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Introduction

This in-house course has been developed to increase your knowledge of popular applications
software and to provide you with the skills to accomplish your day-to-day work activities more
efficiently. The design of the course is based on the assumption that you have completed the course
prerequisites.

This manual has been compiled to support and to enhance the instructor’s lecture during class as
well as to serve as your personal reference when you return to your office.

Manual Conventions

Throughout this manual reference is made to various components of the software. Command
buttons, menus, and menu options appear in boldface type, for example, OK and File. Keystrokes
appear in boldface italic type, for example, Ctrl + V and Enter. When possible, the words select
and choose have been used in this manual to allow you the option of using either the mouse or
keyboard.

For your assistance, ample space along the left margin has been provided to allow room for notes
relevant to the topic discussed. We also include notes of importance (), mouse-based shortcuts

(), keyboard shortcuts (&), cautionary notes (), and work notes (-1).
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Course Objectives

Alfter this conrse, yon will have the skills necessary to:

Start Windows Explorer and My Computer.

Identify the components of the Windows Explorer windo.
Ldentify Windows Explorer and My Computer Toolbar buttons.
Select resonrces, drives, folders, and files.

Identify folder and file icons.

Create folders and subfolders.

V' Delete folders, subfolders, and files.

v’ Access the Recycle Bin.

V' Locate and restore deleted folders and files.

v’ Empty the Recycle Bin.
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Nsights

Real-Time Litigation Alerts

g Keep your litigation team up-to-date with real-time
alerts and advanced team management tools built for
the enterprise, all while greatly reducing PACER spend.

Our comprehensive service means we can handle Federal,
State, and Administrative courts across the country.

Advanced Docket Research

With over 230 million records, Docket Alarm’s cloud-native
O docket research platform finds what other services can't.
‘ Coverage includes Federal, State, plus PTAB, TTAB, ITC
and NLRB decisions, all in one place.

Identify arguments that have been successful in the past
with full text, pinpoint searching. Link to case law cited
within any court document via Fastcase.

Analytics At Your Fingertips

° Learn what happened the last time a particular judge,

/ . o
Py ,0‘ opposing counsel or company faced cases similar to yours.

o ®
Advanced out-of-the-box PTAB and TTAB analytics are
always at your fingertips.

-xplore Litigation

Docket Alarm provides insights to develop a more
informed litigation strategy and the peace of mind of

knowing you're on top of things.

API

Docket Alarm offers a powerful API
(application programming inter-
face) to developers that want to
integrate case filings into their apps.

LAW FIRMS

Build custom dashboards for your
attorneys and clients with live data
direct from the court.

Automate many repetitive legal
tasks like conflict checks, document
management, and marketing.

FINANCIAL INSTITUTIONS
Litigation and bankruptcy checks
for companies and debtors.

E-DISCOVERY AND

LEGAL VENDORS

Sync your system to PACER to
automate legal marketing.

WHAT WILL YOU BUILD? @ sales@docketalarm.com 1-866-77-FASTCASE




