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INTRODUCTION AND OVERVIEW

Welcome to TeachUcomp, Inc.’s Mastering Word Made
Easy™ for Lawyers CPE Edition v.3.0 tutorial. The purpgse
of this class is to show the many aspects of Microsoft d
that are used in the legal profession. This cl Iso
requires advanced knowledge of the Micr Word
program. Therefore, it is recommended that yddyfamiliarize
yourself with the content of TeachUcomp, Qés Mastering
Word Made Easy tutorial, which is i % d within this
product, prior to learning the CPE (C &1 ng Professional
Education) part of the tutorial that mcluded within this
manual and which focuses on a&ézts of the program used
by lawyers.

There are many featu @»of Word that can assist the
legal professional ating and comparing legal
documents- such as Ings, contracts, and briefs. In this
class you will learn %ere the tools are located and how to
use them to n‘mmze your effectiveness in using Microsoft

cr

Word when ng and editing legal documents.
In a n to the many tools and resources that are
avallabl |th|n Microsoft Word, you can also find

ad legal document templates that you can easily
Ize to suit your needs.
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34.1- Using the Compare Feature:

One of the most commonly performed tasks in the legal profession is creating a legal blackline
document. When you create a legal blackline document, which is also often called “redlining” or “compari
documents,” you examine two documents within Microsoft Word to show only the content that has\ ed
between the two copies in a third, separate document. Q

Many legal professionals use this feature when reviewing contracts to note the revisj at have
been made between two copies of a contract. This allows you to create and compare multis@opies of a
legal document, noting changes between the original, the first draft, the second draft% so on. This is
beneficial because it allows you to keep all copies of the drafts for historical purpose ng the changes
that were made and who requested the changes. In this lesson you will learn se the “Compare”
feature of Microsoft Word to create a legal blackline document.

To begin, first open the two documents to compare within Microsoft W @ en click the “Compare”
button within the “Compare” button group on the “Review” tab within the Rj . From the drop-down menu
that appears, select the “Compare...” command to open the “Compare Dﬁ nts” dialog box.

Within the “Compare Documents” dialog box, select the n the original document from the
“Original document” drop-down menu. Note that if you did not he original document before you
opened the “Compare Documents” dialog box, you can still select ocument to use by clicking either the
“Open” button that appears as a folder icon at the right eg the»drop-down menu or by selecting the

0

“Browse...” command from the drop-down menu’s listing=gQ cument choices. Microsoft Word will then
display the “Open” dialog box, which you can use to r, and then open, the original document.

Once you have selected the original docun&qt,m en use the “Revised document” drop-down to
select the name of the revised copy of the docum the drop-down menu. Note that you can also use
the “Open” button or the “Browse...” comm n% e “Revised document” drop-down, just as you could
use them with the “Original document” drop& you did not open the revised document prior to opening
the “Compare Documents” dialog box.

Next, underneath the “Revised% ent” drop-down, enter the name that you want to use to label
changes within the resultant legal e document into the “Label changes with” text box, if needed.
Note that this defaults to the user n%assigned to the copy of Microsoft Word, but you can change it when
creating the legal blackline docuiment, if needed.

You can then clickt e >>" button to display a listing of all of the options at the bottom of the
dialog box that will be u% n creating the legal blackline document. Note that any changes that you
make here will be saved as the new default settings when creating a legal blackline document in the future.
By default, Word wi ow the changes made on a “Word level” in a “New document.” These are the

' however note that you have the flexibility to change them if needed. After reviewing
“<< Less” button to set the options and hide them once again.
At thi t, simply click the “OK” button within the “Compare Documents” dialog box to compare
then create the resultant legal blackline document within Microsoft Word. The original
nd the revised document will be displayed on the right side of the screen. The compared
% ill be displayed in the center of the screen. Any revisions will be displayed in the “Revisions”

n the left side of the screen.
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34.2- Using the Combine Feature:

If you send copies of a document out for review to several parties, you can combine the retlxig
copies that contain the reviewer’'s changes, two at a time, into a single document that contains all of t
reviewers changes. You can then use this master revised document to create a legal blackline doN by

comparing it to an original copy. Q

To combine reviewing changes into a document, first create a copy of the original ent into
which you can safely merge the reviewing changes. With this document open, you then n the first
returned copy that contains the reviewing changes that you wish to merge. %/

You can then click the “Compare” button in the “Compare” button group on iew” tab within

the Ribbon. From the drop-down menu that appears, select the “Combine.. and to open the
“Combine Documents” dialog box. ?

In the “Combine Documents” dialog box, use the “Original document” own to select the name
of the unaltered copy of the original document. Note that if you forgot en the copy of the original
document prior to opening the “Combine Documents” dialog box, either €lickdfie “Open” button that appears
as a folder icon at the right end of the drop-down or select the “Br ¥’ command from the drop-down
menu in order to display the “Open” dialog box where you can t se for and open the original copy
into which you want to merge the reviewers changes.

Once you have selected the original copy, then use th€
first reviewers copy that contains the changes that yousw
selected. Note that you can also use the “Open” b
select the document that contains the changes if
Documents” dialog box.

Once you have selected the two dox&

\Revised document” drop-down to select the
0 merge into the document that you just
“Browse...” command from the drop-down to
rgot to open it prior to opening the “Combine

ou can then enter a label for any unmarked changes
. Normally this would be the name of the reviewer that
ument.

into the “Label unmarked changes with:” te
made the changes to the revised copy of t@

Next, you can click the “Moreﬁ’ tton to display any additional options at the bottom of the
“Combine Documents” dialog box. the “Show changes” section, you can select the “Word level”
under the “Show changes at” option@how all changes at the word level versus the character level. This is
the default, but you can changenit if needed.

Next, you can ch Q “Show changes in” option to “Original document” as long as you have
selected an unaltered co& ur original document for the “Original document” choice. This will merge the
changes in the revised copy tto the copy of the original and label any unmarked changes with the name of
the reviewer. Onc have set the options, as desired, simply click the “<< Less” button to hide the
options. Then cli e@OK" button to merge the changes into the original copy.

Once e merged the changes into the original copy, you can then repeat this process with the
other revie >Q)pies, merging each copy into your original copy to create a master revised copy that
contains@re reviewer's changes. Be sure to save any changes that you need to keep while merging
the ¢ from the reviewers copies into your master revision copy. Once you have your master revisions

%can then compare that copy to the original in order to create a legal blackline document, if
7
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34.3- Tracking Changes:

In this lesson you will learn how to track changes that you and others make to a document. W*f;t
is possible to track changes on a document that you work on exclusively, the majority of users will usét

tool when working on a document collaboratively. This feature allows the different users to make CN to
the shared document that can then be tracked, reviewed, and saved before creating a final v@q f the

document.

In order to enable tracking changes within a document, click the “Review” tab in the RQﬂ and then
click the top portion of the “Track Changes” button in order to begin tracking chang% the document.
Alternatively, click the bottom, drop-down portion of the “Track Changes” button ose the “Track
Changes” command. @

At this point, you should also review the options that are set for @; changes within the
document. You can click the “Change Tracking Options” dialog box Iaunch@tton that appears in the
lower-right corner of the “Tracking” button group on the “Review” tab i ibbon to open the “Track
Changes Options” dialog box.

In the “Track Changes Options” dialog box, you can review ANif Reeded, change any settings that
will be used for change tracking within the document. After inspegti e settings, click the “OK” button to
apply your desired options. At this point and in the future, any ch s that are made to the document will

appear using the track changes options that you selected.

To set the appearance of the tracked changes wj he document, use the “Display for Review”
drop-down that appears within the “Tracking” button @he choices that appear within this drop-down
menu are: “Original,” to see the document as it ap prior to having any tracked changes made; “All
markup,” to display all markups within the docum wNo markup,” to view the changes made without the
markup indicators; or “Simple markup,” wh'cI@ default choice that shows the original text with any
tracked changes and reviewer comments.

Another way of viewing the chan @a have been made to a document is by using the Reviewing
Pane. Within the Reviewing Pane, y@ ee all tracked changes, grouped by change type. You can
enable the display of the Reviewi by clicking the drop-down “Reviewing Pane” button and then
choosing either “Reviewing Pane V%I...” or “Reviewing Pane Horizontal...” from the drop-down menu of
choices. To close the Reviewingljane, you can click the small “x” button in the upper-right corner of the
Reviewing Pane once yo h@ iewed the changes.

You can then ch&% accept or reject the proposed tracked changes within the document to
prepare a final copy. To do this, click into the body of the document or into the Reviewing Pane, and then
click either the “Prexigds” or “Next” buttons within the “Changes” button group on the “Review” tab in the
Ribbon. Word wi elect either the previous or next change by highlighting it. You can then click either
the “Accept” ject” buttons within the “Changes” button group to accept or reject the highlighted

Qen repeat this process to move through all of the changes, accepting or rejecting them

change. Yo
individua@
note that you can choose to accept or reject all changes made to a document by clicking the
(@ arrows on either the “Accept” or “Reject” buttons in the “Changes” button group, and then
%wg either the “Accept All Changes” or “Reject All Changes” command from the drop-down menus that
appe€ar below the respective buttons.

To turn off change tracking within a document, simply click the “Track Changes” button again within
the “Tracking” button group on the “Review” tab within the Ribbon. Note that this is a toggle button and will
appear highlighted within the Ribbon when change tracking is enabled in a document. Once you click the
button again, the button should appear normally within the button group- indicating that change tracking is
no longer enabled.

©TeachUcomp, Inc. Mastering Word Made Easy™ for Lawyers 8
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34.4- Lock Tracking:

Starting in Word 2013, you can enable “Lock Tracking” to prevent other authors from disablinwj
t

“Track Changes” feature within a document that you have created. To do this, click the drop-down p
the “Track Changes” button within the “Tracking” button group on the “Review” tab in the Ribbon. %e
drop-down menu that appears, click the “Lock Tracking” command to open the “Lock Tracking” X.
In this dialog box, you can enter a password into the “Enter password (optional)” text box an re-enter
the same password into the “Reenter to confirm” text box. Then click the “OK” button able lock
tracking. If you don’t want to use a password, you can simply click the “OK” button to loc cking.

At that point, the “Track Changes” button will appear “grayed out” and %ﬁble within the
“Tracking” button group. Other authors will not be able to turn off the track c feature within the
document.

To allow for change tracking to be removed, click the drop-down po
button again and then select the “Lock Tracking” button. If you entered
enter that password into the “Password” text box within the “Unlock Tragd dialog box that appears and
then click the “OK” button to remove the lock tracking feature. If g ot enter a password, simply

@ f the “Track Changes”
word, you will then need to

clicking the “Lock Tracking” button again will unlock the “Track CFQ ~button.

34.5- Show Markup Options: Q

.

You can use the “Show Markup” drop-down Qat appears within the “Tracking” button group
on the “Review” tab in the Ribbon to choose whic ps and changes from which reviewers you want to
display within a document. When you click this ou will see a drop-down menu of the various types
of markups that you can show or hide. In t r-most section of the drop-down menu you can click to
check or uncheck to show or hide the ps listed, with the exception of “Balloons” and “Specific
People.” A checkmark next to the name markup indicates that that type of markup will be displayed
within the document. If there is ho ¢ ark next to the name of the markup, then that type of markup is
being hidden from display within t@cument. Note that, by default, all of the items within this section
should appear checked to display all possible types of markups.

For “Balloons,” hold ouse pointer over this choice to see a side menu of options that allows
you to select which type& rkups should appear within balloons. The default choice is “Show Only
Comments and Formatting T, Balloons.” However, you can also choose to show all markups in balloons or
inline, as desired. p 4

You can o@ur mouse pointer over the “Specific People” choice to see a side menu of options

\ ct for which people markups should appear. The default choice is “All Reviewers.”
However, yo elect specific reviewers from this list to display only their markups within the document.
e drop-down menu you can also enable or disable the “Highlight Updates” and “Other

Author;z" s for markup display.

©TeachUcomp, Inc. Mastering Word Made Easy™ for Lawyers 9
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34.6- Using the Document Inspector:

While accepting or rejecting tracked changes within a document will most often remove all tr%?d
changes, it is also beneficial to use the Document Inspector within Microsoft Word to review and inSpeet
your legal documents for hidden data, hidden tracked changes, and other metadata within your nt
that you will not want to send to a client. Q

Before you use the Document Inspector to remove hidden or personal data from vy, cument,
ensure that you save a copy of the document- as the type of data that is removed by @Document
Inspector is not always possible to restore. This is very important to note.

Once you have saved a copy of the original document, open the document click the “File”
tab in the Ribbon. To the right, in the “Info” section of the Backstage View, yo %ick the “Check for
Issues” drop-down button and then click the “Inspect Document” command fr menu of choices that
appears.

In the “Document Inspector” dialog box that appears, select the
that you want the Document Inspector to find and remove from the
continue, click the “Inspect” button. Word will then display any,h
categories in a results page. For the results displayed within eac ry, you can click the “Remove All”
button to remove all of the data shown within that category. Whe u are finished, you can then click the
“Close” button in the “Document Inspector” dialog box. On hnical note, be aware that if you choose to
save your documents into the “OpenDocument Text” ormat, you will need to run the document
inspector every time that you save the document into m\ at to remove all hidden data.

@ oxes for the types of data
cbtent. When you are ready to
n information for the selected

©TeachUcomp, Inc. Mastering Word Made Easy™ for Lawyers 10
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USING THE COMPARE FEATURE:

1. To compare two documents in Word, open the two documents that you wish to compare. \W

2. Click the “Review tab in the Ribbon and click the “Compare” drop-down button in the * Compare"b&
group.

3. Select the “Compare...” command to open the “Compare Documents” dialog box.

4. Select the name of the original document from the “Original document” drop-down menu.

5. If you forgot to open the original document before you opened the “Compare Docume |alog box,
select the document to use by clicking either the “Open” button that appears as a fo icon at the right
end of the drop-down menu or by selecting the “Browse...” command from the dr&n menu’s listing
of document choices.

6. Inthe “Open” dialog box, browse for and open the original document.

7. Use the “Revised document” drop-down to select the name of the revis py of the document from
the drop-down menu, after selecting the original document

8. You can also use the “Open” button or the “Browse...” command % e “Revised document” drop-
down, if you forgot to open the revised document prior to opening,th pare Documents” dialog box.

9. Underneath the “Revised document” drop-down, enter the na you want to use to label changes
within the resultant legal blackline document into the “Label cf%s with” text box, if needed.

10. To display a listing of all of the options at the bott f the dialog box that will be used when
creating the legal blackline document, click the “M %utton.

11. Any changes that you make here will be save new default settings when creating a legal
blackline document in the future. By default, Wo\ show the changes made on a “Word level” in a
“New document.” These are the recommend ings. However, you have the flexibility to change
them if needed.

12. To set the options and hide them once , C|ICk the “<< Less” button.

13. To compare the documents and cr e resultant legal blackline document within Microsoft
Word, click the “OK” button.

14. The original document and the rewvi ocument will be displayed on the right side of the screen.

15. The compared document will be layed in the center of the screen.

16. Any revisions will be displayed in the “Revisions” pane on the left side of the screen.

USING THE COMBINE F E:

1. To combin r@ng changes into a document, first create a copy of the original document into
which you ¢ merge the reviewing changes.

2. With this nt open, open the first returned copy that contains the reviewing changes that you wish
to merg§.

3. Click¥he¥Compare” button in the “Compare” button group on the “Review” tab within the Ribbon. From
th ~down menu that appears, select the “Combine...” command to open the “Combine Documents”

[ box.

4. To' select the name of the unaltered copy of the original document, use the “Original document”
drop-down.

5. To open the copy of the original document, if you forgot to open it prior to opening the

“Combine Documents” dialog box, either click the folder icon at the right end of the drop-down or
select the “Browse...” command from the drop-down menu to display the “Open” dialog box to browse
for and open the original copy.

(Cont’'d.)
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LEGAL REVIEWING

USING THE COMBINE FEATURE- (CONT'D.):

6. To select the first reviewers copy that contains the changes you want to merge intwe
document you just selected, use the “Revised document” drop-down. *

7. To select the document that contains the changes if you forgot to open it before ope\@i%\e
“Combine Documents” dialog box, use the “Open” button or the “Browse...” command i -
down.

8. Once you have selected the two documents, enter a label for any unmarked changes che “Label
unmarked changes with:” text box. Normally this would be the name of the revi% that made the
changes to the revised copy of the document. @

9. To display any additional options, click the “More >>" button at the
Documents” dialog box.

of the “Combine

10. To show all changes at the word level versus the character level er the “Show changes”
section, select “Word level” under the “Show changes at” option.

11. To merge the changes in the revised copy into the copy of the«wrigifial and label any unmarked
changes with the name of the reviewer, if you have selecte altered copy of your original
document for the “Original document” choice, change thesShow changes in” option to “Original
document.” Q

12. To set and hide the options, click the “<< Less” button.

13. To merge the changes into the original copy, click the " button.

14. To create a master revised copy that contains” Ihe reviewer’'s changes, repeat this process
with the other reviewer’s copies, merging each c%o your original copy.

15. Save any changes that you need to keep Whi|6® g the changes from the reviewers copies into your
master revision copy.

16. To create a legal blackline documen\ you have your master revisions copy, compare that
copy to the original.

TRACKING CHANGES: @

portion of the “Track @hanhges™ button.

2. Alternatively, click the bgttdm, drop-down portion of the “Track Changes” button and choose the “Track
Changes” comman

3. To view an c@e the default options for tracking changes in a document, click the “Change
Tracking Op%\ lalog box launcher button in the lower-right corner of the “Tracking” button group on
the “Revie in the Ribbon to open the “Track Changes Options” dialog box.

4, Revie@< needed, change any settings that will be used for change tracking within the document.

1. To enable tracking chanl within a document, click the “Review” tab in the Ribbon and click the top

Click4he " button to apply your desired options.

5. Tf@. e appearance of the tracked changes within the document, use the “Display for Review”

own that appears within the “Tracking” button group of the “Review” tab.

6. .To'see the document as it appeared prior to having any tracked changes made, select “Original”
from this drop-down.

7. To view all markups contained within the document, select the “All markup” choice.

8. To view the changes made without the markup indicators, select “No markup”.

9. To see the original text with any tracked changes and reviewer comments, select “Simple markup,”
which is also the default choice.
(Cont’d.)
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ACTIONS-
LEGAL REVIEWING

TRACKING CHANGES- (CONT'D.):

10.

11.

12.

13.

14.

15.
16.

17.

18.

To enable the display of the Reviewing Pane, click the drop-down “Reviewing Pane” button, i&]ﬁ
“Tracking” button group of the “Review” tab. Choose either the “Reviewing Pane Vertical..¥
“Reviewing Pane Horizontal...” command from the drop-down menu of choices.

To close the Reviewing Pane, click the small “x” button in the upper-right corner of th g

Pane.
To choose to accept or reject the proposed tracked changes, click into the body of tl‘chment or

into the Reviewing Pane, and click either the “Previous” or “Next” buttons within tf‘%hanges” button
group on the “Review” tab in the Ribbon.

Word will select either the previous or next change by highlighting it. @

Click either the “Accept” or “Reject” buttons within the “Changes” button accept or reject the

highlighted change.

Repeat this process to move through all the changes, accepting or rej em individually.

To accept or reject all changes made to a document, click t -down arrows on either the
“Accept” or “Reject” buttons in the “Changes” button group, and ch either the “Accept All Changes

in Document” or “Reject All Changes in Document” com m the drop-down menus of the
respective buttons.

To turn off change tracking within a document, the “Track Changes” button within the
“Tracking” button group on the “Review” tab of the Rib

This is a toggle button and will appear highlighte V\t\ e Ribbon when change tracking is enabled.

LOCK TRACKING:

1.

No o

To prevent other authors from disaﬂ%\le “Track Changes” feature within a document that you
have created, enable “Lock Trackina”
Click the “Review” tab in the Ri dcl
the “Tracking” button group. @

Click the “Lock Tracking” cgmand to open the “Lock Tracking” dialog box.

ick the drop-down portion of the “Track Changes” button in

If you choose to lock gr ith a password, enter a password into the “Enter password (optional)”

text box and re-enter sﬂ e password into the “Reenter to confirm” text box. Click the “OK” button to

enable lock tracking.

If you don't wan ﬁe a password, simply click the “OK” button to lock tracking.

The “Track " button will appear “grayed out” and unavailable in the “Tracking” button group.

To unlock ing and allow for change tracking to be removed by other authors, click the drop-

down porti the “Track Changes” button and select the “Lock Tracking” button.

If you& password, you will need to enter that password into the “Password” text box within the

“U racking” dialog box that appears and click the “OK” button to remove the lock tracking feature.
id not enter a password, simply clicking the “Lock Tracking” button again will unlock the “Track

nges” button.
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ACTIONS-

LEGAL REVIEWING

m

SHOW MARKUP OPTIONS:

1.

kW

To choose which markups and changes from which reviewers you want to display Wit?‘\;
document, click the “Review” tab and then click the “Show Markup” drop-down button in the “Tracking®
button group.

In the top portion of the drop-down menu, check or uncheck to show or hide the listed markl.@ e
exception “Balloons” an “Specific People.” O

The default for this section is to have all options displayed.

To select the type of markups to appear in balloons, hover over the “Ballo@command and
choose an option from the side menu of choices that appears.

To select which people markups should appear for, hover over the “Spegi c@o
“Show Markup” drop-down. Choose from the list of reviewers to select specifi
To have markups appear for any reviewer who sees the document
command.

To enable or disable the “Highlight Updates” and “Other Autho¥s” “@ptions, check or uncheck the
checkboxes at the bottom of the “Show Markups” drop-down me

ple” choice in the

ple.
ose the “All Reviewers”

USING THE DOCUMENT INSPECTOR:

1.

o v

© ©

Before you use the Document Inspector to removahi@ r personal data from your document, ensure
that you save a copy of the document- as the ty that is removed by the Document Inspector is
not always possible to restore. This is very im to note.

To remove hidden or personal data fro document, once you have saved a copy of the
original document, click the “File” tab i
To the right, in the “Info” section of th age View, click the “Check for Issues” drop-down button
and click the “Inspect Document” co @from the drop-down menu.

In the “Document Inspector” dialo at appears, select the check boxes for the types of data that

you want the Document Inspect find and remove from the document.
When you are ready to contipue, €lick the “Inspect” button.

Word will display any hid;@ ipformation for the selected categories in a results page.

To remove all of th own within an individual category, click the “Remove All” button in that

category.

To close the “Docyment Inspector” dialog box, when you have finished, click the “Close” button.

On a technical be aware that if you choose to save your documents into the “OpenDocument Text”
(.odf) form ill need to run the document inspector every time that you save the document into
the format move all hidden data.

%’b
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EXERCISES-
LEGAL REVIEWING

Purpose:

1.

To be able to locate the features within Word that allow you to track changes, create and comiine
documents, and create a legal blackline document. *

Exercises: O

N =

N

10.
11.

12.
13.
14.
15.
16.

17.

Click the “Review” tab within the Ribbon.

Locate the “Tracking” button group within the Ribbon.

Click the Change Tracking Options” dialog box launcher button located i@ lower-right corner of
the “Tracking” button group on the “Review” tab in the Ribbon to open “Track Changes Options”
dialog box.

Review the settings shown in the “Track Changes Options” dialﬂQ and click the “OK” button to
save the settings shown.

Click the “Reviewing Pane” button directly, not the dro part of the button, to enable the
display of the Reviewing Pane within Word.

Click the “Track Changes” button directly in order to epable change tracking in the document.

Type “This is a document change.” into the ne! @ment and note that the information also

Open the Word application and create a new document, if needed. 6

appears within the “Main document changes and ents” section within the Reviewing Pane.

Click into the text that is shown within the Re g Pane to select it.

Locate the “Changes” button group within t iew” tab.

Click the “Accept” button directly within anges” button group to accept the change that you
just made. Click the “OK” button in tf@ge box that appears.

Click the “Track Changes” button d@ in order to turn off change tracking within the document.
Click the “Reviewing Pane” buttofy dikgctly in order to hide the display of the Reviewing Pane.

Click the “Compare” button_ “Compare” button group on the “Review” tab to display the
“Compare...” and “Combine} mmands in a drop-down menu.

Select the “Compare...@mmand from the drop-down menu to open the “Compare Documents”
dialog box.

Review the settin(&gre available within this dialog box and click the “Cancel” button to close the
dialog box.

Exit the Wor lication. You do not need to save the document.

N

%’b
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