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LEAVE THE
TRAINING TO US.

- Comprehensive digital courses - Live training sessions
- Affordable membership plans - “Ask the Expert” sessions
- On-demand training videos - Customizable training plans

Affinity Insight offers insightful training programs created by legal professionals for
legal professionals. Our digital courses and training membership plans give you
access to some of Affinity’s most dynamic law firm management and legal
technology trainers—not just for a day or a week, but all year long. Join live training
sessions with your peers or learn at your own pace with bite-sized, on-demand
training modules. Design a custom training plan for yourself or everyone in your firm.
Learn more at https://affinityinsight.com
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MEET OUR POWERPOINT

Meet our PowerPoint expert who have authored this manual.

PAUL UNGER

While most people understand the day-to-day struggle of keeping up with
email, Paul knows how to tackle the problem better than anyone. Paul's
passion is coaching lawyers on managing time, distractions, tasks, emails,
and documents efficiently. As the author of Tame the Digital Chaos — A

Lawyer's Guide to Time, Task, Email and Distraction Management, Paul is
truly an expert on the topic.

Paul's expertise is well-founded from his time practicing law. When Paul

isn't coaching lawyers, he teaches CLE classes for attorneys across North
America.
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CHAPTER 14

DOCUMENT CALLOUTS

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Callouts are essential when displaying documents on PowerPoint slides. Text is simply too small
to see on a slide when the full document is displayed on the slide. Callouts give you an
opportunity to show the full document first, which establishes credibility with a jury or your
audience that you are indeed showing the full document and not hiding something. Then, using
the callout technique, you can “call out” the relevant portion of a document to a size that
everyone can read.

How Callouts Work

Callouts operate like this in a presentation:

1. Display the entire document, as shown in Figure 14-1. Have the document appear
automatically or on a click when the slide is first introduced.

CONDITIONS AND EXCLUSIONS

A, The Company will not be lisble 1o you fot loss arising out of:

e

at protection aga
ent ot policy of the Company.
v agreed 10 by you and/or your agents of

or Issuing Agent, » sance
ce of the Company must have been
ission of your final closing instructions 0 the Approved

prejodics the Company,
nt of such prejudice.

© by the Compony of this letter

sing Protection Letter or similar agreement is hereby cancelied
estate ransactions regarding which you have previously sent
the A Approved

TITLE INSURANCE COMPANY

Senior Vice President

FIGURE 14-1

2. Through an animation, on a mouse click, draw attention to an area of interest on the
document via a rectangle without any fill color. This rectangle is the second object on the
slide and is animated using the Wheel effect.
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CONDITIONS AND EXCLUSIONS

A, The Company will not be liable 1o you for loss arising out of:

1. Failure of the Issuing Agent or Approved Attorney (o comply with your closing
instructions which require title insurance protection inconsistent with that set forth in
the title insurance commitment issucd by the Company. Instructions which require
the removal of specilic exceptions to title or « | with the requi
contained in said ccmmitment shall not be deemed 10 be inconsistent.

2. Loss or tmpairment of your funds in the course of collections or while on deposit with
@ bank due to bank failure, insolvency or suspension, except such as shall result from
failure of the Issuing Agent ur the Approved Attorney to comply with your writien
closing instructions 10 deposit the funds in a bank which you designated by name.

3. Mechanics’ and materialmen’s liens in connection with your purchase or lease or
construction loan iransactions, except to the extent that protection against such liens
is afforded by a title insurance commitment or policy of the Company.

4. Matters created, suffered, assumed or agreed to by you and/or your agents or
employecs.

B. If the closing is to be conducted by an Approved Attorney or Issuing Agent, a title insurance
commitnent for the issuance of the policy of title insurance of the Company must have been
regeived by you prior to the transmission of your final closing instructions to the Approved
Attorney or Issuing Agent.

When the Company shall have reimbursed you pursuant to this letter, it shall be subrogated
to all rights and remedies which you would have had against any person or property had you
not been so reimbursed. Liability of the Company for such reimbursement shall be reduced to
the extent that you have knowingly and voluntarily impaired the vatue of such right of
subrogation.

o

=]

Any liability of the Company for loss incurred by you in connection with closings of real estate
transactions by an Issuing Agent or Approved Attorney shall be limited to the protection
provided by this lewter. However, this letter shall not affect the protection afforded by a title
insurance commitment or policy of the Company.

E. Claims shall be made promptly to the Company at its principal office : © .
Columbus, Ohio 43215. When the failure to give prompt notice shall prejudice the Company,
then liability of the Company hereunder shall be reduced to the extent of such prejudice.

The pretection herein offered will be effective upon issuance by the Company of this letter
and will continue until cancelled by written notice from the Company.

Any previous insured Closing Protection Letter or similar agreement is hereby cancelled
except as to the closings of your real estate transactions regarding which you have previousiy sent
or within thirty (30) days hereafter send written closing instructions to the Issuing Agent or Approved
Attorney.

TITLE INSURANCE COMPANY

Senior Vice President

Def Exh 05000002

FIGURE 14-2
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3. Finally, through a third animation, call out the paragraph that you need to display. In
Figure 14-3, the text in the red rectangle appears to be enlarged and part of it is
highlighted in yellow. However, the call-out is actually a third object on the slide. It is an
independent JPG image animated using the Zoom effect.
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CONDITIONS AND EXCLUSIONS

A. The Company will not be liable 10 you for loss arising out of:

1. Failure of the Issuing Agent o1 Approved Attorney (o comply with your closing
instructions which require title insurance protection inconsistent with that set forth in
the dtle ¥ o issued by the Company. Instructions which require
the removal of specilic exceptions to title or compliance with the requirements
contained in said commitment shall not be deemed 10 be inconsistent

. Loss or impairment of your funds in the course of callections or while on depusit with
@ bank due to bank Ffailure, insolvency or suspension, except such as shall result from
failure of the Issuing Agent ur the Approved Attomey to comply with your writien
closing instructions 1o deposit the funds in a bank which you designated by name.

. Mechanics' and materialmen’s liens in connectinn with your purchase or lease o
construction loan iransactions, except to the exient that protection against such liens
is afforded by a title insurance commitment or policy of the Company.

. Maiters created, suffered, assumed or agreed to by you and/oc your agents or

B. If the closing is to be conducted by an Approved Attorney or Issuing Agent, a title insurance
commitment for the issuance of the policy of title insurance of the Company must have been
regeived by you prior to the transmission of your final closing instructions to the Approved
Attorney or Issuing Agent.

AN Tesn o Ap) foTne o protection
provided by this lewer. However, this letter shall not affect the protection afforded by a title
insurance commitiment or policy of the Company.

. Claims shall be made promptly to the Company at its principal office | . R
Columbus, Ohio 43215. When the failure to give prompt notice shall prejudice the Company,
then liabiliry of the Company hereunder shall be reduced to the extent of such prejudice.

The pretection herein offered will be effective upon issuance by the Company of this letrer
and will continue until cancelled by written notice from the Company.

Any previous insured Closing Protection Letter or similar agreement is hereby cancelled
except as to the closings of your real estate transactions regarding which you have previously sent
or within thirty (30) days hereafier send written closing instructions to the [ssuing Agent or Approved
Attorney.

TITLE INSURANCE COMPANY

Senior Vice President

Def Exh 05-000002

FIGURE 14-3

Creating Document Callouts

1. Scan the document that you would like to use and save it as a TIF or JPGC file. Note the
location where it is saved.

On the Insert ribbon, click Pictures.
Browse to the location where the TIF or JPG is saved.

You can either double-click on the file or select it and click Open at the bottom of the
dialog box.

5. The document image will appear in the slide. Resize the image so it fits on the slide.
Remember to always resize images using the corner handles.

To draw attention to part of the document, insert a rectangle shape (Insert » Shapes).

Format the shape so it has no fill, and change the line color to something that will stand
out like red or black (right-click on the shape and select Format # Shape).

8. Finally, animate the shape using a Wheel or Fade effect, or another animation that you
prefer.
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9. Duplicate the document image by right-clicking on it and selecting Copy and then Paste
to place the copy of the image next to the original image. You will have two of the same
documents next to each other, as shown in Figure 14-4.

by e

fuddress: LIFE IMPACT CHART
City, State, Tp L amorriey Information

Prcne

Sl o

City, State, Zig:
Cain Wama
P
Date Lifn Imgace Crart Nooded

Specal Iratructions or

Case Mame.
Histabisng

Cate Lify Impact Chart Neoded

Special bratructions o

Irilrsetica

Tha i lreragfune (aequieled 13 [Pd. {Faih ]
R e i

Instructions Tor completion of checklist;

b 8 e (P Pl Pegrwissl i Dyl O B paa o T e o e
3 1, WRBT 08

L. P o [N CATgOTY e Y 0 PO Y
o, B, ety g e, T by, Vs bk u

u Fimsw par masth ird
el T e

B TR e i LRI T bR R OF T

¥ Commpnis Tra n ssnors 10acn o

FIGURE 14-4

10. Double-click on one of the images to get the cropping tool to appear on the contextual
Picture Format ribbon (see Figure 14-5). Create the callout image by using the Crop tool
on the copied document.

[# picture Border ~ li\_é' |:||_—| l—_tl E’E |E:| z]h -IZI: 1T Height 75" -

& Picture Effects ~

Alt Bring Send Selection  Align Rotate -
'?i: Picture Layout ~ Text Forward v Backward~  Pane - - h
[a ' Accessibility Arrange ]
0 1 2 3 4 5
i‘{?
b

FICURE 14-5

1. Dragthe Crop handles (Figure 14-6) to excise the portions of the document that you want
to remove.
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12. When you are finished cropping, click on any open area of the slide or click on the Crop
button to stop cropping.

Crop
Handles

FIGURE 14-6
13. After you have created the callout, resize it using the corner handles.
14. Move the callout to a good position on the page, typically the middle of the slide.

15. Add a border around the callout by clicking on the callout image and selecting Picture
Border from the Picture Format ribbon. Select the desired border color and weight.
These steps are shown in Figure 14-7 below.

|z Picture Border ~ | @ I:' L_|
[ m @ h Theme Colors I_—I |:| I:

Bring Send Sel
Forward ~ Backward ~

<l

es A

I 2 3
T ]

Standard Colors
HE EEEEN
i
Recent Colors
L]
HEE BN | 1
]
Mo Qutline

I @ More Outline Colors...

3 f Evedropper
= Weight > gt
e aketched > % pt
1 I Daghes > s pt
1pt
1% pt

FIGURE 14-7
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16. Animate the callout from the Animations ribbon. With the callout selected, click Add
Animation and choose an entrance effect for the callout, like Zoom, as shown in Figure

14-8.
i’\_, [[=! Animation Pane D Start: On Click ~  Reor
Ad_d|— 2 Trigger @Duration: 0050 A~
Animation ~ imation Painter (D Delay: 00.00
Entrance
SAS
* ¥ W WY
Appear Fade Fly In Float In Split
¥
i {
X ‘ff ;,? — ﬁiﬁ
! Wipe Shape Wheel Random Bars  Grow & Turn|
g ¥ (-
o zzii
Zoom Swivel Bounce
FIGURE 14-8

17. To add highlighting to the callout, | strongly recommend using another program like
Snagit or Photoshop Elements. That said, you can add highlighting with very mediocre
results within PowerPoint by overlaying a colored semi-transparent rectangle. Select

Shapes on the Insert ribbon and draw a rectangular box around the desired text.

Insert JDraw

B

w w

Tables

Table Pictures Screenshot Photo

Design  Transitions  Animations  Slide Show  Review

a & BY @ B

Shapes| lcons aD SmartArt  Chart
b Models ~

w

Album ~

Images Recently Used Shapes

ENNOCOA LT L UG
e { 1k

Lines

SNNNLTLLZ 3 3NGE

\DRectangles
I L )

FIGURE 14-9

18. Right-click on the new rectangle and select Format Shape. Remove the border by
selecting Line Color in the dialog box and then No Line.

19. While you are still formatti
20. Apply a yellow or green fill

ng the shape, select Fill and Solid fill.

color.

21. Use the Transparency slider to adjust the setting from the default O percent to
somewhere between 40 and 60 percent. Figure 14.10 shows these steps and the resulting

MICROSOFT POWERPOINT FOR LEGAL PROFESSIONALS
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highlight. As you can see, the highlight isn't as crisp as the highlighting that is applied via
a third-party program.

4 3 2 1 o 1 2 3 4 5 6 a

Format Shape e

Shape Options  Text Options
C RN

4 Fill

a I do not
Q. Okay. Why is that that you den't agree?

a. Because Catawba Moorings handles boats a

aos W oN R

lot more expensive than mine, and they handle a lot
Nofill

® Solid fill
Gradient fill

of them. And I don't believe they would, and I

8 Q. If I were to tell you there were six

Picture or texture fill
Pattern fill
Slide background fill

9 gouges on that boat on the starboard side now as of

d that change your opinion?

Into the new location?
Yes

Q.

18  the starboard side of the bottom now?

Did you notice there were six gouges on

20 A There are so many gouges on the bottom

FIGURE 14-10

Alternative Highlighting Methods for Documents

To achieve high-quality highlighting, it is best to bring the callout into a photo editing program
like Snagit or Adobe Photoshop Elements, perform the crop and highlighting in one of those
programs, and then save the file as a separate JPG to be inserted. This takes longer than the
above procedure, but it provides an excellent result.

PDFs

If working with a PDF, apply the highlighting in Adobe Acrobat and then use the Snip & Sketch
Tool in Windows, or the Insert > Screenshot function built into PowerPoint.

PowerPoint Slides

You can also bring the slide into a slide show as if you are in the presentation. When you are
within a slide show, you can use the presentation annotation tools located in the lower left-
hand corner to apply the highlighting (Figure 14-11).

FIGURE 14-1

When you exit the presentation (by hitting Escape), select Keep in the dialog box (shown in
Figure 14-12) to save your ink annotations. The biggest downside of this alternative highlighting
method is that you are drawing the highlight freehand, so it is very difficult to get a neat rectangle
as you can see in Figure 14-12, unless you have an incredibly steady hand.
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14 A Ye Microsoft PowerPoint
15 Q. Di /|  Wanttokeep yourink annotations?
16 moved into t (et
17 A. Yes.
FIGURE 14-12
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- Comprehensive digital courses - Live training sessions
- Affordable membership plans - “Ask the Expert” sessions
- On-demand training videos - Customizable training plans

Affinity Insight offers insightful training programs created by legal professionals for
legal professionals. Our digital courses and training membership plans give you
access to some of Affinity’s most dynamic law firm management and legal
technology trainers—not just for a day or a week, but all year long. Join live training
sessions with your peers or learn at your own pace with bite-sized, on-demand
training modules. Design a custom training plan for yourself or everyone in your firm.
Learn more at https://affinityinsight.com

M Affinity
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