to press

the Enter key at
‘he end of a line,
 less you want
**1 line to break
(he d return).

© 2004 Software@Law, Inc.
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Sharing Documents

Notes

Turning On Track Changes

Steps
1 Do one of the following to turn on the track changes tool:

Click on the following menu sequence: Tools — Track
Changes;

Click on the Track Changes button (_#) on the
reviewing toolbar;

Press the Ctrl-Shift-E shortcut key combination; or |

Double-click on the TRK button (&) on the status bar.

2. Make your changes to the document and t*.C char. ‘esw! |
be displayed for you as you typein are( -lined ferma.

3. To modify the format of your tracked chari._~<.ick on the
following menu sequence: Tools > Options.

The Options dialog box will anpe. *.
4, Click onthe Track Cnang es te ).

The Options dialoa bo.: wil appear as follows:

A ?X
User Inf. ation Compatibility File Locations
e “=neral Edit Prink Save

CSe ity Spelling & Grammar | Track Changes
[ Ma =

| Formatting: Color:
Changed lines: Color;
Comments color;

Balloons

Use Ballaons (Print and Web Lavout): nll.-'-.la'-.-'s |
Preferred width: Measure in:
Margin: Show lines connecting ko text

Printing {with Ealloons)

I

Paper orientation: |Preserve

[ Ok ] [ Cancel

© 2004 Software@Law, Inc. 211



Using Mail Merge

Using Mail Merge

Word’s Mail Mergetool isthe equivalent of WordPerfect'smergetool. Itis
used to automate the process of creating form letters, mailing labels, envel opes
and catalogs. Mail merge consists of creating the main document — the form
letter, envelope or label format —and merging it with the data source — the unique
information, such as names and addresses, that will be deposited into designated
places in the main document.

Lesson Objectives
e Create form letters and data sources
e Create mailing labels

e Create envelopes
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Using Mail Merge to Create Form Letters
Steps

1 Click on the following menu sequence: Tools — Letters
& Mailings — Mail Merge.

The Mail Merge task pane will appear as follows:

 Mail Merge v X
®| 8| A

Select document type

‘What bype of document are you
working on?

@ Lektters

() E-mail messages
() Envelopes

() Labels

O Directory

Letters

Send letters ko a group of peo; .
‘ou can personalize the letker (£
each person receives.

Click Mext to continue.

Ste, ' ofB

% e . Starting document

2. C'ick o the Letters radio button in the task pane.

3. Cick onthe Next: Starting document link at the
~ottom of the task pane.

234
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Notes
The Mail Merge task pane will appear as follows:

 Mail Merge v X

Select starting document

How do you want to set up your
letters?

(%) Use the current document
() Start from a template
() Start From existing document

Use the current document

Start from the document shown
here and use the Mail Merge wizard
ta add recipient information.

Step 2 of B
% Mext: Select recipients

4 Previous: Select document bype

4, Do one of the following to select (e form’s main
document:

» Click ontheUs. ¢e ~urrent document radio
button to use tha du ~ument in the current window as the
form's mair do’.c ment;

» Click on2e & =7 from a template radio button to
tea Vord mplate as the form’s main document, then
clic..on >7 Select template link to select the
(e wle. = or

> [ lirk on the Start from existing document radio
button to use an existing document as the form’s main
document, then click on the Open ([ en... |) command
button to locate the document.

Ny Click on the Next: Select recipients link at the bottom
of the task pane.
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The Mail Merge task pane will appear as follows:

 Mail Merge v X

Select recipients
(%) Use an existing list
() Select From Outlook contacts
) Type a new list

Use an existing list

Use names and addresses From a
file or a database,

& Browse...

v

Step 3of B
& Mext: Write vour letter

4 Previous: Starting document

Do one of the followina tc ~elect the recipients:

» Click ontheYs » an  xisting list radio button; then
click on, = Bi »wse link to locate the list file and
procersto L i,

» Clic:c(tl ~Select from Outlook contacts radio
bu ton, t+2n click on the Choose Contacts Folder
link o select the appropriate contact folder and proceed
wTlepi; or

> Click onthe Type a new list radio button; then click
on the Create link to use the New Address List dialog
box and follow the substeps below.
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New Address List g|
Enter Address information ~
Title ||

First Marme

Last Mame

Cormpary Mame

Address Line 1

Address Line 2

»»»»»

v

Mew Entry ] [ Delete Entry ] [ Find Entry. .. ] [Filter and §0rt...] [ Customize. ..

Wigw Entries

Wiews Entry Number 1

Total entries in list 1

Cancel

Customize the form to contain the fields y bu wi *h
to use by clicking on the Custon-’ze con. manc

button ([_cstsres.. J).

The following Customize Address L..*.aog box
will appear:

Customize Address List ﬁ

Field Mames

First Mame
Compamy

Compary Mame
Address Line 1
Address Line~
ity

Skate

ZIP Code

Con ey

Home one
Wark P =

| E-mail Ade. =

H Canicel ]

l [ o

Remove fields you do not wish to use by clicking
on the field namein the Field Names list and
clicking on the Delete command button ([ _eet= ).

Type additional field names you wish to use by

clicking on the Add command button ([_add.. )
and typing the field name as prompted.

Change the order of the field names by selecting the
field name you wish to movein the Field Names
list and clicking on the Move Up ([ movews |) or
Move Down ([ Meve bown |) command buttons.

Using Mail Merge

Notes

Note: The most
commonly used
field names are
displayed in the
New Address
List dialog box.
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Converting WordPerfect Documents

The need to convert documents from WordPerfect to Word is common in law
firms. It isimportant to note that conversions can cause several problemsin your
Word documents, including terrible formatting problems and document
corruption. Therefore, it is crucial to use the methods described herein rather than
using the built-in conversion filters.

Lesson Objectives

e Convert documents if you have WordPerfect installed on your
computer

e Convert documents if you do not have WordPerfect inst=cd ¢ 2xour
computer

276 © 2004 Software@Law, Inc.



Index

Index
B
Borders
Page.....coeiiiiiee e 271, 27981
Paragraph.........ccccevveviieviieieeeicesee 271, 278-79
TaADIES ..o 178-83
C
COMMENES.....eeieieeee e esee e see e see e e see e 202-5
Compare dOCUMENLS........ccoveerererereesieeeeeaene 21719
Converting WordPerfect documents............cc.c...... 271
CroSS-TEfErENCE.....coeieeeeeeeeee e 123, 124-27
Customizing
0 | R 296-97
TOOIbaArs....cccccveeececeee e 292-94
Customizing your WOrkspace............cccceeeeueee. 291-301
D
DOCUMENE MAP.....eieirieeieieseerie e 9-11
Displaying ....ccceveeeiieiecieseeeese e 10
[ 110 10T OSSR 10
Documents
TeMPIAES ....cvvcvvvvieieeeeeee e 26-28
E
ENANOLES ....o.veeeceeeceeee e 32
Creating .....ccoeeeeuereeseree e 4-16
(D15 1= (] o S 2.2
MOdifyiNg....coeoereriieneeeeereseeen e 1810
Excel
Inserting worksheets. ... el . 15297
Font
Setting default...... . 296-97
FOOtNOLES......ccee i e e 13-22
Creating .....cocet evveviss e 14-16
DFE NG et e 21-22
TOIfYING e 18-19
FU NS, s 53-63
Ci NG oo e 54-60
USITIC s 61-63
H
Highlight ..o 206-7
L
Labels
Individual......ccccoveviiiiieccces e, 285-90

© 2004 Software@Law, Inc.

M
Malil MEIGE ..oviveeeeeeee e 22962
FOrmM IEers ..o 23040
L o SIS See Mail merge
Merging doCUMENtS..........cceceveerrereeeeeeesreseenns 220-26
Metadata.........ccoeereriecrennenenn 1-2, 201, 208, 217, 220
N
Numbering
LiSENUM e .108-12
Multi-level........cooovveieieeecece e 7790
SEYIES.ceiieeeeeeeeeeereeere e s e 1-108
m
Pageborders.. ... i e 279-81
Paragraph br ders.........i i, 271, 278-79
S
Sharing doCuMEeNtS .........ccooeveerereeieeeere e 201-26
D T <. 0| (S 202-5
COMPE 2t 217-19
Lighlight text o 206-7
L 220-26
“rack changes, protect for...........cccceeeennee 221-23
< les
NUMDENNG. ... 91-108
T
Table of authorities..........ccccoveereinnens
L0170 11 o TSRS
Table of contents........ccccoevvevreenneninenes
CUSIOM ..
UPAating....ccoovveieeeieicese e e
TaADIES ..o
Calculations, SMple......ccceveveeieiniiiiienins
Excel worksheets, inserting
Formatting, borders and shading.................. 178-83
Formatting, column width............cccceeeeee. 174-75
Formatting, header rows...........ccccevvevveiceniennnne. 176
Formatting, inserting and deleting
columns and rOWS........cccoeuerreeereeerenenne 177-78
Formatting, row height..........ccccovevviiennnene. 175-76
Formatting, text direction..........cccceevvvierienene. 174
Template doCUMENTS..........ccoeervereeieese e 26-28
TeMPIAES ... 13-51
Creating, interactive.........ccceeeeevveiiesierieeenens 43-51
Creating, text OnlY ......cccoevveeeeieiiiesesieieeenns 3742
Provided by Word .........cccoceeveeivivineicnn, 26-36
Toolbars
CUStOMIZING ... 292-94






