Precedents Drafting Aide User Guide
Thomson Reuters Precedents have a document automation feature called the Precedents Drafting Aide (the Drafting

Aide). The Drafting Aide is a Microsoft Word (MS Word) Macro which has been specially created to help you draft and

fill in form documents with speed and efficiency.

You only install the Drafting Aide once on your computer and it is available to you every time you use MS Word.
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Downloading the Drafting Aide

The first step in installing the Drafting Aide is to download the installation file.

The instructions for downloading the Drafting Aide are different depending on which Thomson Reuters product you are
using to access Thomson Reuters Precedents. To view the instructions for your product, click on the applicable link
below:

Westlaw NZ

Checkpoint

CD-Rom

Westlaw

Precedents Drafting Aide — Download instructions

1. Close any email applications you have open (eg Outlook)

(Please note: having email applications open during installation may prevent the Drafting Aide from installing
properly).

2. Go to any Precedent in Westlaw NZ and click on the Download and Install Drafting Aide link:

THOMSON REUTEAS

WESTLAW N7

#* WORKFRLOW TOOLS PROVIEW EBOOKS

e <> I»[\  Pleado2 — Drafting pleadings

Other Search Templates
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Document in Context
Forms & Precedents Variable Information Cited Documents Related Documents
You are in:
v Home Precedent Type: Checklist (W]
[ ¥ Product Title Jurisdiction: New Zealand
¥ New Zealand Last Reviewed: February 2017
» Civil Litigation Precedents Drafting Aide: Download and Install Drafting Aide Drafting Aide Instructions
Document Path: Civil Litigation Precedents : Principles of Pleading > Checklists > PleadQ
< Plead02 — Drafting pleadings
=[JSelect all

ISSUES FOR THE PLAINTIFF

[ Cwvit Lirigation Precedents — What's N

[JPrecedents Index - Civil Litigation
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=+ [Clinterviewine and Obtainine Instructior -




4. Save the Drafting Aide installation file (Brkprcd4.doc)

Please follow the instructions for the web browser you are using:

Internet Explorer 11 Chrome Firefox

Internet Explorer 11

After you click on the link Download and Install Drafting Aide, a dialog box will appear at the bottom of the

webpage. You will be prompted:

Do you want to open or save Brkprcd4.doc from westlaw.co.nz?

Do you want to open or save Brkpred4.doc from westlaw.co.nz? Open Save |¥ Cancel

Click Save.

By default, the file will save to the Downloads folder. If you click on the dropdown menu next to Save you will
have the option to Save as, to save the file to another location of your choice.

na to give

ina for pro Please note: When installing the Precedents Drafting Aide, please ensure all email applications are closed. This will ensure the Precedents Dri Save

Save as

De you want to open or save Brkpredd.doc from westlaw.co.nz? Open Save b Save and open
|

After saving you will get a message:

The Brkprcd4.doc download has completed.

[= The Brkprcd4.doc download has completed, Open - Open folder View downloads

You will be given the option to Open, Open folder or View downloads. If you wish to install the Drafting Aide
now, click on Open to open the Drafting Aide installation file in MS Word. (Alternatively, you may click Open

folder or View downloads to find the file Brkprcd4.doc where you saved it on your computer or network).

To finish installing the Drafting Aide, follow the instructions for the version of MS Word you are using (click on

the applicable link below):

MS Word 2016 MS Word 2007 MS Word 2000

MS Word 2013 MS Word 2003 MS Word 97

MS Word 2010

Return to top




Chrome

After you click on the link Download and Install Drafting Aide, a link to the file Brkprcd4.doc will display on the
bottom left corner of the webpage. Click on the link to open MS Word and start installing the Drafting Aide.

] ]
Variable Information Cited Documents Related Documents
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Last Reviewed: February 2017
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To finish installing the Drafting Aide, follow the instructions for the version of MS Word you are using (click on
the applicable link below):

MS Word 2016 MS Word 2007 MS Word 2000

MS Word 2013 MS Word 2003 MS Word 97

MS Word 2010

Return to top




Firefox

After you click on the link Download and Install Drafting Aide, a dialog box will appear: Opening Brkprc04.doc.
Select Save File and click OK.

Cpening Brkpredd.doc IEI
You have chosen to open:
#] Brkpredd.doc
which is: Microsoft Office Word 97 - 2003 Document

from: http://www.westlaw.co.nz

What should Firefox do with this file?

Microsoft Office Word (default) hd

) Sawe File

| Do this automatically for files like this frem now on.

| ok || cancel |

By default, the file will save to your Downloads folder.

After clicking Save File, click on the Downloads icon (the downward arrow) in the top right corner of the

Firefox window:

Q, Search

@ New Zealand Statutes ... “4* Welcome to the Replic... e Radioc New Zeal
J 368 KB — weitlaw,.

HISTORY | 4% PREFERENCES & cuentio | S myco

MY FOLDERS

Click on Brkprcd4.doc to open MS Word and start installation of the Drafting Aide (or, click on Show All
Downloads to find Brkprcd4.doc in the Downloads folder).

To finish installing the Drafting Aide, follow the instructions for the version of MS Word you are using (click on

the applicable link below):

MS Word 2016 MS Word 2007 MS Word 2000
MS Word 2013 MS Word 2003 MS Word 97
MS Word 2010

Return to top




Checkpoint

Precedents Drafting Aide — Download instructions

1. Close any email applications you have open (eg Outlook)

(Please note: having email applications open during installation may prevent the Drafting Aide from installing

properly).
2. Go to any Precedent in Checkpoint and click on Drafting Aide in the left sidebar menu:

Document Options

Document in Context
( Jrafting Aide
L -
Related Docurmes

Cons17 — Compulsory transfer of shares fron

) Product Company Forms & Templates
Document in Context Title:
Tool Type: Forms and Templates, Precedentg
Last March 2012
Reviewed:

Company Forms & Cons17 — Compulsory transfer of share:

3. Click on the document link Drafting Aide (in orange text) at the bottom of the left sidebar index:

" wesee Hecument Product Company Forms & Templates
Title:
Tool Type: Forms and Templates, Precedentés
( Last March 2012
Reviewed:

Cons17 — Compulsory transf

Company - Constitutions




4, Click on the link Download and Install Drafting Aide (in orange text):

Document Options

‘ Precedents Drafting Aide

Product Company Forms & Templates
Document in Context Title:

Tool Type: Forms and Templates, Precedent

Last A 12

Reviewed:

Drafting

Aide

Precedents Drafting Aide

ve a document autory eature called the

5. Save the Drafting Aide installation file (Brkprcd4.doc)
Please follow the instructions for the web browser you are using:

Internet Explorer 11 Chrome Firefox

Internet Explorer 11
(Instructions are as for Westlaw NZ)
Chrome

After you click on the link Download and Install Drafting Aide, a link to the file Brkprcd.doc will display on the

bottom left corner of the webpage. By default, the file will download to the Downloads folder.

= © <

Document Options

Precedents Drafting Aide

Product Company Forms & Templates
Document in Context Title:
Tool Type: Forms and Templates, Precedent
Recearch Last March 2012
Reviewed:

Drafting v =




Click on Brkprcd4.doc in the bottom left corner to open MS Word and start installation of the Drafting Aide (or
click on Show all downloads in the bottom right corner to find the file Brkprcd4.doc in the Downloads folder).

To finish installing the Drafting Aide, follow the instructions for the version of MS Word you are using (click on

the applicable link below):
MS Word 2016 MS Word 2007 MS Word 2000
MS Word 2013 MS Word 2003 MS Word 97

MS Word 2010

Return to top

After you click on the link Download and Install Drafting Aide, a dialog box will appear: Opening Brkprc04.doc.
Select Save File and click OK.

Opening Brkpredd.doc @

You have chosen to open:
] Brkpredd.doc
which is: Microsoft Office Word 97 - 2003 Document

from: http://www.checkpointau.com.au

What should Firefox do with this file?

" Openwith | Microsoft Office Word (default) -

@) Save File

[] Do this automatically for files like this from now on.

| ok || concel |

By default, the file will save to your Downloads folder.

After clicking OK, click on the Downloads icon (the downward arrow) in the top right corner of the Firefox

window:
locument?endChunk=18bcguid=AUNZ_TOC|[54ba68d7 093 eedf2c82cf02014358 Budocguid=11421 dbI0489el1 1 Beefad4 3189988 % a8 3 (-]
LawStyl.. ¥) NZ Herald: New Zeala. S The Dominion Post- .. @ New Zealand Statutes ... G» Welcome to the Replic... (& Radio New Zeal ditorial

| & Brkpredd.doc

{ \fdj 368 KB — checkpointau.com.au — 1:40 P) = '

ES
Precedents Drafting Aide
Tips for Searching

Click on Brkprcd4.doc to open MS Word and start installation of the Drafting Aide (or, click on Show All
Downloads to find Brkprcd4.doc in the Downloads folder).




To finish installing the Drafting Aide, follow the instructions for the version of MS Word you are using (click on
the applicable link below):

MS Word 2016 MS Word 2007 MS Word 2000
MS Word 2013 MS Word 2003 MS Word 97

MS Word 2010

Return to top

CD-Rom

Precedents Drafting Aide — Download instructions

1. Close any email applications you have open (eg Outlook)

(Please note: having email applications open during installation may prevent the Drafting Aide from installing

properly).
2. Open a Thomson Reuters Precedents product and click on “Install Drafting Aide”
T Mats Vs - Piaistiad Poco-deses Ghand-Cui |
D b Bar e e Wedew Heip
4 v - &
FISHERIES PRECEDENTS
- : What's Hew

« )
" User Information

Precedents Drafting Aide

When you click on Install Drafting Aide, MS Word will open.

To finish installing the Drafting Aide, follow the instructions for the version of MS Word you are using (click on

the applicable link below):

MS Word 2016 MS Word 2007 MS Word 2000

MS Word 2013 MS Word 2003 MS Word 97

MS Word 2010

Return to top
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Installing the Drafting Aide into MS Word

Once you have downloaded the Drafting Aide onto your computer (from Westlaw NZ, Checkpoint, or from CD-Rom),
the final step is to install (or finish installing) the Drafting Aide into MS Word.

To finish installing the Drafting Aide, follow the instructions for the version of MS Word you are using (click on the

applicable link below):
MS Word 2016 MS Word 2007 MS Word 2000
MS Word 2013 MS Word 2003 MS Word 97

MS Word 2010

Return to top

MS Word 2016
1. Ensure any email applications on your computer are closed (eg Outlook)

(Please note: having email applications open during installation may prevent the Drafting Aide from installing

properly).
2. Open the Precedents Drafting Aide installation file Brkprc4.doc (if not already open)

If you have just followed the instructions for downloading the Drafting Aide, the installation file (Brkprc4.doc)

should already be open in MS Word.

If you downloaded the file Brkprc4.doc earlier and now wish to install it in MS Word, you will need to find
Brkprc4.doc in the Downloads folder on your computer (or wherever it is saved if it was saved elsewhere).

Once you have found the file Brkprc4.doc, double click on it to open it in MS Word.
3. Enable Content to allow the Drafting Aide to install

When Brkprcd4.doc opens in MS Word 2016 you may see a security warning as below:

SECURITY WARNING Macros have been disabled. [Enable Conten

] Compatibikty Mode] - Word

Iner? D Layout Referend o Ml Firview

TimeiMewRa <10 = A & Aa= G = ==tge s2SR 5T | aeecene| AsBeCaDe AgBbC |

e B I W o- e ¥, Ca= [ - 1 Moemad | 1Mo Spec..  Heading 1

1
* Format Pairt e
phosd 2 Fopurdl

SECURITY WARNING Macros have been disalf |

Precedents Drafting Aste
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Click on Enable Content to allow the Drafting Aide to install.
Click OK to copy Brkprcd.dot to the Microsoft Word startup path

After clicking Enable Content the following dialog box will appear:

Precedents Drafting Aide wd.02 >

BREKPRCD.DOT will be copied to Microsoft Word startup path:

Cancel

Click OK to copy Brkprcd.dot to the Microsoft Word startup path.

(Copying Brkprcd.dot to the Microsoft Word startup path, will make the Drafting Aide available every time you

use MS Word).
Click OK and restart MS Word to confirm the Drafting Aide has been installed

After clicking OK to copy Brkprcd.dot to the Microsoft Word startup path, you should see the dialog box

below:

Precedents Drafting Aide x

Installation complete, Close Word and the Precedents Drafting Aide
will be available next time Word is started.

Click OK and re-start MS Word (if it does not re-start automatically).

After restarting MS Word, click on the Add-ins tab to confirm that the Precedents Drafting Aide has

been installed successfully:

frnoman wy‘b()ufﬂ(‘ m = D

- = Word 2016 images - Word
§ MS Word 2016 images
File Home i Insert | Design ‘ Layout I/ :

(J Convert to PDF (J

Menu Commands Toolbar Commands Custom Toolbars

(N 2 ' ' ' . ' 3 ' |
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If the Drafting Aide has been successfully installed, you should see the Drafting Aide icon under the Add-ins
Tab.

&

For instructions on how to use the Drafting Aide, go to Using the Drafting Aide below.

For instructions on how to download a Precedent document from Westlaw NZ, Checkpoint or CD-Rom, go to

Downloading and opening a Precedent below.

Trouble-shooting

If you encountered any problems installing the Drafting Aide:

Check the Installation Trouble-shooting guide

OR

Contact our Techcare team for assistance:

Phone 0800 10 60 25 or

Email techcare.anz@thomsonreuters.com

Return to top

MS Word 2013

Ensure any email applications on your computer are closed (eg Outlook)

(Please note: having email applications open during installation may prevent the Drafting Aide from installing

properly).
Open the Precedents Drafting Aide installation file (if not already open)

If you have just followed the instructions for downloading the Drafting Aide, the installation file (Brkprc4.doc)

should already be open in MS Word.
If Brkprc4.doc is not already open, locate the file and double click on it to open it in MS Word.

(By default, Brkprc4.doc will be in the Downloads folder on your computer).

13
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Enable Content to allow the Drafting Aide to install

When MS Word 2013 opens, you may get a security warning:

SECURITY WARNING Macros have been disabled. [Enable Conten

@ d L
HOME IMSERT

DESIGM PAGE LaYOUT REFEREMCES MAILINGS REVIEW VIEW
Times NewRo =10 - A A Aa- & - I LR EE :-... LI
Paste v 5k oy ag I EmH=E== =y &
. ® Format Painter B I U #= X, X L b :
Clipboard [ Font [ Paragraph 4

1 SECURITY WARNING Macros have been disabled. Enable Content

Navigation =
Search document 2o

HEADINGS PAGES RESULTS

Create an interactive outline of your
document,

Precedents Drafting Aide

Brkprodd [Compatibility Mode]

ADD-INS
AaBbCeDe As
T Narma TH

If so, click Enable Content to allow the Drafting Aide to install.

Copy Brkprcd.dot to the Microsoft Word startup path

After clicking Enable Content the following dialog box will appear:

Precedents Drafting Aide wd.02 X

BREPRCD.DOT will be copied to Microsoft Word startup path:

Cancel

Click OK to copy Brkprcd.dot to the Microsoft Word startup path.

(Copying Brkprcd.dot to the Microsoft Word startup path, will make the Drafting Aide available every time you

use MS Word).

Click OK to complete installation and restart MS Word 2013

After clicking OK to copy Brkprcd.dot to the Microsoft Word startup path, you should see the dialog box

below:

Precedents Drafting &ide *

Installation complete. Close Word and the Precedents Drafting Aide
will be available next time Word is started,
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Click OK and re-start MS Word (if it does not re-start automatically).

Restart MS Word 2013 to confirm the Drafting Aide has been successfully installed

Go to the ADD-INS tab and look for the Drafting Aide icon as below:

R - u Docuf font1 - WWard
IS ERT DESIGM PAGE LAY LT REFEREMCES PAAILIMGS

FEWIEWY WIEW AL S

Mavigation -
The Drafting Aide icon looks like this:
If the Drafting Aide icon is in the ADD-INS tab then the installation was successful.

For instructions on how to use the Drafting Aide, go to Using the Drafting Aide below.

For instructions on how to download a Precedent document from Westlaw NZ, Checkpoint or CD-Rom, go to

Downloading and opening a Precedent below.

Trouble-shooting

If you encountered any problems installing the Drafting Aide,

Check the Installation Trouble-shooting guide

OR

contact our Techcare team for assistance:

Phone 0800 10 60 25 or

Email techcare.anz@thomsonreuters.com

Return to top
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MS Word 2010
1. Ensure any email applications on your computer are closed (eg Outlook)

(Please note: having email applications open during installation may prevent the Drafting Aide from installing

properly).
2. Open the Precedents Drafting Aide installation file (if not already open)

If you have just followed the instructions for downloading the Drafting Aide, the installation file (Brkprc4.doc)
should already be open in MS Word.

If Brkprc4.doc is not already open, locate the file and double click on it to open it in MS Word.
(By default, Brkprc4.doc will be in the Downloads folder on your computer).
3. Enable Editing to allow the Drafting Aide to install

When MS Word 2010 opens, you may get a security warning:

Protected View This file originated from an internet location and might be unsafe. Click for more details. |Enable editing

@' = B @ |+ Brkprcd4 (1) (Protected View) - Microsoft Word
Cutlining Haome Insert Page Layout References Mailings Review View Add-Ins FDF
o Protected View  This file originated from an Internet location and might be unsafe, Click for maore details, Enable Editing

@ Precedents Drafting Aide

If so, click Enable Content to allow the Drafting Aide to install.

4, Click OK to copy Brkprcd.dot to the Microsoft Word startup path

After clicking Enable Content the following dialog box will appear:

Precedents Drafting Aide wd.02 >

BREKPRCD.DOT will be copied to Microsoft Word startup path:

Cancel

Click OK to copy Brkprcd.dot to the Microsoft Word startup path.

(Copying Brkprcd.dot to the Microsoft Word startup path, will make the Drafting Aide available every time you
use MS Word).

5. Click OK to complete installation and restart MS Word 2010

After clicking OK to copy Brkprcd.dot to the Microsoft Word startup path, you should see the dialog box

below:
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Precedents Drafting Aide x

Installation complete, Close Word and the Precedents Drafting Aide
will be available next time Word is started.

Click OK and re-start MS Word (if it does not re-start automatically).

Restart MS Word 2010 to confirm the Drafting Aide has been successfully installed

Once MS Word 2010 has re-started, go to the Add-ins tab and look for the Drafting Aide icon as below:

@I d ] @ = |5 Document] - Microseft Word
Home Insert Page Layout References Mailings Review View Add-Ins FDF
Convert to PDF &l

Menu Commands | Toolbar Commands| Custom Toolbars

S R S B S BN R B R B S

The Drafting Aide icon looks like this:
If the Drafting Aide icon is in the Add-ins tab then the installation was successful.

For instructions on how to use the Drafting Aide, go to Using the Drafting Aide below.

For instructions on how to download a Precedent document from Westlaw NZ, Checkpoint or CD-Rom, go to

Downloading and opening a Precedent below.

Trouble-shooting

If you encountered any problems installing the Drafting Aide,

Check the Installation Trouble-shooting guide

OR

Contact our Techcare team for assistance:

Phone 0800 10 60 25 or

Email techcare.anz@thomsonreuters.com

Return to top
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MS Word 2007

1.

Ensure any email applications on your computer are closed (eg Outlook)

(Please note: having email applications open during installation may prevent the Drafting Aide from installing

properly).

Open the Precedents Drafting Aide installation file (if not already open)

If you have just followed the instructions for downloading the Drafting Aide, the installation file (Brkprc4.doc)

should already be open in MS Word.

If Brkprc4.doc is not already open, locate the file and double click on it to open it in MS Word.
(By default, Brkprc4.doc will be in the Downloads folder on your computer).

Enable the content to allow the Drafting Aide to install

When MS Word 2007 opens, you may get a security warning:

SECURITY WARNING Macros have been disabled.

® Precedents Drafting-AideY

If so, click Options. The following dialog box will open:

Microsoft Office Security Options @

@ Security Alert - Macro

Macro

Macros have been disabled. Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this file.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information

File Path:  C:\Jsers\u0106699 Downloads \Brkprod4. doc

@ Help protect me from unknown content (recommended)
(©) Enable this content

Open the Trust Center Ok | ’ Cancel

Select Enable this content and click OK.

Cin si‘ 4] @ _j S s Brkprcdd.doc
o s
— Qutlining Home Insert Page Layout References Mailings Review View Add-Ins
- % -
*a || Body Text - [ 3% 5> Show Level: | All Levels =3
Vv Show Text Formatting — A
@ & P o= Show Hapse Close
Show First Line Only Document locu t Qutline View
Qutline Tools Master Document Close
KQ Security Warning Macros have been disabled. Options...
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Click OK to Copy Brkprcd.dot to the Microsoft Word startup path

After clicking OK to Enable Content the following dialog box will appear:

Precedents Drafting Aide wd.02 X

BREPRCD.DOT will be copied to Microsoft Word startup path:

Cancel

Click OK to copy Brkprcd.dot to the Microsoft Word startup path.

(Copying Brkprcd.dot to the Microsoft Word startup path, will make the Drafting Aide available every time you

use MS Word).
Click OK to complete installation and restart MS Word 2007

After clicking OK to copy Brkprcd.dot to the Microsoft Word startup path, you should see the dialog box
below:

Precedents Drafting Aide *

Installation complete. Close Word and the Precedents Drafting Aide
will be available next time Word is started.

Click OK and restart MS Word (if it does not restart automatically).
Restart MS Word 2007 to confirm the Drafting Aide has been successfully installed

Go to the Add-ins tab and look for the Drafting Aide icon as below:

"t%\"_ = OEE 0 9 v Document2 [
-

— Home Insert Page Layout References Mailings Review View Add-Ins

&l

Custom Toolbars

||’|l'(l‘(|l'|||'||]||\||||\(J Aide : Precedents Drafting Aide i20n1

The Drafting Aide icon looks like this:
If the Drafting Aide icon is in the Add-ins tab then the installation was successful.

For instructions on how to use the Drafting Aide, go to Using the Drafting Aide below.

For instructions on how to download a Precedent document from Westlaw NZ, Checkpoint or CD-Rom, go to

Downloading and opening a Precedent below.

19



Trouble-shooting

If you encountered any problems installing the Drafting Aide:

Check the Installation Trouble-shooting guide

OR

Contact our Techcare team for assistance:

Phone 0800 10 60 25 or

Email techcare.anz@thomsonreuters.com

Return to top

MS Word 2003

Ensure any email applications on your computer are closed (eg Outlook)

(Please note: having email applications open during installation may prevent the Drafting Aide from installing

properly).
Open the Precedents Drafting Aide installation file (if not already open)

If you have just followed the instructions for downloading the Drafting Aide, the installation file (Brkprc4.doc)

should already be open in MS Word.

If Brkprc4.doc is not already open, locate the file and double click on it to open it in MS Word.
(By default, Brkprc4.doc will be in the Downloads folder on your computer).

Click Enable Content to allow the Drafting Aide to install

When MS Word 2003 opens, you may get a security warning:

SR armng) X

"Z:\Documents and Settingsiu007E01 3\Deskioph Brkprod4 . doc” contains
Macraos,

Macros may contain viruses, It is usually safe ko disable macros, but if the
macros are legitimate, wou might lose some Functionality.,

[ Dizable Macros ] [ Enable Macros ] [ More Info

If so, click Enable Macros to allow the Drafting Aide to install.
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Click OK to copy Brkprcd.dot to the Microsoft Word startup path

After clicking Enable Macros the following dialog box will appear:

Precedents Drafting Aide w402 x

BREKPRCD.DOT will be copied to Microsoft Word startup path:

Cancel

Click OK to copy Brkprcd.dot to the Microsoft Word startup path.

(Copying Brkprcd.dot to the Microsoft Word startup path, will make the Drafting Aide available every time you
use MS Word).

Click OK to complete installation and restart MS Word 2003

After clicking OK to copy Brkprcd.dot to the Microsoft Word startup path, you should see the dialog box
below:

Precedents Drafting Aide *

Installation complete, Close Word and the Precedents Drafting Aide
will be available next time Word is started.

Click OK and restart MS Word (if it does not restart automatically).
Restart MS Word 2003 to confirm the Drafting Aide has been successfully installed

Check for the Drafting Aide icon in the Toolbar:
If the Drafting Aide icon is on the Toolbar, then the Drafting Aide has been installed successfully.

For instructions on how to use the Drafting Aide, go to Using the Drafting Aide below.

For instructions on how to download a Precedent document from Westlaw NZ, Checkpoint or CD-Rom, go to

Downloading and opening a Precedent below.
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Trouble-shooting

If you encountered any problems installing the Drafting Aide:

Check the Installation Trouble-shooting guide

OR

Contact our Techcare team for assistance:

Phone 0800 10 60 25 or

Email techcare.anz@thomsonreuters.com

Return to top

MS Word 2000

1. Ensure any email applications on your computer are closed (eg Outlook)

(Please note: having email applications open during installation may prevent the Drafting Aide from installing

properly).

2. Open the Precedents Drafting Aide installation file (if not already open)

If you have just followed the instructions for downloading the Drafting Aide, the installation file (Brkprc4.doc)

should already be open in MS Word.
If Brkprc4.doc is not already open, locate the file and double click on it to open it in MS Word.
(By default, Brkprc4.doc will be in the Downloads folder on your computer).

3. Completing installation

When MS Word 2000 opens, you will see the words Precedents Drafting Aide.

Bl DS e s e Pk Ughis e e
DR &#R&F X N [=1=T N - - ettt =12 - B S 0 EENWE SEEE O-F-A.
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Precedents Drafhing Ade

You may need to change the security settings to allow the Drafting Aide to install.

Click on the Tools menu at the top of the page, then on Macro and finally Security:
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When you click on Security, the Security dialog box will open:

Security

Trusted Sources

" High. Only signed macros Fram trusted sources will be
allowed ko run. Unsigned macros are automatically
disabled.

™ Medium, You can choose whether or not ko run
potentially unsafe macros.

{* Low (not recommended). You are not protected From
potentially unsafe macros, Use this setting only if you

all documents you open are safe.

hawe virus scanning software installed, or vou are sure

Mo virus scanner installed,

Ok | Cancel

Select Low so you are able to install the Drafting Aide and then click OK.

Click OK to copy Brkprcd.dot to the Microsoft Word startup path

After clicking OK the following dialog box will appear:

Precedents Drafting Aide wd.02

BREKPRCD.DOT will be copied to Microsoft Word startup path:

Click OK to copy Brkprcd.dot to the Microsoft Word startup path.

Cancel
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(Copying Brkprcd.dot to the Microsoft Word startup path, will make the Drafting Aide available every time you

use MS Word).
Click OK to complete installation and restart MS Word 2000

After clicking OK to copy Brkprcd.dot to the Microsoft Word startup path, you should see the dialog box

below:

Precedents Drafting Aide X

Installation complete. Close Word and the Precedents Drafting Aide
will be available next time Word is started,

Click OK and restart MS Word (if it does not restart automatically).
Restart MS Word 2000 to confirm the Drafting Aide has been successfully installed

Look for the Drafting Aide icon, as below, in the toolbar:
If the Drafting Aide icon is in the toolbar, then the installation was successful.

For instructions on how to use the Drafting Aide, go to Using the Drafting Aide below.

For instructions on how to download a Precedent document from Westlaw NZ, Checkpoint or CD-Rom, go to

Downloading and opening a Precedent below.

Trouble-shooting

If you encountered any problems installing the Drafting Aide:

Check the Installation Trouble-shooting guide

OR

Contact our Techcare team for assistance:

Phone 0800 10 60 25 or

Email techcare.anz@thomsonreuters.com

Return to top
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MS Word 97

1. Ensure any email applications on your computer are closed (eg Outlook)

(Please note: having email applications open during installation may prevent the Drafting Aide from installing
properly).

2. Open the Precedents Drafting Aide installation file (if not already open)

If you have just followed the instructions for downloading the Drafting Aide, the installation file (Brkprc4.doc)
should already be open in MS Word.

If Brkprc4.doc is not already open, locate the file and double click on it to open it in MS Word.
(By default, Brkprc4.doc will be in the Downloads folder on your computer).
3. Complete installation

When MS Word 97 opens, you may get a security warning as you are about to install an MS Word Macro:

Warning

The document you are opening conkains macros or customizations, Some macros may
contain wiruses that could harm wour computer,

If wau are sure this document is From a krusted source, click,
Enable Macros, IF wou are not sure and wank to prevent any Tell Me Mare |
macros From running, click Disable Macros,

v Always ask before opening documents with macros or customizations

Enable Macros Do Mok Open |

Please click Enable Macros (if you click Disable Macros the Drafting Aide will not install).
4, Click OK to copy Brkprcd.dot to the Microsoft Word startup path

After clicking Enable Content the following dialog box will appear:

Precedents Drafting Aide w402 x

BREKPRCD.DOT will be copied to Microsoft Word startup path:

Cancel

Click OK to copy Brkprcd.dot to the Microsoft Word startup path.

(Copying Brkprcd.dot to the Microsoft Word startup path, will make the Drafting Aide available every time you
use MS Word).
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5.

Click OK to complete installation and restart MS Word 97

After clicking OK to copy Brkprcd.dot to the Microsoft Word startup path, you will see the dialog box below:

Precedents Drafting &ide *

Installation complete. Close Word and the Precedents Drafting Aide
will be available next time Word is started,

Click OK and restart MS Word (if it does not restart automatically).
Restart MS Word 97 to confirm the Drafting Aide has been successfully installed

Check for the Drafting Aide icon as below in the Toolbar:
If the Drafting Aide icon is in the Toolbar then the installation was successful.

For instructions on how to use the Drafting Aide, go to Using the Drafting Aide below.

For instructions on how to download a Precedent document from Westlaw NZ, Checkpoint or CD-Rom, go to

Downloading and opening a Precedent below.

Trouble-shooting

If you encountered any problems installing the Drafting Aide:

Check the Installation Trouble-shooting guide

OR

Contact our Techcare team for assistance:

Phone 0800 10 60 25 or

Email techcare.anz@thomsonreuters.com

Return to top
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Installation Trouble-shooting

For help with trouble-shooting, please contact our
Techcare service
Phone 0800 10 60 25 or

Email techcare.anz@thomsonreuters.com

1. | got to the end of the installation process, but when | restarted MS Word, the Drafting Aide
icon was not in the Add-ins tab (or in the Toolbar if using MS Word 2003 or below)

To fix this problem, follow the instructions for your version of MS Word:

MS Word 2016 and 2013 MS Word 2010 MS Word 2007 MS Word 2003

MS Word 2016 and 2013

1. Click on the File tab

2. Click on Options

Compatibility Mode
m * Some new features are disabled to
prevent problems when working with

Convert
o previous versions of Office.
Converting this file will enable these
features, but may result in layout
changes.
Protect Document
} Control what types of changes people
Protect can make to this document.
Document ~
Inspect Document
= Before publishing this file, be aware
gcet Checkfor | thatit contains:
lssues ~ Document properties and
Feedback author’s name
Manage Document
o\ Check out document or recover
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4.

Click on Add-ins, then select Word Add-ins from the drop-down menu at the bottom of the window

and click Go

Custom XML Data

Headers, Footers, and Watermarks
Hidden Text

Invisible Content

Microsoft Actions Pane 3

OneMote Notes about Word Documents
Time (ML)

Trust Center

Document Related Add-ins

No Document Related Add-ins

Disabled Application Add-ins

No Disabied Appii

tion Add-ins

icrosoft Office\Office 1\OFFRHD.DLL
rosoft Office’\Office14\OFFRHD.DLL
Jdcrosoft Office\Office 1 OFFRHD.DLL
rosoft Office\Office 14\ OFFRHD.DLL

Ch...oft Office’\Office 1M ONWordAddin.dil
Ch...Microsoft Shared\Smart Tag\MOFL.DLL

| Word Options 7
General . . . .
Gy View and manage Microsoft Office Add-ins.
Display
Proofing Add-ins
Save Mame = Location Type -~
Language Active Application Add-ins
brkpred.dot ChMicrosoft\Word \STARTUP brkpred.dot  Template
Advanced Financial Symbol (XML} Microsoft Shared\Smart Tag\MOFL.DLL  Action
Instant Messaging Contacts (English) .oft Shared\Smart Tag\IMCONTACT.DLL ~ Adtion
Customize Ribbon Measurement Converter (Measurement Converter) .0soft Shared\Smart Tag\METCONV.DLL  Action
PDFComplete C.Files (x86)\PDF Complete\officepdf.dil  COM Add-in
Quick Access Toolbar
Inactive Application Add-ins
AdionsPane Schema for Add-Ins c\...rosoft Shared\WSTOVActionsPane3.xsd XML Schema

Document Inspector
Document Inspector
Document Inspector
Document Inspector
XML Expansion Pack
COM Add-in

Action

Add-in:
Fublisher:

brkpred.dot

Location:

Description:

Compatibility,: Mo compatibility information available
Ch\Users\Imogen'AppData\Roaming\Microsoft\Word\STARTUP\brkpred.dot

Manage: | COM Add-ins ~

COM Add-ins

[[n]
e

Actions

‘Word Add-ins

Templates

XML Schemas

XML Expansion Packs
Disabled Items

Check in the list of Global templates and add-ins for the file name brkprcd.dot:

Temnplates and Add-ins

Templates XML Schema XML Expansion Packs  Linked C55

Document template
Mormal

|:| Automatically update document styles
Attach to all new e-mail messages

Global templates and add-ins

Checked items are currently loaded.

brk| dot

Attach...

Add...

Remove

Full path: C\...\Roaming'\Microsoft\Word\STARTUP\brkprcd.dot

Qrganizer...

Cancel
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If the checkbox next to the file name brkprcd.dot is not ticked, tick it and click OK.

(NB: If the checkbox is not ticked, this causes either:

. the Add-ins tab to not appear; OR

. the Drafting Aide icon not to appear in the Add ins tab)

Restart MS Word

After you restart MS Word:

e  The Add-ins tab should appear if it was not there before

e The Drafting Aide icon should appear in the Add-ins tab

Return to top

MS Word 2010

3.

Click on the File tab

Click on Options

LR Document]
Home Insert Page Layout References Mailings Review
| Save
Support
Save As
Microsoft Office Help
Lj Open 2 2 .
Get help using Microsoft Office,

[ Close
Getting Started

(i Lo See what's new and find resources to help
you learn the basics quickly.

Recent
Contact Us

New ‘@ Let us Icn;w if you need help or how we can
make Office better,

Print Tools for Working With Office

Save & Send Options

Customize language, display, and other
program settings.

Check for Updates
@ Get the latest updates available for Microsoft
Office.

|z] Options

B9 Exit

- Microsoft Word

View Add-Ins

5a.01

Product Activate

Microsoft Office P1

This product contail
Microsoft OneMote,
Microsoft Word, Mi

About Microsoft

Version: 14.0.7177.5(
Additional Version &
Part of Microsoft Of
© 2010 Micresoft T
Microsoft Custorme
Product ID: 02258-3:
Microsoft Software

Follow instructions 3-5 as for MS Word 2016 and 2013 above
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MS Word 2007

1. Click on the File tab
2. Click on Word Options
[ et A e e e 1 B
@ d VET IO
Reoew \
\ Recent Documents |

Drating Alde_Installation Instructions_Westia
& Master checkiist.doc L }‘ 3
Thompson Reuters Overview of Resource Man. o |

Drating Aide_lnstallation Instructions_Checkp. !

i
2
E
':ﬁ Conyert i 2
5 Bekpecad.goc 8
£ Drating Aide_installstion Instructions_Westia l—
7 $
&
2

Drating Alde_Instaliation Instructions_Checkp.
installing the drafting aide in Mi'Word 2007 _2..
Deating Aide_Installation Instructions_ Westia
o Drating Alde_installation Instructions_Westia
..—_-a' Erint J Drating Alde_instaltation Instructions_Checkp.
= Dratting Alde 2016 Review.rt!
3 A Prepare Statutory_Foem (2).d0¢
Statutory_Foem (1).00¢

35 Seng  » brkpeed.dot

Bedford.endotx

Pudlish  » Brkpecdd (1).doc

3. Follow instructions 3-6 as for MS Word 2016 and 2013 above

MS Word 2003

1. Click on the Tools tab

2. Click on Templates and Add-ins in the Tools menu

3. Follow instructions 3-5 as for MS Word 2016 and 2013 above

4, Once you have followed these instructions, the Drafting Aide icon should appear in the Toolbar

| got to the end of the installation process, but when | restarted MS Word, there was no Add-
ins tab (MS Word 2007 and above)

Follow the instructions as for problem 1 above.

When | try to install the Drafting Aide, MS Word hangs/freezes

The Drafting Aide has been tested and successfully installed in all versions of MS Word from MS Word 97
through to MS Word 2016.

If MS Word freezes or hangs during installation, it is possible there is something in your own IT environment

that is preventing the Drafting Aide from installing successfully.
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You may contact Techcare (0800 10 60 25 or email techcare.anz@thomsonreuters.com ) or, your own IT

support (if you have any) if you need help to trouble-shoot such problems. (Support is also available directly

from Microsoft; see https://support.office.com/).

Some things an IT support person should check would be:
e Was there an email application that was open when the Drafting Aide was being installed?

e Are the latest MS Word updates installed (there may be an issue that has been resolved in a recent
update)?

e Are there incompatible Add-ins installed in the copy of MS Word you are using (if so, it may be

necessary to disable these before installing the Drafting Aide — see instructions under 4. below)?

e Are there security settings set up by your IT systems administrator (eg which block you from

installing a macro) that might be preventing the Drafting Aide from installing?

e Are there any other software/operating system conflicts causing MS Word to freeze/hang (check if
any other new software has been installed recently that might be causing conflicts, or; check

Microsoft support forums for any known conflicts: https://support.office.com/)?

Return to top

I have Infinity Law and I can’t install the Precedents Drafting Aide

There is currently a conflict between the Infinity Law, MS Word add-in; and the Precedent’s Drafting Aide add-
in, which may interfere with installing the Precedents Drafting Aide. This conflict can be worked around by
disabling the Infinity Law add-in during the installation process (the Infinity Law add-in will come back
automatically the next time MS Word is started):

1. Close Word if it is open.
2. Open MS Word in “Safe mode” as follows:

. Press the CTRL key at the same time as double-clicking on the MS Word icon document, or on a
MS Word document (which can be any MS Word) document.

e You should get a message like this

IV WU, YT ULILIWUR § a0, G LIS R T

Microsoft Word

| Word has detected that you are helding down the CTRL key. Do you
" want to start Word in safe mode? Ot

Yes
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e When MS Word opens in safe mode there should be something at the top of MS Word confirming

that it is open in safe more:

Chara Aliaase I
= Microsoft Word (Safe Mode) — O b4 B
Home Insert Page Layout References Mailings Review View () e e
) & | = = - haz iE i oY .
1 B 7 U -ake x, x’ |2, E = =EE||E Editi _ﬁ
Paste . . iting
- J &b \ - Aat | A A Y b |9 -
Clipboard = Font Paragraph Styles
#
.|
; Nords: 0 | ([EEE =2 E 10
e=| FICTUTES o —% Born this way (T].pdf Z9-May-To TT:00 AM
¢  When you have confirmed that MS word is open in safe mode, start the installation process
again. Either:
o Download the file Brkprcd4.doc again (see Downloading above); or
o  Find the file Brkprcd4.doc in your Download folder and double click on it to open MS
Word.
e Follow the instructions for installing the Drafting Aide (see Installing above).
e  After installing restart Word and the drafting aide should be in the add-ins tab and work
perfectly! (assuming there is nothing else other than Infinity Law interfering with the process).
5. Can Il install the Drafting Aide on an Apple computer?

While Thomson Reuters Precedents are not compatible with Apple computers, if the user is running Windows
emulation software, both the Precedents and the Precedents Drafting Aide should run as normal inside the

emulated Windows environment.

Return to top

Downloading and opening a Precedent

Please follow the instructions for the Thomson Reuters product you are using:

Westlaw NZ Checkpoint CD-Rom

Westlaw NZ

To download a Precedent, click on the Word document icon:
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next to the Precedent Type:

THAS0H EIUTERS

 WESTLAW AL & Wyiers B WyFolkders 48 MyConssas @

* WORKFLOW TOOLS HEWSROOM

® | » -
Document Options # Return to original results

FishPrc02 — Agreement for sale and purchase of Annual Catch

Document in

ntex -
CD ext Forms & Precedents Diraft ng Alde Yariable Information Cited Documents
Tou are in: )
o Pre.cel.:e?: Type:
=i Jurisdiction:
R Last Reviewed:
¥ Fisheries
Precedents
FishPrc02 — Agreement for sale and purchase of Annual Catel
s L &= oles o e
= €L splect T Sy (0 (3" g 4 f

Please continue to the instructions for the web browser you are using:

Internet Explorer 11 Chrome Firefox

Internet Explorer 11

After you click on the Word icon, a dialog box will appear at the bottom of the webpage. You will be

prompted:
Do you want to open or save Precedent.doc from westlaw.co.nz?
Click Open if you wish to open the file (and save it later from within MS Word).

Click Save to save the file first before opening.

Do you want te open or save Precedent.doc from westlaw.co.nz? Open Save ~ Cancel x

By default, the file will save to the Downloads folder. If you click on the dropdown menu next to Save you will

have the option to Save as, to save the file to another location of your choice.

applicafions are closed. This will ensure the Precedents Or o

Save as

Save and open
|

Open
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After saving you will get a message:
The Precedent.doc download has completed.
You will be given the option to Open, Open folder or View downloads.

Click Open to open the Precedent:

xbal

The Precedent.doc download has completed.

Open hd Open folder View downloads

When the Precedent opens, you may get a security warning asking if you wish to enable editing, for example:

0 é?, g Letter (1} (Protected View) - Word Imogen Wybourne l5al
Hame Insert Design Layout References Mailings Review View Add-ins PDF Q
o PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing
L"g"'I‘"1"'I"'Z'"I"'3"‘I"'4"'I"‘5"'\"
Navigation v
Search document Lo~

Headings Pages Results

If so, enable editing (to allow you to use the Precedent).

Continue to the instructions for Using the Drafting Aide

Return to top

Chrome

A

After you click on the Word icon, a link to the file Precedent.doc will display on the bottom left corner of the

webpage. By default, the file will download to the Downloads folder on your computer.
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Firefox

H mvousow nevters

E WESTLAW AU

& MyAers 88 My Folders

# WORKFLOW TOOLS

i «» -
il Document Options

Other Search Ten

| Document in

§ Context (RN INCSNll Drafting Alde  Variable Information

You are in:

Precedent Type:
Jurisdiction:
Last Reviewed:

ies
Precedents

s kA

- oa

Sel
Fishe
P

1

- Precedents

Clouse 1.1
— [ property rights —
+ @ risherco Vehile ACE may not be secured by a registered mortgage, a coveot m
= L FishPrco2 — Ay
¢ Clause 1.2

ll  Copyright © 2017 Thomson Reuters (Professional) Australia Limited ABN 64 058 914 668  Help Sites »  Feedback Privicy Policy Oni

FishPrc02 — Agreement for sale and purchase of |

E M precedentdoc a

Click on Precedent.doc to open the Precedent.

When the Precedent opens, you may get a security warning asking if you wish to enable editing, for example:

D qr:?, = Letter (1) (Protected View) - Word

Home Insert Design Layout References Mailings Review

Navigation v

Search document Lo~

Headings Pages Results

If so, enable editing (to allow you to use the Precedent

Continue to the instructions for Using the Drafting Aide

Return to top

After you click on Word icon, a dialog box will appear: Opening Precedent.doc. Select Open with Microsoft
Office Word (default) and click OK to open the Precedent in MS Word (By default, the file will save to your

Downloads folder):

o PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View.

L"g"-l‘--l-‘-l---

Y Tell me

Enable Editing

L5

Al
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- s ttiéiéiitiiéiiinsis:¢?=ciiiOF
COpening Precedent.doc @

You have chosen to open:
] Precedent.doc

which is: Microsoft Office Word 97 - 2003 Document
from: http:/fnanancnve stlaw.co.nz

What should Firefox do with this file?

() Dpenwith | Microsoft Office Word {default) -

-;fvl-,'-éga\.-'e File

[ Do this autarnatically for files like this from now an,

| ok || Cancel

When the Precedent opens, you may get a security warning, asking if you wish to enable editing, for example:

(| é?, g Letter (1} (Protected View) - Word Imogen Wybourne =

Home Insert Design Layout References Mailings Review View Add-ins PDF QT

ell me

o PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing x

‘ ) P R T L R L TP S S - - AE [~
Navigation v g

Search document Lo~

Headings Pages Results

If so, enable editing (to allow you to use the Precedent

Continue to the instructions for Using the Drafting Aide

Return to top

Checkpoint

To download a Precedent, click on the Word document icon:

W)

next to the Tool Type:
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4 TR INTERNAL IF

Prodiiet Trtla: Indohiincy Prac

Document in Context Toel Typa: Ferms and Ten
Last Klarch 2016
* Ratescth Reviuwad:
v Forms InsL01 — Shareholder's special resolution appointing
+ Irichvancy Frecederss liquidator
PETTE Y (T-MALAE OF COMPANT) LURATID

b Appeintmen: of 4 Liguidstor

WRITTEN [2-RESCLUTION OR RETOLUTIOME] OF THE SHAREHWOLBERT OF THE COMPANY PURTUANT

v Procesents
TOFCTION 122 OF THE COMPANIES ACT 1991

+ Inid — Parghelery
special resaluiion sppeiniing
ligusidatos Dated: [3=dare]

This Section conains Tha sharcholders rescha as a special resohtion:

To save and open the Precedent, follow the instructions for your browser, as for Westlaw NZ above:

Internet Explorer 11 Chrome Firefox




CD-Rom

Simply click on Open the document in MS Word 97 or later beneath the Precedent title to open the document in MS

Word.

{13 Folio Views - [Fisheries Precedents (Read-Only]

(L) File Edit View Search ‘indow Help

ol ]

-8 x

LT

88 [repon ol el EEE | | w5 g
*l|
= [ FISHERIES PRECE « | - =
& 0 User ntrmaton FishPrc02 — Agreement for sale and purchase of
=[] Precedents i
e st Annual Catch Entitlement
<» [ FishPred -
“» [ [FishPrcD2 - Open this document in MeWeord$7 or later
## [ FishPreo3 -
=[] FishPre04 -
% [ Permits — sam Variable Information
4 [ Letters
<[] Statutory Forms 1= name of vendor
2 = name of purchaser
3= day of month
4 = month, year
5 = registered office/occupation and address of vendor J
B = registered office/occupation and address of purchaser
7 = beginning and end date of fishing year
J 8= amount of price, in figures
9 = date of payment
10 = Account Mame, Bank, Account Mumber
11 = relevant percentage
12 = relevant percentage
13 = relevant percentage
Option 1 (in or out) = vendor's signature
Choice 1A = vendor is individual
Choice 1B = vendor is company
Suboption 1= signed by witness
Option 2 (in or out) = purchaser's signature
Chaice 2A = purchaser is individual
Choice 2B = purchaser is company
Suboption 2 = signed by witness
4 3 Mates on the precedent j
[ Hit Reference =

@ A1 BR Seach {3 Browse [B] Document [# Contents [i= HitList f49 Object [

Record: 955/2,143 Hit: 00 Query:
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Using the Drafting Aide

For additional help with using the Drafting Aide, our Trainers are there to assist.

The Training website also offers training resources such as videos, User Guides and webinars.

You may request help through the Training website:

http://training.thomsonreuters.co.nz/

Launching the Drafting Aide

After opening a Precedent, launch the Drafting Aide by clicking on the Drafting Aide icon
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You will find the Drafting Aide icon in the Add-ins tab (MS Word 2007-2016) or in the Toolbar (MS Word 2003 and
below):

B 0D &

MS Word 2016 images - Word

Imoman Wyboume m
‘ ‘
File Home | Insert | Design | Layout L7 Mailings | Review | Vifw PI\F | Format
n Convert to PDF n
Menu Commands  Toolbar Commands Custom Toolbars
(N & 2 [ . ' 3 | ' 4 ' . ' ' . S |
| || = ’l

When you click on the Drafting Aide icon, the Drafting Aide will open, as below:

@|H"7' 2 d@:'h

PRE1T [Compatibility Mode] - Microsoft Word
Home Insert

Page Layout References Mailings Review View Add-Ins PDF
Convert to PDF &l
Menu Commands | Toolbar Commands| Custom Toolbars
[z e e e e E o 1 1 2 1 ] 1
t g g ;

Precedents Drafting Aide v4.02  Type variable text *
Llx| 2]+ = al 8|8 —

] 1=full name (type here) -

-

1

APPLICATION-FOR-WAIVER-OF-FEES—INDIVIDUALY

Drafting Aide version

The first time you use the Drafting Aide, check the Drafting Aide is the latest version. The current version is v4.02:

*
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Variables

Variables are the bits of information that you fill-in in a form document (such as: [company name], [address], etc);

they are called “variables” because they vary each time you fill in the form.

The Drafting Aide will take you through all the variables in a Precedent and allow you to fill in each piece of information
one-by-one, without you having to type in the document itself; the Precedents Drafting Aide automatically inserts

whatever you have typed or selected into the correct place(s) in the form.

Where a variable occurs several times in a document - for example, [respondent’s name] - you only need to type that
variable once in the Drafting Aide and it will be copied automatically to all the other places in the document where it

appears.
Types of variables

The Thomson Reuters Precedents documents contain the following types of variables:

1. A request to fill in certain information, for example:
Precedents Drafting Aide vd.02  Typevariable text oy
b ><|u? - ||«;’J|@|
J=occupation (type here) —
L
w
[3=occupation]
2. A choice variable, requiring you to choose which piece of text from a list you wish to insert, for example:
Precedents Drafting Aide v4.02  Select the appropriate itemn >
x| 2] o] -] a2 o]
=Y
O hearing
-

[6=filing OR hearing]
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A choice variable, requiring you to choose which piece of text from a list you wish to insert, part of the choice

being a request to insert further information, for example:

Precedents Drafting Aide w402 Select the appropriate item

s—)(lu?

| |2 2] 8]

O (30=specifi agreed improvements in poor condition (cross refer clause 7))

2. - IMPROVEMENTS:q

poor-condition-(cross-refer-clause-7)} [

Improvements-in-poor-condition-for-which-the-Tenant-is-not required-to-provide
deferred ‘maintenance: /49=None. -OR--{50=specify-agreed-improvements-in-

An option whether or not to include a piece of text or a clause, for example:

Precedents Drafting Aide vd.02  Insert this text?

x| »

tl=lafale

[2=full-name,-description-and-occupation-of-Tenant]

“the-Tenant”q
</Option-1-(in-or-out) =guarantor [
ANDY

[3=full-name,-description-and-occupation-of-Guarantor|y

“the-Guarantor”>q|

1
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A suboption (ie, an option that is within another option). For example:

Precedents Drafting Aide w402 Insert this text? >

x| 2] «

-| | 4l @

A= [

We-note-the- Agreement- is:q

~[Suboption I (in-orout)=agreementsubject to finance |

1. - Subject-tofinance |[[S=give details of finance conditions].
~[Suboption 2-(in-or-out)=agreement-subject to other-conditions [
2. - Subjecttol/9=describe other-conditionsof agreement].
~[Suboption 3-(in-orout)=informing land-agent-of progress [

and-we-will keep-vou-informed- as to-progress- in regard-to-satisfaction- of |/ / 0=the-

condition-OR: -condfﬁomj. ] H

A choice between two or more sections of the document (these sections can be just a phrase, or several

clauses in length), where you can only include one of the alternative selections, for example:

Precedents Drafting Aide w402 Select the appropriate itemn >

x| » 4| @|
(0 [A=Duterest af the rate of a certain per cent per anawm
0] [B=interest compounded on quarterly rests

e

4. - INTEREST-ON-PAYMENTS-IN-ARREARSY
#[Choice-1A=interest-at-the-rate-of-a-certain-per-cent-per-annumj¥

4.1 - Ifthe Tenant-defaults-inthe-payment-of-therent-or-other'moneys-payable:
pursuant-to-this-Lease for://6=number-of-working-days| -working-days-
then-the-Tenant-shall pay-on-demand-interest-at-the rate-of-// 7=penalty-
interest-rate] -per-cent-per-annum-on-the-moneys-unpaid-from-the-due-
date-for'payment-down to-date-of payment. -#9

#/Choice-1B=interest-compounded-on-quarterly-rests]q

dom) 23




7. A subchoice (ie, a choice within another choice), for example:

Precedents Drafting Aide w402 Select the appropriate item x

vl x| 2]

0] [A=lack of capacity
() 1B=person has capacity, cannot commumnicate n

| 2] 3] 9]

+/[Subchoice-14A=lack-of-capacity]

(b) - The-specified-person-lacks, wholly-or-partly,-the-capacity-to-
understand the nature, and to foresee the-consequences, ‘of*
decisions- in‘respect-of ‘matters-relating to:/21=his--OR--her [
personal -care-and -welfare; +

+[Subchoice-1B=person-has-capacity,-cannot-communicate]

(b) - The-specified-person-has-the capacity-to-understand-the-
nature,-and-to-foresee-the-consequences, -of-decisions-in-
respect-of ‘matters-relating-to-/21=his--OR--her | personal -care-

The variables appear in blue text in the documents.

Keyboard navigation in the Drafting Aide

e TAB: use the TAB key to navigate your way through the available options on the dialog box.

e ENTER: use the ENTER key to execute the selected button or to insert your typed text.

e SPACE: use the SPACE key to execute the selected button.

. CTRL + ENTER: will create a new line when entering text.

¢ ARROW keys: use the ARROW keys to navigate between different choices in the variable information box.

e SHORTCUT Keys: each button has its own shortcut keys - place your mouse over the button to see the keys

required or refer to the list below.

Please note: When using Word 2000 the text in the Precedents Drafting Aide may not be automatically highlighted.
To overcome this, simply press the TAB key and the text will be automatically highlighted.

Return to top

Mouse navigation in the Drafting Aide

SINGLE Click: using the left mouse button, a single click will execute the required button or place the cursor in the

input box.
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Drafting Aide Buttons

Press the Ctrl key and click on a button below to jump to the explanation for that button:

___é

4 ><| |¢| 4-| |

YES/OK: (ALT +Y)

The OK button will replace the highlighted variable with either your text or your selected option or choice.

]

Pr4cedents Drafting Aide v4.02  Type variable text

/] x| +] +|=| 2| 3] o] ,

X

«s1v

NO/DELETE VARIABLE: (ALT + D)

The NO button will remove the highlighted text from the document, including the preceding space if appropriate.

!P e)ﬁts Drafting Aide vd.02  Type variable text X

b X| 2| || @] A @
I=full name (type here) -




SKIP: (ALT + K)

The SKIP button will skip the highlighted variable and then locate and highlight the next available variable.

A

!

Precedent\Drafting Aide v4.02  Type variable text X
] x[] o [=] a4l o] .
1=full name (type here) | -
-
v
BACK: (ALT + J)
The BACK button will allow a user to modify a previously completed variable
o
Precedents ing Aide v4.02  Type variable text X
v)(l:o #I@Iné—]@l '
=  here | A
-
v

LEAVE BLANK: (ALT + B)

The LEAVE BLANK button will replace the highlighted variable with one of the three available spaces: 2cm, 6cm and
12cm.

Precedents Draftifypjde v4.02  Type variable text

x| 2] (=] a]al o]

= [
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STOP: (ALT + S)

The STOP button will close the Precedents Drafting Aide.

Precedents Draftin vd02  Typevariable text X

x| 2| «|=]a]a|ef

1=full name (type here) ? =
.

Document reformat tools: (ALT + T):

Precedents Drafting Aide Type variable text X

b )(l -’rl «:all a|Aa lﬂl
1=full name (type here) -~

This button will present you with a pop-up box with several options. (This box will also pop up automatically when
there are no more variables to fill, or if you exit out of the Drafting Aide).

Precedents Drafting Aide w402 >

You have reached the end of the document.
Do you wish to:

[ Import styles from another document? |

[ Remove the editorial notes?
¥ Change all text to normal text?
[~ Renumber paragraphs?

[ save the document?
|

The available options are:

1. Import styles from another document - this will allow user to import formatting styles from another
document.
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If Import styles from another document? Is selected, when you click the play button at the bottom of the

dialog box, you will be taken to the documents folder to select a document from which you would like styles
to be imported.

Browse to the document you would like to use, select that document and then click Open. The styles from
that document will then be imported into the Precedent (this may take a few moments).

Document? - Microseft Word

EA - et Pagelmout  References  Madings  Review lew  Adddns  POF
] @ 0pen x
Paste
A Fromaell o P> ThSPC » OS(C) » Users » imogen » Documents » Drafting Aide + letter e " »
p ‘ Organize = Newfolder - m @
8 This PC feme
I Oeskiop 8" Bartoe and Jensen Lawyers
[ Documents
& Downloads
b Music
= Pictures
B Videos

& 08
= HP_RECOVERY [

VD RW Drive (
} €O Drive (F)

All Word Documents hd
Tous + =

Family-Courtf]

Wellingtony

1

FAM12345:'ABv-YZ—+9

Remove editorial notes - this will remove all instances of green italicised editorial notes and any external
logos or graphics present in the document.

Change all text to normal text - this will change the colour of the blue variable text to black and its style
to non-italic.

Renumber paragraphs - allows users to renumber paragraphs/subparagraphs automatically after removing
or adding paragraphs/subparagraphs.

The renumbering function can work with several different paragraph label formats (and combinations of label
formats - ie where several different label formats are used within one document):

o 1,1.1,1.11..2.,2.1,2.11..
o (i), (i), (iii)
e (a), (b), (0)

Any time you add paragraphs to or remove paragraphs from a Thomson Reuters Precedent, if you use the

Renumber Paragraphs? function, it will go through the document and renumber/resequence all the
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paragraph/subparagraph labels that are out of sequence (NB provided any added paragraphs/subparagraphs

have the same formatting/styling as other items in the same list).

You may use the renumbering function on a Thomson Reuters Precedent on its own, (for example, if you filled
in all the variables earlier, but later decide to add new paragraphs/subparagraphs or to remove

paragraphs/subparagraph - or both). Just:
e open the document;
. launch the Drafting Aide;
e click on the Reformatting Tools button;
e select the Renumber Paragraphs? option; and

e click the play button.

Cross-references: please note, the renumbering function does not currently resequence cross-references
(references within a document to other clauses or paragraphs in the same document) to match renumbered
paragraphs. If you use the renumbering function, any cross-references that are affected by the renumbering

will need to be updated manually.

Using the renumbering function on documents that are not Thomson Reuters Precedents: Please
note, the renumbering function may not necessarily work on documents other than Thomson Reuters
Precedents. For the renumbering function to work, paragraphs and subparagraphs must be formatted/styled
in a particular way. Thomson Reuters Precedents are pre-edited so all the paragraphs and subparagraphs are

already in the correct style to allow the renumbering function to work.

Save the document - this will allow you to save the document at the same time as exiting the Drafting
Aide.

HELP: (ALT + H)

This button will open the Help information.

w
Precedents Drafting Aide va e variable text X
%) 2] +| =] ] 2P| !
| Ali-ﬂ.lllwn;e(typehete) A A
v
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TOGGLE SCROLL OPTIONS:

This feature will allow you to toggle between scrolling with the Drafting Aide box (the default) and scrolling through
the document (while the Precedents Drafting Aide continues to run).

Clicking on the dot toggles between the two scroll options.

Moving the Drafting Aide Dialog Box

The Dialog Box may be moved from its current position on the screen by holding down the left mouse button on the

dialog box title bar, labelled Precedents Drafting Aide, and dragging the dialog box to a new position on the screen.

Return to top

Document reformat tools

When all the variables in a Precedent have been filled; or, if the user exits out for the Drafting Aide, the Document
reformat tools dialog box will open automatically:

Precedents Drafting Aide w402 >

You have reached the end of the document.
Do you wish to:

[ Import styles from another document? |

[+ Remove the editorial notes?
[+ Change all text to normal text?
[ Renumber paragraphs?

[ save the document?

e
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These tools may also be accessed within the Drafting Aide by pressing the Document Reformat Button:

A

The instructions for the Document Reformat Tools are outlined under Drafting Aide buttons, above.

Return to top
Tips/FAQs

1. What if ’'m using the Drafting Aide and I find | don’t have all the information needed to fill in a
Precedent — can | run the Drafting Aide again later on the same document to enter the rest of
the information?

You may partially fill in a Precedent and then re-run the Drafting Aide on it to fill in more information later, as
many times as you need to.

If you run the Drafting Aide and skip over some variables, the next time you run the Drafting Aide it will take
you straight to those variables you did not fill in the last time (it will do this even if previously you changed all
the variables from blue to black text using the Document Reformatting Tools).

2. | already used the Drafting Aide to fill in all the variables in a Precedent — now I’'ve
added/removed some paragraphs and | need to renumber the paragraphs again — can | use
the Drafting Aide just to renumber paragraphs?

If you run the Drafting Aide on a document where all the variables are already filled in, the Drafting Aide will

take you straight to the Document Reformatting Tools dialog box:

Precedents Drafting Aide w402 >

You have reached the end of the document.
Do you wish to:

[ Import styles from another document? |

[+ Remove the editorial notes?
[v Change all text to normal text?
[ Renumber paragraphs?

[ save the document?
|

If you wish to renumber the paragraphs, just tick Renumber paragraphs? and click the play button (there is

no need to untick the two default options that are already ticked).

Return to top
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Using the Drafting Aide — Trouble-shooting

1. The Drafting Aide is not enabled (Word 2003, Word 2000 and Word 97)
Sometimes Word decides to disable the Precedents Drafting Aide. In Word, click Help, About, Disabled Items.
Disabled Items may list the Drafting Aide. You can enable the Precedents Drafting Aide by clicking Enable.

2. Renumbering has not worked properly

If you use the renumbering function and renumbering does not work as you expected, there may be a bug in
the document. Please contact one of the Precedents Editors:

elani.rawson@thomsonreuters.com

imogen.wybourne@thomsonreuters.com

3. There seems to be an error in the Precedent

Please contact the Precedents Editors, (see the previous problem).

4, Any other problem

If there is anything else you need help with to do with using the Drafting Aide (or, if you need help with any

of the issues above) you may contact our Trainers through the Training website:

http://training.thomsonreuters.co.nz/

The Training website also offers training resources such as videos, User Guides and webinars.

Return to top
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