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Installation
The TexasBarBooks Navigational Toolbar is an MS Word macro template that provides tools to simplify completing forms included with many but not all TexasBarBooks digital products. The toolbar is compatible with Word on Windows systems only.
Typical Installation
The Windows automatic-installation file for each digital product that includes the toolbar, when run on a Windows computer, should automatically install the toolbar for the latest version of Word on that computer that is compatible with the toolbar.
The stand-alone toolbar automatic-installation file should install the toolbar in the same fashion, but without installing any digital products.

If the toolbar installed on your computer, you should see the TBB Forms toolbar near the top of your Word window.
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MANUAl Installation

If your computer is unable to run the automatic-installation file (an executable file), first check with your system administrator. Executable files typically require full administrative privileges to run. If that doesn’t solve the issue, or if you simply prefer not to run the automatic-installation file, you may install the toolbar manually.

Each digital product designed to use the toolbar should also include toolbar manual-installation files, in case the toolbar doesn’t install automatically. The same manual-installation files are available as a stand-alone version.

Manual installation using the command file

To manually install the toolbar using the included command (CMD) file, follow these instructions:

1. Close Word, if it’s open on your computer.

2. Using Windows Explorer or My Computer—

· to manually install the toolbar from an already-downloaded and -installed digital product, navigate to the digital product’s subfolder named “Forms” and, inside that folder, to the subfolder named “Navigational Toolbar,” or

· to install the toolbar from the stand-alone toolbar manual-installation file, navigate to the contents of that folder.

3. Inside the “Navigational Toolbar” subfolder or inside the stand-alone toolbar folder, open the folder for the version of Word installed on your computer.

4. Inside the Word-specific subfolder, double-click the “tbb_toolbar_install.cmd” command file. You might see a black command prompt window quickly open and close.

5. Launch Word.

You should see the TBB Forms toolbar near the top of your Word window.
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Displaying the Toolbar
The toolbar should display automatically once the template is installed. But in some cases user settings can prevent it from showing. If the template installed correctly but you don’t see the toolbar, you can turn it on manually.

· To display the TBB Forms toolbar:

1. Right-click anywhere in the toolbar area in Word.
A list of toolbars displays. Toolbars that are active have check marks beside them. Custom toolbars (like the TBB Forms toolbar) are located toward the bottom of the list.
2. Click TBB Forms.
The toolbar displays.
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TroubleshootING the Startup Folder
If the TBB Forms toolbar does not appear when you open Word, most likely your Word Startup folder is not in its default location. It may have been moved by a user or another program. To solve this problem, follow the steps below to determine the new location and then copy the “TBB Forms.dot” file into it.

· To determine your current Word Startup folder location:

1. Choose Tools(Options(File Locations. 
The File Locations dialog box opens.
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2. Select Startup(Modify.
The Modify Location dialog box opens.
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3. Depending on your operating system and settings, the entire path may or may not show at the top of the Modify Location dialog box.
· If you are using Vista or Windows 7 (pictured above) click in the text box area at the top to see the path.
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· If you are using an older version of Windows, click the pull-down menu at the top of the dialog box to display the full path.
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4. Make a note of the complete path and then close the dialog boxes.

5. Close Word and Outlook completely.

6. Use My Computer or Explorer to copy the “TBB Forms.dot” file into the Word Startup folder.

· Note:
If you cannot locate part of the path through My Computer or Explorer, it’s possible some folders are set to not display. From within Explorer, choose Tools(Folder Options(View( Show Hidden files, folders and drives.
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7. Open Word.
The TBB Forms toolbar should now be showing
TroubleshootING Add-ins
If the TBB Forms toolbar is still not showing in Word, it’s possible your copy of Word is not loading add-ins properly. You may manually load the add-in using the following steps.

· To manually load an add-in:
1. Choose Tools(Templates and Add-ins.
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2. If the “TBB Forms.dot” file is listed in the window, check it.
–OR–
If it is not listed, use the Add button to navigate to the Word Startup folder where you placed the “TBB Forms.dot” file and select the file. Then check it.
3. Choose OK.
The TBB Forms toolbar appears on the toolbar. When you close and reopen Word, the TBB Forms toolbar will reappear, provided the folder the template is in really is the Word Startup folder.
TBB Forms Toolbar
Once the TBB Forms template is properly installed, you will see the TBB Forms Toolbar. The TBB Forms toolbar provides access to tools that help you navigate, complete, and manage the forms.
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Instructions

TBB Forms include instructions that guide you on information that is needed in the forms. Instruction text is formatted with red font to make it easy to discern from the rest of the document. The instructions are for your information and are not text that you would include in a finished form, so they are also formatted as hidden text to make it easy to show and hide them in any document.

Show Instructions

All forms include some instructions. If you do not see instructions when you open a form, you can display them with the Show Instructions tool.

· To show instructions in a TBB form:
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1. Click Show Inst.
The instructions display in the document.
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Hide Instructions
Use the Hide Instructions tool to view the final version of the form without actually deleting the instructions.
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· To hide instructions in a form:

1. Click Hide Inst.
The instructions no longer display in the document.
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Next Instruction
Use the Next Instruction tool to navigate to the next instruction in a form.
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· To move to the next instruction in a form:
1. Click Next Inst.
The insertion point takes you to the next instruction. If there are not more instructions past the current insertion point, the below prompt appears.
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Printable Instructions

By default, hidden text does not print in Word. So even if you are showing the instructions on screen, they will not be included in a printout unless Word is set to print hidden text.

Use the Printable Instructions setting to tell Word to print hidden text.
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· To print the instructions with the form:

1. Click Printable Inst.
The Word setting to print hidden text activates and the instructions (and all other hidden text) will print.
· Note:
Once you set hidden text to print, hidden text will continue to print for all documents until you turn that setting off.

Nonprintable Instructions

Use the Don’t Print Instructions tool to tell Word to no longer print hidden text.
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· To turn off the print hidden text feature:

1. Click Don’t Print Inst.
The instructions will not be included in form printouts.

Delete Instructions

When you have completed working on a form you may want to delete the instructions from the form, especially if you intend to e‑mail it to someone. The Delete Instructions tool removes all paragraphs formatted with the Instructions styles from the document.
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· To delete instructions from a form:

1. Click Delete Inst.
· You are prompted with a warning that you will be deleting all instructions.
· If your document contains unsaved changes, you are prompted to save changes. If you choose Yes, changes will be saved for you and the instructions will be deleted. If you choose No, changes will not be saved and the instructions will be deleted. If you choose Cancel, the entire process is cancelled.
· Caution:
Once you have deleted instructions and saved a form, you cannot get them back in that document. You can, however, always retrieve a fresh copy of the form from your original set of the form files.

Restore Word Settings
The Show Instructions and Printable Instructions tools alter Word’s default settings to not print and not show hidden text. Consequently, after you’ve used those tools you may find hidden text showing or printing when you don’t want it to. Use the Restore Word Settings tool to restore both these settings to the Word default.
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· To restore Word settings:

1. Click Restore Settings.
Hidden text is set to not print and only show when Word’s show/hide feature is activated.

Fill-In Prompts

The bracketed text in the forms is there to be filled in by the attorney completing the form
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Navigating to the Next Fill-In

Bracketed fill-in text falls into the four fill-in types described below. Use the Next [Fill-in] tool to navigate to the next set of bracketed text.
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· To navigate to the next fill-in:

1. Click Next [Fill-in].
The insertion point moves to the next fill-in. You are presented options based on the type of fill-in it finds.
Replacement Fill-In
Bracketed text that has bold-faced Arial font is designed to be replaced. When the Next [Fill-in] tool locates one of these fill-ins, it selects the text so you can type to replace it.
· To complete a replacement fill-in:

1. When the Next [Fill-in] tool selects the fill-in; type the desired text to replace the fill-in.

· You do not need to delete selected text first, typing replaces what is selected.
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Keep/Discard Fill-In

Some bracketed text is designed to be kept or discarded.

· To complete a Keep/Discard fill-in:

1. When the Next [Fill-in] tool stops at the fill-in, the bracketed text is displayed in a dialog box. Perform one of the following actions:
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· Choose Keep Text:
The text will be kept in the form without the brackets or any introductory text (like the “Include if level 1” in the example above). If the kept text contains a sublevel bracketed fill-in, the Next [Fill-in] tool will automatically move to it.
· Note:
If necessary, you can alter text in a Keep/Discard text box. When you do this the original fill-in is replaced with the text you specified, and any formatting (such as bold/Arial) on a sublevel bracketed fill-in is lost.

· Choose Discard Text:
The entire fill-in is deleted.

· Choose Skip:
The fill-in is left in its original state and the insertion point moves past it in the document. You can use the Next [Fill-in] tool to return to this fill-in later if you wish.

· Choose Cancel:
The entire process is cancelled and the insertion point remains where it was before you ran the Next [Fill-in] tool.

Select Option Fill-In

Some bracketed text contains slashes that divide text into options. The Select Option(s) dialog box will typically appear for this type of fill-in. Usually you will just want one option, but occasionally multiple choices are appropriate.
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· To complete a Select Option(s) fill-in:

1. When the Next [Fill-in] tool stops at the fill-in, the bracketed text is displayed in a list in the Select Option(s) dialog box. 

2. Select the desired option(s).

· Click on an option to select it.

· Click an option again to deselect it.

3. Choose OK.
The fill-in is replaced by the selected text.

· Caution:
If you select multiple options from the list, they will be separated by a space. If different punctuation is appropriate, make the change directly in the document.

Complex Fill-Ins
Some bracketed sets of text include both slashes and sublevel bracketed fill-ins and may require a combination of choosing an option and replacing text. The text for these fill-ins will be presented to you in a Keep/Discard dialog box where you can replace the entire prompt with the desired text.
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· To complete a Complex Fill-In:

1. When the Next [Fill-in] tool stops at the fill-in, the bracketed text is displayed in a Keep/Discard dialog box. 

2. Modify the text to be exactly what you want it to be in the document.

3. Choose Keep Text.
The bracketed text in the document is replaced with what you choose.

· Note:
If you find it easier, you can choose Skip or Cancel and then edit the fill-in text directly in the document.

Skipping Fill-Ins
Sometimes you may want to temporarily skip a fill-in and come back to it later. When a replacement fill-in is selected, you can click Next [Fill-in] to leave it as is and move to the next fill-in. When presented with a dialog box, you can choose the Skip button to leave the current fill in intact and move past it.

Later, as long as your insertion point is in front of the fill-in, choosing Next [Fill‑in] will navigate you through the remaining sets of bracketed text.

Locate Caption

Many forms have a caption area that you will want to complete with your caption for the matter.
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There is a highlighted placeholder to make the caption location stand out. If you don’t see the caption, however, you can use the Caption tool to locate it.
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· To locate and replace the caption placeholder:

1. Click Caption.
· If there is a caption placeholder in the document, it is selected.

· Not all forms require captions. If there is no caption placeholder you will be instructed accordingly.

2. Paste the desired caption over the placeholder.
–OR–
Type the desired caption.
When you paste or begin typing, the placeholder deletes.

· Note:
If you already see the placeholder, you can click it to select it and then paste or type over it.

Navigating Colons
Throughout the forms you will encounter text followed by a colon where you need to add information (such as “name:”). This is not part of the bracketed fill-in text, but you will want to make sure you do not miss any of these colons. Use Word’s Find feature to visit each colon in the document.

· To visit each colon in a document:

1. Press Ctrl+Home.
The insertion point moves to the very beginning of the document.

2. Choose Edit(Find.
–OR–
Press Ctrl+F.
The Find and Replace dialog box opens to the Find page.
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3. Type a colon in the Find what text box.
4. Choose Find Next.
The next colon in the document is selected.

5. If necessary, click in the document and then type the text to follow the colon.

6. Continue to use the Find and Replace dialog box to navigate by colons.
–OR–
Close the dialog box and then press Ctrl+PageDown on the keyboard to move from colon to colon in the document.

CLAUSE SELECTOR

Later versions of the TexasBarBooks Navigational Toolbar also include the Clause Selector button:
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When clicked, this button launches the Clause Selector tool, which is designed to help you browse, select, and copy individual clauses from forms that are collections of clauses, to prevent your having to manually navigate through sometimes lengthy documents to find the clause you want.

The Clause Selector tool allows you to browse clauses by title or by number and to review the clause text and clause-specific instructions:
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After you find the desired clause, click the Select & Copy Clause button, and the clause number, text, and clause-specific instructions will be copied to your clipboard for pasting into other documents.
Using TBB Forms

Most of the tools on the TBB Forms toolbox were developed specifically to work with content in the TBB Forms. Their behavior in other documents is unpredictable, so they have been set to ensure that they are being used in a TBB form. If you try to use them in a non-TBB document, you will see the following alert message:
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If you see this alert message but believe the document you’re working on is a TBB form, it’s possible you’ve run a metadata stripping utility that removed the document variables that identify the form. Try again in a fresh copy of the form. If the fresh copy works, you can copy your edited form and paste its text into the fresh copy.

Similarly, the Clause Selector tool was developed specifically to work with content of TBB Forms that are collections of clauses. If you try to use the Clause Selector tool in a document other than a TBB collection of clauses, you will receive an alert message informing you of that fact.
If TBB Forms is already checked, the toolbar may be scrunched up against other toolbars. Try turning it on and off, watching your toolbar area for movement. When you locate the TBB Forms toolbar, drag it to its own row by the toolbar handle (the vertical dots on the left edge of the toolbar).





If TBB Forms is not listed, something went wrong with the installation. Refer to the information below to troubleshoot.





All red text that displays when Show Instructions is used are instruction paragraphs.





When Hide Instructions is used, hidden text does not display, so while the instructions are still in the document, they do not show.








