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A NEW KEYPAD FOR LAWYERS? YES§!!!
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v'My first introduction was when I
worked as a staff attorney, we used
the case citation shortcuts at the
Fourteenth Court of Appeals

v'Then recently I saw this keyboard
on a closed Facebook Lawyer page

v It generated a lot of attorney
interest, so I proposed my idea to
Steve Hayes and Michael Ritter




The time 1t

takes to type

repetitively
used words is
better spent!




Start by customizing
Quick Access Tool Bar




The Quick Access Toolbar makes
personalizing easy

Search




To Customize the Quick Access Toolbar

Go to File then Options

Info




Word Options

& Customize the Quick Access Toolbar

mands frome (i

Popular Coommands

<Separator>

_h Accept F
K¢y Add a Hype
E Add Tab
= Align Left
H AutoSav
5= Bullets

= Center

il C

_____

ize Quick Access Toolbar:

For all documents (default)

AutoSave

Reset ~

Import/Expont ~

Cancel

Customize the
Quick Access
Toolbar

v'Go to File

v Options

v'Quick Access
Toolbar




= MasoCosmect Options...

Add the AutoCorrect
and any other shortcut

here

v'Go to All Commands in the
Choose commands from: box

v'Scroll to find your desired Quick
Access Toolbar shortcuts

v'Add AutoCorrect Options

v'It will appear in the right
window

v'Then you can organize the order
of the Quick Access Toolbar
options
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See the ribbon on the upper left

Click on the AutoCorrect to input
shortcuts



AutoCorrect: English (United States)

Show AutoCorrect Options buttons

[4] Correct TWo INitial CApitals Exceptions...
[] Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Plain text Formatted text

Add Delete

[V] Automatically use suggestions from the spelling checker

OK
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h1

(Tex. App.—Houston [1st Dist.]

v Type the citation exactly as you want it
To add citations

to appear and copy it with no extra
space after

v Choose your shortcut. I have chosen h1



Input
shortcut and
“Formatted
text”

replacement

AutoCorrect: English (United States) ? X

[] Show AutoCorrect Options buttons

[] Correct TWo INitial CApitals

[ ] Capitalize first letter of sentences
Capitalize first letter of table cells

[] Capitalize names of days

[] Correct accidental usage of cAPS LOCK key

Exceptions...

Replace text as you type

Replace:  With: O Plaintext @/Formatted text

h (Tex. App.—Houston [1st Dist.]

h1 (Tex. App.—Houston [1st Dist.) A

hi14 (Tex. App.—Houston [14th Dist.]

hadbeen had been

hadn;t hadn't v
Replace Delete

Automatically use suggestions from the spelling checker

OK Cancel
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£ Youcanuse
P autocorrect for any

words that you
repeatedly type
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More time
saving t



AutoCorrect: English (United States) ? X

[] Show AutoCorrect Options buttons

b1 Correct TWo INitial CApitals | Exceptions...
[ ] Capitalize first letter of sentences

Be sure tO Capitalize first letter of table cells
include the
formatting in

[] Capitalize names of days
[] Correct accidental usage of cAPS LOCK key

Replace text as you type

the aUtO CO rreCt Replace: with: () Plain text (®) Formatted text
tfc TEX. FAM. CODE §
tehy they A
telit he tell the
termoil turmoil
tfc Tex. Fam. Code § v

Replace Delete

[v] Automatically use suggestions from the spelling checker

OK Close
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afmd fst
affirmed factually sufficient
rev Isc
reverse legal sufficiency
revd fsc
reversed factual sufficiency
rem ant or appa
remand appellant
remd ape or apee
remanded appellee
mod apas
modified appellants
DNrocws B (H B - ] +



Keyboard

Shortcuts
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To add Special

Character Keyboard
Shortcuts

Symbol ? A

Symbols | Special Characters

Shortcut key:

— Em Dash Ctrl+38 A

- En Dash Ctrl=Num -
Nonbreaking Hyphen Ctrl+=Shift=_
- Optional Hyphen Ctrl=-
Em Space
v'Go to Insert En Space
1/4 Em Space
/ S b l Nonbreaking Space Ctrl=Shift=5Space
yYmbpo ©  Copyright Alt+Ctrl+C
& Registered Alt+Ctrl+R
- Trademark Alt=Ctrl=T
v More Symbols . .
. Paragraph Alt+P
v Special Characters w  Ellipsis Alt+Ctr+.
’ Single Opening Quote Ctrl+,
Single Closing Quote Ctrl='
Double Opening Quote Ctrl="
Double Closing Quote Ctri+",’ v

/ .
Here is where you can P

add more than one
keyboard shortcut Insert Cancel




Click on

Section for
DEE

Symbol ? X

Symbols Special Characters

Character: Shortcut key:
— Em Dash Ctrl+8 P
- En Dash Ctrl+=Num -
- Nonbreaking Hyphen Ctrl+Shift+_
- Optional Hyphen Ctrl=-
Em Space
En Space

1/4 Em Space

- Nonbreaking Space Ctrl+Shift=Space
® Copyright Alt+Ctrl=C
& Registered Alt+Ctri=R
L Trademark Alt=Ctrl=T
| Paragraph Alt-P
Ellipsis Alt+Ctrl=.
Single Opening Quote Ctri+",
Single Closing Quote Ctrl+",
Double Opening Quote Ctrl=,"
Double Closing Quote Ctrl+"," v

AutoCorrect...

! Insert Cancel

.




[usealtS
but you can

use
whatever
you like

Customize Keyboard

Specify a command
Categories:

Common Symbols

Current keys:

[Alt+S

Save changes in:.  Normal

Description

Inserts the Section character

Remove

Commands:

Press new shortcut key:

W

Reset All... Close




Keyboard
- Shortcuts for font

and other actions




Word Options 2 %

TO Add KeYboard .'F_M E. Customize the Ribbon and keyboard shortcuts

Display
LChoose commands from Custornize the Ribbon:
Proofmg
Ortcuts 9 Popular Commands v Main Tabs -
Save

ey - Main Tabs -
r B i Blog Post

o F!E---.-:'- Blog Post

Bullets 3 F}@Z'!._I ning

o .
nguage E-: A

= 3

=

e

<511
m
&
g
3

v'Go to File
v Options -

Define New Number Format B Font

B [J Draw .
F‘ F;El:'!-. gn
4 F!@- Lt
. EM:‘C'E'E"_:L
183

E@'-‘cl ngs

= Review

@ b View
. i B [ Developer
Dreass

E; d-1ns

" R Halr

Sk » New Tab Mew Group Rename..

ToSMETT
E

v  Customize Ribbon

= b

v Keyboard Shortcuts:
Customize

mEFI = Gk

Custormazations: Reset +

Impen/Export ~




Insert Footnote
Now

v Go to File
v Options
v Customize Ribbon

v For Categories, choose
All Commands

v’ Look to the Commands in
the right box

v Type the first letter of the
command

v’ Assign Press New
shortcut key and hit
Assign

Customize Keyboard ? X

Specify a command

ommands Not in the Ribbon A | |InsertExcelTable ~
Other Commands | <<No label> > Tab | InsertField
All Commands | InsertFieldChars
--------------------------------------------------- | InsertFile
Macros |InsertFootnote
Fonts linsertFootnoteNow ]
Building Blocks [ InsertFormField
Styles ¥ | |InsertFrame o
Specify keyboard sequence
Current keys: Press new shortcut key:
Alt«F
Alt+Ctri=F ;
Save changes in: | Normal "
Description

Inserts a footnote reference at the insertion point




Customize Keyboard ? X

Specify a command

Categories: Commands:

!Other Commands | <<No label=> Tab ~ ShrinkFontOnePoint ~
All Commands ShrinkSelection

S L S A SignDocument

Macros SigningServices

Fonts SignOutOfPassport

Building Blocks SkipNumberin

Styles Smalicaps

Common Symbols ¥ | |SpaceParal i

TO add Specify keyboard sequence
Smallcaps Current keys: Press new shortcut key:

Al+K

I use A.lt K Ctrl=Shift=K

Save changesin: Normal ~

Description

Makes the selection small capitals (toggle]

Assign Remove Reset All... Close
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Quick Parts

Quick Parts are reusable pieces of content. Leam how to add them
Outlook messages and Word documents.,

Use Quick Parts and AutoText in Word

You can use the Quick Part Gallery to create, store. and reuse piecey
of content, including AutoText. Thes reusable content is stored as
building blocks. AutoText is a common type of building block that

Page 1aof 1 L f['}




Quick Parts

v'Reusable content AutoText is
stored in the AutoText Gallery or

v'It is stored in the Building Blocks
Organizer (Word only)

v'In the Building Blocks Organizer,
you can Edit Properties, Delete,
or Insert Quick Parts here

v'Under Explore Quick Parts, there
are step by step instructions
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STANDARD OF REVIEW

Wa review 3 ol cowrt's ruling on 3 mosos © wppres mdar 3 bifercewed sendard
Cirmosohe v, Same, 30 5 W 5 320, 127 (Tex Crem. App 2000 We review & wal comr's
o lusisans of lew 48 sove M st BTE 16 & wesl couans Sare findias 0w seppoesed by ohe eoond
of nre baied o8 (he o alusbasn of wines dredibaliy asd desmeans. we enld alfosd e ilsmen)
Ll Sefepnce Cutweds v, Diase 935 S W 24 85, B9 (Ten Ciem Apg. 1997) "The wsill jadie s
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desermane whether e cvadence sapposts th Eadap. M| see Bodvpes v Shate, EE S W 2 334,
198 a b (Tex App —Howten [ 140k Dast ] 1998, 5o pat

[Sample Semdud of Reveew provided copresy of Machae] Rmer]

......

Quick Part
v Type the text you want

v Hit the down arrow for
Quick Parts

v Scroll to Auto Text

v’ Save Selection to Auto
Text Gallery

v Then to add that selection
to another document, go
to Auto Text, scroll to
the paragraph you want
and click on it to insert
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Building Blocks Organizer

EBuilding blocks:

Click a building block to see its preview

MName Gallery
Standard of Review MR AutoText
References Bibliograp...
Works Cited Bibliograp...
Bibliography Bibliograp...
Banded Cover Pages
ViewMaster Cover Pages
Facet Cover Pages
Semaphore Cover Pages
Filigree Cover Pages
Whisp Cover Pages
Shice (Dark) Cover Pages
Metion Cover Pages
Austin Cover Pages
Integral Cover Pages
lon (Light) Cover Pages
Gnd Cover Pages
Retrospect Cover Pages
lon (Dark) Cover Pages
Slice (Light) Cover Pages
Sideline Cover Pages
Taylor Expansion Equations

T e e . ¥ | ST .
Edit Properties... Delete

Category Template ;

General

Built-In
Built-In
Built=In
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-In

o LT

Insert

Normal

Built-In B
Built-In B
Built<In B
Built-in B
Built-In B
Built-in B
Built-In B
Built-In B
Built-in B
Built-In B
Built-In B
Built-in B
Built-In B
Built-In B
Built-In B
Built-In B
Built-In B
Built-In B
Built-ln B
Built-In B

Plis e

>

Y| Standard of Review MR

v'The Building
Blocks
Organizer 1s
where you can
Edit Properties,
Delete, or Insert

v'It shows here that
this 1s paragraph is
in the Auto Text
Gallery



You can add the Building Blocks Organizer or

Building Block Gallery Content to your Quick Access
Toolbar which the next slide shows

Cancel
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STANDARD OF REVIEW

We review a tnal count’s muling on & motion 10 suppress under a bifurcared standard
Carmouche v. State, 10 S'W.3d 323, 327 (Tex. Crim. App. 2000). We review a tnal court’s
conclusions of law de novo. Jd at 328. If a tnal court's fact findings are supported by the record
or arc based on the cvaluation of witness credibility and demeanor, we should afford them almost
total deference. Guzman v. Srare, 955 5. W .2d B5, 89 (Tex. Crim. App. 1997). “The tnal judge 15
the sole tries of fact and judge of the credibility of the witnesses and the weight to be given thesr
testumony.” Faltigzrg v. State, 310 5. W 3d 442, 447 (Tex. Crim. App. 2010). When the tnal coun
makes express findings of fact, we view the evidence in a light most favorable to the ruling and
determune whether the evidence supponts the findings. Jd; ree Rodriguer v. Srare, 268 S W .24 554,
558 0.8 (Tex. App.—Houston [14th Dist.] 1998, no pet.)

[Sample Standard of Review provided courtesy of Michael Ritter]
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To add Building
Blocks Organizer
as a keystroke

v Follow same instructions
to get to the Keyboard
Shortcuts: Customize

v’ Assign a keystroke

v’ 1 used alt B because it was
unassigned

Customize Keyboard

Specify a command

Categories: Commands:

Equation Tools | Equation Tab ~ | |BringToFront

Ink Tools | Ink Tab :Browseuend

Graphics Tools | Graphics Format Tab | BrowsePrev

3D Model Tools | 3D Model Tab | BrowseSel

Immersive | Learning Tools Tab |BuildingBlockOrganizer |
Commands Mot in the Ribbon | BulletsGallery

Other Commands | < <No label> > Tab | BulletsNumberingStyleDialog
mm_ v | | Cancel

Specify keyboard sequence
Current keys:

Currently assigned to: [unassigned]

Save changes in: | Normal '

Description

Manages Building Block entries

- Remove Reset All...

Press new shortcut key:

| A+

Close




Quick Steps in
Outlook

*Idea Courtesy of Michael Ritter




Quick Steps in Email allow you to
combine multiple functions in one button



Manage Quick Steps

Quick step:

Description:

—> To Manager
[¥] Team Email
v/ Done

(__) Reply & Delete

To Manager
4

Actions: —> Forward

Shortcut key: None

Tooltip: Forwards the selected email to your
manager.

" | Duplicate

Click on
Quick
Steps
arrow




Scroll down to
Team Email

Click the New

button

Manage Quick Steps ? X
Quick step: Description:

—> To Manager | Team Email

7 Team Email _

Actions: ] New Message
L e Shortcut key: None
(—) Reply & Delete Tooltip: Creates a new email to your team,
Edit Duplicate Delete

T] || [New~

Reset to Defaults

0K Cancel




Ef] Move to Folder

E'E Categonze and Move

Ft‘ Flag and Move

] New email to:

—> Forward to:
=3 New Meeting with: These are the options
% Custom that appear

Choose New email to:




First Time Setup ? X

You'll see |
First Time Setup

this neXt After this Quick Step is created, you do not have to enter this information again.

Name: New email to:

Click on e |
Options New Message To... 2 A

‘M' Finish Cancel
e ——




Name the
Quick
Correct

Click Show
Options

Edit Quick Step

Name:
E Mew email to:

Edit the actions the quick step performs.

v | [

] New Message

To.. )
Show Options ¥
Add Action

SEOI'T.CUT. key: Choose a shortcut o
This text will show up when the mouse hovers over the quick step

Tooltip text:




You see the
name and
options

Complete

the rest o
the fields

Edit Quick Step ? X

Name:

Route Opinion

Edit the actions the quick step performs.

] New Message v | ]

Hide Options
Add Cc Add Bce
Subject: Cause #, A v, B, Draft Opinion & Briefs

Flag: No Flag v

Importance: No Change ~
Text:

[] Automatically send after 1 minute delay.

Choose an Action

Shortcut key: |Choose a shortcut o

Tooltip text: | This text will show up when the mouse hovers over the quick step




Click Add
Action
and you’ll
see many
options

Filing
Y Move to folder
[E] Copy to folder
[ Delete message
@ Permanently delete message
Change Status
) Mark as read
B Mark as unread
| Setimportance
Categories, Tasks and Flags
L2 Set retention policy

B8 Categorize message

|

Clear Categories

o
10
o
JE
FU Flag Message
Ftl Clear flags on message

v/ Mark complete




Edit Quick Step ? X

Name:

E Route Opinion|

Edit the actions the quick step performs.

F.

] New Message v | ]

Assign a =]

Hide Options

Cc... I 53'_5
Shortcut
Subject: Cause #, Av. B, Draft Opinion & Briefs
Elag: No Flag w
e o Importance: No Change ~
® .
Text Dear Chief Justice * & Justice *: A

[Your brilliantly drafted message here so that you don't
have to type it each time] v

D Automatically send after 1 minute delay.

Shortcut key: | CTRL+SHIFT +1

Lloolp text:  [This text will show up when the mouse hovers over the quick step




Edit Quick Step ?

Name:
E Forward Approved Orders

Edit the actions the quick step performs.

Hide Options =2

Ce.. B

L J
Add Bcc
‘ E I ‘ ! IS Subject: Cause #, Av, B., Draft Opinion & Briefs

Flag: No Flag v

another -

[Your brilliantly drafted message here so that you don't
have to type it each time]

W
exampl e [] Automatically send after 1 minute delay.

Choose an Action v ]E

L0

Add Action

Shortcut key: |CTRL+SHIFT+2 v

Tooltip text: | This text will show up when the mouse hovers over the quick step

Save Cancel
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Auto Corrects, A551gned
Keystrokes and Quick
" Parts will simplify your

repetitive typing
characters
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The next slide shows my |
monitor set up for
optimal paperless work.

- Dream: two vertical
. monitors, two horizontal
2 monitors!
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Lucy Forbes
lucy@forbesfirm.com
(832) 620-3030
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