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The Lawyer's Guide to
Microsoft Word 2007:
Mastering Legal
Document Creation

In the fast-paced world of legal practice, efficiency
and precision are paramount. This guide focuses on
leveraging the capabilities of Microsoft Word 2007, a
seemingly commonplace tool, to enhance your legal
document production. While newer versions exist,
understanding Word 2007 remains valuable,
especially for those working with legacy systems or
needing to access older documents. This "lawyer's
guide to Microsoft Word 2007" will cover essential
features and techniques to streamline your workflow,
improve document quality, and enhance your
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professional output. We will explore topics including
legal citation management, advanced formatting
techniques, efficient document review, and
creating effective legal templates.

Benefits of Mastering Word 2007
for Legal Professionals

Many lawyers underestimate the power of Word
2007. While it might seem basic, mastering its
features translates to significant time savings and
improved document quality. The benefits extend
beyond simple word processing, encompassing:

e Increased Efficiency: Streamlining tasks like
formatting, citation, and proofing saves
countless hours over the course of a career.

e Enhanced Professionalism: Well-formatted,
error-free documents project a professional
image, crucial for building client trust and
winning cases.

e Improved Accuracy: Features like spell check
and grammar tools reduce errors, minimizing
the risk of costly mistakes.

e Better Organization: Word 2007's
organizational features, such as styles,
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templates, and tables of contents, facilitate
easy navigation and revision of complex
documents.

e Cost Savings: Increased efficiency and
reduced errors directly translate to cost savings
for both the lawyer and the firm.

Essential Word 2007 Features
for Legal Professionals

This section will delve into specific Word 2007
features that are particularly beneficial for legal
professionals.

### Legal Citation Management: Bluebook and
ALWD

Proper citation is crucial in legal writing. While Word
2007 doesn't have built-in citation management as
robust as newer versions, you can still employ
effective strategies:

e Manual Citation: Employing consistent
formatting for citations is essential. Create a
style guide and adhere to it rigorously, whether
using The Bluebook or ALWD. Consider
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creating custom styles in Word to maintain
consistency.

e Using Templates: Develop templates with pre-
formatted citations and headings to expedite
the process. This saves time and reduces the
risk of errors.

e Copy and Paste with Caution: When copying
citations from other documents, ensure they
are correctly formatted and updated for your
current reference.

### Advanced Formatting Techniques: Styles and
Tables

Mastering styles and tables is paramount for creating
professional-looking legal documents.

e Styles: Styles allow for consistent formatting
throughout your document. Defining styles for
headings, body text, and citations ensures
uniformity and simplifies formatting changes.

e Tables: Tables are essential for organizing
complex information, such as witness
testimony or case summaries. Use tables with
clear headings and consistent formatting for
readability.

The Lawyers Guide To Microsoft Word 2007

4



The Lawyers Guide To Microsoft Word 2007

e Track Changes: Utilize Word's "Track
Changes" feature for collaborative document
review and editing, which is vital for legal
teams. This allows easy identification of
amendments and facilitates a transparent
editing process.

### Efficient Document Review and Collaboration:
Track Changes and Comments

The ability to efficiently review and edit documents
collaboratively is crucial for lawyers. Word 2007
facilitates this with:

e Track Changes: As mentioned before, this
feature allows you to see all edits made by
others, enabling efficient feedback and
collaboration on complex legal documents.

e Comments: Insert comments to provide
feedback on specific sections or queries
without altering the original text.

e Accepting and Rejecting Changes: This
allows for easy integration or rejection of
proposed changes, fostering clear
communication and collaboration.
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### Creating Effective Legal Templates: Maximizing
Efficiency

Creating customized templates saves significant time
and effort. Consider developing templates for:

e Common Legal Documents: Create
templates for frequently used documents like
contracts, motions, briefs, and pleadings. Pre-
populated sections, standard legal clauses,
and consistent formatting will drastically cut
down on prep time.

e Client Information Pages: Include standard
client information pages to quickly gather and
organize essential client details within the
document.

e Letterhead Integration: Incorporate your
firm's letterhead into your templates for a
professional touch.

Conclusion: Unlocking Word
2007's Potential

While seemingly basic, Microsoft Word 2007 offers a
powerful suite of tools that, when mastered,
significantly enhance a lawyer's productivity and the
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quality of their work. By effectively utilizing features
such as styles, tables, track changes, and custom
templates, legal professionals can streamline their
workflow, reduce errors, and project a highly
professional image. This "lawyer's guide to Microsoft
Word 2007" provides a foundational understanding
of these tools and techniques, enabling you to unlock
Word 2007's potential for improved legal document
creation. Remember, continuous practice and
exploration will further refine your skills and
maximize efficiency.

FAQ: Addressing Common
Queries

Q1: How do | create a custom style in Word
20077

A1l: Select the text you want to apply the style to. Go
to the "Home" tab, and in the "Styles" group, click
"New Style." Give your style a name and define the
formatting (font, size, spacing, etc.). Click "Modify" to
further adjust the style's characteristics.

Q2: Can | use Word 2007's Track Changes for
collaborative document review with lawyers

The Lawyers Guide To Microsoft Word 2007
7



The Lawyers Guide To Microsoft Word 2007

outside my firm?

A2: Yes, you can share the document with
collaborators via email and they can utilize Word
2007 (or compatible software) to review and make
changes using the Track Changes feature. Ensure
all parties understand how to review and
accept/reject changes.

Q3: How can | ensure consistency in legal
citations using Word 2007?

A3: Create a style sheet with your chosen citation
format (Bluebook, ALWD, etc.). Develop custom
styles for different citation elements (case, book,
article, etc.) within Word 2007 to maintain
consistency. Strictly adhere to your style sheet
throughout your document creation.

Q4: What are the limitations of using Word 2007
for legal citation management compared to
newer versions?

A4: Word 2007 lacks built-in citation management
features like those found in newer versions. You'll
rely on manual citation formatting or third-party add-
ins, which can be less efficient. Newer versions often
include better support for citation style guides.
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Q5: How do | effectively use tables in legal
documents for improved readability?

A5: Use clear and concise headings for your tables.
Ensure consistent formatting for all cells. Use
borders judiciously to avoid clutter. Consider using
shading to differentiate rows for better readability.

Q6: Are there any third-party add-ins that can
enhance Word 2007's capabilities for legal
professionals?

A6: While limited compared to newer versions, some
third-party add-ins might enhance Word 2007's
features. Search online for add-ins specifically
designed to improve legal document creation and
citation management, bearing in mind compatibility
with Word 2007. Always download such software
from reputable sources.

Q7: Can | convert Word 2007 documents to
newer formats?

AT7: Yes, you can generally save Word 2007
documents (.doc) in newer formats like .docx. This is
usually done through the "Save As" option. However,
some formatting may be lost during conversion, so
it's best to test this with a sample document before
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converting crucial files.

Q8: What are some best practices for managing
large legal documents in Word 2007?

A8: Use styles consistently for improved
organization and easier formatting adjustments.
Utilize headings and subheadings to create a clear
structure, and generate a table of contents.
Regularly save your work and consider using version
control (if available) to track changes over time.
Divide extremely large documents into smaller, more
manageable sections if necessary.

The Lawyer's Guide to Microsoft Word 2007:
Mastering the Virtual Legal Workspace

The legal field demands exactness and
effectiveness. For lawyers, mastery in text creation is
not merely beneficial; it's fundamental. While many
legal professionals are conversant with the basics of
word handling software, harnessing the entire
potential of Microsoft Word 2007 — a robust tool even
by today's criteria — can significantly boost their
process and general effectiveness. This guide will
investigate key elements of Word 2007, offering
useful tips and strategies specifically tailored to the
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unique requirements of legal profession.
I. Harnessing the Power of Styles:

One of the most neglected yet most crucial tools of
Word 2007 is its design system. Consistent
appearance is essential in legal documents, ensuring
readability and professionalism. Instead of
repeatedly setting appearance to each element,
create and use styles. This technique saves energy,
guarantees uniformity, and makes later changes
significantly less complicated. For example, create
styles for headings, body text, footnotes, and case
citations, ensuring they comply to your firm's style
guide.

[l. Masterfully Managing Citations and Footnotes:

Legal papers often incorporate numerous notes.
Word 2007's built-in citation management features
are invaluable in this respect. Learning to use the
citation manager effectively will preserve numerous
hours of tedious manual work. Moreover, it lessens
the probability of errors and ensures coherence in
footnote formatting. Familiarize yourself with the
choices for creating and modifying citations, and try
with different citation styles to discover the one that
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optimally fits your demands.
[ll. Utilizing Tables and Templates:

Tables are essential for arranging information in
legal writings, from witness statements to testimony
summaries. Mastering the building and manipulation
of tables in Word 2007 is a useful ability. Learn how
to add tables, adjust column widths, arrange data,
and apply formatting to boost readability.
Furthermore, leverage the power of templates.
Create or download templates for commonly used
legal writings, such as deals, requests, or briefs. This
significantly simplifies the procedure of document
creation, allowing you to attend on the substance
rather than the styling.

IV. Leveraging Advanced Features for Efficiency:

Word 2007 offers a variety of advanced capabilities
that can substantially boost a lawyer's productivity.
These include features such as track changes,
annotations, and redlining tools, which are invaluable
for teamwork and change management. Mastering
these features will enable you to collaborate more
efficiently with associates and patrons. Explore the
choices for customizing the interface to suit your
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requirements and operation.
Conclusion:

Microsoft Word 2007, though previous software,
remains a powerful tool for legal professionals. By
conquering its key features, lawyers can significantly
enhance their productivity, minimize errors, and
generate high-quality papers. This guide serves as a
starting point for investigating the capacity of this
application, enabling you to convert your digital legal
workspace into a far productive and organized
setting.

Frequently Asked Questions (FAQSs):
Q1: Can I still use Word 2007 in 20247

Al: Yes, Word 2007 is still functional and can access
most documents, though protection updates are no
longer provided. Consider migrating to a more recent
version for better security.

Q2: Are there any costless alternatives to Word
20077

A2: Yes, numerous unpaid alternatives exist, such as
Google Docs and LibreOffice Writer.
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Q3: How can | acquire more advanced
techniques for Word 20077

A3: Online lessons, manuals, and training programs
are available from numerous sources.

Q4: Is there a way to easily convert my
documents from Word 2007 to a modern
version?

A4. Generally, modern versions of Word can open
and change Word 2007 documents with slight to no
difficulties. However, insignificant formatting changes
may be needed.
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