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CAPTIONING YOUR MEMORANDUM.
Figure 1
These instruction work in MS Word, which 99.99% of you use. For those of you who use something else, like WordPerfect or Zywrite, or Volkswriter … well that’s your problem I guess!

To make a caption box properly, by convention we place the party names in a three sided box, in which the top, bottom and right lines print and the left does not. (this screen shot in figure 1 shows the left side of the caption box “grayed out” meaning that it will not print).

So – to make something like what we have in Figure 1, using MS Word follow the instructions below.
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Figure 2
Begin creating the document by adding the text of the caption, on the order of what you see here in Figure 2
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Figure 3
Next, put the cursor about where you want the box to be and click once – the cursor becomes the “insertion point” for the bix that we are about to add.
Choose the “Table” menu as above, choose “Insert” in the secondary menu and choose “Table” from that. (I know – some of you experts are thinking, “but it’s a text box, so why not insert one of those?” The answer is that in MS Word, the geniuses have allowed no way to fashion a three sided box such as what we need).
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Figure 4
A dialogue box will open such as you see here. Change the default values in the “columns” and “rows” box to “1” in each. We’re about to insert a table with one column and one row which will give us a single box, which looks like Figure 5 below.
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Figure 5
This is what you get.
Now, carefully, move the cursor directly over the bottom line and “grab” it and drag it downward to make it the size that you need.

Then “grab the right hand side and drag it to the left to finish sizing the box.

This will give you something that looks like Figure 6 below.
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Figure 6
The resulting box is now yours to do with as you wish. By clicking in the box you can enter text as you do in any other part of the document, and you have the options to center it, and bold it, and underline it, and italicize it, and pick your favorite color, and to generally make it as you wish. 

But, lawyer types follow convention and convention has it that we left justify the text within the box, and center it top to bottom.

Which you can easily do by following along below.

[image: image7.png]Fie

~ Times New Roman -1 ~|B I

Edit Vew Insert Format Tools Table Window DocumentsToGo Help Adobe PDF Acrobat Comments

DEHRSSRVA s AII-C-BHER G\‘ﬁﬂlm - © | i Read

i A4 Table Grid

u [E]

Type a question for help ~

x

L

L L

L

COMMONWEALTH OF MASSACHUSETTS

SUPERIOR COURT

LAWRENCE DIVISION
Docket No. 0245 CR 1234

Should amandz

cut
Copy
paste
Insert Table...

Delete Rows
Spit Ce...
Borders and Shading...

Text Direction...
Cel Aignment
AutoFit OF LAW IN SUPPORT OF

“Table Properties... PPRESS

yinder the nrisst.naniten|

Bulets and Numbering...

SENTED

by a Greek Orthodox Priest be suppressed

ad 2 nrivate disenssion with ane of his

Sec 1

| @

1/1 At 2.6" Ln 10 Col 1 REC TRK EXT OWR m
W@ 5 5 % E S @ | paix..| ] ampe. [ pocn. | &) bocun..| [T 100} @: [« %0 @ o00pm





Figure 7
Put the cursor in the box and right click your mouse, which will open the context menu that you see in Figure 7. From that menu choose “Table Properties”, which will open a new dialogue box as in Figure 8 below.
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Figure 8
In the “Table Properties” box click on the “Borders and Shading” button, which opens another dialogue box, as below

.
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Figure 9
In this box, look to the right side where the “preview” part of the box is. Here the default box is set to print all four sides. Click once on the left side of the graphic and the line will disappear as below in Figure 10. 
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Figure 10
Now click “OK” twice to back out of the dialogue boxes.
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Figure 11
And this is what you end up with.
Click in the box and enter the appropriate text.

Then with the cursor still in the box, right click for the context menu …
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Figure 12
From this menu put the cursor on “cell alignment”, and choose the graphic that represents left justification and centered top to bottom.
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Figure 13
This is what you end up with.

Yes, I know that as with all thing connected to computers and word processing, there are myriad ways to do this, and you may have a preferred method, a simpler method, a more direct method. 

If you do, please, I’m not interested. I’ve been doing this for years and find that this method works well for the uninitiated. For those of you who have a better method, well, frankly, I’m wondering why you bothered to read through thirteen pages of screen shots????
