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Microsoft Word for the Legal Professional — Quick Reference Guide

Commands based on Word 2016 for the PC although many procedures are applicable to other systems and
versions (e.g. Word PC 2013 and Word for the Mac 2016)

Create a Document using a preset Legal Document

1. Click File, New

2. Click in the Search for Online Template box and enter the search phrase “Legal Documents” or more specific
such as “Pleading Paper”

results based on search on “Legal Documents”

New

2} Home |legal documents jol

Investment club partner... = Tenant's notice exercisi... Legal pleading paper (3...

results based on search on “pleading paper”

New

{2} Home | pleading paper fo)

Legal pleading paper (2... -® Legal pleading paper (2... Le

C. Brody Associates © 2016 Page 1



3. Select Legal pleading paper (28 lines)
this is just an example of several templates you can choose

4. Click Create

Legal pleading paper (28
lines)

Provided by: Microsoft Corporation
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5. Fill in the pleading paper with your specific text.

[Attorney Names)
[Attorneys’ Business Address)
! || [City, 8T ZIF Code]

[phone | fax]
|| femait]
} [COUERT NAME]
[JURISDICTION]

j i [FLAINTIFF'S NAME]. Case No.: [Number]
Plaintiff,

bl s [FLEADING TITLE]

! || [DEFENDANT'S NAME],

) Defendant

[Type body of pleading here ]

! Daated this [day] of [Moath], [year].

[Attorney Name]
6. Save the file as a normal document as needed.

7. In the future, to use the template again, just click File, New, and select the specific legal template.
1t should be listed among your other stored templates so you can access it without an online search.
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Formatting Documents: Set Indents, Format Text

To Set Indents

Paragraph la
' B T
o Select the line or paragraphs to change indentation.
o From the Home tab, click the small arrow at the lower right of the Paragraph icon group
This presents the Paragraph box
o Choose Indentation parameters, click OK

Paragraph ? >

Indents and Spacing  Line and Page Breaks

General

Alignment: Left e

Qutline level: |Body Text e Collapsed by default

Indentation

Left: b = Speciak By:
Right: 0.5° = Hanging ~| 025t =
DMirrorindents

Spacing

Eefore: 0pt = Line spacing: Al

After: 0pt = Single ~ =

I:| Don't add space between paragraphs of the same style

Preview

Chooee hdmidon pammcde, cuk 0K

Tabs... Set As Default Cancel

Shortcut Option: On the Ruler, drag the Indent Markers

i Left Indent
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Format Text

1. Select text to be formatted.

tip: with the mouse arrow in the left margin, click once to highlight a line, double click to highlight a
paragraph or click 3x to highlight all text in the document.

tip2: double click on a word highlights it

tip3: press Control A to select all text in the document.

2. Under the Home tab, choose one of the font buttons to format text OR click the small arrow at the lower

right of the Font icon group to open a complete array of font choices. Make selections as needed and
click OK.

TimesNewRo ~{12 ~| A A | Aa~r &
B I U-abex x° MA-3¥-A-
Font M
Font ? >

Font Advanced

Font: Font style: Size:
Times Mew Roman Regular 12
Sylfaen Fs

Symbol Italic

Tahoma Bold

Tempus Sans ITC EBold Italic

Times Mew Roman W

Font color: Underline style: Underline color:
Automatic o [none) i Automatic
Effects
|:| Strikethrough |:| Small caps
|:| Double strikethrough |:| All caps
[] superseript [ ] Hidden
|:| Subscript
Preview

Times WNew Foman

This is a TrueType font. This font will be used on both printer and screen.

Set As Default Text Effects... Cancel
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