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Introduction

v A WY AV

A
fssMacroSuite

Welcome to the fssMacroSuite program. The fssMacroSuite ribbon was designed to add some
essential tools to the standard Word Ribbon. Some of the tools are buttons that execute recorded
keystrokes called macros. Most of our buttons fire a much more serious set of wa code routines and
the term macro is a bit of a misnomer. The fssMacroSuite ribbon reorganizes Ribbon buttons and adds
new Groups and Buttons in order to give the user a full suite of productivity macros.

The goal is to amplify what is on the Word ribbon and make it simpler without having to learn a totally
new interface.

The fssMacroSuite-Home/Templates Tab (which can be renamed to reflect your firm name) is
designed as a replacement for the standard Word 2007/2010 Home Tab. We do no remowe the
standard Home Tab, it occurs as the third tab in the ribbon interface. However, you will find just about
every group of commands on the fssMacroSuite Home/Templates Tab plus the QuickDocs buttons,
the Template Selection and the Utilities groups.

Word 2010 Home Tab:

m YourFirmMName.Home/Templates YouwrFirmName-TOCTOANumbering Home Insert Page Layout References Mailings Review Wiew &)
1 ¥ - AN - | B R - | 3| 8 44 Find ~
| : Bookmanotds (14 v A A" | Aav | [E[IE-F MM aaBh 1. A2E a. AaB AaB] asbca AaBbC A 2, Replace
Paste = ] = sl ‘= | Sy = 2 = Change
2 g comotpainter | B £ U~ be %, X w.oA- [ EEaIE = &0 11 w2 Wi T DocTitle e Thomnal | ERGE | et

Clipboard . Font . Paragraph » Styles - Editing

fssMacroSuite-Home/Templates Tab:

“ fasMacrosuite-Home/Templates | fisMacroSuite TOGTOA/MNumbering  Home  Inset  Pagelayout  References  Mailings  Review  View

Letterhend  Office Main = Templates = Bookman OldSpd+ 13+ i== j== ‘iz eI L2 inch Ay Quick Styles = S AuroTent + & CirPars X Deletion - 4 Find - =

Mema Dept. Litigation = Templates = A" o° A~ %7- &, =ELq HMeDILinch | 4 Styles 55 symbals - M Unformatted & Cleanup 35, Replace ] 1

Fan Misc Envelopes = Templates= B I U - abs X, X° E=E = = (& Normal P oaresrstamps = [ Frignt [ reveat [[Juoma | [z setect~ B o Fomiat Painter
JuickDocs Template Selection w12d) . Font . Paragraph - Shyles Insert Utilities Editing Clipboard

As you can see from the two images, both tabs contain
Font, Paragraph, Styles, Editing, Clipboard
but the fssMacroSuite-Home/Templates tab adds QuickDocs, Template Selection, Insert, Utilities

Many office users constantly have to create letters, fax covers, memos or other standard documents.
The QuickDocs Group gives each office user the ability to define the "hot" three quick documents that
they need. The label and the template are definable.

With the Template Selection tab, you can easily design a folder structure to hold your firm's
templates. You have three definable categories (by default they are named: Office, Dept., Misc.) and
you can create an unlimited number of choices and templates to go in those categories. You do not
need to hire an expert to do this. All you need to do is create a folder and save a template in
that folder.
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Introduction 7

The second tab of the fssMacroSuite contains tools for working with Tables of Authorities (TOA), Table
of Contents, Discovery and Paragraph Numbering.

fistacroSuite-Home/Templates fisMacroSuite-TOCTOAMUMbEring Home Insert Page Layout References hailings Reviewr Wiew

EZ* D Insert TOA ) Insert TOC 'TT Field Shading % Separator {;}Demuoc Fitlds ® Sequence® ® Response 12 3 45
Edit Category | [ Update TOC £} Select A1l 4] Hidden Para ® Speciallnterr.# ® Responze 6 7 8 9

Mark

cite [ UpdateTos | [QgGotoToC  fict Toggle fields i} mark Entry 4= O Select =»
TO&A TOC-Standard TOC-Fieldds Driscomery Mumbering

The function of these tools will be explained later in this documentation.

So, again, welcome to the fssMacroSuite with the tools to make your use of the new Ribbon interface
more efficient and productive.

Roger Ellis

President
Fee Simple Software

2 Tab - fssMacroSuite - Home/Templates Tab

B coocrosuite HomeTempite; | fisMacoSuRte TOUTOAMumbering  Home  Inset  Pagelwout  Referencer  Mailngs  Review  View

Leteerhead  Office Main = Templates = Bookman QldSed= 13 = == § 6ot w2 inch A Quick Setes = S AuraTent - & cepara X Deletion - A Fina - =

Memo Dept. Litigation = Templates = A7 o7 A~ ®7- & =i HMeDlLinch | 44 Styles 5% symbols = M Unformatted & Cleanup 35, Replace B 1

Fax Mise. Envelopes =+ Templates= B 7 U+ abe %, X° EE=E = = [ Normal 5F patesrstamps = B Fright [ reveat [[Jitma (3 select~ b - Farmiat Painter
QuickDocs | Template Selection fnl2d) & Font 5 Paragraph 5 Styles Insert Utilities Editing Clipboard

The purpose of the fssMacroSuite - Home/Templates tab was discussed in the Introduction.

Each Group on this tab is explained below:

2.1 Group - QuickDocs

Ltrhead

Memo

Fax
QuickDocs

You may set the QuickDocs buttons to any template that you wish. fssMacroSuite ships w ith three custom templates that
provide a connection to your Outlook Address Lists and to your_LetterHead List

You select the "From" person from the Letterhead List and the "To" person from your Outlook Address List contacts. If you

do not have the practice of filing in addresses, phone and fax numbers for your contacts, it w ould be to your advantage to
do so.

Each of the templates has a "Userform" that has been designed to have a consistent look and layout.

IMPORTANT NOTE: Using Outlook is purely optional. You may enter the data
manually.

© 2012... Fee Simple Software



8 fssMacroSuite

2.1.1 Letterhead

The letterhead template accepts manual input or it can read addresses from Outlook.
1. Outlook does not have to be running for the template to work.

2. In the QuickDocs group, click the button that has been set to your letterhead, nomally the
"Ltrhead" button.

3. For keyboard centric users, tab through the data entry fields and shift-tab to back up. Use the
space bar to fire command buttons. Some command buttons are not in the tab sequence,
particularly the "Make Default.." buttons, so you must use the mouse to click them.

4. Complete the dialog box shown below:

Letterhead (Select the "From" staff member then fill in the Recipient or lookup the Recipient in Outlook)

— From
From

Cheatham, Wil 1.

H

Make s the Befaut From” choice |

— Use Outlook Option

Use Dutlook to seleck To (Recipient) name |

Accept Default or choose another Dutlook contact list Contacts-F55

j Make Ehis the Defaulf Confact List |

Enter some characters to speed up response  Last Name | g

5elect an Outlook Recipient for this template

I Ellis, Roger - Fee Simple

— To (Recipient
o {Recipient) Title

Greeting style
Greeting
Name

Company/ Firm

Address

I M. j MlFirSt I Roger

I Dear Title Lasthame

viddle [,

= piske s the peraut aresting st |

I Dear Mr. Ellis

I 4. Rager W, Elis

Softwar ~

Business Title | President

I Fee Simple Software, Inc.

605 O'Meal Drive
Birmingham, AL 35226

Use Shift-+Enter to create a line break for
mult-line addresses and City ST and Zip

lines

—

— Letterhead Specific
Yia

Re:

Closing

Enclosures

| CC:

Very truly yours

Use
shift+Enter
to enter
multiple cc or
bcc entries

| Cancel

2.1.1.1 The "From" section

Letterhead (Select the "From" staff member then fill in the Recipient or lookup the Recipient in Outlook)

From

From

’, Use Dutlook Dption —|

Cheatham, Wwill 1|

Make Bhie the Pefaut From” choice

Cheatham, Will I,
Diewery, John R,
- Howe Andy K.

Will I, Cheatham
Johin Dewer
Andy Howe

The from choice box (hereinafter called a "combo box") allows you to pick one of your staff or attorneys
for the letterhead. Notice the "Make this the Default "From" choice" button. When you first use this
template, you may set the selected attorney or staff person as the default choice that is set every time
that you run the template.

You do not have to set a Default if you do not wish to. If you enter a few characters of the last name of

© 2012... Fee Simple Software



Tab - fssMacroSuite - Home/Templates Tab 9

the desired "From" person, the combo box will hunt for the first match to those letters.

The list of staff/attorneys is derived from the Letterhead list.

2.1.1.2 The "Use Outlook" Section

Use Outlook Option
Use Dutlook to select To (Recipient) name

Accept Default or choose another Outlook contact list I Contacks-FSS j Make this tha Dafault Contact tist |
Enter some characters to speed up response Last Name Contacks
Select an Outlook Recipient for this template Caontacks-Pitch Contral
Caontacts (Mobile) ’
B ey |y [ First | BBBMIBN] Cortocte-phch Conir (ibis

This section requires that you pick an Outlook address list (list of contacts). You may use your
Contacts list or use a shared List. If the list appears in your Outlook screen as a choice, then it should
appear in the combo box as a choice.

You can set a default contact list by clicking on the "Make this the Default Contact List" button after
you have selected a valid list.

Enter a few characters of the last name of your contact to filter the list:

Use Dutlook Option

Use Dutlook to select To (Recipient) name |

Accept Default or choose another Outlook contact lisk Contacts-FS5 j Make this the Default Contact List

Enter some characters to speed up response  Last Name | g

Select an Dutlook Recipient for this template I;Dger - Fee Simple Software, Inc. j Use this Contact/Recipient

— To (Recipient)

Tislo [ 1 | i I T

Tab from the selected name and use your thumb to hit the space bar to confirm the "Use this Contact/
Recipient" button or use the mouse.

2.1.1.3 The "To (Recepient)" Section

— To {Recipient)

Title [ | = MplFirst [ Roger Middle [ . Last [ Eiis Suffix |
Greeting style mr- | Make thi the Default Gresting Stvie |
Greeting M,r:s
Ms, E 2
Name | " Business Title | President ﬂ

Company, Firm I Fee Simple Software, Inc,

605 O'Meal Drive Use Shift+Enter to create a line break for
Address Eirrningham, AL 35226 mult-line addresses and City ST and Zip
lines

Once you hawe selected your contact or manually jumped to the "To" section, you must select a Title
(Mr., Mrs., Miss etc.). As with all combo boxes, you may type a few characters and the tab out to
select the value.

The name of the "To" recipient will be combined into a Greeting based on your designated Greeting
Style:

© 2012... Fee Simple Software



10 fssMacroSuite

tyle [ | make this the Defaut Gresting Stvie

ting [..Dear Title Lasthame
Dezar FirstMame

ame | Gentlemen Business Titl
] Manually edit
7 ——————

The first time that you fill in one of the templates, please set a default Greeting Style.

To {(Recipient)

Title I Mr. ﬂ Jump | First I Roger

Middle | .

Greeting style I Dear Title LastMarne j

Greetind | pear M, Eliis

Note that if you manually enter an address or any mult-line data, use Shift-Enter.

2.1.1.4 The "Letterhead Specific" Section

Letterhead Specific

Use

Via — |(eieH bce:
Shift +Enter
Re: to enter
= multiple cc or
Closing j bcc entries
Enclosures j
0K | Cancel

Select a choice from the Via combo box if necessary

terhead Specific
via | | j C

Re:

) Wia Certified Mail - Return Receipt Reguested
Closing | via Electronic Mail

Wia Facsimile

Enclosures | 5 Overnight Courier

Via Federal Express

YWia Hand Delivery

Yia 1,5, Mail

Fill in some Re: content

Select a Closing

Re:

Closing | 1nsincerely| j

Alosures

Very truly waurs
Sincerely

© 2012... Fee Simple Software



Tab - fssMacroSuite - Home/Templates Tab 11

Note that the preferred closing that was set in the Letterhead List is used. When you select the "From"
person the closing that you filled in for that "From" person is used. You may type in any preferred
closing that you wish if you want to owerride.

Fill in Enclosure or Enclosures if warranted.
Enter cc and bcc content.

If you enter bcc content, a page break will be added and the bcc data will be listed on the second page.

Mr. Roger W. Ellis
February 21, 2012
Page 2

bee:  dae
kae
Cre

o —

2.1.2 Memo

Memorandum {Select the “"From" staff member then fill in the Recipient or lookup the Recipient in Outlook) ll
— From

From | cheatham, wil 1. ﬂ Make thir the Defaul From” choice

— Use Dutlook Dption
Use Dutlook to select To (Recipient) name |

— To (recepient)

Title | =] M| First | Middle [ Last Suffix [ =]
Greeting style [ = sk the the Deraut creeting suvie |
Greeting |
Name | Business Title | =l

Company;Firm |

Use Shift+Enter to create a line break for
Address mult-line addresses and City ST and Zip
lines

— Memorandum Specific
Re: cc: Use

Shift +Enter

to enter

multiple cc's

oK Cancel

© 2012... Fee Simple Software



12 fssMacroSuite

2.1.2.1 The "Memorandum Specific" Section

The Memorandum Specific section only has two data entry fields: RE: and CC:

Once you fill in a "Regarding” RE: phrase and then any (optional) CC: information the template will open
and let you type in your Memo content.

2.1.3 Fax Cover

Fax Cover Sheet {Select the "From" staff member then fill in the Recipient or lookup the Recipient in Dutlook')' N ll
— From

From I Cheatham, Wil I, j Make this the Defaul From” choice

— Use Dutlook Option

Use Outlook to select To {Recipient) name |

— To {recepient)

Title | =] m| First | Middle | Last Suffix =]
(el skl =1 ke i the Dot Greeting stvie |
Greeting |
Name | Business Title | j

Company,/Firm |

Use Shift+Enter to create a line break for
mult-line addresses and City ST and Zip
lines

Address

— Fax Specific

Fax Number: I Dffice Phone No.: I
No. Pages: I Client Matter Nu.:l

Re: |
) Use Shift+Enter to
Comments: create multiple lines if
needed
If problems, call: at: I

OK | Cancel

2.1.3.1 The "Fax Specific" Section

— Fax Specific

Fax Number: | Office Phone No.: |
No. Pages: | Client Matter ND.:I

Re: |
_ Use Shift+Enter to
Comments: create multiple lines if
needed
If problems, call: at: I

0K | Cancel

If you use the Outlook Option and the contact that you selected had a fax number and office phone
number filled in, they will automatically be placed in the Fax Number and Office Phone No. fields. Fill in
the rest of the fields

If you did not select a contact with the Outlook Option, then fill in each field manually.

© 2012... Fee Simple Software



Tab - fssMacroSuite - Home/Templates Tab 13

2.2 Group - Template Selection

What is a template? A template is a Word document that is saved with a .dotx or a macro-enabled
template with a .dotm suffix. You may take any Word document and sawe it as a template by using
sawve as and selecting the .dot? suffix. Typically you would prepare the document to be clean of any
edits, so that you have a shell to fill in with file specific information. You can then use the same template
owver and owver as the beginning point of document creation. Most large firms have developed a large
number of templates for their practice. The beauty of a template is that you never change the original
(unless you intend to edit it) because when you select a template it creates a new copy of itself.

fssMacroSuite provides three specialized templates that are "macro-enabled”. Those templates utilize
pop-up forms (called UserForms in Word terminology) to elicit information that can then be placed into
the new document that is being created. The Userform that we provide for LetterHead for instance,
inserts the name of the person that the letter is from into muliple locations in the letterhead itself and at
the signature area. That is one of the reasons for using specialized templates. They can sawve a lot of
time. Ower the course of a day, or a week, the amount of time saved by using a template adds up and
justifies the cost of creating the template.

2.2.1 Choose a Category

SMS-Home/Templates SMS-TO

Office Chicago - | Templates -
Dept. Admin | Templates -

Misc, Envelopes ~ Templates =

Template Selection

There are three storage Categories for templates to help you classify your templates. You may
name the three categories to any name that you wish. The only caveat is to keep the names fairly short
to consene space on the Ribbon. The standard install uses:

Office - If your firm has multiple offices, use this to differentiate office specific templates.

Dept - Store practice area or departmental (admin, accounting) templates here

Misc. - The catch all. Typically categories like Envelopes, Labels etc.

Check with your IT department if you wish to add sub-categories in each of the three main categories.
There is no practical limit on how many sub-categories or templates that you may have.

© 2012... Fee Simple Software



14 fssMacroSuite

2.2.2 Choose a Sub-category

YourFirm-HomeTemplates YourF
1 Office Main - Templates =

Dept. Litigation |T|Templates*

Misc, | Admin Templates =
; Tem| Litigation (.12 3
J Patents
— =

As you can see from the image abowe, there are three sub-categories under the Dept. category in our
Demo configuration. Each computer station can be configured to have a "default" sub-category in each

of the three categories. See the User Configuration topic for information about how to set the default
sub-categories.

2.2.3 Choose a Template

YourFirm-HameTemplates YourFirm-TOCTOAMUmMbErRG Ho

| Office Main = Templates = Calibri [Body) (|11 -

Dept, Llitigation = [Templates | A A" &v ab? . i*}

g weE

Misc, Erwelopes = | W)
Template Selection ,E]J
AT | =

il

o

10tk Circuit - Court of Appeals.dotm
Fleadings Index #1.dotx

State Pleading-CA.dotm

LS District Court.datm

Refresh List

Once you hawe selected your sub-category, click on the Templates drop-down menu to see available

templates. The above image shows our Demo Dept.- Litigation Templates.

© 2012... Fee Simple Software
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YourFirm-Home/Templates YourFirm-ToCToOAM umbering Home

1 Office Main = Templates = Calibri [Body) (11 ~f =T 1=

- —_— 1—
- —_— F—

Dept,  &dmin - |Templates =| A" a7 A~ 87~ = EIE L
Misc, Erwelopes = | ] Check Request.dots
3 Template Selection @J Delivery Request.dots
) A ﬁ j B T @_‘] Emergency Contact Form,dotx
I!_T’I_J Employee Mame.dotx

I@_‘] Marketing Reimbursement Request.dotx
I@] Mewy Client Information.dotx

I@_‘] Mewy Matter concerning existing Client.dotx
I@_‘] Project Request Form.dotx

M) staff Self Review Form.dot

W] staff Timesheet.dotx

@_‘] Ward Processing Request,dotx

# ¥ Refresh List

The above image shows our Demo Dept.- Admin Templates

2.3 Group - Font

WTOAMumbering Home
Calibri [Body) (11 -
R b 1
Aa A Y5
B 7 abe %, X°

Font ¥
.

The font group duplicates the regular Home tab's font group and includes:

m Grow Font

m Shrink Font

m Font Color

m Text Highlight Color
m Clear Formatting

m Bold

m [talic

m Strikethrough

m Subscript

m Superscript

© 2012... Fee Simple Software



16 fssMacroSuite

2.4 Group - Paragraph

Insert Page Layout References

-— i

R € D112 inch
E it #1¢ DI1 inch

| 4
(1T
==
M=

t=nil -

Paragraph

The Paragraph group duplicates the regular Home tab's paragraph group (plus two double indent buttons
described below) and includes

m Bullets

m Numbering

m Multilevel List

m Decrease Indent

m Increate Indent

m Sort

m Show/Hide

m Left Justification

m Center Justification

m Right Justification

m Full Justification

m DIl % inch
(Double-Indent, ¥z inch)

m Dl 1inch
(Double-Indent, 1 inch)

24.1 Direct Formating 1/2 and 1 Inch indents
€ DI1/2 inch |

This button applies double indent (direct formating) on the current paragraph with 1/2 inch left and right
indents

#14 D11 inch |

This button applies double indent (direct formating) on the current paragraph with 1 inch left and right
indents

© 2012... Fee Simple Software
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25 Group - Styles

Mailings Rew

A Quick Styles ~
AY styles
él Marmal

Styles

The Styles Group is a replacement/copy of the standard Home Tab Styles group
2.5.1 Quick Styles
QuickStyles: Displays the Quick Styles pane

&( Quick styles =| S8 AutoText - jl” Clr Para X Deletion = 34 Find

AaBh 1. A=F a AaB AaBl AeBbce szBbC

11 22 T33 T DocTitle e T Hormal ]
AaBh BaBbC| BaBbC| | AzBbC|AaBbC AaBbC
Tth TrainerMote T Traineri... Twg Twalm MTwizraphic2 I

AaBbC MEReE AaBhk  AaBhk  AaBh (i) AaBl

T Mo Spaci.., r Heading 1 THeading 2 THeading 3 THeading 4

1) AaBb a) AaBbc 1) AsBbC a. Acsb Appe AaBl
t

THeading 5 THeading &t THeading ¥ THeading & THeading 9

AaBb( 4aBhCr. AaBdCes AaBbCe 4aBhlel AaBbCcl
st Subtle Em..,  Intense E.. sStrong Quate Intense Q..

AaBbCel AaBhCel AaBbCcl AaBhC aaBbceD AaBhC
Subtle Ref,,, Intense R.. Book Title  Tlist Para., T<Caption  TTOC Hea..,

| : AaBbC

Tib T List Bull...

Sawve Selection as a Mew Quick Style...

Clear Farmatting

Apply Styles..,

& &

25.2 Styles

Styles: Displays the Styles pane
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Styles v X
Clear All =
BodyText a
Mormal 1T|
Mo Spacing T
Heading 1 14
Heading 2 a
Heading 2 1a
Heading 4 Ta
Title Ta
Subtitle 1a
Subtle Emphasis a
Emphasis a
Intense Emphasis a
Strong a
Quote Ta
Intense Quote a
Subtle Reference a
Intense Reference a
Book Title a ;I
Show Preview
Disable Linked Styles
rﬂ ‘g} "‘_139 Oplions...
253 Normal

Normal: Applies the Normal style at the insertion point
2.6 Group -lInsert

wWiew View Drey

EZE symbals -

2 Dates/Stamps -

Insert

The Insert Group ia a special fssMacroSuite group. Each button is described below:
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2.6.1 AutoText

= AutoText ~ I

This button produces a quick list of any autotext entries that you may have saved.

8 autoText 4 crpara X D
5%, Symbols = {5y Unformatted
©  Degree Symbol lEI
8  section Symbol t_'
™  Trademark
Registered Trademark
Copyright

0@

Service Mark

Check Box Field [functional)
Check Box Symbol

X box Symbol

Empty box Symbol

e [ [

Round Bullet

®  Square Bullet

Em Dash
Tilde
Cent Symbol

Euro

- R ]

Paragraph Symbol

\

w  Smiley

This dropdown menu provides some commonly used symbols. If you have ever tried to find an x'ed box
symbol, you will appreciate the convenience.
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2.6.3 Date/Stamps

view View Developer
8 AutoText - «arp
5% symbals - i unfo

Insert Date as Text

Insert Date as Field
Select Date format

Doc name at cursor

Daocname at end

leleles &3 o

Doc name in footer

These Dates/Stamps selections give you a convenient way to insert dates and the name of your current
document.

2.7 Group - Utilities
eveloper

& crpPara X Deletion ~

ih Unformatted &5 Clean up

E Frignt [g reveal [F]Ltrhd

Ltilities

1. Utilities Group
271 ClrPara

jI’/CIr Para I

This button remowves paragraph formatting in the current paragraph

2.7.2 Deletion

X Deletion = 44 Find -

W Delete Headers
]]T[I' Delete tection Breaks
W Delete Footers

Delete Cross-References

The choices in this drop-down menu allow you to
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2.7.3

2.7.4

275

Delete headers
Delete Section breaks
Delete footers

Delete cross-references

Unformatted

['E] Unformatted I

This button allow you to paste text that is in the clipboard into the document without any formatting

Clean up

& Clean up [

Important: Save the document before using the tool. The button copies the current document and pastes
the text into a new document without any formatting. The macro closes the document without saving the
current changes.

F Right

Ed FRightI

WordPerfect veterans will miss the flush right option. With Word you must set a Right Tab. This button
offers a quick and dirty way to get the same effect as a WordPerfect flush right by creating a hidden two
cell table and setting the alignment of the second table cell to be right aligned. The cursor will be
positioned into the second cell for your data entry.

#

You may decide to hawe left aligned text and right aligned text on the same line.

Turn on Table Gridlines to see the table structure and to place your cursor in the correct cell.

 SBome left aligned text 1 Some right aligned text |
I [m]

The end result with table gridlines turned off:

Some left aligned text Some right aligned text
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27.6 Reveal

E_REU‘EEl '

This button checks to see if the current document contains tracked changes.

2.7.7 Lttrhd

Lrhd |

The Ltrhd button is a special button that can be used in conjunction with the fssMacroSuite provided
Letterhead/Memo/Fax Cover Sheet templates. It will allow you change the attorney that is inserted in
the "from" sections of those forms to a different attorney.

Perhaps you a form that you had finished but you selected the wrong "from" attorney or staff person.
Click this button and you will see this special userform:

Letterhead Attorney x|

Select a different attorney for the letterbead, fax cover and memo fssMacroSuite templates
Attorney | Cheatharn, Wil T. j

Cancel Continue

When you click on the drop-down arrow on the right of the combo box it will expand to show more
choices or simple type some the characters of the last name of the staff person that you wish to
choose.

Letterhead Attorney 1 |

Select a different attorney for the letterbead, fax cover and memo fssMacroSuite templates
Attorney | Cheatham, wil 1|

im.':FIE-E!H'I-E!I'I' .I . T

Dewey, Jobn R, Jobin Dewey Sincerehy IRDeweyi@ddchdar (212)
Howe, Andy K. Andy Howe Warrilhy AKHowed@ deh-lav (212 444-33360

Can?

AKH

Select a different attorney or staff person and the name and other values associated with that name will
be copied into the document.

2.8 Group - Editing

34 Find =

2 Replace

g Select -
Editing
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2.9

3.1

3.1.1

This Group duplicates the functionality of the standard Word Home Tab's Editing Group of buttons and
menus.

Group - Clipboard

(e BT

| & o

=3 Lopy
Paste
- j Format Fainter

Clipboard )

This Group duplicates the functionality of the standard Word Home Tab's Clipboard Group of buttons and
menus.

Tab - fssMacroSuite - TOC/TOA/Numbering

5M5-Home /Templates SMS-TOCTOA/Mumbering Home Insert Page Layout References Mailings Review View Developer
j+ E@InsertTOA Z] InsertTOC | 9] Field Shading '[1Separator {Lq-DeIeteTOCFields ® Sequence # @ Response 1 2 3 4 5
Edit Category ._s“[?UpdateTOC {?&Selectﬂ\ll 4] Hidden Para ® Special Interr. # @ Response ﬁ 7 3 9
Mark
Cite ! Update TOA | [JgGotoTOC §id Toggle fields { Mark Entry 4 i Select =
TOA TCC-5tandard TOC-Fields Discovery Humbering

This fssMacroSuite Tab contains groups of controls to help deal with Tables of Authorities/Table of
Contents/Discovery and Numbering.

Each group is discussed below:

Group - TOA

SMS-Home/Ten

s Insert TOA
2

Edit Category
kAark
Cite L Wpdate TUA

TOA

Word has special tools for Tables of Authorities. This group consolidates them for easy access.

Mark Cite

e

Mark Cite: Displays the Mark Cite dialog.
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3.12

Mark Citation 2=l
Selected kext:
a|  mext Citation |
ﬂ MMark: |

Categary: |Cases j Mtk &l |
=[5

short citation:
Cateqgoary. .. |
=]

=

Long cibakion:

Insert TOA

Ep Insert TOA '

Insert ToA: Displays the Insert ToA dialog
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Table of Authorities I 21xIR

Index | Table of Contents | Table of Figures  § Table of guthorities I u

Prinkt Preview Cateqory:

CESES j _ases
Skatutes

: ; Cther Autharities
Baldwin v, &lberti, Riilas
58N, 2d 243 (19610, a9, B Treatises

Regulations
Conskitutional Provisions

Dravo Carp, v, Metro, Seattle, | 8 ;[

W Use passim
V¥ Keep original formatting

Tah lzader: I ....... j
Formakts: IFrn:nm kermplate j

Mark Citation. .. | Madify. .. |

Ik I Zancel |

3.1.3 Edit Category

Edit Categu:uryl

Edit Category: Displays the Edit Category dialog..

Cakegory

Other Authorities
Rules

Treatises
Regulations
Constitutional Provisions

3 =l

Replace with;

_ases

Replace | Ik I Cancel |
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3.1.4 Update TOA

Update ToA: Updates the ToA field

3.2 Group - TOC-Standard

iplates SMS-TOCTOA/Mumbering Home

g Insert TOC Field Shading

g GotoTOC g Toggle fields
TOC-5tandard

This group consolidates several buttons that are useful for working with Table of Contents creation.

3.21 Insert TOC

B InsertTDCI

Insert ToC: Displays the Table of Contents definition dialog as shown below:

Index i Table of Contents | Table of Figures | Table of Autharities |
Prinkt Preview i'eb Previgw
BodyText .....cceenennen. 1 j BodyText j
BoeTitle .. .owiviwimmss 1 DocTitle
Heading 1 ................. 1 Heading 1
Tab].eHead,th ............. ]. LI TableHead,th ﬂ
W show page numbers ¥ Use hyperlinks instead of page numbers
Iv Right align page numbers
Tab leader: I ....... j
General
Formats: IFru:um kemplate j
Show levels: |3 5‘
Options. .. | Madify. .. |
ITI Cancel |
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3.2.2

3.2.3

3.24

3.25

3.2.6

3.2.7

Update TOC

=2 Update TOC I

Update ToC: Updates the Table of Contents field are changes are made to a document. You might
delete a page or reorder some text that would make it necessary to rebuild the Table of Contents.

Goto TOC

3 Go to TOC |

Go to ToC: Go to the Table of Contents page. This is an fssMacroSuite addition.

Show Hide Formatting Marks

]
This duplicates the same button that appears on the fssMacroSuite's Paragraph Group and the Standard
Word Ribbon's Paragraph Group.

This is a toggle on/off button that when toggled on reveals paragraph marks and other formatting
indicators.

Select All

G Select All [

Select All: This is a button that is used to select all content. The hot key for this is Control-A. To end
the selection: click anywhere in the white space of the document.

Toggle Fields

{'!'} Toggle fields I

Toggle fields: Toggles the display of field codes e.g., {PAGE}” and field results, e.g., “1-“.
Field Shading

Field Shading I

Field Shading: If your document has field codes embedded in it, this will turn on shading around all
field codes.
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3.3

331

3.3.2

3.3.3

334

3.4

Group - TOC-Fields

Insert Page Layout Reference
11 Separator {V}Delete TOC Fields
9] Hidden Fara

{5 Mark Entry
TOC-Fields

This Group consolidates several tools for working with Tables of Content.

Separator

11 Separator I

Separator: Insert Style Separator (Ctrl+Alt+Enter)
Hidden Para

9] Hidden Para '

Hidden Para: Insert paragraph mark with “Hidden” character formatting and the color red applied. Used
for compatibility with firms using this method to mark Table of Contents entries with run-in headings.

Mark Entry

{5 mark Entry )

Mark Entry: Mark Table of Contents Entry; mark text with TC fields; allows user to specify ToC lewels.

Delete TOC Fields

{r} Detete TOC Fielas |

Delete ToC Fields: Delete all TC marked entry fields from document.

Group - Discovery

B85 Mailings Review View

® Sequence # @ Response

® Special Interr. # @ Response

Discovery
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Inserts sequence fields used to number interrogatories, requests and responses. See descriptions for
each button below:

341 Sequence#

® Sequence # |
Inserts: REQUEST NO. 1

The number is a field code that increments up by one on each insert.

3.4.2 Response (Sequence #)

® Response |
Inserts: RESPONSE TO REQUEST NO. 1
The number is a field code that increments up by one on each insert.

3.4.3 Special Interr. #

® Specal Interr. # I

Inserts: SPECIAL INTERROGATORY NO. 1

The number is a field code that increments up by one on each insert.

3.4.4 Response (Special Interr. #)

® Response ]
Inserts: RESPONSE TO SPECIAL INTERROGATORY NO. 1

The number is a field code that increments up by one on each insert.
3.5 Group-Numbering

W Developer

123435
6 7 89
4= A Select =

Mumbering

fssMacroSuite ships with 25 predefined numbering schemes. Click on the word Select to open the
numbering dialog.
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3.5.1 Numbering Dialog Page 1

t Paragraph Numbering Styles
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3.5.2 Numbering Dialog Page 2
Select Paragraph Numbering Styles 5[
Style Sheets 21-11  Style Sheets £12-25 |

" Style Sheet £12 [ 1. a) (1) ]
" Style Sheet 213 [ 1 A, 1. ]

Alignment

¥ Left Alignment
™ Style Sheet #14 [ Artide 1 1.1 (&) ]

" Style Sheet 15 [ Artide 1 1.1 {3) ] " Eul Alignment
"~ Style Sheet #16 [ Artide I 1.01 (a) ]
" Style Sheet #17 [ ArfideI 1.1 1.1.1 ]
" Style Sheet #18 [ Artide 1 1.1 1.1.1 ]

" Style Sheet 219 [ Artide 1 1.1 1.1.1 ] oK
" Style Sheet #20 [ ArtideI 1.1 1.1.1]

™ Style Sheet #21 [ Artide I Sec 1.1 {a) ]

" Style Sheet #22 [ (A) InterogfAnswers ] Cancel

" Style Sheet #23 [ I 1. bullets ]
i Stylesheet£#24 [ 1. a. i. ]
" Style Sheet #25 [ 1. bullets ]

3.5.3 Numbering Dialog Instructions

Click to select a numbering scheme, e.g., Style Sheet #3.

Word confirms your selection.

Microsoft Word I x|

¥ou have selected the Style Sheet #3 [ 1. A, 1. ]. The Heading stvles
can now be used ko number paragraphs.,

Heading styles 1-9 are now formatted with the selected numbering scheme.

31
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3.5.3.1

Applying Heading Styles

After selecting a numbering scheme, apply the heading styles using any of the following methods:

In the Numbering group, click a level number.

W Developer
1234
6 7 8 9

4= A Select =

Mumbering

5

Or use these keystrokes:

Heading 1
Heading 2
Heading 3
Heading 4
Heading 5
Heading 6
Heading 7
Heading 8
Heading 9

Ctrl+Alt+1
Ctrl+Alt+2
Ctrl+Alt+3
Ctrl+Alt+4
Ctrl+Alt+5
Ctrl+Alt+6
Ctrl+Alt+7
Ctrl+Alt+8
Ctrl+Alt+9

Note: Word includes the Ctrl+Alt+ for Heading Styles 1 to 3. fssMacroSuite added the extra keystroke
mappings for 4-9.

or from the Styles group, click the Quick Stylesicon, then click a heading.
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ot

Ay Quick stytes -
A4 Shyles
IEI Bormal

References

A, Quick Styles | S sutoText =

AaBh

11

AaBh

T th

AaBbC

1 Mo 5pad...

1) AaBb

T Heading 5

AaBb(

it

AaBbCcl

l. AaE
ma2

€ Crrara X De
a. AaB AaBl A«

| K] T DaocTitle

AaBbC

RaBbC| AaBbC | Aa

TralnerMote

AaBbCc

F

a) AaBhC
T Heading &

AnFbCe,
Subtle Em...

AaBhCel

Subtle Ref...

L] !
b

Intense R...

AaBbC

T List Bull...

N Traineri... Twag M

AaBh AaBh A

Heading 1 WHeading2 T He:

1) AaBbC a. AcBb A}

MTHeading 7 WHeadingd TWHe:

AaBbCe; AaBbCc dai

Intense E... Strong i

AaBbCel AaBbC aaB
Book Title ¥ List Para.. TC:

Save Selection as a New Quick Style...

Clear Formatting

el
]
M spply Styles..,

Click Styles, then click a heading in the Styles pane.
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A Quick styles | Styles - X
U styles Clear Al -
= marmal Heading 1 1a
Styles P Heading 2 F
I Heading 3 HI
3 | Heading ¢ 1a :
' Heading S JIE!] :
Heading & a
Heading 7 1a
Heading & 1a
Heading 9 a
Morrmal T
Mo Spacing T
Title 12
Subtitle 13
Subtle Erphasis a =
graph One Emphasis a :
Pﬂrﬂg'_['aph Intense Emphasis a 1
Skrang a |
craph One ot agf

Paragraph

wo Paragra |

[] Shiow Preview
[ ] Disable Linked Skyles

1‘1_'1 ‘!;,"} {1!_) Options...

Sample numbered document:

L. Paragraph One Paragraph One Paragraph One Paragraph One Paragraph One Paragraph
One Paragraph One Paragraph One Paragraph One Paragraph One Paragraph One
Paragraph One Paragraph One Paragraph One Paragraph One Paragraph One Paragraph
One Paragraph One Paragraph One Paragraph One

A Paragraph Two Paragraph Two Paragraph Two Paragraph Two Paragraph Two
Paragraph Two Paragraph Two Paragraph Two Paragraph Two Paragraph Two
Paragraph Two Paragraph Two Paragraph Two Paragraph Two Paragraph Two
Paragraph Two

L.

Paragraph Three Paragraph Three Paragraph Three Paragraph Three
Paragraph Three Paragraph Three Paragraph Three P aph Three
Paragraph Three Paragraph Three Paragraph Three Paragraph Three
Paragraph Three Paragraph Three Paragraph Three Paragraph Three
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4 User Configuration

Start Microsoft Word 2007/2010. In the Template Selection group, click the dialog launcher icon:

YourFirmMame-HomeTemplates YourFirmMame-TOCTOAMUmMbering Haome Inisert Page Layout References
Letterhead  Office Main - Templates - BookmanQld St~ 13 - =+ i=- i e DI L2 inch A Quick Styles
Mema Dept, Llitigation ~ Templates - A o” A~ 87 52 i allqr] M<¢Dllinch | M styles
Fax Misc, Erwelopes ~ Template B J U-abe x, xX* = E xg' = Mormal
_QuickDocs Template Selection [v.12d) ) Paragraph Styles

4.1  Setting Paths and Default choices

The following configuration dialog displays
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Configure the fssMacroSuite Template Folder Path and Default Template Cateq: x|

First time setup: You must first use the browse button to browse to the templates “parent™ folder. If you
do not know the location of your templates “parent folder” ask someone in your support staff.

Templates path: I C1'Program Files'feshfesMacroSuite’,

Label your category folders then select the *“Default™ folders for your category folders. The three folders

must be named “Location™, “Department™, and “Misc” but can be labeled as needed.

"Location" Falder Label I Cffice I [ain Er e |
"Drepartment folder Label I Diept. I Litigation Brotienn |
"Mizcellaneous" Falder label I Misc, Envelopes Er e |

You must click on the “Refresh™ button to see choices for the Default Attorney. |

Default attorney for Letterhead Templates: I heatharn, Wil I, j o o
Label each Quickdoc on the left and then browse and select the Quickdoc template. |
Guickdocs Label 1 I Letterhead I feshS_Drerno_Letterbiead _12d.dotm Ermgs o

Guickdocs Label 2 I Merno I fesMS_Drarneo_Merno_12d dotrn Browse ...

di

Quickdacs Label 2 I Fax I fasMz_Dermo_Fax_Cower_12d.dotr EremEs o

Finally change the name of your 55 Home Template tab and TOC,;/TOA tabs if you wish. |

Your name for the Home/Templates Tab: I FestacroSuite-Home Termplates

‘Your narne For the Table of ContentsTable of

feshacraSuite- T, TOA Murmberin
AuthoritiesMumbering Tab: I M S

Be sure to hit *“save Configuration Settings™ and then “Close™. ¥alidate Security is rarely used. |

¥Yalidate Security Save Configuration Settings Close |

Under Template path, click the Browse button and select the Macro Suite top level folder.
Note: You can add or rename the folders under the Department, Location, and Miscellaneous folders
Under Default folder for the Department Templates, select the appropriate folder, e.g., Admin.

Under Default folder for Location templates, select the appropriate folder, e.g., Main. You may wish
to rename the “Main” folder to the name of the city of your primary office.

Under Default folder the Miscellaneous Templates, select the appropriate folder, e.g., Misc.
Under Default Attorney for Letterhead Templates, select an attorney specific to that particular user.

Optional: You may change the first tab in the ribbon to display the firm name instead of Macro Suite-
Home/Templates:

Under “ Your name for the Home/Templates Tab” enter the [Firm Abbreviation] in front of the word
“Templates.”
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Under “ Your name for the Table of Contents/Table of Authorities/Numbering Tab” enter the [Firm
Abbreviation] in front of the phrase “TOC/ToA/Numbering.”

Browse to the Quick Docs section. Select and Label each Quick Doc in turn. Short labels are
recommended since the label can take up a lot of Ribbon space.

Click “Save Configuration Settings.”
Click Close.

Exit and restart Word.

4.1.1 Settings stored in INIfiles

Note: If your firm uses Roaming Profiles, where more than one user can log on to a computer and get
their own settings applied, then each user will have their fssMacroSuite settings presernved. The values
that you set in the configuration dialog are automatically stored in ini files in these locations, depending
on your version of Windows:

Windows 7 |Word 2007 |C:\Users\YourUserName\AppData\Roaming\fssMacroSuite\
Word 2010 |C:\Users\YourUserName\AppData\Roaming\fssMacroSuite\

Windows XP |Word 2007 |C:\Documents and Settings\yourusername\Application Data\fssMacroSuite
Word 2010 |C:\Documents and Settings\yourusername\Application Data\fssMacroSuite

The ini files are named fssMS_Local.ini and fssMS_Global.ini. In testing, ini files were faster than
registry entries, so they were utilized.
fssMS_Global.ini contains settings that are typically consistent from station to station in a

network.
[config]
Start Fol der=C: \ Program fil es\fssMacroSuite\fssMacroSuite_Deno\
Dept _Defaul t=Litigation
Loc_Def aul t =Mai n
M sc_Def aul t =Envel opes
Home_Tab_Def aul t =Your Fi r mMName- Home/ Tenpl at es
TOC_Tab_Def aul t =Your Fi r mMName- TOC/ TOA/ Number i ng
Locati on_Label =Offi ce
Dept _Label =Dept .
M sc_Label =M sc.

fssMS_Local.ini contains settings that can be variable by user, such as who

[Att orney]

Key=Cheat ham W Il I.
One=Cheatham WII 1I.
Two=W I 1 [|. Cheatham
Three=l nsi ncerely

Four =W Cheat ham@ich- | aw. com
Five=(212) 444-3335

Six=W C
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4.2

Seven=Attorney-at-1| aw

Ei ght =W | |

[ Qui ckDocs]
QDLabel 1=Lett er head
Qui ckLetterhead=fssMS_Denp_Letterhead_12d. dotm
QDLabel 2=Menp
Qui ckMemo=f ssMS_Deno_Meno_12d. dot m
QDLabel 3=Fax
Qui ckFax=f ssMs_Deno_Fax_Cover _12d. dotm

Letterhead List

Cheat ham

fssMacroSuite provides templates that connect with Outlook to provide "To" data. The Letterhead List is
a Word document that contains a table of staff names for the "From" data. Typically the letterhead list
will be populated with all firm attorneys. Some firms also include the firm's staff members. To do this,
they use column Eight and put in the staff member's name and a soft return (Shift - Enter) followed by
the staff member's title.

To update staff names in the letterhead list, please follow these steps:

1. Open: C:\Program Files\fssMacroSuite\Letterhead List\fssMacroSuite_Letterhead_list.docx
fssMacroSuite-Staff Letterhead Listing
bkmFrom_O | bkmFrom_T | bkmFrom_T [ bkmFrom_Fourl to | bkmFrom | bkmFrom_ | bkmFrom_ | bkmFrom_ | bkmFrom_ | bkmFrom
nel to wol to hreel to bkmFrom_Four4 _Fivelto [ Six1 to Sevenl to Eight1 to Ninel to _Tenlto
bkmFrom_O | bkmFrom_T | bkmFrom_T bkmFrom | bkmFrom_ | bkmFrom_ [ bkmFrom_ | bkmFrom_ [ bmkTen4
ne4 wo4 hree4 Emai _Fived Six4 Seven4d Eight4 Nine4
Mandatory |

Last,First Signature Closing Direct Initials Title Letterhead Optional
Mandatory Mandatory Madatory Dial Mandatory Optional Name Optional

Phone Optional

Mandator

y
Cheatham, | Wil I. Insincerely | WiCheatham@d | (212) 444- | WIC Attorney- | Will
Will . Cheatham ch-law.com 3335 at-law Cheatham
Dew ey, John Sincerely | JRDew ey@dch- | (212) 444- | JRD Attorney- [ John R.
John R. Dew ey law .com 3334 at-law Dew ey
How e, Andy Warmly AKHow e@ dch- | (212) 444- | AKH Attorney- | Andy K.
Andy K. How e law .com 3336 at-law How e

2. Input the names, titles, and preferred letter closings. You should consult with your fssMacroSuite
contact about the use of the columns. Those fields marked "mandatory" must be used as directed
in order to work with the associated Letterhead/Memo/Fax templates.

3. Use the Sort tool on the first column in the table to sort by Last Name, First Name. Note: The sort
button only appears when you are in a table. It appears in the Table Tools tab as shown below.
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m Design Layout
A p e}
] 2l BB &=
Cell Sort Repeat Convert
argins Header Rowes  to Text
Data

4. Sawe and close fssMacroSuite_Letterhead_list.docx.

39
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