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Welcome to the NALS Online Learning Center! Congratulations to everyone who took a certification exam last month. Now that the exams are out of the way, let’s turn our attention to applying what we’ve learned to our daily work and to better understanding the tools available to us that enable us to produce accurate and attractive professional documents.

Many of us rely on typing/keyboarding skills in our daily work. We prepare legal documents that must conform to specific jurisdiction format and length requirements. We prepare letters and reports to communicate with clients and associated counsel. Though many of us learned to type on a typewriter, most of us use computers today to prepare these documents. Today’s word processing software is filled with tools designed to automatically apply formatting to text. Many of these tools are complex and take time to learn and to apply, and many typists feel that it seems easier to simply rely on manual formatting and hope for the best. This attitude is often reinforced by the fact that many attorneys in practice today prefer to do some or all of their own document editing. They’ve been trained as attorneys, not as word processing experts, and it again seems easier sometimes to fall back on manual formatting to get the work out in a timely manner.
But how many times have we been in situations where we’re working on a document that contains a complicated numbered outline format with headings and subheadings—like in a Complaint or Answer—and we get stuck at the end of the day fighting with a paragraph that won’t line up or a heading that won’t stay with the text. In this session, we’re going to talk about these problems and explore simple, modern formatting techniques to avoid the stress of trying to “fix” a formatting issue.
The first thing to remember is this:  The PC is Not a Typewriter. It has a keyboard that looks like a typewriter, with Backspace and Tab keys, but word processing software does much more than a typewriter. Let’s learn to utilize that software and become more than a typist.

Here are some of the topics we’ll cover in tonight’s session:
· Text Alignment and Paragraph Formatting

· Hanging Indent

· Keep with Next

· Page Break Before

· Font Selection

· Format Painter

· Ctrl+U vs. underline

· Page Set-Up
· Guttering

· Sections

· Automatic List Numbering

· Remove Formatting

· Reveal Formatting

· Styles

· Suppress Line Numbers

· Table of Authorities

We’ll also take questions from the attendees, time permitting, to cover other troublesome formatting issues. After the session, I’ll post a second document with expanded notes on these subjects. Thanks for taking time to attend and for being willing to learn to be more professional.
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