Three Tips for Every Advocate

* Format Painter
* Find & Replace (Advanced)
» AutoText (and turning off AutoCorrect)
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Format Painter </

 What? Looks like a paintbrush in Toolbar.

 Why? Can apply formatting you have in
one part of a document to any other part of
the document with one click.

* Revolutionizes your work!

Let's say you have created a beautiful pleading and then need to copy in some text
from another document. When you do, the formatting in your document is messed
up -- wrong font, wrong margins, numbering is off... Format Painter can save the
task of manually fixing this problem. Put your cursor anywhere in the para that has
the formatting you like. Click Format Painter icon in the Standard Toolbar. Then
highlight the sections that need to be “painted over” with the correct format. Voila!
Complete.
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One Concept: Replace something you type with something else.

Two Applications:

Maybe you type a mistake often and want Word to automatically correct it for
you.

Maybe you type the same long sentence often and would rather that Word
replace a shorter set of characters with your longer sentence.

A Third Consideration : Everyone should know how to Turn It Off.



AutoCorrect:

-- Delete
“corrections” you
don’t want Word to
make.

—— -> Copy in a short
phrase in “With”,
put a codename in
“Replace” to save
extra typing.

D

For example, “In the interest of time, | am sending this to you at the same time | am
sending this to my client. It is therefore subject to further review.” -- can be in the
With. Replace with intime




AutoText In Action... .[ autoText

When | start typing my name (or a
certain set of keystrokes MS
Word is trained to watch for), it
will popup an “faster fingers”
option...In the middle of my
typing, | can hit ENTER and that
word will appear.

Consider AutoText for:
* Your program name
 Staff names

» Opposing counsel names

« Partner programs...etc.

What? AutoText finishes words you are typing.

You can use AutoText for words you will still type out (versus use a code as in AutoCorrect), but you want Word
to finish your typing for you to save time. Any text entered as AutoText will be utilized for word prediction.

Examples:
Your program name
Your name (and other staff names)
Partner entity names
Opposing parties (common)
Some sentences or phrases



Find & Replace Can Save Formatting

>
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Say you've cut and paste something from another document that has a section
spaced with extra paragraph marks (return keystrokes). Highlight the section. Go to
Edit on Toolbar, then Find and Replace. Select Special for special marks to replace.
You can then just replace the paragraph mark with a space. Saves manually
deleting them!




