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Press Alt+n and make a selection to create a new
opinion (Alt+n+0), order (Alt+n+r), memo (Alt+n+m),
letter (Alt+n+1), letter on stationery (Alt+n+s), or a free

form “generic” document to be saved in ¢c:\wp60\docs
(Alt+n+g).
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The Opinion Form {Alt+N+0)

There is only one opinion form in
WordPerfect for Windows. From this one
form you may access all of the features
necessary to begin a properly formatted
opinion, whether it be an initial draft,
concurrence or dissent. Simply fill in the
complete style of the case as it should
appear in the opinion, the month for which the ———
case was docketed for hearing, the intended Short #: |??-l]l_1IZIC
disposition, the "short number" of the case, ks
and then check any options you may need.

The "concurrence/dissent" option results in a

"stamp-free" copy You will need to indicate Choose all appmpllale rationales under Rule 33 y SR '

whether the opinion is a dissent or

concurrence manually after the draftis I™ Evidence supports the judgment

generated. To convert an opinionto a i I S 5o, o
concurrencefdissent, use the "stamp-free ™ No reversible ermr}' opinion would have no precedential value
copy" option on the "Stamp/mail" menu from R '

the Court pull-down (Alt+Z+S). I Judgment adequately explams th_ :

The "Rule 36" optionis a convenience feature | » cﬂmml -ng
which allows you to create a fully rationalized =~ -
Rule 36 opinion with judgment line in a snap. Note—You must choose at least two of the
This feature can also be accessed from the DP“DRS ﬂbwe or C&ncel beiorc mnhnumg

“insert’ menu (Al+1+R), - e —

The "expedited appeal stamp" allows you to
alert the reader that this case is required by
law or Court rule to be expedited. You can
easily add such information after the fact by
accessing the "Expedite stamp (opinion)"
option from the "Stamp/mail" menu (Alt+Z+E).
However, keep in mind that you will need to
re-enter the other disposition information as
well. Note that this information will also be
requested if you find it necessary to convert a
"publication copy", dissent, or concurrence to
a"draft" or "circulating" copy.

Consolidated cases that can't be

summarized using _ A —— -
the "vice versa" or i
"two cases"
options may be
entered by filling in
this dialog. Check" -
the "add more
case names"
option as needed.
(Alt++N)

Judge’




The order dialog (Alt+n+r) is straightforward. |

Normally all you need to do to generate an
order is enter the style of the case and press
Alt+G (Gol) The "drafter” option is generally
reserved for orders drafted by Central Staff.
Information placed in this field will appear as
part of the voting stamp. The "judge number"
option should always default to the number
entered as part of your "User setup”
(Alt+U+U), and should not need to be
changed. Itis also assumed that you will
want a voting stamp with the order. To avoid
avoting stamp, simply uncheck the voting
starnp option (Alt+S). If you need to remove
the stamp later, press "Ctrl+\". To add the
stamp back, again, simply press "Ctri+\".

P Stamp order with voting stamp

ElealeaCol fppeals-st}llc oider ; |

Add a second case name here.

: ; ) ~.nothere.
Ctrl+\ 1s a "toggle switch" for the voting Courtof Appeals rm—— Press
starmp. Keep in mind that removing the of the §tate of Georgia —====ea 4 o
voting stamp will also cause temporary text A add or
(which should NOT be used in orders) to be = remove the
removed. volting
Fie Court of Appemis Aeredy gosie e folbethe srdo- Stam p =

Unlike the opinion creation process, there is
no option for adding additional case names
inan order. This is because the judge's
"short number" is not used in orders and
therefore the formatting is much less
complicated. If your order requires multiple
case names, simply enter the first case name
in the dialog and add the others to the order
once itis generated. Because of the way
orders are formatted, it is recornmended that
you add case names only by positioning the
insertion point at the end of the first case
name and pressing Enter. Otherwise you
may end up with an order where the first case
name Is bolded and subsequent case
names are not.

A final note: There will be occasions where
you will wish to "squeeze" a two-page order
onto a single page. The recommended
method for doing this is by positioning the
insertion point on the first line of the text of the
order (not the case namel), press Alt+L, and
change the line spacing to 1.0. If the order
contains more than one paragraph, separate
them with an extra hard return. DO NOT use
the "Make-It-Fit" feature on any Court
document intended to be mailed to the
parties (opinions and orders).
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The memo creation dialog {Alt+n+m) Create a Court of Appeals- style mcmorandum [hll in a1l b1anks] W=

Ia:: IAII Cuuﬂ F'ersonnel
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From: |Te chmcal Suppn rt

Jtemioaien il R R St st

Subject: |C0ur1 memarandum creatlon in WordPer‘lecl lor Wlndows [ﬁ
i

v Add an "INTERNAL" s(amp

i Cancel l

Uourt of Appeals

Memorandum

& All Court Personnel

Fret Technical Support
St Court memorandum creation in WordPerfect for Windows (Alt+n+m)

Det November 12, 1998

Creating a memorandum in WPWin is a simple matter of filing out the form shown
above (accessed by pressing Alt+n+m) and giving your memo aname. Ifthe subject of your
memo begins with a case name, the case name will be offered as a proposed ﬂlenam_g_for
your memorandum. The "INTERNAL" stamp is available as a means of marking those
memorandums that should not be allowed to circulate to other offices. Press "Ctrl+-" (minus
sign) to "toggle” (add or remove) the INTERNAL stamp. If you don't wish to give your memo

aname or save it, just press Cancel when prompted for a filename.
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Other new document options:

The “letter” option (Alt+n+l) creates a simple document
with a 2.5 inch top margin and a centered date and is
intended for Court letterhead stock.

The “stationery” option (Alt+n+s), like the “letter” option,
creates a simple document with a 2.5 inch top margin
and centered date, but is formatted for executive
stationery (7.25 x 10.5).

The generic "doc” option (Alt+n+g) does not do any
preformatting, but is simply a way to assure that a new
document that does not fall under the any other

predefined document categories will be saved to your

“docs" folder (c:\wp60\docs)
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Standard Court documents are steered into the appropriate ——
-folders for you automatically as they are created, so figuring

out where they are is generally not difficult. Retrieving those
documents is made easier using the Open from... option
(Alt+0) on the Court pull-down menu. See the Open file dialog
“illustration on the next page for further details.

:After you have opened a document--for example, a draft opinion copied by a staff .

~attorney to the k: drive, you can easily move it to your opinion folder by using the
. Move to... feature on the Court pull-down (Alt+U+M+0). To copy your draft opinion
. to the staff folder (the “k drive”) to share with others on your staff, use the Copy to...
feature (Alt+U+C+S). To copy a dissent or concurrence to the Court-wide folder (the
s drive”), press Alt+U+C+C. However, it is strongly recommended that you not try
,'to memorize and use these keystrokes mindlessly (the “Trained Seal” approach),

:because there is no guarantee that these key combinations will not change in the

5future Reading the screen and responding to its cues are essential to
imastenng any Windows application, including WPWin and the Court macro
- System.

‘As the above examples illustrate, simple document management among standard
Court of Appeals resources is relatively easy. Since you often have a document
open at the time you decide to move or copy it to or from your hard disk, the Copy
to... and Move to... features can accomplish the task immediately without requiring
'f_you to close your document frst




The Open File dialog  [B8
boxis accessible by  Fie ' sEdit’ View Took ‘Favorites | He HA
pressing F5 or by S R R B S T e
pressing Alt+O and i%.._ . RI_.' 2_9__ = ke
selecting the folder you  Browse | QuickFinder|
wishto view. The

dialog shown here is Lookir: |7 ME \ =l Fortype: [Al Files () =]

r?npeerﬂggatnodtﬁri folder 1”; eoab IR 1S ]\\ (BT R T e
- i H ame 2e ype | et i i

{C.WpoQiie).and Is X§43910018.57m Hint=U N 27KB  WordPerfect 7 Document 09/30/1998 9:41 PM '

sorted by date. Once ni-Use _

. ; %05u32198pd | Eavorites to iimpl2KB  WordPerfect 7 Document 09/23/1998 7:57 AM

in the dialog, you may £ ASEI0430 avo Jumpy ,

S, m QUICkN to anothef 33KB  WordPerfect 7 Document 08/30/1998 9:58 PM
change the sort KR0800428.53m| ~ oo [28KB . WordPerfect 7 Document 08/23/1938 11:05 PM
options by using the 849800430 80 dik-oiai 27KB  WotdPerfect 7 Document 08/20/1998 11:59 PM

Arrange lcons by" ¥§A%R0411 g1 |OI0EFOT10 @ Logp U iPerfect 7 Document 08/14/1938 1:17 PM
option on the View ¥8ia9810404 35r [MOPSIANDAND  fSp o pefect 7 Document 08/11/1998 4:00 PM
pull-down menu % aseD0422 a7 |fOIdeT you have |2KB  WordPertect 7 Document 08/07/1998 1:06 PM
(Alt+V+]) or by clicking  [%giassinso7 szm \@dded YOUrSelf.i)rap \wordPerect 7 Dosument 08/06/1998 5:45 PM
on the column labels 949800414 32 (Hint--DocUments|2eke  WordPerfect 7 Document 08/06/1998 4:35 PM
(Name, Size, Type, . |%8149800410.91m givenno © % (33KB  WordPerfect 7 Document 08/06/1998 11:41 AM
Modified). Other view ﬁASSIUSSO.Sdm ) 29KB  WordPerfect 7 Document 08/03/1998 1:35 PM
options allow you to - | %8iA9800392.mir 28KB  WoardPetfect 7 Document 07/31/1998 6:24 PM
preview documents, to %81 A9800406.93m 23KB  WoardPerfect 7 Document 07/31/1998 11:27 AM
list documents with 3A £81A53800402 93m cannot ; 23KB WGrdeer!ect 7 Document 07/30/1938 6:38 PM
details (as shown g AJBA2022 mm2 - MM2 File 07/29/1998 4:00 PM
here) etc. : ks A9810387.96m ‘WordPerfect 7 Document 07/28/1998 1:06 PM

! .|’ A98D0396.97m WordPeifect 7 Document 07/27/1998 1152 AM
: i+ | %8 A9810376.99m WordPerfect 7 Document 0741741998 3:14 PM
ngv;gh ;lég'saflg any élest File 07/17/1938 8:58 AM
! 18149810372 94m WordPerfect 7 Document 07/17/1998 1:32 AM
underlined letterto . |1 1ggrs File 07/16/1938 5:07 PM
change the current . |55 ssaa1111 File 07/16/1998 4:47 PM
focusto thatpart of the - |¥giassinaesa7m WordPerfect 7 Document 07/16/1998 4:25 PM
dialog. To access | [#) supetmmo. 715 715 File 07/16/1998 10:59 AM
other parts of the 1| %8 49810365.96m WordPerfect 7 Document 07/15/1998 4:31 PM
dialog, you may find it ' |%§iA38D0382.98m WaordPerfect 7 Dacument 07/14/1998 2:28 P
necessarytousethe . |%§1A9810361.92m WordPerfect 7 Document 07/13/1998 709PM - o)
Tab and Shift+Tab - | %81 49842022 mmo WordPerfect 7 Document 07/13/1898 358 PM o0
keys to focus on o | ] supetmmo.713 713File 07/13/1998 1:58 PM
certain items. For | g A98I0355.98m WordPerfect 7 Document 07/11/1998 2:35 PM

example, press Alt+n,
then Shift+Tab to
move the focus to the
file list. To highlight a
particular file, navigate
to it using the arrow
keys and then press
the space bar. To : : S e L L i Lo &
open thatfile, press Alt+O. To highlight other files without deselecting the one already highlighted, hold down the
Ctrl key while navigating and press the spacebar for which file you wish to select. You may have up to nine
documents open at any one time . To copy or move the selected files, use the Move to Folder and Copyto
Folder options on the File menu. The Send To option is @ convenient way to copy files from their current location
to other standard Court folders. Printing is also possible from within the dialog, but only if the document is saved
with a standard WPWin extension. The docs with “plain" icons (like "test" above) must be opened to be printed.
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Stiip etemporary texts

Before the Court moved to WP 6.0 for DOS in 1994 a draft e 7
"stamp” was exactly that--a rubber stamp placed at the top of a ;""e (Ealael paion)

) . . . 'toposed order stamp
staff attorney's draft opinion before it was circulated to others Gy

e : N . _ 2 - L Iglernalmemosiamp
within the office. Likewise, circulating stamps, "do not publish” =
stamps, panel stamps (which were replacedyearly), and proposed . Back up Cout fies

order stamps were considered essential tools for conducting Court business. These

“stamps” have since been automated, but the "stamping” concept remains. For this
‘reason, the Court "stamps” are in their own menu category (along with the Mail to
‘Reporter, Retrieve from Reporter, Strip temporary text, and Back up Court Files)
‘instead of being included with the other Insert options. It is a matter of tradition
‘rather than logic. Just remember--if the thing to be inserted goes at the very top of
‘the document and is not a substantive part of the opinion, order or memorandum. it
iis located under the “Stamp/mail” menu instead of the general “Insert” menu.

‘Unlike the system used in WP DOS 6.0, a draft opinion in WPWin is automatically
[formatted with a draft stamp as it is created. The draft stamp, circulating stamp, and
‘circulating/do not publish stamps are actually WordPerfect tables that take up the
entire area above the line "In the Court of Appeals of Georgia * The right hand side
of these tables-masquerading-as-stamps are editable. In other words, while the
‘insertion of disposition and expedited appeal information is automated by macros,
the user is also free to edit this area by hand.

‘For the curious, when a draft stamp is replaced by a circulating stamp., the
information in the editable area to the right is first copied to the Windows clipboard,
‘thenthe draft stamp is deleted, then the circulating stamp is inserted, and finally the
iinformation inthe Clipboard is pasted into the free area of the new stamp. Once the
rdocument is given apublication stamp or is convertedto a "stamp-free" concurrence
rOf dissent, however, this information is lost. If a draft or circulating stamp is applied
‘to a document otherwise formatted for publication or as a concurrence/dissent, the
user w1l| be prompted to fill in all necessary disposition information _(cont;nued)
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Stamping and mailing documents (Alt+Z) | aem=

Strip «temporary texts

Once the draft opinion has circulated within the office, then

circulated and approved by the panel (or by a majority of the

Court), it is ready to be prepared for publication. Preparing a

publication copy (slip opinion) is different in kind from preparing a ———==—
draft or circulating copy because there is no disposition information ___Back up Coutt files

placed at the top of the final document and the record cites included for the
convenience ) R

of the Court Publication settings [edll as net:essary]

{ t h e
«temporary I NS SECO_NEE"_'{'S'ON RN

text») must be | — JOHNSON P.J. SMITH, J..

:remOVed_ ) fot SRR e e e e S e e
! | SEN!OR APPELLATE JUDGE HAHOLD R BANKE

Expedite slal‘np [opanlun]
Proposed order stamp
Internal memo stamp

'B ecause
Ipreparanon of . F’ub]u:a
|a DUDllcatIOH OptIOI‘IS
1copy discards I~ Stamp a
|aiI|nformat|0n I Stamp ion'as "ot o' be:Off

[not  intended I_Eormatasaspa al concurren
'for inclusion 7

in  the slip

jopinion, the process should not be undertaken prematurely. If for some reason you
‘start the publication copy process by accident, do not panic. Simply press Esc to
‘cancel the process midstream or otherwise "throw away" the finished publication
'copy without saving it. So long as you do not save the resulting publication copy,
Ayour opinion, complete with temporary text and disposition information, will still be
!100% intact on your hard disk. This is because your document is automatically e
;saved before the process for stripping temporary text begins. =

i

{The final stage of the publication copy process is the dialog box shown above. As
!you can see, this dialog is designed to enable you to prepare all opinions for
‘publication, including concurrences and dissents. Simply adjust the information in
ithe form as needed and press Alt+G to complete the process. (continued)
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Stamping and mailing documents (Alt+Z)

Retrieve from reporter

If the publication copy you have just prepared represents a b cemporaiylests

unanimous opinion, it should be ready to be delivered both  Expedite stamp (opinion)
physically to the Clerk's office and electronically to the Reporter's ~ Proposed arder stamp
office. If the opinion is a concurrence or dissent, it should be ready __'otemal memo stamp

to be delivered physically and electronically to the majority judge's  Back up Court fles
office. Use the Copy to.. feature on the Court pull-down menu to accomplish this, then
exit the document.

If the slip opinion is a majority opinion but concurrences and dissents have also been |
prepared for publication, the last remaining step before mailing is to copy the !
concurrences and dissents (in that order, with multiple concurrences or dissents .
-attached in order of seniority) to your own opinion using the "Separate opinion” feature .
‘on the Insert menu (a/kfa the "Alt+Y" macro). The Alt+Y macro is intended to do no .
‘more than join slip opinions together in a manner that preserves their individual
formatting characteristics. It is not the majority office’s job to clean up other.
‘offices’ special concurrences and dissents. Not only is such a practice discourteous, i
‘but it is clearly ill advised. You should not only expect but insist that the majority '
‘judge’s office not alter a slip opinion sent from your office in any way. Conversely, the *
‘majority office should insist that the document posted to the s drive be a true
‘publication copy free aof temporary text and otherwise reviewed forerrors. You can fully
-expect the Alt+Y macro to enforce this convention in the future.

Once a slip opinion (or multiple slip opinions combined using Alt+Y) are ready for
release, the AA should deliver the opinion and record (with copies) to the Clerk's office -
‘and contemporaneously deliver the disk version to the Reporter's office by using the |
‘Mail to reporter feature. The Mail to reporter feature checks to make sure your
idocuments have no obvious formatting problems (like lingering temporary text) and then ~
.sends the document to the Reporter's office for editing. -
i
IOnce you have mailed the opinion, you must understand that you have given up
"custody” of the appeal. To regain custody, you must both retrieve the opinion and
rrecord from the Clerk's office and retrieve the electronic version from the Reporter's
‘office using the "Retrieve from reporter” feature. This is not a matter of respecting
“turf,” but rather is a Court-mandated courtesy that ensures that the Reporter's office &
‘does not waste its efforts verifying and cleaning up an opinion that is later superseded @
iby a different ‘opinion with many (if not all) of the original's technical flaws. {cont) 5]
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(5 Stiip etemporany tests 5

Rounding out the stamp/mail features are features discussed in the o T
context of opinion, order, and memorandum creation, These }E:‘::Ds:d-o‘?;"e”'[f?f:"]
featuresinclude the "Expedite stamp” (for opinions), the "Proposed | s

0 . Intemnal memo stemp
order stamp (a voting stamp for orders that circulate), and the
"Internal memo stamp” (to mark sensitive internal memos that are ___82ck up Court fies

not to be shared with other offices. These stamps will rarely be applied from the pull-
down menu instead of as a part of the document creation process, but are included for

‘completeness’ sake,

Anocther feature that will rarely be used on its own is the "Strip «temporary text»" feature.

. This feature is an inherent part of the publication copy process as well as the process
for removing a proposed order stamp (Ctrl+Y), but is included for those rare instances
‘where you need to remove temporary text prior to publication or from a memorandum
-or other document not otherwise intended for publication. But for the most part this
feature can be safely ignored.

' The "Back up Court files” feature duplicates the functionality of the process that takes
place when you log onto the network. The only function the feature serves is to allow

you to back up files modified during the day at your discretion.
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Insert features (Alt+1): The «temporary text» macro (Alt+x)

At the top of the list of
of Insert features-- and
certainly the most often
used -- is the
temporary text macro

"(Alt+X). Temporary text .
insert’

‘is  used to
references to the
transcript and appeal
record into an opinion
or other document

Temporary text should only be placed between sentences and at the end of paragraphs,

Insert record cite and press Enter [click OK] to insert temporary text at the insertion point.

[When mseﬂl.ng 1 or § symbols, cﬁck the .
apj:xcpnale buuon and lhen press the 'End‘ key

* Caneel |

Caution-- Tempnrary text must be formatled perfectly Ait+>< is the only re!lable means of
creating OR editing temporary text. To edit this or any other cite later, place the inseition
point (cursor) within the cite to be edited and press Alt+x. \When you edit temparary text
directly instead of by using Alt+X, at best you create work for your A4, and at worst you
cieate a risk that text other than temporary text will be deleted prior to publication. 1f you
accideritally alter termporary text, press Chl+Z immediately to undo the change.

| Create «temporary text> j . | x|

placing one space on either side of the cite.

Although it may look different, the temporary text macro works the same in Windows as
it does in WP 6.0 DOS. Please take the time to read the "Surgeon General's waming"
inthe dialog at least once. "Temporary text" is a feature custom designed for the Court
of Appeals. Adding and removing temporary text can be a safe and useful feature, but -
it can also cause serious problems if used incorrectly.
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Citation [__Ga. __)

Separate opinion

Case name
Bule 36 rationales

Keyboa:dshd‘tcuts »
Insert features (Alt+1): The “judgment line” macro (Alt+a)

The “judgment line® feature
Eslstt:aita:))l i ut? eg Tr? lith: (Lgsenum?er Edit substantive poition of judgment ine (i needed) before continuing.

ishe r setu P :
(AtsU+U)), and the year
indicated by the second and
third characters in the filename
("A89A0001") to generate a properly formatted judgment line for a panel case.
The macro will attempt to fetch the disposition information at the top of the
document and use it to generate a proper disposition. The verification dialog will
always give you the opportunity to change the disposition if necessary.

Arguably, itis desirable to have the macro just generate a judgment line without
presenting the intervening dialog, but some have blamed the automation process
itself for their failure to check the accuracy of their judgment lines. The "verify
Judgment line" dialog is therefore necessary to "wake up” a user who may

otherwise be on "autopilot" as they add this obligatory final touch to a draft
opinion.
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User setup
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Insert features (Alt+l):

Separate opinion

Line spacing change (Alt+L)

Case name

Bule 36 rationales ’

Keyboard shortcuts »

The line spacing change option is
not a Court macro, but merely a2 [T R
shortcuttotheline spacing feature.

: A Line spacing
To change the line spacing at a
given line, place the insertion point o 7
on the line where the change is to . Bpeciry -
occur, press Alt+L, and enter the

new line spacing.

| Citation inserter (AIt+K)

i The Citation inserter
(Alt+K) is not actively " Sule (optional:

promoted, but can be a |

-useful tool If vou find f_s i ]I— [—lrjlr_s s
i i i a.15pp- .

entering citations . =

: i &clume] [gage] [pinpoint (optional)] [ “{volume)
completely and ; @mm[mnam
raccurately to be an :

i {Use Tah ke_l,! to move lhrough selechons]
excruciating chore. The [Only "Style," Ypinpoint' and “division, "'

feature is also useful if | fields ars optional] (All punctuation is supplied lnserl-ilteﬂf ln'ﬁﬁ"ltﬁo:tmt'ei_,.i:mII_ : :

‘you insert your citations

.into footnotes. To create a footnote and place the cite inside it, just choose the

Insen (foomote) optlon once ou have entered ali the crte inf

ti
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Temporary text
Access... ¥ Judgment line
Line spacing change

Hset selup Cilation([__Ga__ ]

* Separate opinion
Insert features (Alt+]):; Case name

ini le 38 rati
Separate opinion (Alt+Y) i:;oa:m:?ei
I Enorculs

b

This feature is discussed in connection with the Publication copy and Mail to
reporter options. To summarize, this feature is specifically designed to append
concurrences and dissents tothe bottom of the majority opinion. Both the majority
opinion and the concurrence/dissent should have already been run through the
publication copy process before they are combined using Alt+Y .

(Insert) Case name (Alt+[+N)

Add a cansnlidae ca naml afl opninn

Case number(s] & style:

| A98A9998, A98A9999. Aj ellantv Appellees andvice verso D =]
, . |

Opﬂon

Judge's short number: [22-022 c Add more case names tu dréﬂ

OK 1 i caneer”

This feature is discussed in connection with the opinion creation process. If you
need to add a case name to an existing draft, this macro automates the process.
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 Temporary text
Access... Judgment fine

" Line spacing change
User setup

Citation__ Ga. ___

Separate opinion

Insert features (Alt+1): Case name

[ [~ Rl 36 rationales
Rule 36 rationales (Alt+|+R) il 36 ration
Keyboard sho:tculs

»

This  feature is [y E—————rr K|
discussed in
connection  with ™ Evidence supports the judgment
the opinion o
© creation process. I No reversible error { nplnlun would hav
It by no means
r epresents a I Judgment adequately explains the triz

"mandatory”

. approach, but is ) Contro[llng Iaw adverse fur rt:as_ ns

- merely a feature L
Cthat automates Nute——Ynu must chuuse atleast ‘rwo uf the

o precedential value

urt's decision

options above or cancel before continuing |
cone  approach - .

. taken to dispose of
appeals under Rule 36 by mirroring the language contained therein .

(Insert) Keyboard shortcuts (Alt++K+..))

Use the Quicktips ("bubble help") accompanying the individual features
represented here as reminders of handy shortcuts (See the keyboard guide for
- details).




ACCESSING

(ALT+ D)

(DISTRESS LISTS,
RESEARCH TOOLS,
SUPREME COURT
WEB SITES,
COURT PHONE LIST,
ETC.)
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Insert...

Access features (Alt+D):

User setup

The "Access" features enable you to launch or otherwise switch other
Court-supported programs, US and Geargia Supreme Court web pages
onthe Internet, offers quick accessto an electronic Court phone list, and
also offers autornated accessto the Court distress lists onthe "Coun- wide
folder" (a/kfa the s; drive).

As you will quickly note, Alt+D highlights the current distress as a default.
AhAsshould take advantage of this feature instead of apening the Distress
listmanually for severaireasons. First, whenaccessed thisway,you'llbe

taken immediately to your judge’s cases without having to scrall through s
other judge's cases. Mareaver, if you have a document on screen that

has changed status (say, from "drafted” to "circulating”), leave the
document on screen and press Alt+D, make sure the proper list is
highlighted then press Enter. You'llbe taken directly tothe very case you
have on screen at the moment, enabling you to update your list very
quickly and close the document faster than ever before. If youneed the
"current”list instead of the "Distress” list, just highlight it and press Enter.

The Access menu in many respects duplicates the functionality of the
Courttoolbars as well asthe Windows start menu. The "Court materials”
option is the Windows version of "Alt+Q." Alt+Q provides access to
diSearch and other Court research tools.

Although searching Court materials is not covered in this guide, a few
crucial "hints” are offered for those of you going through WP DOS' Alt+Q
withdrawl. dtSearch, unlike DOS QuickFinder, assumes you are typing
inaphrase instead of a “contains all these words" type search. Therefore
you pever Use gquotation marks when searching using dtSearch. If you
want to do a "contains all words" search, just use the word "and” as a
connectorbetweenthe words. Foran"either/or"search, addthe word “or”
between searchterms. Finally, if you are overwhelmed with results, turn
off synonym searching and try your search again.

Docket system
Groupwise g-mail

Court materials
Westlaw [Ga. cases)
GLOD

Shepard's
Shepardize opinion

MNew SC precedent
Ga. S.Ct. web page
US 5.Ct decisions

January distress fist

Ll

September distress list

. Phone list




USER SETUP
(ALT+U+U)
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User setup (Alt+U+U):

Court ‘of Appeals uses settings’ .
User initials: JCH {Up to 3 characters]

Judge number: [9? (86, 90-98, or 9? for floaters, etc.)

Memo defaults [optional)
(Iu: Itﬂ\IIJudges

From: ICliﬁ Head [Central Staff]

Setup for Central Staff l Go! =5 Cancel

The User setup is usually done for you by technical support
when your computer is set up, but you can also change your
default settings at any time. If you don't like your default
memo options, just change thern,
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Essential Windows keyboard shortcuts (work in WordPerfect and most other Windows programs)

Ctrl+Esc =Start menu

Alt+Tab =Switch to another open application

Alt+[underlined letter]  =Access feature (Ex. Alt+F=File menu)

Shift+Arrow keys, etc.  =Select text starting at the insertion point (cursor position))

Ctrl+C =Copy selected text

Ctrl+X =Cut selected text

Ctrl+V =Paste selected text (Note—To paste research materials into WordPerfect, it is recommended

that you use Ctrl+Shift+V instead of Ctrl+V. Ctrl+Shift+V pastes text only and leaves out
unwanted formatting codes).

Cul+B =Toggle bold text

Ctrl+U =Toggle underlining

Ctrl+] =Toggle italicizing

Ctrl+Z =Undo

Alt+F =File menu

Fl1 =Help

Tab =Navigate dialog boxes, etc. Freudian note--sometimes a Tab is just a Tab, so use

your common sense with this one.

Alt+F4 =Exit the current application (use F12 or hold down the Shift key to block text)



1)

2)

3)

4)

5)

6)

Corel WordPerfect 7/8 Shortcut Guide for the Court of Appeals

Most important shortcuts

Alt+M  =Create a memo

Alt+N  =Create a new document (all types)
Alt+O  =Open a document

Alt+P  =Print current document

Alt+Q  =QuickFinder search menu

Alt+X  =Insert temporary text

Alt+Z Stamp as / mail... (basically the same as in WP 6.0 DOS, with other features grouped in)

Frequently handy shortcuts

Alt+tA  =Judgment line.

Alt+C  ="OCGA § " ,

Alt+D  =Access menu (Docket, e-mail, legal research, distress lists, phone list, etc. NOTE--
DEFAULT SELECTION IS THE CURRENT DISTRESS LIST!)

Alt+F  =File pull-down menu

Alt+tH  =Help pull-down menu

Alt+] =[nsert menu (Court features that insert opinions, text, etc.)

Alt+] ="Jackson v. Virginia, 443 U. S. 307 (99 SC 2781, 61 LE2d 560) (1979)"

Alt+K  =Citation inserter (allows you to concentrate on accuracy rather than typing &
formatting—especially helpful for those unfortunate souls who must put their citations into
footnotes)

Alt+L.  =Line spacing change

Alt+Y  =Attach another judge’s opinion to the current document

Ctrl+S  =Print a newly released Supreme Court decision

Ctrl\  =Add or remove a proposed order stamp

Ctrl+-  =Add or remove an INTERNAL stamp (for memos intended strictly for intraoffice use)
Ctrl+Shift+V = Paste Simple (see Ctrl+V in Windows shortcuts for details)

Quickcorrect shortcuts (type these as words and they'll magically change as documented here)
(Important note: The change won't occur until after you press the space bar.)
ff ="SE24d"

gg ="Ga. App."
IT =I|1ill

SS =II§II

vV =

Other pull-down shortcuts
Alt+E=Edit pull-down menu
Alt+T=Tools pull-down menu
Alt+U=Court pull-down menu

Grandfathered shortcuts ('"'So how long have you been working here now?..."")
Alt+G (better shortcut is "gg"... Alt+F is dead and Alt+G is on borrowed time)
Alt+R (better shortcut is "rr" (see above))

Alt+S (better shortcut is "ss" (see above))

Alt+V (better shortcut is "vv" (see above))

Customizable
Alt+B (record your own macro and name it Altb.wem to make Alt+B function any way you like!)
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Create a blank document in a new document window
Open an existing document into a new document window (F5)
Save the current document (F12)

Print a document (Shift-F7-or use Alt+P to print document automatically)
Cut--Move selection to the clipboard (Ctrl+X)

Copy-Copy selection to the Clipboard (Ctrl+C)

Paste-Paste clipboard context at the insertion point (Ctrl+V)

Paste simple-Paste only the text w/o formatting codes (Ctrl+Shift+V)

9 Undo-Reverse the last change (Ctrl+2)

10 Redo-Reverse the last Undo(Ctrl+Shift+R)

11 Highlight-Turn on highlighting.

12 Spell check-check and correct spelling (Ctrl+F2)

13 Zoom-Change the magnification of the active window

14 PerfectExpert-Display the PerfectExpert

15 Main menu-Use this menu to display most Court of Appeals features (Alt+W)

16 Docket-Access the Court of Appeals docket system

17 Groupwise-Launch Groupwise for e-mail, calendars, scheduling, etc.

18 Phone list-Access the Court of Appeals internal phone list

19 Shepard's-Launch Shepard's on CD-Rom

20 Shepardize-Create a batch file based on the current document and run Shepard's
21 GLOD- Launch Michie's search engine to research published Georgia cases

22 Westlaw - Launch West's search engine to research published Georgia cases

23 dtSearch - Launch the indexer used to research Court opinions, oraders, etc.

24 Georgia Supreme Court - Use your browser to access the Supreme Court's web page.
25 Access the Legal Information Institute's US Supreme Court review pages (Internet)
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Templates for Use With Corel WordPerfect 7

Keyboard template with lines

WP7 Keyboard F1 F2 F3 F4 F5 F6 F7 F8 Fa F10 F11 F12
Ctrl+Shift Prev Pane IShow Symbols| Select Para Next Window Clear “
Ctrl Next Pane Il Check Redispl | Select Sentng | Def Qutin Decimal Tab Insert Font i Sort Macro Rec/Stpl  Tab Set Save
Alt+Shift Grammatik Ruler Bar Select Cell Generate | Prev Window Feature Bar
Alt Thesaurus Reveal Codes Exit Tools Table Create Styles Graphics Macro Play | Table Create nvel
Shift Preferences Prev Doc [Double Indent Date Center Line Print Format Merge Open Character Bookmark
Normal Help Contents| Find/Replace | Next Doc Indent Open Bold Close Underline tind Field Save As  |Reveal Codes Select
Keyboard template without lines
WP7 Keyboard F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12
Ctrl+Shift Prev Pane IShow Symbols| Select Para Next Window Clear
Ctrl Next Pane | Spell Check Redisplay [Select Sentnc Def Outin | Decimal Tab Insert Font Sort fMacro Rec/Sip|  Tab Set Save
Alt+Shift Grammatik Ruler Bar Select Cell Generate | Prev Window Feature Bar
Alt Thesaurus Reveal Codes Exit Tools Table Create Styles Graphics Macro Play | Table Create | Envelope
Shift Preferences Prev Doc  |Double Indent Date Center Line Print Format Merge Open Character Bookmark
Normal Help Contents| Find/Replace | Next Doc Indent Open Bold Close Underline End Field Save As  |Reveal Codes Select
Keyboard template with lines and color
VP7 Keyboard F1 F2 F3 Fa4 F5 F6 F7 F8 F9 F10 F11 F12
Ctri+Shift Prev Pane IShow Symbols| Select Para Next Window Clear
Ctrl Next Pane | I K Redisplay |Select Sentne Def Qutln Decimal Tab Insert Font Sort Macro Rec/Stp|  Tab Set Save
| AIt+Shift | Grammatik Ruler Bar Select Cell | Generate | Prev Window Feature Bar
Alt Thesaurys Reveal Codes Exit Tools Table Create | Styles Graphics Macro Play | Table Create | Envelope |
Shift Preferences Prev Doc __ |Double Indent Date Center Line Print Format Merge Cpen Character Bookmark
Normal Help Contents | Find/Replace | Next Doc Indent Open Bold Close Underline End Field Save As  |Reveal Codes Select
Keyboard template without lines, with color
P7 Keyboard F1 F2 F3 F4 F5 F6 F7 F8 Fo F10 F11 F12
Ctrl+Shift Prev Pane Show Symbols| Select Para Next Window Clear
Ctri Next Pane | Spell Check Redisplay |Select Sentnc Def Outin Decimal Tab Insert Font Sort fMlacro Rec/Stp|  Tab Set Save
Alt+Shift Grammatik Ruler Bar Select Cell Generate | Prev Window Feature Bar
Alt Thesaurus - [Reveal Codes Exit Tools Table Create Styles Graphics Macra Play | Table Create | Envelope
Shift Preferences Prev Doc  |Double Indent Date Center Line Print Format Merge Open Character Bookmark
Normal Help Contents| Find/Replace | Next Doc Indent Open Bold Close Underline End Field Save As  [Reveal Codes Select




