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Tips for Tablet Technology
By: Scott J. Becker
Clearly, tablets are the new “IT” technology. Years ago, desktop computers became commonplace
moving out typewriters from the secretary’s desk. Eventually, they made their way onto the lawyer’s
desk. Fax machines became commonplace as well. Then laptops replaced desktops. Now tablets are
replacing laptops. While I do not think tablets can completely replace laptops yet, they are certainly a
very nifty addition to a law practice. As a judge, I sat on the sidelines at the beginning of this new tablet
rush unsure of how to implement one from the bench. However, I saw many opportunities to
incorporate them as practitioner. Finally, on my 40th birthday, I was given one as a gift. Within one
month I couldn’t see how I ever got along without my iPad.1
I hope this article will allow you to do some very basic tasks with your tablet. Once you get
comfortable with these features, you should feel more comfortable exploring the capabilities of your
tablet and having it be more useful to your practice. Ultimately, if you have a thought like “I wish I could
make it do_____,” your tablet can probably do it. The following is a basic list of the functions you should
be able to perform once this session is over:
1.
2.
3.
4.

Take Notes/Sign Docs
Jury Selection Maps
Annotate Docs (Good for Appellate Practitioners w/ the record)
Store/Access (Dropbox)

Format
Typically, articles like this are formatted in dual columns. However, the State Bar was kind
enough to grant me an exemption form that traditional format as there will be many screen shots,
arrows, and circles. The point is to have an image of exactly what your screen should look like at each
step of the process. In addition to the written instructions, you should have a visual guide as you learn
these new techniques. If all else fails and I have been unable to help guide you through the iPad
wilderness by either word or picture, just contact me and I’ll walk you through it over the phone or in
chambers if you are in Collin County. As you use this article, be prepared for there to be large gaps at
the end of several pages as the text may be followed by a screenshot which may cause awkward page
breaks. The use of all these screenshots adds to the length of this article.

1

Please note I am not trying to shill for Apple. I own no stock on the company and make no personal benefit from
whatever tablet you ultimately choose. Some of the techniques discussed in the article may be specific to the
iPad, however, the basic concepts of what you can do with your tablet should translate across various platforms
including those produced by Samsung and Windows.
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Stylus
Although you can write with your finger on an iPad, I don’t recommend it. I recommend using a
stylus.2 They are available at any office supply store for only a few bucks. It is a lot harder to sign with
just your finger than you might think. After using a pen or pencil since kindergarten, our hands are not
used to writing without them. Your writing may look sloppy and more unreadable than usual. Of course
if you are okay with that it is up to you.3
Cloud Storage
Most of the “tricks” in this article involve exporting a document to or from the “Cloud”. Think of
the Cloud as a remote computer to which you have access. Dropbox is a form of the Cloud and it allows
you to access materials from your office even when you are not at your desk. You can access your files
in three ways: 1) via the internet; 2) via the software on your computer; 3) via your tablet. The three
different access points are shown below:
1. Internet View

2

My favorite stylus is made by Boxwave. Most styli have rubber tips that can occasionally skip on the screen
surface and the writing looks a little rough. The Boxwave has a cloth tip allowing for smoother writing and no
skipping.
3
Some of the note-taking apps like Notes Plus have a feature that allows you to convert handwriting to type.
However, I have found for accurate conversion, the app typically requires you to write very neatly. Once you have
written that neatly, there is really no point in converting the text.
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2. Computer view through Dropbox software

3. Dropbox View on iPad
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I use several different cloud storage programs in addition to Dropbox, including “Box” and
“Skydrive”. There are varying levels of encryption and security with each program. In preparation for
this article I learned secondhand that Dropbox is not as secure as “Box” or “Skydrive”. Therefore, while I
still use Dropbox a lot, I am in the process of transitioning to Skydrive for more sensitive materials, while
leaving the blank forms on Dropbox.
To get the full functionality for any of these apps, you will need to download the app on your
tablet and the software on your computer. The app can be purchased through the App Store or its
equivalent for non-Apple devices. The software for the computer can usually be downloaded for free
through the Internet. Additionally it can be downloaded on as many computers as you wish. So if you
are using a laptop, as well as a desktop, each computer can have the software loaded. Any changes
made to a document on one device can be saved to Dropbox and then viewed on any of the other
devices.
To download “Dropbox” through the Internet you simply need to go to www.dropbox.com.
Simply click on the “Sign up” button and follow the instructions. I have not included a screenshot as the
instructions are very easy to follow on the website itself.
Notes Plus
Once you have chosen cloud storage program with which you feel comfortable, you will need to
master note taking on the iPad. My personal favorite app for this is “Notes Plus”. If you are using an
iPad, the icon for the app looks like this below:

. I have used several different apps such as “Goodreader” and “PDF Expert” that also
allow note taking. However, each of these apps has different strengths and weaknesses. I will actually
recommend these one of these apps for other “tricks” later in this paper. However, for simply taking
notes during a trial or witness interview, nothing beats Notes Plus.
Many people can type well enough to take notes on a laptop. For those of who lack that skill,
we are relegated to taking old-fashioned handwritten notes. Those notes can generate a lot of paper in
any given case. One advantage to handwriting is that you have the freedom to draw arrows and circle
various items. Therefore, information not received in order can be linked back to other information on
your notes pretty easily. You are not bound by a computer screen and a cursor. At the risk of showing
you the obvious, the following is a scanned image of some old-fashioned hand written notes.
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With Notes Plus you can hand write all the notes you want without generating any paper. You
have the same freedom to write arrows and circle and other callouts without being bound by a screen
and cursor. The following is an image of handwritten notes on Notes Plus on my iPad.

Once you have loaded Notes Plus onto your iPad I highly recommend watching the video file
that comes with the app. It will give you great insight into all the features the app has. That video
should help instruct you to a fresh notebook screen that looks like the following image:
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Once you have gotten to that screen, you will want to follow these instructions. First, rotate
your iPad to the horizontal orientation. If you screen is locked, you will need to flip the switch on the
right edge of your iPad to unlock it. Your iPad should look like this below:

I have placed a red circle around the pen writing icon. Make sure your pen is a colored in rather
than grayed out. If you do not see the pen as an option than simply place your stylus on one of the icons
near where the pen should be located and hold it there a few seconds. Once you do this, a pie or wheel
of alternative icons should appear. Slide you stylus over the pen icon and release. It should then appear
in the toolbar at the top of the screen and be colored in rather than grayed out.
Next, place your stylus where you would like to begin writing and hold it still for a few seconds.
Once you do that, your screen should have a dialog box open up that gives you the options of “Closeup
Box” or “Paste”. It should look like this below:
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Tap on the “Closeup Box” choice and your screen should look like this below:
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You start writing in the box within the red oval shown above.
The writing should almost
simultaneously appear in the gray area above circled in green. Your screen should look like this below:
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As you write, you will note the gray area moves along. As you get to the end of a given line of
writing the gray box will automatically reset to the beginning of the next line. When you are done
writing, simply tap anywhere in the larger open space and the gray box will disappear. You can also
manually move the gray closeup area around the page. Simply place your stylus in the gray area and
hold for a moment and then drag the gray area to wherever you would like to write. Once you have
gotten to the end of a page and you need a new sheet of paper, simply tap on the “>” which is circled in
the image below

I you want to change the thickness of the line or the ink color, simply tap the “pallet” button
which I have circled in the screenshot below.
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Once you do that your screen will open menu and look like the image below:
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From this menu you can see all the options you have about color and line thickness.
Once you are finished writing you will need to store your notes somewhere. Simply tap the
tools button that looks like a tiny wrench and screwdriver circled in the next screenshot.

Once you do that your screen should open a menu that makes it look like the next screenshot:
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When you get to this point, simply tap the button that says “Export” which I have circled in the previous
screenshot. Once you do so, your screen will again change to open a new menu and it should look like
the next screenshot.

Next you will tap the bottom button “As PDF in…” which I have conveniently circled in the previous
screenshot. Your screen should now look like the next screenshot.
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At this stage you can name your file. That last string of numbers you see is the current date at
the time you are trying to save the file. I typically tap the tiny “x” in the gray circle and fill in my own file
name. If you choose to rename the file, a keyboard will appear at the bottom of the screen for you to
type the new name. Whenever you are finished typing the name, or if you want to use the name
already assigned, tap “OK”. As usual I have circled that button in the previous screenshot. Once you
tap the “OK” button, your screen quickly switches to look like the next screenshot.

In this screenshot, you will need to make sure “Dropbox” is an option. It should look like the icon circled
above. Your iPad may differ in a few ways. You may not have as many icons to choose from. This
depends on what is loaded on your tablet. Also, Dropbox might not be the first choice. As long as it is a
choice you can see, it does not matter if it is the same location on the screen. Simply tap the icon and
your screen should switch to the next image.
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This is generally what your screen should look like. Your background may be a little different because
you have not saved as many documents as I have at this point. Even if you have saved a lot of document
in Dropbox, your documents are different than mine. Yours will show in your background and I cannot
possibly create that image here.
All you need to really focus on at this point is the “Name” and “Destination” buttons in the
middle of the screen. The “Name” button should be left untouched. You have already named the file in
Notes Plus before you exported it. However, now you need to determine where you will send it in
Dropbox. If you are comfortable with the destination chosen then you can tap the “Save” button which I
have circled in the previous screenshot.
However, if you want to choose a different location in Dropbox, then you tap the “Destination”
button. Once you do that your center of the screen changes to an image similar to that below:
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At this point, you should note you are no longer in Notes Plus. You have been shifted into Dropbox. You
can see the background is the file names you have set up in Dropbox. It may be helpful to think of
Dropbox as an old-fashioned file cabinet. In it are various folders that you have set up. In each folder
can be sub-folders. In each sub-folder can be another sub-folder. Ultimately there is a folder or subfolder that has in it a document. These notes you are about to export to Dropbox are being told which
folder and sub-folder to go to. If you simply export the note to Dropbox, that is the equivalent of having
dropped the document in the file cabinet and not placed it any folder or sub-folder at all.
In the previous screenshot you can see I’m in a subfolder marked “Receipts”. That is a subfolder of “Adv. Evid.-052213”. Notice that “Adv.Evid.-052213” is on a button with an arrow on the left
side. If I tap on that button, I will go back up the chain of folders. The screen will then look like this:
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Now there is a subfolder “Receipts”, you can see I am in the “Adv. Evid-052213” folder which is a
subfolder of “Judge Travel”. If I tap “Judge Travel” I go further out the chain of subfolders. If I tap
“Receipts” I go back down.
Once you have chosen where you want to export the file simply tap “Choose” which I have
circled in the previous screenshot. You will then be brought back to this screenshot that looks like this:
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Tap the “Save” button as previously instructed and shown in the circle above.
Signing Documents
To sign a document all you need to do is import it into Notes Plus from Dropbox as a PDF. First,
find the document you want to sign in your Dropbox account. For my example, I will sign a warrant, but
you could obviously sign anything as long as it was in your Dropbox folder as a PDF. Your screen should
look similar to the following screenshot:
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You open up the document from Dropbox into another app like Notes Plus by tapping on few symbols
within the Dropbox view screen. Look in the upper right hand corner of the window for the curved
arrow circled in red above.
When you tap on that arrow a menu should open up and look like this

You’ll want to tap the option that says “Open In…”. When you do, your screen should look
something like this
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The icons you have in your menu may change depending on what’s loaded on your iPad. All of these
shown in this menu are designed to read the file you wish to open. Just tap on the icon representing the
app you wish to use. For the next step in the signature process, you will want to use NotesPlus
(however, both GoodReader and PDF Expert will also work).
Once you have opened the document in Notes Plus, simply follow the instructions for note taking above.
You can place the gray writing area over the portion of the document you wish to sign. Once you have
signed as you want, you can export the document back to Dropbox as a PDF, and print it out if
necessary. Alternatively, you can attach that newly signed document to an e-mail as a PDF from
Dropbox if you wish.
Jury Selection
Jury selection is clearly one of the most daunting tasks in a jury trial. Engaging the jurors in a
way that keeps them interested is difficult. You want to persuade some without offending others.
There are a lot of “moving parts” and it can be difficult to keep track of the responses each juror gives. I
used the map or chart technique when I practiced. (In fact I still use it as a judge). Essentially I have a
visual layout of where each juror sits in the 219th.4 In the “old days” I would make a blank copy of that

4

See Exhibit 1 for the map of the 219th. If you want the PDF of this map, you may contact me and I am happy to
share it with you. In fact I’d be impressed if someone took me up on this offer before coming to trial in the 219 th.
Depending on the number of jurors on the panel, we have different configurations. All of them are available upon
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chart before each jury selection, fill in the names of the jurors in each case accordingly, then track their
responses in each assigned square. I would use different color pens for who was doing the questioning
when the response was given.
With my iPad, I can now do the same things without generating a single scrap of paper. I have
the PDF of the jury map saved in my Dropbox folders. At the beginning of each trial, I go to the Dropbox
file for the 219th jury map, export it to Notes Plus, then as jury selection is conducted, I can keep track of
what responses were given to me as the judge, to the State and to the Defense.
First, find the jury map saved as a pdf in your Dropbox account and open it in Drop box. Your
iPad screen should look like this:

Next tap the curved arrow going into the box in the upper right hand corner of the screen. I’ve
circled it above for your convenience. Your screen will then look like following screenshot:

request. If you do not remember to request it until the morning of the trial, that should not be a problem. I can
probably e-mail it to you in the courtroom.
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Tap the button that says “Open in…”(circled above), and your screen will look like this:

[24]

Next tap the “Notes Plus” icon (circled above), and your screen should look like this:

Next tap the button that says “As a New Notebook” (circled above) and your screen should look
like this:
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At this point simply touch your stylus to the screen for a few moments until the “Closeup” box appears
as a choice. Then you simply choose the closeup box and you can write notes wherever you like in the
map, in whatever color you choose.
Annotating Documents
For you appellate practitioners GoodReader is a must have. How inconvenient is it to read
through an entire record? The volume of paper can be overwhelming. Depending on the length of the
trial, there can be boxes of material for you to review. Furthermore, you typically have to make another
copy if you want to write in the margins or highlight specific text you think will be helpful.
With Goodreader, you can take home boxes of material all on your iPad. Also, you do not have
to make another copy for you to annotate. Goodreader allows you to do this without altering the
official transcript.
The Goodreader app looks like this:

Once you have it loaded on you tablet, you will ask the court reporter for the PDF version of the
Record. Most courts of appeal are requiring the Record be given to them in electronic PDF format now,
so this should not be difficult. Once you have that file in your Dropbox account as we discussed above,
simply go to that file in Dropbox, select the file and open it in Goodreader. This idea of accessing a
document in Dropbox, and opening it in another app is a set of steps you will repeat for many of these
“tricks.” Once you have the document opened in Goodreader, you can highlight text, write in margins,
and bookmark certain pages. You can do much more, but much of what you need it to do, is covered in
those three features. As you become more comfortable with the tablet, I urge you to explore the other
features. Much of what I have learned how to do on the iPad was discovered by someone showing me a
new app and its basic features, then my own experimentation with the app. Many of these apps work in
a similar fashion. So as you become more comfortable, you will begin to “think like the iPad.”
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Once you have your transcript viewable in Goodreader, it should look like this:

Bookmark
As you read the transcript there may be certain pages you want to mark. In the physical world,
you might place a post-it note or sticky tab on the edge of that page. If you did not have those, you
might fold over the corner of the page or even mark it with a paper clip. With Goodreader, you can
bookmark each such page. Just follow these steps. First, simply touch your stylus to the screen and
hold for a few seconds. Your screen will then look like this:
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You will need to tap the “Main Menu” button you see circled above. Once you’ve done that, the menu
bar you see will disappear and be replaced by a new bar at the very bottom of your screen. It will look
like this:
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The circled part shows the new menu bar. This bar is useful for several features. Note the
series of dots between the two arrows on either side of the document. These arrows and dots allow you
to scroll through the document very quickly if you wish rather than thumbing through one page at a
time. If you want to bookmark a page simply tap the icon/button that looks like an open book (circled).
When you do that your screen now looks like this:
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At this point if you tap the “Add Bookmark” button Goodreader will mark this page for you. A new
menu will pop up and your screen will look like this:
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At this point you can make a quick label next to the page number so you can remember why you
bookmarked it in the first place. Once you have given it a label, or if you don’t want to make such a
notation, simply tap “OK” and your bookmark is complete. Anytime you want to go back to that
particular page which you know you have bookmarked, simply repeat the steps already listed to access
the bookmark feature. When you get to the screen with the green button at the top it will now include
each of the pages you have previously bookmarked. Simply tap on the bookmark you wish to see and
Goodreader will jump to that page. Voila!
Write in Margin
In the physical world you probably often made notes on copies of the materials you were
reading. You would write very small in the margin and perhaps draw arrows to show where the note
related. With Goodreader you can still do that. In fact it is even easier to write in those small places.
Once again just follow these steps. First, note the menu bar I have circled on the right hand side of the
following screenshot. At the bottom of that menu bar is a squiggly line which I have also circled.
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Once you tap squiggly line, your screen should now look like this:
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You need to tap the button that says “Save to this file” which I have again circled for your convenience.
Your screen will then look like this:

This part gets a little weird and may take a little practice. However, once you do it a few times, it
becomes very easy and you should become proficient at it fairly quickly. If it seems frustrating at first,
just keep referring to this part of the article and you should get the hang of it. If you are still having
trouble, feel free to call me and we can schedule a time for me to walk you through it over the phone. If
you catch me at a seminar I’m happy to take a few moments to show you first hand. Beer is optional
while we discuss it.
You will note the majority of the screen is grayed out while there is a small clear rectangle in the
upper left corner of the screen (noted by a star in the screenshot above) along with a larger clear
rectangle at the bottom of the screen (noted by a lightning bolt in the screenshot above). The larger
rectangle at the bottom is the space you can write in. Almost simultaneously the writing should appear
in the smaller rectangle at the top of the screen. As you fill up the larger rectangle at the bottom of the
screen, you will eventually get to the slightly light blue portion of that rectangle on the far right of the
screen (noted by a heart). (I realize some of these shapes seem ridiculous but it was the best I had to
work with in Word).
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As you write in the light blue portion, the smaller starred rectangle will shift to the right
automatically. This allows you to keep writing at the bottom of the screen without having to worry
about having enough space up top where the note is actually appearing. The following is a screenshot
of a sample note I have made.

As you can see, the handwriting appears in both boxes. I’ve added an arrow to this screenshot to help
make the connection. The arrow should not appear on your screen as you are writing.
Once you have completed the note you want to write, you will need to tap the “Save” button
circled above. Once you do that your screen should look like the next screenshot:
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It’s almost identical to what the screen looked like before you started writing your note. The only
addition is your handwritten notation. Now comes the neat part. If you think that note would be more
helpful to you somewhere else on the page you can move it.
All you have to do is touch your stylus to that note and hold for a few seconds. Once you do
that, your screen will then look like this:
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Notice one of the menu options you now have is “Move”. I’ve of course circled that for you as well
above. Tap that option with your stylus and your screen should look like this:

[36]

From here you can enlarge the note or move it. To enlarge the note, simply place your stylus on one of
the corners of the blue dotted line rectangle surrounding the note and drag your stylus to the desired
size. CAUTION: when you do this, the note tends to enlarge disproportionately. It may look funky
(that’s a legal term). I personally don’t like this look. However, it is purely aesthetic and if you’re okay
with it then go with it.
If you want to move the note, then place your stylus in the middle of the blue dotted line
rectangle and drag the note to wherever you wish it to be on the page. CAUTION: the smaller the note,
the smaller the box. The smaller the box, the harder it can be to distinguish between enlarging and
moving the note. A little practice should give you the finesse you need to do this comfortably. As you
can see from the following screenshot, I was able to drag this sample note to a completely different
location on the page.
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Once your note is located where you would like, simply tap the “Done” button and the blue dotted lines
will disappear.
You may have noticed a few more options on some of the menus as you went through these
steps. You can change the thickness of the “pen” you are using as well as the color of the “ink.” There
are a couple of different times when these are options for you. The first time is when you first want to
create the note. You will recall your screen looks like this:
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To change the thickness at this time, simply tap the width you would like. Above the width is “1pt”.
Once you tap on that, you will be given option to go thicker or thinner. I have found “1pt” is pretty
useful most of the time. However occasionally I will want something to look bolder so I go with a thicker
line. This is of course completely up to you.
To change the “ink” color, you simply tap the red square. You will then have four basic choice of
red, blue, green and baby blue. You can also choose “other color…” and a color wheel will appear. You
have a really broad pallet. Again, totally personal choice. However, in the physical world we usually had
no more than blue red and black from which to choose. Maybe the occasional green or pencil.
Whatever butters your biscuits. (That’s a legal term).
Highlight
At times you might like to highlight certain text in various colors. With Goodreader you can still
do this. You guessed it, just follow these steps. Once again your starting page should look something
like this:
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You need to tap the “abc” that is highlighted. I’ve circled that for your reference. Once you do so, your
screen should look like this:
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You will then have the menu bar appear as circled above. The default highlighting color is yellow.
However, you can choose another color by tapping on the yellow square and choosing another color just
as you did with the ink color previously described. Once you have settled on a color, simply touch your
stylus to the text you wish to highlight and drag it until you have covered all the desired text. Your
screen should then look like this:
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As you drag your stylus the call out box (circled) will show a close up of the text to be highlighted. When
you are finished, simply lift your stylus off the tablet surface. If you have over selected text simply tap
the “Undo” button and you can start over. Once your selection is correct, tap “Save”. CAUTION: once
you have selected text to highlight, it cannot be undone.
Search for terms
Have you ever found yourself thumbing through page after page of a transcript looking for that
one particular sentence you are absolutely certain you read? However, you forgot to mark that page
and now you cannot find it when you really need it so you can quote and cite it correctly for your brief.
Incredibly frustrating, right? However Goodreader solves this. You can now search for text within the
document and it will give you each time that word or phrase is mentioned. The following is an example.
Assume you have a transcript where it was important to point out the Rule of Sequestration of
witnesses was invoked. Most of the time, lawyers simply utter the phrase, “Your honor, I’d like to
invoke the Rule at this time.” You can simply search for the word “invoke”. Below is the first page of a
69 page transcript. Your screen will look something like this:
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Simply touch your stylus to the screen and hold for a few seconds. Your screen will then look like this:

You will need to tap the “Main Menu” button you see circled above. Once you’ve done that, the menu
bar you see will disappear and be replaced by a new bar at the very bottom of your screen. It will look
like this:
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The circled part shows the new menu bar. This bar is useful for several features. Note the series of dots
between the two arrows on either side of the document. These arrows and dots allow you to scroll
through the document very quickly if you wish rather than thumbing through one page at a time. If you
want to search for a specific word just tap the magnifying glass icon/button which I have circled. When
you do that your screen now looks like this:
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Simply tap each letter on the keyboard to spell out the word you wish to search for. In this instance we
are looking for “invoke.” Once you have done that, your screen now will show each time that word is
used in the transcript. Obviously, you will be searching your own transcript for your own key word.
However, in our example the screen now looks like this:

Note that the word “invoke” is now highlighted in gray. And there is a new navigation bar that appears
with three magnifying glasses at the bottom of the screen. I’ve circled that new navigation bar for you.
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The first two magnifying glasses have small arrowheads pointing up or down. These allow you to skip
forward or backward for each reference of the word for which you are searching. The arrowhead with
the small “x” above it allows you to close out of this searching feature. As you can see it is a very useful
feature that can save you lots of time and frustration when you are looking for a particular word or
phrase. Once you find it, you can of course use the bookmark feature I described earlier to help you
come back to that page should you need it again later.
Another interesting feature is that Goodreader automatically bookmarks every page that has
some alteration or annotation on it no matter whether it is highlighted text or handwritten notes. This
means, when you go to the bookmark tool to look up something, you can tap a button that lets you see
which pages have been annotated. Simply tap the button that says “Annotations” as circled below.

Once you do, your screen will look like this:
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Notice each of the different annotations listed here. You can even tell what type of annotation it is;
highlighted, underlined, or freehand notes. You can also tell when the annotation was made.
Conclusion
As you can see, tablet technology has the potential to completely revolutionize the functioning
of both courtrooms and law practices. The capabilities of these devices not only streamline many of the
lengthy processes involved in practice, but also allow users to access their documents and information
anywhere, anytime, and without having to touch a single piece of paper. Once you become familiar with
your tablet, you will start to see the incredible potential that tablet technology has to make daily
processes much more efficient. Beyond that, once you have mastered the ability to use a tablet, you will
find that this technology makes daily life much easier because everything you might ever need to read,
download, annotate, or write is right at your fingertips at any given moment. I hope this article has given
you the basics of how to start incorporating tablet technology into your practice, and shown you the
countless benefits that this technology has to offer. I encourage you to explore this opportunity and
discover the ways it can make your work more efficient, precise, and convenient. I assure you, once you
get comfortable with your device and its capabilities, you will wonder how you ever lived without it.
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