FTR  GOLD  TRAINING  GUIDE
GETTING STARTED:
Double Click FTR Gold Icon

Click the “New” button (2nd from the left at the top).
Enter your heading in the “Description Section” (See the Session Naming Guide)

Then “Shift/Enter”

CLICK ON THE “RECORD” BUTTON to start recording (solid black at left hand corner – button will turn red when recording begins), MONITOR HEADPHONES AND CHECK TO MAKE SURE THE CLOCK TURNED ON.
Click on the tab for the case your judge has called.
Type in your “Speaker.”  Tab to “Notes” and begin your minutes

WORD LIST (to enter your Speakers and/or cases quickly):
Click the “Word List” button, which is the last box on the right.

This is where you can enter words, names, phrases, etc. that you will repeatedly use for that particular case.  You can also add Defendant Names and Case Numbers. You can find defendants quickly by using the search feature in the box. Each word list is tied to your session tab, so if this feature is used in a tabbed session you would need a word list for each tab.
To use what is in your “Word List” double click what you want to use and it will be inserted into whatever “box” is currently highlighted.

SAVING:
Highlight the first line of the “Description” and copy it by highlighting it and right clicking then choosing copy.

Click the “Save Copy As” button, which is the fifth button from the left.

Save to the R Drive; Log Notes—html; choose Magistrate or District or JJC; Choose CV or CR; then your Judge.

Replace file name with the “Description” you copied, by pasting it. ( Right click then choose paste.)
“Save as Type” should be Web page (*.HTM)
Click “Save”  - for all other cases in your session, you should already be in the correct drive and will only have to paste your “Description” to save the remaining cases.

NOTE – Special Circumstances:
1. Infraction PTCs are saved in the CLERK folder under Log Notes—HTML; Magistrate; Clerk
2. Specialty Courts are saved in the appropriate folder under Log Notes—HTML; Specialty Courts; then choose the appropriate folder.
3. Any JV or CPA cases, regardless of which courtroom it is heard in, is saved under Log Notes—html; JJC; then follow your normal path.
PRINTING UNI-LOG
Highlight the portion of the log notes you want to print. (Your cursor needs to be at the far left margin of the time column so the “finger” will turn into an arrow.)
Click the Printer Icon, and then check Heading Page, Log Notes and the bullet for Selection. (This allows you to print just what you have highlighted.)
SIGN YOUR LOGS in the description box.
PRINTING TABBED SESSION
Go to “My Computer”; R Drive; Log Notes—html; Magistrate/District/JJC; CV/CR; then your Judge.

Highlight the cases you want to print.
Right click; choose “Print.”  At the print window, click “print” for as many cases as are highlighted. (i.e. 20 cases = 20 clicks)
SIGN YOUR LOGS in the description box.
NOTE:  You can find the cases you want to print quickly by using the search feature once you have reached the list of cases under the judge.
QUICK NOTES:
Click the “Quick Notes” button, which is the second box from the right.

To create new ones:
Click “Menu”, which is the first box on the Left




“New Key” you will pick what you want (i.e ctrl A” “Shift F2, etc)

“Label” name it what you want so you can remember what you are using it for (i.e. “Accepts Plea” could be for the language “Accepts plea, find it was knowingly, intelligently, voluntarily entered)
You can also indicate where you want your Quick Note to go by clicking the appropriate box (i.e. Left—Speaker, Right—Notes)

