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MEET OUR TEAM OF WORD EXPERTS

Meet our team of Word experts who have co-authored this manual.

- JEFFREY SCHOENBERGER

Jeff is our resident Apple guru. After practicing law as an Equal Justice Works / AmeriCorps Legal Fellow
for the Legal Aid Society of Southwest Ohio, Jeff joined Affinity, and brought his unique ability to discover
> : faster and better ways for clients to do everyday tasks to our team. Because Jeff understands the worlds
\ N A of both PC and Mac users, clients using any type of system can count on him to help with desktop office
software and document assembly needs regardless, of the type of computer an office has. Jeff is also well versed in Apple's
i0S, so he can aid clients in making the most of their tablets and mobile devices.
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BARRON HENLEY

Vi
Barron is an attorney who has over 20 years of experience in legal technology. After earning his B.S./B.A. a
(marketing and economics) and J.D. from The Ohio State University, Barron discovered his passion for
helping lawyers fix problems within their practice. Today, Barron partners with our clients to make law
firms and legal departments more efficient. Barron's breadth of knowledge enables him to dive into the
details of a firm's operations. He is often the lead on Comprehensive Practice Analysis projects for clients that examine all
aspects of making a firm more successful: technology, organizational design, process optimization and financial practices.
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JOHN FEDERICO

3 John's specialty is "making technology do cool things it wasn't necessarily intended to do." Having
practiced as an attorney, John understands the rigors of practicing law, but he also empathizes with the
demands placed on a legal professional's time. With this in mind, he saves time for his clients by leveraging
document automation technologies like HotDocs and Microsoft Word, to drastically accelerate the
drafting, reviewing, and editing of legal documents.

DANIELLE DAVISROE

After working as an attorney in domestic relations for several years, Danielle found her way to Affinity and @
to this day she is always on the lookout for better ways to do things. She carries new strategies she finds
with her as she works with the clients her team supports. Danielle has a Bachelor of Science in Business
Administration from The Ohio State University Fisher College of Business and a Juris Doctorate from The
Ohio State University Moritz College of Law.

ADAM RINGEL

4 With four years' experience as a personal injury attorney, Adam is a valuable member of our document
W automation team. In addition to his skill in helping make legal drafting more efficient through technologies
like HotDocs and Microsoft Word, Adam provides training on the Microsoft Office Suite and builds custom

in Columbus, Adam is constantly invigorated by his colleagues. The group consistently helps one another find new insights
and perspectives along the path of finding the solutions our clients need.

CYARA HOTOPP

After graduating cum laude with a Bachelor of Arts in Philosophy from The Ohio State University and a
Juris Doctorate from The Ohio State University Moritz College of Law, Cyara knew she wanted to use her
education to solve problems for legal professionals. She is also currently working on getting an MS in
Information Assurance. Cyara works with law firms and legal departments to help streamline the drafting
of complex documents. Her technological understanding coupled with her background in law means she doesn't just make
a document work properly, but she also advises on truly improving the document from a best practices perspective.




MICROSOFT WORD FOR MAC FOR LEGAL PROFESSIONALS
TABLE OF CONTENTS

TABLE OF CONTENTS

1 KEY FOR USING THIS MANUAL

2 STOP LETTING WORD ABUSE YOU
With Word, Practice Does NOt IMake PEIfECL ........uuuiiiiii ittt e e rrre e e e e e e s baaa e e e e e e e e e nanaaeeas 2

Benefits of Word Processor Efficiency for Law OffiCeS .....uuuiiiiiiiiiiciiec ettt e s nrae e 3

3 MANAGING DOCUMENTS IN A LAW FIRM

What [s DOCUMENT MANAZEMENT? ...ciiiiiiiee ittt ettt e ettt e e et e e e et e e e s sabeeeesasbeeeesesbeeeessbeeeeessseeeeesnseeesanasenesennsens 5
What Are Files and HOW Are They STOr@A?.......ooi ettt ettt e s e ebee e e s e e s e sabe e e e ssabee e e esabeeeeenanees 5
D11 T 1 == PSPPSR 5
FOLARE SEIUCTUIES ..ttt ettt ettt e st e st e e b et e s bt e e ateesabeesabeeesabeesabeeessbeesabeeesabeesabaesnteesabaeaseeas 5
Law Firm Rules for Naming Files WhEN SQVING ......cccuuiiiiiiiiiiiiiieee ettt ettt e st e e s st e e s svae e e s sbeaeessbaaeessnnsaeaesans 6

4 NEW FILE TYPES AND RELATED ISSUES

DesCription Of the NEW FIle TYPES ....uviiiiiiiee ettt ettt e e et e e e st e e e e sbte e e e sabtaeeesastaeessstaeessstaeessnssaeassnns 8
BENEfits Of the NEW FIlE TYPES ..eeiiiiiiie ettt ettt e et e e et e e e st e e e e e sbteeessastaeeesstaeeesstaeessastaeessnstneaennns 8
Issues the New File TYPes Create fOr LAWYEIS .....ciicuiiii ettt ettt e sttt e e s etre e e s sbte e e s sbteeessabeaeeeebaaeessnnsaeaesans 8
What YOU Can DO ADOUL THESE ISSUES ...cc.ueiiiiiiiiiieieeieeeete ettt sttt ettt et st b e e s smeeereeneens 9

5 WORD'S "FLUENT USER" INTERFACE

Don't Be Alarmed, This IS @ GOOT TN ......ceiiiiiiiiiiiiieiciiee ettt e e e e e st e e s st ee e e ssbeeeesnbeeeesssreeeeanasenas 11
Our Take ON the NeW INTEITACE ....cociiiiieiecee ettt st st st sb e s sanesaneereeneenes 11
What The New Interface Means for LEGAl USEIS .......ciiiuiiiiiiiiie ettt re e s e tae e e e sata e e e ssaaee e ennaneeeeas 11
Word 2016's Basic INterface TErMINOIOZY ...cccuuiiiiiiiiieeciiiie ettt ettt e e e e et e e e e satr e e e e sataeeeesataeeeessseeesnsseeesnnnreeenan 12

6 RECOMMENDED CUSTOMIZATIONS

Quick Access Toolbar - Suggested Law Office Modifications..........ccoieciiiiiiiciiii e 14
1V =4 T 2 O L SN 14
Problems With Word 2016's Default Formatting for Legal USers..........cocuuiiiiiiiiiiiiiieee ettt 15

Page 1



AFFINITY CONSULTING GROUP TABLE OF CONTENTS

Yo T e W L] = 101 Lo [=T 4] o] =1 o U 16
How To Fix Word's FOrmatting DEfAUILS .......ccccuuiiiiiieiiee ettt e e e et e e e e b e e e e eare e e e eareeas 17
CUSEOMIZE The SEATUS Ba ... .eiiiiiiiitieiieeite ettt sttt ettt e s e st st st e b e be e s bt e sae e sat e et e e sbeesseesaeesmnesabeenneennes 19
TUIN ON T RUIBT ..ttt ettt e bt e e bt e s bt e s et st e e bt e b e e bt e sbeesateeaeeebeenbeesaeesanenas 20
How t0 Create KeYboard SNOMTCULS ......iiicuiiiiiiieic ettt e e st e e s s e e s s abe e e s s snbee e e snnbeeeesnareeas 20

7 SIGNIFICANT NEW FEATURES IN WORD 2016

IMProved Paste FUNCHIONAIILY ......oiiciiiie et e e e e et e e e et e e e s e b e e e s esbeeeeenbeeeeesreeesanrenas 22
NEW NAVIZATION PaNE. .. e e e e e e e e e e e e e e e e e e e e e e s e e e e e e e e e e eeeeeaeaeaeaeaeenas 22
Y T00] o] LY [ (U o Rt 22
(T o]V o oY 0 4 0 o T=T 0 £ PP 22
LT UL L=l 2= 1o [T T = PP 23
LTy P-4 T 2] o] o Yo o I PP 23
oo Q1= [ 1 =T o T~ TP 23

Tl =TTl - | T TSSO P PUPPIUPRUPRUPRORt 24
PreferenCes B GENEIAL ..o ui ittt e bttt e e st e e s bt e e s bt e s bt e e ab e e s beeesabeesabeesbeeesbeeenns 24
PrEfEreNCES B VIBW...ci ittt ettt sttt et e s bt e e sat e e sttt e bt e e sab e e sabteesabeesabbe e nbeesabeeesabeesabeesnteesabeeanns 25
Preferences B Edit ....coociii ettt ettt s bt e s e e s bt e e abe e s be e e s abeesabeeeanteenbeeenns 26
Preferences > SPeIliNg & GramiMar......cccuuiieiiiiieeeiiee e cree et sre e e e stae e e e s abe e e esbbeeeessraeeessbeeeeessseesesssseeesssnsens 27
Preferences B AULOCOITECT . ...c.uiiiieiierieeieeee ettt ettt st ettt et e st e st e st e s bt e bt e b e e sbeesreesaeesaneenneenneesreesnnenas 28
PreferEnCeS P SAVE ..ottt ettt st b e e e e sae e e e r e e reesreenane e 30
PreferEnCeS B PriNt....o.co ettt st ettt e b e s bt e st e st s bt e b e e b e e s b e e s re e saeesateereenneesreennne e 30
g (Y aTol ot g 1 Vol O ¥ [ =L T PRSP 31
Preferences P User INfOrmMation ........coo ittt s st sr e sre e s e sane e 32
Preferences P SECUNITY & PIIVACY .....uuii ittt e ettt e ettt e e et e e e e stte e e e e tb e e e eeaateeeseabeeesansbeseeennbeeeeennseneeennsenas 33
Preferences B File LOCAtIONS. .....coui ittt ettt sttt e b e e bt e sbe e sbe e saeeeateebeesbeesbeesneenas 34

(0] oY uloT o TN alo YT Ll =1 PSRNt 35
Call or Email SOmMeone WhO Can HeEIP.....ooiiiiie ettt ettt e et e e e et e e e s e bte e e s entaeeesntaeeeeanes 35
Three Golden Rules Legal Users Need t0 KNOW..........uuiiiiiii ittt e e e e e e et eee e e e e e e e snnreaaeeaaeeeenas 35

MICROSOFT WORD FOR MAC FOR LEGAL PROFESSIONALS Page 2



AFFINITY CONSULTING GROUP TABLE OF CONTENTS

10 WORD BASICS
1L T =T = o LSRR R 37
Tip - Selecting More Than One File or FOIder at @ TIME ......ceeciieie et e et e e eabee e s e eareeas 38
Screen Views - Improve or Enhance Document VIEWability........cooeiieiiiiiiiiic et 38
Viewing Two Sections of the Same Word Document Simultan@ously...........cccveeeiiiieeeiiiieeeeiiee e ereee e 41
Print @nd PriN PrEVIEW ...o..ei ittt ettt e b e st e st sttt et e b e s bt e sbe e saeeeateebeenbeesbeesanenas 42
Protecting against Lock-Ups and Document Corruption - LEEal TiP ....eeeeecieieiiiiiee ettt e e 44

11 TOOLS FOR DOCUMENT EDITING

LAY VA TE FS 4T o Yo T o = o Y PP 45
Y TV T =g N oYU g Yo BT B 1o Yol U] o 41T o) AR 45
O T aTo Lo T=T Yo A U=To o 3] g o] o ol Uy al (= VSRR 45
LT =T o L= PP T PP OPPR T 46
Y= (=T A L= TSRO T TP TP PPOT PP UPOPTON 46
DEIETE TOXL ...ttt ettt ettt b e bt at e s a et et e bt e bt e s bt e sheesae e ea b e et e e b e e ehe e e ae e e a bt e a bt e b e e b e e eheeeaeeeabe e te e bt e nbeesheenarenas 47
(0o o1 A ST =T o 21 (IO PSRNt 47
Legal Tip - Using Go To for QUICK NaVISatioN .......ciiiuiiiieiiiececees ettt ree e st e e e e e e s e e e e s areeas 48
Legal Tip - Holding Your Place in Long Documents with Virtual BOOKMarks ........ccccccuveeiiiiieeiicieeeeciiee e, 49
Legal Tip - FINding TEXt iN YOUr DOCUMENTES c....vviiiiiiiiieecciiee e ecitte et e et e e e s e e e e stbe e e s s abee e e ssbeeeesnbeeeesnseeessnnrenas 50
S aTe I TaTo I 2= o1 - ol YRR 52

12 PROOFING YOUR WORK

Customizing Spell and Grammar ChECK.........uiii i e e et e e s s bte e e e sateeeesntaeeeeanes 53
1Y 011 L =T ol <SRRI 54
Useful RefErenCe WED SITES. ... .ottt s st s ee e e e reesreesnne e 55
LU oL 60 ¢ =T o PPN 56
GrAMIMAT CRECK ...ttt ettt s e sttt e bt e bt e s b e e s et e e st e et e e nbeeas e e senesaneeaneeneennes 58
TRESAUIUS ..ttt et s et b e bt e b e s b e e she e s et e et e e bt e e be e s heesanesas e e bt e bt e b e e sae e e aeeenn e e b e e nreenrnenane e 58

13 WORD FORMATTING PRINCIPLES

The Microsoft Word Approach to FOIrMatting ........cccuueeiiiiiiiiiiiee ettt sree e s vee e e e tree e e nbe e e e eabaee s enaneeas 60
oL 0 o T Lo o= Y o L= PP PP PPPPPPPN 61
Wipe Out All Paragraph and FONt FOrMatting .....cccvviiiiiiiieiciiie ettt e e e s e ta e e e e ata e e e satae e e eanraeeean 62

MICROSOFT WORD FOR MAC FOR LEGAL PROFESSIONALS Page 3



AFFINITY CONSULTING GROUP TABLE OF CONTENTS

14 FONT FORMATTING
Adopting Uniform Standards fOr YOUT FIrM .......oooiiii ettt ettt e e ratae e e e aae e e e eata e e e snsaeeesannaaeeean 64
Font Group on the HOME RIDDON ......oiiiiiiceee et e et e e e e ar e e e s e ab e e e e eabeeeeenbeeeeenreeas 64
)78 o Yo £ U UURSNt 64
(01 d o1 o oY ol o g g F= T V= T o LU USRSt 65
EMpPhasizing TEXE iN @ DOCUMENT ... ..uiiiieiiieeeccieee ettt ert e e e sre e e et e e e e abaeeeeebbeeeesastaeeeansaeeeansseeeeenseeeeennseeeeennsenas 66
Non-Breaking SPaces and HYPRENS .......ouiiiiiee e e e e st e e e et e e e e et e e e s e bt e e e s eabeeeeennreeeeennrenas 68

15 PARAGRAPH FORMATTING FUNDAMENTALS

Paragraph Group of the HOME RiIDDON .......coiieieieeee et e e e e e e e e areeas 69
What Happens when Paragraph Marks Are DEIETed.........coocuiiiiiiiiiie ettt ettt e et e e e eareeeean 69
T Yed =T o] AT AN 7= g o V=T o | SRR 69
(R gL o - Tof | o V- S P PP 69
Automatic SPacing BETWEEN Paragraphis........uie ittt e e et e e e et e e e e satae e e e ntaeeeesssaeeeeansaeeesannraeenan 70
Keeping Text and/or Paragraphs TOGETNE.........coviiiiii ettt ettt ete e et e e ete e et e e e be e e beeesabeesabeeensseesbeeenns 70
Automatically Start a Paragraph at the TOp of @ NEW Page.......ccociiieiiiiiiicccieee ettt eeaaee e 72
TIP - What To Do If You Experience Bizarre Page Breaks ... ittt e e e s 73
TS ettt et h ettt e e b et e ea b e e e bt e e hte e e beeeahbe e et e e e b et e e bee e bt e e ahbe e e baeeeabeesateesaraeesabeeenns 73
SIBNATUIE LINES .eeetieiieiiei ittt e ettt et e e s ettt e e e e e s s bbbt e e eeeesssaababaeaeeeesssassssseaaeeeesssassssaaeeesssassnsnraaaeeessensanssnns 76
T T =T ) £SO P TP PRTRRPPROPRO 77
2 Lo T 4o LT Yo To IY oF- o 11 o Y-S0 PP 79

16 PARAGRAPH FORMATTING - PARAGRAPH NUMBERING AND BULLET POINTS

Bullets and NUMDBEIING = @ WaAINING ...ceoiiiiiiiciieee ettt e et e e e st e e s stte e e e s abeeesensbaeeeesabeeeeesseeesannseeas 82
BUITET POINES ...ttt sttt st st e bt e bt e s bt e s ae e st e s bt e st e bt e beesmeesae e et e e bt esneesrnesanenas 82
Single-Level Paragraph NUMDEING ....c..uiii ittt e e st e e e s ette e e s sbteeeesbtaeessbtaeeesstaeeesassanessnes 84
Adjust Indents for Bullets and Single-Level NUMbered Lists ........cccveeiiiiiiiiiiiiie st ssanee e 85
Multi-Level Paragraph NUMDBEIING ......ooi ittt e e e st e e e s b e e e e s bt ee e e sabeeeessnseeeeennrenas 86

17 PAGE FORMATTING (SECTIONS PART 1)

NON-SECTION BIrEAKS ...ccuveetieriteiie ettt ettt ettt st et e bt e bt e s bt e s bt e sat e s bt e b e e b e e beesbeesaeeeateenteesbeesreesanenas 91
SECLION BrEAKS ...ttt ettt et e b e s st st b bbb et et et e b e nhe e st e sare e b e e reenes 92
P A SO U c i ieieieie e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eaeaeaeeaeeaeaeeaaeaaaaaaaaeeetaaeatearaaaeararararanaes 92
Legal Tip - Printing Specific SECtioNS @aNd PAGES ....cccuvviiiiiiiie ettt ettt re e e st e e s b e e e e s ata e e e e nraeas 96

MICROSOFT WORD FOR MAC FOR LEGAL PROFESSIONALS Page 4



AFFINITY CONSULTING GROUP TABLE OF CONTENTS

18 HEADERS, FOOTERS & PAGE NUMBERING (SECTIONS PART 2)

Header and FOOTEr RIDDON ....c...oiiiiiiee ettt ettt e b e s bt st e st e et e e beesbeesane e 98
Create @ HEAOEI OF FOOLET ..ottt st sttt et e b e b e s bt sae e et e et e e sbeesbeesaeesanesabeenneennes 98
OUr AdVice 0N Page NUMDEIING ....oeiiiiiiee ettt e e e et e e e e ebte e e s ebteeesebaeeeeebtaeessstaeessantaeeesassanaeanes 98
Page Numbers Manually Inserted into @ Header O FOOTEN.........cioicuiiiieiiiiee et e e e e e e 99
Insert the Total Number of Pages in the DOCUMENT...........uiii it e e e e e re e e e eabe e e e e areeas 99
Number All Pages EXCEPE TE FIrSt ... .ucii ittt e et e e e st e e e e eate e e s e ataeeseabaeeeenbeeeeennseaeeenrenas 99
Create Page Numbering within Multi-SECtion DOCUMENTS ......ccccviiiiiiiiie e esearee e 100
Insert the Total Number of Pages in a Particular Section of the Document...........cccueeeeeiiieieciiee e, 105
Insert the Filename and Path in the Footer of Your DOCUMENT .......oovuiiiiiiiiiieiiieiee ettt 106

19 STYLES - THE BASICS

WAt A8 STYIES? ...ttt e e e e e e et e e e e ettt e e e et baee e e s baeeeeaasaaaeeanssaeeeanssaeeeansbasesansseseeennsenesennsenas 108
Word Uses Styles Whether YoOu Want THEM 0 NOT .....c..uuiiiiiiiiic ettt e e vee e e evre e e e ennaee e e aneeas 108
Two Formatting ApProaches iN WOId.........coooiiiiii ittt e ee e e e e tee e e e et e e e e be e e e e abeeeeeeabeeeeesaneeeeennsenas 108
Y Yo IV T o] =TT oY Y 4V (=TSR 109
TYPES OF SEYIES ittt e e s et e e e seab e e e e s bee e e e abeee e e e beeeeeaabeee e e beee e e baeeeeabreeeeareaeeennrees 109
All-IMPOIrtant RUIES OF STYIES ....oevieeiiie et e s e e st e e e st e e e e s bbae e e snbeeesesseeeesnseeas 110
D] = UL 1Y LSRR 113
Changing the Font FOr the ENtire DOCUMENT......c.uiiiiiiiie ettt e e e s sta e e ssaa e e e saaa e e e sssaeeesensreeeeas 115
USING EXISTING STYIES ettt e e et ee e e et e e e e s eabee e e s abaeeeesabaaeeeasbeeeeenbaeeeesnseaesannseeesannseeas 117
Create and APPIY NEW SEYIES...... . e s e e e e e et e e e e esataeeesntaeeesastaeeeessaeeesnsaeeeans 117
Voo [y AV Y T o 4 o= ) AV [T PP URP 119
LT Y =Y 1Y L= 119
Copy Existing Styles Into Documents You're WOrking ON........ccoccuiiiiiiiiiiieiiiie st e e e e sve e s seree e 120
20 STYLES - ADVANCED
THE KBY 10 SUCCESS .. uutiiiiiiiiee ittt ettt e e e ettt e e e ettt e e s et e e e sebeeeesaabeee e e sbaeeeesbaeeeeasbaeeeaasseeeeasseeeeaasseaeeassseeesennseeesennsees 123
Tips and Things to Remember before We Get Started.......ccoccveeieeiie e e e 123
STEP 1 - Modify the Heading Styles or Create YOUr OWN ........coocciiieiiiiiieeeiieeeeecieeeessveeeesssreeessnsneeessnsseessnnsseeeans 123
STEP 2 - Create YOUr OULIiNG NUMDEIING ... ..viiiiiiee ettt e e et e e s sata e e saa e e e essaeeesssaeeesansreeeaan 125
STEP 3 - Apply Styles t0 YOUr Paragraphs .........ueuiiiiiiei ittt e ettt e e e e e e e s eaaree e e e e e e e snbraaeeeeeeeeennnnnnns 127
STEP 4 - Subsequent FOrmatting Changes ..........uiiiiiii it er e e e e e e e e e e e e e e e s abraaeeeeaeeeeannnnnns 127
OLher [tE€MS TO CONSIAEN ....ceiuiieiiie ettt et e et st e s bt e e sar e sbe e e seeesabeeesmeeesabeesneeesareeeneeesnseesareeesaneesnne 128

MICROSOFT WORD FOR MAC FOR LEGAL PROFESSIONALS Page 5



AFFINITY CONSULTING GROUP TABLE OF CONTENTS

21 STYLES GALLERY
Y87 LI O 1 L=T o 129

22 TABLE OF CONTENTS IN LEGAL DOCUMENTS

Table of Contents - TAree IMETNOMUS .......cocuii i st s bt e e sbe e e ae e e sareesneeesareeas 130
Document With SEEregated TItIES ......cii i e e e s e e e e s b e e e e sbee e s esabeeeeesareeas 130
Document With NON-Segregated TitlES .......ccociiii i e e e et e e e ree e e e eare e e e e eabree e e eanaeas 133
Update the Table Of CONTENTS.....cccociiie et e e et e e e s e bt e e e e abe e e e ssnbaeeeesabeeeeenbeeeeenrenas 138
Formatting the Table Of CONTENTS.......coi it e e e e et e e e e bae e e e eabeee e eensreeeeeaseeas 138
23 TABLE OF AUTHORITIES
To I CT=T o T=T o | T OO T PO T T T SO PP PPPTRPPPOTOPSRTP 139
MAIK ThE CITAtIONS ....eeetieeeee ettt ettt e b e bt e s at e st st e et e e b e e sb e e saeeeat e et e e sbeesbeesaeesaneeabeebeennes 139
Generate a Table of Authorities Based on Your Marked Citations .........ccoeeeieriiiniiieeieereeneeeeeeeeeeee e 140
Yo N\ U1 oY oY T T o 11 V=TSR 140
Editing Table of Authorities Entries by Editing TOA FIelds..........ccoiiuiiiiieiieie ettt 141

24 CROSS REFERENCING PARAGRAPH NUMBERS

CrOSS REFEIENCES. ... ettt ettt s h e ettt e b e s bt e s bt e s ab e st e et e e bt e bt e sbeesaeeeateebeesbeesaeesanenas 146
Insert a Cross Reference Using the "Numbered Item" Method ..........cocciiiiiiii e e 146
Insert a Cross Reference Using the "Bookmark" Method ............oocuviiiiiiiii it 146
(01 oL 1 @ o I 0] =T oY Vol TR 147

25 REDLINING & PROTECTING ATTORNEY WORK PRODUCT

Negotiating DOCUMENTS IN GENEIAI ....ccciiiiee ettt e et e e et e e e e e bt e e e e e abe e e e e ataeeeeeabeeeeeenseeeeennsenas 148
Fa¥e [0 [T Y= o] 0 0T 41T 0| £ UPRTN 148
Comparing Documents EI@CIrONICAIlY........cccuuiiiieiiee et e et e e e ta e e e eara e e e eeasaeeeeennreeeaan 149
(00T 0] o 1T [a Yl B Lo Yol U3 T=T o1 {3 152
Tracking Changes @s YOU EdIT........couiiiiiiee ettt e et e e e e et e e e e ata e e e e nba e e e e abaeeeeabeeeeenaseeesennrenas 153
Prevent Editors from Turning Off "Track Changes' ........ccueee ittt tee e e et e e e eara e e e e araeas 154
= = To ) ST E U PR PSPPSR 155
Protecting Confidential DOCUMENTS = LEEAI T ..eiiiiiiiei ittt e et e e e ree e e e eabe e e e e eabaee e eeanaeas 156

26 AUTOMATE WITH MACROS AND AUTOTEXT CLAUSE LIBRARIES
F U o) L3 N 158

MICROSOFT WORD FOR MAC FOR LEGAL PROFESSIONALS Page 6



AFFINITY CONSULTING GROUP TABLE OF CONTENTS

L L Y S 1V Tol o TP USSP PROPRRPRR 160
When ShOoUId 1 USE @ IMIACIO? ......eeiiiieiieiee ettt ettt st st ettt et e s bt e sae e sat e e bt e be e b e e nbeesbeesneesnnean 160
WhEre Are IMaCroS STOMEA? .......i ittt sttt b e s bt et et e et e bt e s bt e sheesateeate e bt ebeenbeesbeesneesnneen 160
Moving Macros from One Template t0 ANOTNET ........ooi i e e et e e e e eareeas 160
[2Tole] o 1Y = Tol o L3 O T OSSP R PSP PPPTOUSP 161
If You Make a Mistake while ReCOrding @ IMACIO .......uuiiiiiieei ettt e e sree e e e sbee e s s snbee e e s nreeas 161
[ ATV Tl o 1P UPR 162
ASSIZNING @ MACro TO @ KEYSTIOKE ... .uiiiiiiiieietiee ettt e e e st e e e st be e e e sabe e e e ssbaaessnbeeesenasenesennseens 162
Assigning a Macro to a Quick Access TOOIbAr BULLON ........ciiviiiiiiiiiiiie ettt e s e s sbee e s saneeas 163

27 TEMPLATES IN GENERAL

=L aaY o] AT L] T o T=Tc PR 164
Why YOU NEEd t0 USE TeMPIAtES.....uiiiiiiiiieieiiie ettt ettt e e et e e et e e s st e e e e sabbeeeesanbeeeessbaeesssseeesesnseeesenaseens 164
TWO BasiC TYPES OF TEMPIALES ..veeeiiiiiiei ittt e e et e e e e e e e s st e e e s abeee e sssbeeeeesabeeeeesaseeesennseeas 164
NOIrmMal TEMPIAtE (DEFAUIL) ...cecuvee ettt et e e e e et e e s te e s ba e e sateesataeensaeesnbeeessseessseesnsaeenaseenn 165
WOTKING WIth TEMIPIALES ...eee ittt e e e e e e e st e e e e s abbeeeesasbeeeesssbaeeessnseeeessseaesennseens 165
(01 oF 1A Lo T 1= 0 Y o] USRI 167
1Y = 1T 0 0T o] LY PRSP 167
Voo [y AV T 1= 0 Y o] 1 £ PSPPI 167
Y o F= TR0 T= A 1= 0 Y o] = =TSSR 167

28 FILLABLE FORM TEMPLATES

What Are Fillable FOrmM TemMPIates?. ... ittt e e et e e e sbte e e e st e e e s s sbaeeesnbaeeeesaseeesennsenas 169
Significant Benefits Of Fillable FOIMS.......oi i e s e e st e e e s sara e e e esasbeeessaereeeeas 169
LG =T | =T T o o o RPN 169
Form Field Descriptions @Nd USES .......cciiuiiiiiiiiiiieiiiiie e ceitee s settee s eete e e setae e e s etaee e s sabaee s esnbeeeessabaeesesabeeeessnsseeesnnsenas 171
Y Yo IV T g Yot Te B F=Tol Yo YT UL TR 173
T L T o T o TSRS 178
L =g 11 g T =] o SRR 178

WHhen Mail IMEIEE IS USETUL ......ooiieiiiieee et e e e st e e e st be e e e st e e e e e sbaeeeennbeeesenseeeeensenas 180
YT o T T T Y LI =T o - UUERRN 180
Y T A =T (= oY 0] o (=SSP 180

MICROSOFT WORD FOR MAC FOR LEGAL PROFESSIONALS Page 7



AFFINITY CONSULTING GROUP TABLE OF CONTENTS

30 DE-CONSTRUCT AND RE-BUILD ANY DOCUMENT - NO MATTER HOW BAD IT IS

WE'VE All BEEN THEIE. ..ottt ettt et et b e b e s b e e s st e st e et e e bt e s bt e saeesaeesate e bt ebe e beesmeeeneeenneen 182
Step 0NE - TUIMN ON SNOW HIB......uiiiiiiiiie ettt e et e e et e e e st e e e e essaee e s ntaeeesnsaeeeessaeeeennsaneeans 182
Step two - Determine If You Need To Start With @ New DOCUMENT ........oiiiiiiiiiiiiiiee e 182
SEEP ThIrEE — COPY OF CrEALE ..eviiiiuiiiieeciieee ettt ettt e e ettt e e et e e e e et e e e e saataeeeestaeeesstaeeeessaeeesssaseesssaesesssaneeannsrneennn 183
Step four - Take Notes About What You're Trying To REPliCate.......coeviiiiiieiiiiieciiieee et s 183
Step five - Remove UNNECESSary KEYSIIOKES .......c.uiiiiiiiiiic ettt ettt e st e e e ee e ssaaa e e e snaaeeesnnsaeessannsaeeean 184
Step six - Wipe Out All Font and Paragraph FOrmatting......c...oeevciiiiiiiiiie e are e s earee e 187
Step seven - Fix Default Font and Paragraph SEtHINGS ......coccviii i e e s aaee e 187
Step eight - FiX Default Page SettiNGS ....uuii it e e et e e st e e e e ssta e e e esasaeeesnasreeeaan 189
StepP NINE - FIX PagE NUMDEIING. . ..viiiiiiiiie ittt e st e e ettt e e sataeeeeataeeesntaeeeeanssaeeenssseeesnnsseeennn 191
Step ten - Delete Any Manually Compiled Reference Tables ......cuueiieiiieieciiiiieieee e 191
Step eleven - Build and Apply Styles To Handle FOrmatting........ccueeiiiiiieiiiiiieiccieec e e s sevee e 191
Step twelve - DEal With FOOTNOLES ........uviiiiiiie ettt s e e e e e e s te e e sataeeessbaeeeesssaeeessnsreeeans 192
Step thirteen - Add Paragraph Cross REFEIENCES......ccccuuiiiiiciiie ettt e e e sre e e ssaae e e sssbaeeesnasaaeeeas 192
Step fourteen - Generate Tables of Contents and Authorities Properly........cccccecvveeieciieiiicieeecceee e 192

31 ENVELOPES

T AT a T4 T X 0 1Y7=1 [T o 1T PP PRR 194
Changing the Envelope Delivery Address and Return Address FONES........cccviiiriiieieiiiiee e saee e 195

32 ENDNOTES AND FOOTNOTES

INSEIt @ FOOTNOTE (et a e b e s s saba s 197
EIt @ FOOTNOTE ...ttt ettt st st e b e b e s b e e s et e st e et e e b e e sbeesanesanesaneeneennes 198
DEIETE @ FOOTNOTE ... ettt sttt et b e st st st e bt e b e s b e e s et e e et e et e e b e e s beesanesanesare e neenes 198
Convert ENdNotes 10 FOOTNOTES, OF VICE VEISA....uuuuuuurererrririruiiririrererererererererererererererer...........—.—.—.—.—...—.............———. 198
To ConVErt JUST ONE NOTE .....oouiiiiiiiiii i s ra e s ara s 198
Force Each Footnote To Stay Together ON ONE Page......cuueiiiciiieiiiiee ettt stee e eetee e e e vte e e e sbee e e e sbree e e sanaeas 199
Change the FOOTNOTE SEPArator LINE........cocciiiiiiiiiie ettt e et e e e e ata e e e s sata e e e saaseeesnsaeeeeansaaessansreeenan 199
33 TABLES
WAE IS @ TaBIEP ..ttt ettt s bt e e st e e s bt e e sabeesabaeesabeesabaeesabaesabaeesabeesabaeenabeesbaeesasaean 200
INSEITING @ SIMPIE TADI....eiiii et e e s e e e e s et ee e s sabaee e e abaaeeesataeeeesnbeeeeennseeeeennseeas 200
2 T [ol o [T o T=d o ) = T - o1 [PPSR 200

MICROSOFT WORD FOR MAC FOR LEGAL PROFESSIONALS Page 8



AFFINITY CONSULTING GROUP TABLE OF CONTENTS

SOIE DAt iN @ TaBIE .t ettt et e st st e b e b e e s b e e st sar e e n e e nreenanesane e 202
Convert Text t0 @ Table and ViC VEISa......coui ittt sttt ettt e sbe e saeesane e 203
Perform Calculations in @ TAbIe ......co.eiiiiii ettt st e s 203
When SHOUIA 1 USE TABIES? ...ttt sttt et ettt e be e sae e st e s bt et e b e e beesbeesaeeenneen 204

34 AUTO NUMBERING (LETTERING) EXHIBITS AND SCHEDULES

Auto-Numbering/Lettering Exhibits or Schedules To A DOCUMENT........cccvieiuiieeiieeeeieeciee e eetee e eveeeeve s 205
FIXiNG THe CAPLioN STYIE ..uoviiiiiiee et e e et e e e e et e e e s e bt e e e e eabeee e e nbaeeeeeasaeeeennseeeeennteeeeenasenas 206
Cross Referencing to Exhibits and SChEAUIES ..........oooeeiiiiieee e e e e e s eeree e 206

35 WORKING WITH WORDPERFECT FILES

F VYoo I o Yo T UL o N oL @ o = o) o <] PSR SR 207
Why Word Users Need To Understand How To Handle WordPerfect DOCUMENTS ........ccvveeeecviieecciieeeeciiee e 208
Recommended Approach: Word Users Who Occasionally Edit WP DoOCUMENtS.........ccccuveeeeeiiieeeiiieeeeeiiee e 208
Recommended Approach: WP Users Who Occasionally Edit Word Documents...........cccceeeeeieeeeeecieeeeeccveeeeeennenn. 208
Options for Word Users Who Have To Convert WP Documents To WOrd.........ccccveeeeiiieeeeciiieeeceieee e e sevveee 209
Problems With The FOregoing OPLiONS .......ccccciiiiiiiiie e cciee ettt eetee e e e tee e e s ette e e e e bee e e eenbaeeeesnbeeeeeenseeeeennsenas 210
[2{Tole a0 a =T o Yo (Yo @0 4o o TN oo o o1 U PR 211
If You Get an Error Opening WP Documents IN WOrd ........cooociiieiiiiiie ettt e e s e s s svee e e e 211
If You Are SWitching from WP £0 WOKd.......cooiiiiiii ettt sttt e e sbee e et e e s eaba e e e e sabe e e e e snbeeeeenaneeas 212
How To Clean Up A Document Word o WP CONVEIS........cciiiciiieiiciiie e cciieeeceiiee e ssiree e seteee e esree e s ssbeee e ssnseeeessasenas 212
FOrMAttiNg RAW TOXT .. .uveiiiiiiiiiiiiieeee ettt e e e ettt e e e s s sttt et e e e s s s s aabeaeeeeessaasssaraaaeeeesssassssaaeeesssssnssssnnaneesssnnns 215

Speed Keys CommONly USed iN WOId........occuiiiiiiiiie ettt et e st e e s e e e s saaa e e e saaaeeesnsaeeeesssaaeesnasseeeens 216

MICROSOFT WORD FOR MAC FOR LEGAL PROFESSIONALS Page 9



A

.
Affinity CHAPTER 16

CONSULTING

1 6 PARAGRAPH FORMATTING - PARAGRAPH
NUMBERING AND BULLET POINTS

BULLETS AND NUMBERING - A WARNING

To completely control numbered or bulleted paragraphs, you need to link your numbering scheme to "styles" in
Word. A style is a set of formatting characteristics that you can apply to text, tables, and lists in your document to
quickly change their appearance. When you apply a style, you apply a whole group of formats at once. Linking
numbers and styles allows you to simultaneously control the formatting of the number/letter and the formatting
of the paragraph that follows the number. If you use bullets or numbering in isolation (without linking them to
styles), the only thing you can control with the numbering scheme is the format of the number itself. To read more
about styles, see 19 - Styles - The Basics on page 108 and 20 - on page 123 below.

Having said all of that, we appreciate the fact that most Word users just want paragraph numbering and don't
understand how to control Styles. This chapter is designed to help you get paragraph numbering and/or bullets to
work the way you want even though you may not fully understand how to control styles.

BULLET POINTS
What Is a Bullet Point?

Bullets are symbols that appear to the left of text and are usually used to highlight the text that follows it or simply
to help separate items in a list. Bullets can be applied as you type or afterwards. An example of bullets is shown
below:

13. Conflicts of Interest. Employee shall conduct business in an ethical manner by:
¢ Avoiding any conflicts of interest; and

e  Refusing to accept, and reporting to the Company the offering of, anything of value, including a gift, loan
on preferential terms, reward, promise of future employment, favor or service intended to, or which
possibly could, influence a person to discharge his duties for the Company, or which is based on any
understanding that his actions would be influenced.

Apply Bullets Using Toolbar Button

1. Click the Home ribbon % Paragraph group % Bullets button = 0f you're not happy with the default
bullet that appears, click the Bullet button dropdown arrow to choose another style (select from the
Bullet Library), or create your own (select Define New Bullet...).
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Bullet Character

. *
»
Bullet Library
I
. Bullet... Picture...
Hone: [ ] ] ] .L " »  E—
I
) v Bullet Position
s »
r Indent at: | 0,75" z —
Tel o B
Document Bullets Text Position
[ Indent at: | 1" z Add tab stop at: 1’
Cancel Ok
Define New Bullet...
FIGURE 16.1

2. Inthe Define New Bullet dialog select the characteristics that you would like applied to new bullet style,
click OK and the bullet will be inserted into your document.

Click OK and the bullet will be inserted into your document.
Type some text after your bullet and hit Enter.

The bullet style carries down the page with each hard return.

o v o~ w

If you want extra lines between each bulleted paragraph, use paragraph spacing (see Automatic Spacing
Between Paragraphs on page 70 above.

Turn Off Bullets

When you insert a bullet, each time you hit Enter another bullet will automatically be inserted at the beginning of
the next line. You can turn off bullets several different ways:

e Click the := button again; or
e Hit Enter twice at the end of a bulleted list; or
e Hit the Backspace key; or

e Hit Cmd + Shift + N (which applies the default style called normal).
Bullet List Styles

As will be discussed in greater detail in 19 (page 108), styles are groups of formatting attributes that can be saved,
named and then re-applied at any time thereafter. Word 2016 includes four pre-defined Bullet List Styles which
can be easily applied and/or modified.

In order to see the pre-defined bullet styles and apply them:

(1)
Styles

1. Click the Styles Pane button ( ™™ ). Where it says List, select styles to show as All Styles.
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List: | All Styles —

2. Scroll down and you'll see the following styles to choose from:

» List Bullet ol
« List Bullet 2 T

» List Bullet 3 el

« List Bullet 4 T

+ List Bullet 5 T

3. Click on the List Bullet style you want and it will be inserted into your document.

SINGLE-LEVEL PARAGRAPH NUMBERING

Draw Back of Single Level Paragraph Numbering

The problem with this particular feature is that it is only capable of one level of numbering. If you use this and
later realize that you need a few sub-level paragraphs like the example below, single-level paragraph numbering
can't help you and you'll have to start over with a Multilevel paragraph list.

7. The Master Commissioner of the Todd Circuit Court is ordered to sell the real property upon the terms and

conditions provided in this Judgment, and the Master Commissioner will, from the proceeds this sale on the interest upon
the sale bond, if any, pay the following items in the priority indicated:

a. First to be paid shall be the cost of the sale and cost of this action;

b Second to be paid shall be any real property taxes due and owing to the City of Allensville, the County
of Todd or the Commonwealth of Kentucky for the years 2005 and all years prior thereto;

c. Third to be paid shall be the judgment amount due and owing to the Plaintiff, First Bank of Todd, in
the amounts adjudicated hereinabove, together with any additional amounts equal to advances made, if any, by
the Plaintiff for the purpose of the protection of the property, payment of taxes, or hazard insurance premiums,
such additional amounts to be evidenced by affidavits of the Plaintiff presented to and approved by the Court
prior to payment, as well as the Plaintiff's court costs herein expended; and

d. Any amounts then remaining shall be held by the Master Commissioner of the Todd Circuit Court,
pending further order of this Court as to the distribution of said proceeds.

In view of the foregoing, we generally recommend that you use multi-level paragraph numbering as described in
the section entitled Multi-Level Paragraph Numbering on page 86 below. If you set up a multi-level paragraph
numbering scheme but only use the top level 99.99% of the time, there is no penalty for doing so. The big benefit
of this is that if you ever need a sub-level, it's already there and ready to use.

Apply Numbering Using Toolbar Button

1. Click the Home ribbon % Paragraph group # Numbering button | If you're not happy with the default
number or letter scheme that appears, click the Numbering button dropdown arrow and choose a
different style (select from the Numbering Library) or create a new format (Define New Number
Format...).
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b

[

Define New Number Format...

FIGURE 16.2
2. Type some text after your number and hit Enter.

3. The number style carries down the page with each hard return.

Cancel

4. |If you want extra lines between each bulleted paragraph, use paragraph spacing (see Automatic Spacing
Between Paragraphs on page 70 above: Font % Paragraph ¥ Indents and Spacing tab # Spacing
Before/After # Uncheck the Don't add space between paragraphs of the same style box).

Restart Numbering

If you have a numbered list earlier in your document and now you want to insert another numbered list, clicking

the = button will continue your numbering from the previous list. If you would like the new list to start
numbering over again, you can right-click on the first line of the new list and choose Restart Numbering

ADJUST INDENTS FOR BULLETS AND SINGLE-LEVEL NUMBERED

LISTS

You will notice that when you add bullets or numbering, Word automatically sets your indents and you may not
like what you get. If you change the indents using the Paragraph dialog, Word will reset them whenever you re-
start numbering or change anything else about the list. In order to get them to stick, you need to:

1. Place your cursor in the paragraph

2. Inthe main menu bar, select Format % Bullets and Numbering and choose a bullet type. (If you don't see

the bullet you need, click on a bullet type you won't be using.)
3. Click on Customize

4. Change the indents based on the illustration to the right

5. Change the bullet, type if needed (to do this, choose one from the predefined list shown or use the three

buttons Font, Bullet, Picture)
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6. Click on OK
The settings in the Adjust List Indents dialog above mean:

o Number Position: This how far from the left margin you would like the automatic paragraph number
to appear

e Text Indent: This is how far from the left margin you would like the text of the paragraph following
the number to appear.

Customize Bulleted list

Bullet Character

Font... Bullet... Picture...

Bullet Position

Indent at: | 0.5" -

Text Position

Indent at:  0.75" - Add tab stop at:  0.75"

Cancel | LS

FIGURE 16.3

MULTI-LEVEL PARAGRAPH NUMBERING
How Multilevel Paragraph Numbering Works

Word allows you to set up automatic paragraph numbering schemes up to 9 levels deep. For example, below is a
4 |level deep outline:

IX. TERMINATION.

A Termination Without Cause. This agreement may be terminated by either party without cause upon ninety
(90) days written notice to the other party, it being understood and agreed that such term and notice are
reasonable in relation to the scope of this agreement and the undertakings herein provided for.

B. Termination With Cause.

1. Default. If either party shall default in the performance of any obligation or payment of any
indebtedness under this agreement, it shall have 30 days after delivery to it of written notice of such
default within which to cure such default. If such defaulting party fails to cure its default within such
period of time, then the other party shall have the right to terminate this agreement without further
notice.

2. Other. This agreement may be terminated by either party at its option and without prejudice to any
other remedy to which it may be entitled at law or in equity, or elsewhere under this agreement, by
giving ten (10) days written notice of termination to the other party if the latter should.

i Be adjudicated a voluntary or involuntarily bankrupt under any chapter of the Bankruptcy
Act, as now or hereafter amended;

ii. Institute or suffer to be instituted any proceeding for a dissolution, reorganization or
rearrangement of its affairs;

iii. Make an assignment for the benefit of creditors;

MICROSOFT WORD FOR MAC FOR LEGAL PROFESSIONALS Page 86



A

=
Affinity CHAPTER 16

CONSULTING

iv. Become insolvent or have a receiver of its assets or property appointed; or
V. Allow any money judgment against him to remain unsatisfied for a period of thirty (30)
days or longer.

Why You Should Use Multilevel Numbering In Every Circumstance

As described previously, the Bullets button and the Numbering button only allow ONE level of bullets
or paragraph numbers. Therefore, if you start with either one and later determine that you need a sub-level, you
simply can't get there from here (and you're going to have to start over with a multilevel numbering scheme).

Because of this, we strongly recommend that you use the Multilevel List button exclusively for numbering
or bullets of any kind. Multilevel lists can also handle any kind of bullet point and since there are 9 available levels,
it's never a problem to add another level (unless you need 10 or more levels).

Set Up a Multilevel Paragraph Numbering Scheme

If you already have paragraphs typed and want to apply paragraph numbering after-the-fact, you can do so by
selecting the paragraphs and following the steps below. Otherwise, set up the scheme before you start typing.

A—
a—

1. Click the down arrow adjacent to the Multilevel List L2~ button (Home ribbon, Paragraph group).

2. Choose Define New Multilevel List (not Define New List Style) at the bottom of the drop down menu.

Customize Outline Numbered list

Level Number Format

u Enter formatting for number: 2. Nurbsred
< Nurbered *
2 2
’ Font...
3 N
4 Mumber style for this level: Start at: a.
5]
5 1,23, .. B : )
? v
g Legal style numbering 1.
g nclude level number from: a.

Number Position
Left k4l Aligned at: 05" -
Text Position

Indent at:  0,75" " Add tab stop at: 0.75"

w Cancel “

FIGURE 16.4

3. You will now see the dialog shown above. Here are a couple of things to keep in mind:

e You can make adjustments to any of the 9 levels by simply clicking on the level you want to modify
on the top, left side of the dialog.
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e  You NEVER type a number in the Number Format box. Instead, you use the code for the paragraph
number which will be inserted when you choose something from the drop down below Number
style for this level.

e Font button should only be clicked if you want the formatting for the paragraph number to be
different from the paragraph that follows it. Therefore, you should not click the Font button in
most cases.

e Number alignment must always be set to Left, even if you're centering an article number.
e Aligned at means how far away from the left margin you want your number to appear.

o Text indent at means how far from the left margin you want the text following the number to
appear.

'gl"""1"'""2"""'3"' D S R - S R R R - T R S A 4

|1. On the Insert tab, the galleries include items that are designed to coordinate with
the overall look of your document. You can use these galleries to insert tables,
headers, footers, lists, cover pages, and other document building blocks. When you
|create pictures, charts, or diagrams, they also coordinate with your current
document look.

You can easily change the formatting of selected text in the document text by
aeosing a look for the selected text from the Quick Styles gallery on the Home

Aligned At

When you create arts, or diacrame_thew algg coordinate with your current document

look. You can easily cha ng t in the document text by choosing a look
for the selected text from the Quick £ 9 ¢ Home tab.

FIGURE 16.5

4. Below is configuration for a 3 level deep outline. Since I'm not going to use levels 4 - 9, there's no need to
format them at this point.
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Customize Outline Numbered list

Level Number Format

u Enter formatting for number: D Murbared
 Nurrbered | I
2 2
’ Font...
q |
4 Mumber style for this level: Start at: a.
5]
5 12,3, .. [~ BE .
? v
g Legal style numbering 1.
g nclude level number from: a
i
Number Position
1.
Left kd Aligned at: 0.5" -
a.
Text Position
Indent at: | 0.75" : Add tab stop at:  0.75" I
v Cancel | \SCLIN
FIGURE 16.6

5. After you've set up the levels the way you want, click OK and you'll see a paragraph number appear in your
document. Just begin typing. When you hit Enter for the next paragraph, you'll get the next subsequent
number automatically.

6. If you want to change the level of the next paragraph to a sublevel (level 2 rather than level 1), you can
use any of the following methods:

L
il
LE]
il

e You can promote or demote a paragraph by clicking the buttons

e If your cursor is at the beginning of a paragraph you can demote it by hitting the Tab key on your
keyboard. Promote by hitting Shift+Tab.

e If you right-click the paragraph, you can promote it by choosing Increase Indent or demote it by
choosing Decrease Indent.

Add Spacing Between Numbered Paragraphs

If you want to add spacing between the numbered paragraphs, select all of the paragraphs you've typed, right-
click and choose Paragraph. Add a 12 pt After and uncheck Don't' add space between paragraphs of the same
style. Then click OK.

MICROSOFT WORD FOR MAC FOR LEGAL PROFESSIONALS Page 89



CHAPTER 16

Affinity

CONSULTING

Spacing

¥

Before: 0 pt
Line spacing: | Single d At: i
After: 6 pt z

| Don't add space between paragraphs of the same style
Snap to grid when document grid is defined

FIGURE 16.7

Make All Paragraphs Double Spaced

The explanation for adding spacing between numbered paragraphs above assumes you have single spaced
paragraphs and would like extra space between each one. If you just want every paragraph double-spaced, don't
add space between them or you'll end up with too much space between each paragraph when you apply the
double space formatting. Instead, select all of the paragraphs you've typed, and click Format ® Paragraph (SK:

Opt+Cmd+M) ¥ set Line Spacing to double (SK: Ctrl + 2). Of course, you can also apply double spacing by using
b=
the Home ribbon ¥ Paragraph group ¥ Line and Paragraph spacing button ¥~ _,

Restart Numbering at 1

Right click the paragraph you want to start over again at 1 and choose Restart at 1.

Make Changes To Your Numbering Scheme

If you decide you want to change something about the numbering scheme you've created, right-click any
paragraph and choose Adjust List Indents. You'll be presented with the Multilevel list dialog again and you can
make changes. Note that you do not have to be in the first paragraph to do this. For example, let's say | have 3
pages of numbered paragraphs when | decide that | want to change the top level of the outline from Arabic (1.) to
Roman Numerals (I.). Click any paragraph in the numbered list, choose Format % Bullets and Numbering, select
your list, and click Customize. As you'll see the entire list will change (above and below the paragraph that you
right-clicked in the first place.

Turn Numbering Off
There are two ways to do this:

e Hit the Backspace key twice; or

—
e Click the Multilevel List button #= once
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