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What’s new in Manage Jobs?

• Enhanced Theme Selections

• Better font for viewing 

• Case Prep – better analyzing of all file types

MANAGE JOBS

Themes

Select your style set for:

• Toolbars

• File tabs

• Dialog pane margins

• Drop-down menu colors

• Large or small icon and 

menu font sizes
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Preview a Theme

1. Tools

2. Options

3. Themes

New Easy to read Font 

 Changed from MS San Serif to Tahoma

Insider Tip:  Pick your Font

 Tools, Options, Manage Jobs General, Dialog

 Press and hold Ctrl + Shift, click the Default Button
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Case Prep - Job Preparation

Why use Case Prep?

 Get suggested briefs for 

words and phrases 

 Create a list of previously used 

or suggested briefs to remind 

you of what to be familiar with

What’s new and Improved?
More file choices
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Case Prep – Tools menu   

Add Files – from anywhere on your PC

Select Dictionaries 
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Select additional options

Summary of your selections

Include previously suggested 
Briefs or Reminders
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Heads-Up List

Your Results

What to do with your 
Heads Up List

1. Review what you have & what you need 

2. Query Entry 

3. Text to Dict Define

4. Suggest a Brief

5. Send to Cat Scratch
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Personal Briefs

Reminders

Use Briefs
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Dictionary Builder

Dictionary Builder - List

Your Results
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Stroke from your writer
to build dictionary entries!

Dictionary Builder

Builder Tool  located in Dictionary 

Tools menu

Builder List stored in System Files 

Dictionary Builder Briefcase
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EDIT TIPS

Clean up your transcript faster & easier!

Right Click – Global or Replace Dialog

Shift F10

Edit shortcut keys
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When to use?

Wrong word written…
 they’re, their, there

Switch between Acronyms and full name…
 FBI, Federal Bureau of Investigation

Mistrans…
 commission, communication

Cycle Homophones

Assign a keyboard shortcut key
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Homophone
add/delete or check

In Edit 

 View menu  Homophones 

 Tools  View/Edit Homophones

Homophone
Editor

Search for Words



13

Add or delete Words

Smarter Punctuation

Ending sentence punctuation after abbreviations fixes 

automatically!  No more double punctuation!

Examples: a.m. p.m  M.D. Etc. Ph.D.

Enhanced Smart Punctuation

Remove the existing punctuation by typing the same one!

Punctuation includes:

Period 

Question mark

Comma 

semi colon 

Colon 

Exclamation mark
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Smart Parentheses 
Translate Option

Tools, Advance Edit Options

Tools, Advance Edit Options

Yes to remove or No to keep 
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Punctuation Improvements

Toggle Punctuation on & off now

• Quotes – “

• Single Quotes – ‘

• Parens – (

Reporters Dash – improved!

Insert your dashes Ctrl / and leave the existing punctuation

Punctuation includes:

Period 

Question mark

Comma 

semi colon 

Colon 

Exclamation mark

Join current paragraph

No matter where you cursor is on the line! 

Removes colloquy 

speaker name and colon 

automatically !

Assign a keyboard shortcut 

for command
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Translate using CART View display 

Right Click & change the 
CART View display 
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Toggle on/off

 Hide Active CARTView

– Right click

 Show Active CARTView

– View menu

CARTView - BCS

 Pre-scripted text

 Lectures

 Church Services

CARTView - BCS
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Top 3 tips…

1. How  to get better briefs

• Eliminate never used 1 stroke briefs

 Filter

2. Numbers – a number has translated to a digit 

and you prefer the word (or vice versa)

• W*RDZ or TPHUPL/TPHUPL

3. Job defines from one file are showing up on the  

next file in your writer, how to get rid of them

• Dict, J-Defines, Clear

thank you for attending
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Questions?

Contact:  

pam@tutor4computers.com

www.tutor4computers.com

(312) 912-7132

mailto:pam@tutor4computers.com
http://www.tutor4computers.com/

