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TechnologyTechnology Technology

T
hink back to when you were 
six years old. Did you know 
how to ride a bike when 
you were six? Or, when you 

turned 16, did you know how to drive 
a car? And when you graduated from 
college, did you know how to practice 
law? The answers are so obvious that the 
questions seem silly. 

So, what is my point? My point is 
that we learn how to do things by being 
taught how to do things. It doesn’t matter 
whether it’s trying a case or reading a 
book. You learn how to try a case by 
going to trial classes, by observing other 
attorneys and by attending continuing 
legal education classes. You couldn’t 
read a book until your teachers, family 
and others taught you how.

But when it comes to computer 
software, attorneys (and many other 
people) simply assume that they can 
use it and learn just by technological 
osmosis. This sense that you can 
self-learn technology pervades the 
legal profession. According to the 
American Bar Association’s 2015 Legal 
Technology Survey, 98 percent of all 
law firms use Microsoft Word, and 76 
percent use Microsoft Outlook for email 
and calendaring.

But despite the popularity of these 
programs, only 38 percent of the 
attorneys surveyed believed that 
software training was “very important,” 
and roughly 25 percent believed 
that software training was “not at all 
important” or “not important.” Only 30 

percent of the solo attorneys surveyed 
believed training was important, with 
only a slightly higher percentage in 
firms of two to nine attorneys.

In an effort to see how our readers 
fare, I have prepared the following quiz 
to determine competency in Microsoft® 
Word 2016, the latest version of the 
software. Take the quiz and see how  
you do.

QUESTION 1:

The “Save,” “Save As,” “Print,” 
“Options” and “Close” can be found on 
the: 

a) “File” tab. 
b) “Page Layout” tab. 
c) “Tools” tab. 
d) “View” tab. 
e) “Home” tab
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QUESTION 2:

Your law firm has changed its name 
from Smith & Associates to Smith, 
Jones, Walker & Associates. You want 
to change the name every time it appears 
in a document. To do that, you would:

a)  Use your CTRL key, highlight every 
time Smith & Associates appears, 
and type the new firm name over it. 

b)  Go to the “Home” tab, click on 
the “Find & Select” icon and 
select “Replace.” Enter Smith & 
Associates in the “Find What” field 
and type Smith, Jones, Walker & 
Associates in the “Replace With” 
field. Click “Replace All” or 
Replace. 

c)  Go to the “Home” tab, click the 
“Find & Select” icon and select 
“Find.” Enter Smith & Associates 
in the Find What field. As you 
find each instance of Smith & 
Associates, type Smith, Jones, 
Walker & Associates. 

d)  Highlight the text Smith & 
Associates, and right-click on it. 
Select “Find All Matching Text” 
from the menu.

e)  Not be able to do this in one process. 
QUESTION 3:

You place your cursor in the middle 
of a paragraph and start typing. As you 
type, the new text deletes existing text. 
What is the problem and how do you fix 
it? 

a)  Word is in “Overtype” mode. Press 
BACKSPACE and retype.

b)  The DELETE key is pressed in. 
Press DELETE again.

c)  Word is in Overtype mode. Press 
INSERT to turn it off.

d)  There is no problem, Word cannot 
change this setting.

QUESTION 4:

You accidentally deleted text. Can you 
get it back? 

a)  Yes
b)  No

QUESTION 5:

You regularly use the paragraph (¶) 

and the section (§) symbols in your 
documents. To add them to a document, 
you do the following:

a)  Go to the “Insert” tab, select 
“Picture,” and locate the picture of 
the symbol you want to use.

b)  Go to the Home tab, expand the 
“Font” dialog, and select the 
“Symbols” font.

c)  Go to the Insert tab, and select 
“Symbol.” Then navigate to the 
symbol you need.

d)  This feature is not available in 
Word.

QUESTION 6:

While typing in a paragraph, you must 
press the ENTER key to move from one 
line to the next. 

a)  True
b)  False

QUESTION 7:

You want to indent a long quote from 
a U.S. Supreme Court decision into your 
brief. To do so, you:

a)  Start a new line, and press the TAB 
key. As you reach the end of the 
line, you press the ENTER key. 
You repeat this for each line of the 
quotation.

b)  On the Home tab, go to the 
“Paragraph” section and expand it. 
You can then change the indentation 
and line spacing settings to those 
you want for the quotation.

c)  Start a new line, and press the TAB 
key. As you reach the end of the 
line, you press the TAB key a few 
times until the text begins on the 
next line. You repeat this for each 
line of the quotation.

d)  You define a “Style” in Word, and 
then apply it to the quotation.

QUESTION 8:

A partner asked you to review and 
revise a document, and you want 
the partner to be able to review your 
proposed changes before incorporating 
them into the final version of the 
document. What feature of Word would 
you choose? 

Anaqua Inc. Releases  
New Software Update, 
Anaqua 8.6 

Continuing the trend of recent legal 
software innovation, Anaqua Inc., the 
Boston-based intellectual property 
management platform, has announced 
the release of its newest software 
update, Anaqua 8.6.

The main feature of the new update 
includes integrated analytics 
visualizations, designed to push a 
stronger union between complex 
analytics and day-to-day management 
operations.

"It's very, very different than what 
we think is out there. There's a trend 
toward building more integration into 
a full life cycle management platform," 
Steve Preston, senior vice president 
of marketing at Anaqua, said. "We're 
growing from a docketing system to a 
more life cycle system. We're baking 
the analytics into the process. No one 
has ever done that, and we think that's 
really exciting.”

The new software allows users access to 
“snapshot analytics” in their immediate 
workflow, which gives them real-time 
analytics and the opportunity to mold 
the resulting data into visualizations 
that make them easy for attorneys and 
paralegals to understand. According 
to Preston, the visualization feature 
of these analytics provides easy 
interpretation of the type of analytic 
insight usually relegated to legal data 
science teams.

Additionally, the integration of these 
analytics into Anaqua’s software is 
part of a larger effort to help users 
apply knowledge derived from complex 
analytics as directly and cohesively as 
possible.

 "This whole idea of insight to action 
we're taking really seriously," Preston 
said. "It's the insight, the tools, and 
the tasks within the context of the 
workflow, all presented in one of these 
workspaces.”
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a)  “Reviewing and Editing”
b)  “Revising and Modifying Text”
c)  “Comments” 
d)  “Track Changes” 
e)  Print the document and handwrite 

your changes on the printed 
document. 

Did those questions stump you? Did 
you even know that you could do some 
of these things in Word? These questions 
were designed to determine if you knew 
some basic commands in the program. 
If not, there is a message: You need 
to learn how to use the software to be 
more competent. To help, I’ve prepared 
the accompanying chart of basic Word 
shortcuts. Using the chart will not solve 
your technology woes, however, nor 

have other warnings.
Roughly three years ago I wrote 

about D. Casey Flaherty, who at 
the time was corporate counsel for 
Kia Motors. Flaherty turned a lot of 
heads when he audited his outside 
counsel’s technological competency, 
and discovered that they were woefully 
inefficient in their use of Word, 
Microsoft Excel, Adobe Acrobat and 
other software programs used by most 
law firms*.  

In my experience, things haven’t 
changed. And while technological 
competency is part of the Rules of 
Professional Conduct, that modification 
continues to be ignored. If you could not 
answer these questions, quickly or at all, 

perhaps it is time to take a course or two, 
or three, and improve your competency 
so that you can accomplish more in less 
time.

* “Kia Motors Tests Outside Counsel Tech 
Skills,” Law Technology News, Jan. 24, 2013, 
and Jan. 25, 2013

Daniel J. Siegel, (dan@danieljsiegel.com) 
principal in the Law Offices of Daniel J. 
Siegel, is a member of the Editorial Board 
of The Philadelphia Lawyer. He is also  
the president of Integrated Technology 
Services LLC.

Answers to Microsoft Word Test
1-a; 2-b; 3-c; 4-a; 5-c; 6-b; 7-b or d; 8-d

GENERAL

COMMAND KEYBOARD SHORTCUT

Open Document Ctrl + O
Create New Document Ctrl + N
Save Document Ctrl + S
Print Document Ctrl + P
Help F1
Switch Between Programs Alt + Tab

NAVIGATION

COMMAND KEYBOARD SHORTCUT

Up One Screen Page Up
Down One Screen Page Down
Beginning of Line Home
End of Line End
Beginning of Document Ctrl + Home
End of Document Ctrl + End
Open the Go To Dialog F5

EDITING

COMMAND KEYBOARD SHORTCUT

Cut Ctrl + X
Copy Ctrl + C
Paste Ctrl + V
Undo Ctrl + Z
Redo or Repeat Ctrl + Y

FORMATTING

COMMAND KEYBOARD SHORTCUT

Bold Ctrl + B
Italics Ctrl + I
Underline Ctrl + U
Align Left Ctrl + L
Center Ctrl + E
Align Right Ctrl + R
Justify Ctrl + J

TEXT SELECTION

TO SELECT USE THESE KEYS

A Word Double-Click the Word
A Sentence Press and hold Ctrl + Click Anywhere in the Sentence
A Line Click in the selection bar next to the line
A Paragraph Triple-Click the Paragraph
Everything Ctrl + A

Courtesy of Daniel J. Siegel & The Philadelphia Lawyer
dan@techlawyergy.com
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PRINTING ON-THE-GO HAS BECOME A BREEZE WITH PORTABLE PRINTERS LIKE 
THE HP OFFICEJET 200 MOBILE PRINTER AND THE CANON PIXMA IP110 WIRELESS 
MOBILE PRINTER. Sleek and light-weight compared to traditional printers, HP and Canon’s 
portable versions provide ink jet printing anywhere. They are both capable of printing text, graphics 
and photos. With a 50-sheet paper capacity and the ability to connect to computers or mobile phones 
via Wi-Fi or USB, both printers are functional and ready for the road. However, the HP OfficeJet 
200 Mobile Printer’s higher price includes a better printing yield for each ink cartridge and faster 
printing speeds.

Tech  
UPDATE

FEATURES HP OFFICEJET 200 MOBILE PRINTER CANON PIXMA IP110 WIRELESS 
MOBILE PRINTER

PRINTER CATEGORY INK JET INK JET

MAXIMUM STANDARD 
PAPER SIZE LEGAL LEGAL

WEIGHT 4.6 POUNDS 4.5 POUNDS

SIZE 2.7” X 14.3” X 7” 2.5” X 12.7” X 7.3”

NUMBER OF INK 
COLORS 4 5

PRICE $279.99 $249.99 

Canon Pixma iP110 Wireless Mobile PrinterHP Officejet 200 Mobile Printer


