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Evidence Production 101 

Installing the template on your computer:

Where you save the template is very very important in making it work, so follow these instructions exactly:

First, make sure your computer displays hidden files in windows explorer. 
Windows XP: open Windows Explorer ( Tools ( Folder Options ( View ( Show hidden folders 
Windows 7/Vista: open Windows Explorer ( Organize ( Folder and Search Options ( View ( Show hidden

Download the attachment from this email, and be sure to save it in this exact directory, or the nearest equivalent on your computer. On mine, it's C: --> Documents and Settings --> Your Name --> Application Data (this is the hidden folder - if you don't see it at this point, your computer isn't displaying hidden files) --> Microsoft --> Templates. If you save the template anywhere other than this 'Templates' folder, it won't work. When you open the folder, it should have a file called ' normal.dot' there - if so, you're in the right place. 


File Locations to correctly use the template:

Windows X: Documents and Settings ( (Your Profile Name) ( Application Data ( Microsoft ( Word ( Startup

Windows Vista: Desktop ( (Your Profile Name) ( AppData ( Roaming ( Microsoft ( Word ( Startup
Windows 7: Users ( (Your User Name) ( AppData ( Roaming ( Microsoft ( Word ( Startup

You can also find the location of your Word Startup folder by doing the following:

Word 2003: Watch on the big screen

Word 2007: Office Button ( Word Options ( Advanced ( File Locations ( Startup ( Modify


Using the template:

First of all, keep in mind that you do NOT need to open the template itself every time you want to use it. Just open MS Word like you normally would. To create a new document using the template, go to file --> new (ctrl-n doesn't work the same way). File --> new should now bring up a dialog box that lets you select which template you want your new document to use. Select "GDI template," and you should see a new document with the following header: "Gonzaga Debate Institute 2007" in the upper left, and "1" and "File Title" in the upper right. If you don't see this, you haven't opened the template. Replace "file title" with whatever the title of your file is, obvi, and if you want there's space below "GDI 2007" for you to include the name of your lab.

Template functions: if any of these don't make sense, try playing around with the template for a little while - it gets way clearer when you try it. 

F2 - Remove Soft Returns. This function removes 'soft' returns from selected text. 'Soft' returns refer to what happens when you paste a card into a document, and there are spaces between the paragraphs, but when you double-click in the text it selects all the paragraphs. These returns are 'soft' (for some reason I don't know). This function removes those returns from whatever text you select, putting your card into one paragraph, to save space. 

F3 - Default. This function reverts any other text style to the default for that style (I know that's confusing - sorry). For example, if you have something in the 'tag' format, and then bold and italicize it, pressing F3 while that text is selected will return it to the 'default' tag font. 

F4 - Norm. This function reverts selected text to the 'normal' style (Times new roman, 10 pt., no indentations). It's different from F3 because it removes all formatting. When you paste text into MS Word, it's a good idea to select what you just pasted, press F4 and then F3 to remove all the formattting from it. That's the equivalent of using 'paste special' to insert unformatted text. 

F5 - Card text. This function indents text, so you can offset the text of your cards a little bit from everything else. 

F6 - Tag. This increases the size of text to 12, and bolds it, for tags. See the 'cite' format for important differences. 

F7 - Block title. This function is for the title of the block, which appears at the top of the page. Text in F7 will show up in the document map (which you can turn on by going to view --> document map). The document map gives you a visual representation of your file's organization - very useful. 

F8 - Cite. This style should only be used for the last name, quals (if you want to highlight them) and year of your citations. It's the same format as 'tag' - size 12, bolded. Here's the difference between the 'cite' and 'tag' formats. If you put your cursor anywhere in your tag and press F6, it makes that entire paragraph 'tag' format. However, pressing F8 only changes the format of the single word that the cursor is in. This makes more sense once you play around with it. 

F9 - Underline. Underlines and bolds selected text. 

F10 - Block title 2. This is the same format as F7, only it doesn't show up on the document map. If you have ten pages of "uniqueness - heg down now' cards and want to save your document map some clutter, use F7 on the first page and F10 on the others. 

F11 - Hat. This format creates a section-header that you can fold over your cards in an expando pocket. 

F12 - Remove returns. Removes "non-soft" (?) returns from whatever text you have selected. 

The Tricks of the Template

1) Use shift and ctrl-shift to select text – don’t use the mouse 

2) Use outline boxes to emphasize key words 

3) Pressing F3 and F4 after pasting is the equivalent of paste-special. 

4) PDFs often do the weird lots-of-returns thing – use F2, F12 and CTRL-G. 

5) Use the document map to organize your file 

6) Making an index 

What the heck is this Paperless Debate thing?

Paperless debate is a way of constructing speeches and organizing the evidence for your speeches directly on your laptop so you don’t have to carry around any paper files (or tubs). With just a few simple commands that are already included in this template, you will have the ability to create speeches electronically.

1) Move your taskbar to the left side of the screen
2) Make sure you have a shortcut to the Template located on your desktop or quick launch bar.
3) Open a new document using the shortcut to the template. Save this new document as “Speech.doc” and make sure you save it on the desktop.
4) Open any or all of the files that you want to use to construct your speech.

5) To get evidence from your files to your speech document the following commands are crucial:

Move a Whole Block to Speech Document: CTRL+ALT+(
Move Highlighted Text to Speech Document: CTRL+ALT+(
6) To move evidence around inside the Speech document:

Move Block Up: CTRL+ALT+↑

Move Block Down: CTRL+ALT+↓

Delete Current Block: CTRL+ALT+END

(Important note, if you still want to add evidence to your speech document, make sure not to leave the cursor in any weird places)

7) When your speech document is complete, save it to the Desktop with its new name, such as 1NC Speech or 2AC Cards, etc. This makes everything run smoothly.

8) Copy the speech document to your jump drive so you can copy it to other computers (partner, viewing laptop, etc.)

