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Overview of Hyperlinking in Federal Court
In the internet research world, hyperlinks are a standard way of “drilling down” for

more detail or specific information. Just as all web pages contain links to other
pages, cases downloaded from legal research services such as Westlaw or Lexis
contain links to the cases, statutes, articles, or other sources cited within the
opinion. The links allow immediate access by the reader to these referenced
materials.

Attorneys can include links to cited law and CM/ECF filings in their briefs filed in
CM/ECF, adding another level of persuasion to their writing. Hyperlinks in briefs
and other court filings provide quick, easy, and pinpoint access to particular
sections of a case, or to specific filings in the court’s record. The attorney can
thereby highlight the precise issue presented, and the specific evidence and
controlling or persuasive law the court should consider.

Hyperlinks in court filings are very beneficial for court chambers. Court
submissions which include links to relevant case law and case filings are easy for
chambers staff to review. The attorneys’ arguments can be immediately verified
in the context of the relevant law. The judge or judicial clerk is able to read the
text of the cited case law on one screen while reading the attorney’s brief on the
other. And if a brief contains links to referenced exhibits, and even to specific
pages within those exhibits, the judge or judicial clerk can access the relevant
evidence without having to navigate through the CM/ECF record. Particularly
when dealing with large and complex cases, links save chambers considerable
time and effort. Links make it easy for the court to verify — and adopt — the
positions taken by an advocate.
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Types of Permissible Hyperlinks

Subject to the local rules of a district, the following types of hyperlinks are
typically allowed in court documents.

Type of link

Description (and Examples)

Links to documents previously
filed on CM/ECF

The defendants” discovery abuses have been thoroughly discussed in the court’s
prior orders, (Filing Nos. lii 329, and 364), and the factual findings within those orders

are incorporated herein b

https: uecf ned uscourts.gov/docl 11312528703

Links to attachments and
exhibits being filed with your
brief

03/16/2012 4 | BRIEF in support of defendant's motion to stay and to compel
arbitration. 3 . by Attorney Carolyn Gunkel on behalf of Defendant
Pioneer Hi-Bred International, Inc. (Attachments: evidence in
support # 1 Affidavit of Allan Brax, # 2 Exhibit Pioneer terms and
conditions sheet, # 3 Exhibit Plaintiff's 2011 income inv oice, # 4
Exhibit Arbitration Prm&slon)(z“ art, Cheryl) (Entered: 06/22/2012)

Links to case and statute
citations

For example:

Westlaw,
by the attorney-client privilege or the work product doctrine.
5, 2009 W1 4949959 2009 U.S. Dist. LEXIS 121753 (D. Colo.
+502: A

http:/fweb2 westlaw.com/find/default.wl?rs=WLW10,06 &if
m=MotSetfefn=_top8isv=5pliticite=2009+WL+4949959 Bovr
=2.08rp=%2ffind ¥2fdefault.wlBimt=Westlaw

whena “subject-matter waiver occurs due to an intentional or

Lexis,

by the attorney-client privilege or the work product doctrine.

7, 2009 WL 4949959, 2009 U.S. Dist. LEXIS 121753 (D. Colo.

L 502- 4

T https:/fwww.lexis.com/research/retrieve?_m=9bb0ab0fcal7b
454655d5b593fcceblf Blesve=leBicform=byCitation8_frtstr

=FULL&decnum=18&_startdoc=18&wchp=dGLzVIz-z5kAI&_
when a “subject-matt{mdS=dbcab2caacB4fd29eled diec37hi2eld

or court websites.

A party has been fraudulently joined if there is no reasonable basis for
predicting that the state law b S L LT based upon the facts
involved. Bradley Timberlatcick to follow fink Lumber Co., No. 12-

1892 (8th Cir. April 8, 2013)%

Links to Local Rules:

Either to the entire document,

The plaintiff’s motion to compel should be
summarily denied becaujhttp fwww.ned.uscourts

internetdocs/localrules/necivr.2012.pdf|”
consult and discuss the 155UClick to follow link e

filing his motion. Nebraska Civil Rule 7.1(i).

or to the specific page within the document where
the cited rule is located.

The plaintiff’'s motion f—= =
ittp:/Swww.ned.uscourts.gov/
Sumarilv denied because Jintemetdocs/localrules/necivr.2012.pdf?
page=10 4-_'
consult and discuss the issue W0k to fallow fink

filing his motion. Nebraska Civil Rule 7.1(i).

Attorney Guide to Hyperlinking in the Federal Courts

Revised on May 8, 2013

Page 3 of 29



Links to Prior CM/ECF Filings

Drafting Documents to Later Include Links to CM/ECF
If you intend to include CM/ECF links in a document you are creating, use a
consistent citation format that cites the CM/ECF filing number along with the
CM/ECF page number. For example:

STEP

ACTION

1

Download the filings from CM/ECF, and save them in your computer.
Reminder: You can download a document from CM/ECF one time for
free when you receive the Notice of Electronic Filing. Charges apply
to each additional download of the same document.

Documents downloaded from CM/ECF will include a header that
identifies the CM/ECF filing number and the page numbers within that
filing.

Doc #(13-1) Filed: 03/08/13 Page(T)of 4 -

When drafting your brief, cite to the CM/ECF filing number and
CM/ECF page number to which you are citing. For example:

Assume you are citing to the following page of evidence.
Doc # 13-1 Filed: 03/08/13 Page 3 of 4.
The citation within the brief could appear as follows:
The Plan included a Trust Agreement. (Filing No. 13-1, at CM/ECF p. 3).

Note: A consistent citation format is necessary when using CM/ECF
LinkBuilder (currently under development by Kansas and Nebraska
courts for nationwide use by attorneys) to add links.

Gathering Links for Citations to the Record
Now that the filing numbers and associated page numbers are in the brief, you
can manually add links to the electronic record as follows:*

STEP

ACTION

1

Open the CM/ECF docket sheet for the case and scroll to the cited
docket filing.

@13 INDEX in support of MOTION to Remand 11 by Attorney Andrew W. Snyder on behalf of Plaintiff Original Equipment Co., Inc.. (Attachments: # | Affidavit, # 2 Exhibit,
# 3 Exhibit, # 4 Exhibit, # 5 Exhibit, # 6 Exhibit, # 7 Exhibit, # § Exhibit, # 9 Exhibit, # 10 Exhibit, # 11 Exhibit, # 12 Exhibit, # 13 Exhibit, # 14 Exhibit, # 15 Exhibit, # 16
Exhibit, # 17 Exhibit, # 18 Exbibit, # 19 Exhibit)(Sayder, Andrew) (Entered: 03/08/2013)

! CM/ECF LinkBuilder is currently being designed as an automation tool for use by counsel in
adding CM/ECF links. The projected testing date is August 2013.
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STEP

ACTION

If linking to the main CM/ECF filing, right-click on the docket filing
number,

Docket Filing Number | then, * @' INDEX in support of M
- I Open Right-click on the

d@| INDEX in support of MOTION Openin newtab | filing number, and
# 3 Exhibit, # 4 Exhibit, # 5 Exhit )
Exhibit, # 17 Exhibit, # 18 Exhibi =

=5

e ] Open in new window

Save target as...

lﬁ-r

Print target

- | Select Copy Shortcut

&
[

Copy

Copy shortcut

Paste

&
/2

If linking to a sub-file within a CM/ECF filing number:
Either

Click on the docket filing number;

#3 Exh.fblt #4° Document Selection Menun
Exhibit #17Ex
Select the document you wish to view.
A window will open which lists all sub-filings Document Number{15 )

for that docket filing number.

%
1
]

Right-click on the specific
filing; e.g. Filing No. 13-2

- Exhibit
Open

Place your cursor over the link for the
document you are citing. Right-click,
and from the drop-down menu that appears,

Open in new tab
Open in new window
Save target as...

Print target

Cut | Select Copy Shortcut

Copy shortcut

[

L= e T (= L T I~ L I 1 i ]

Select Copy Shortcut.

Right-click on the sub-filing number as reflected in the docket text

\D@| INDEX in support of MOTION to Remand 11 by Attorney-4ndrew W. Snyder on bel
Original Equipment Co_, Inc.. (At‘tachments # 1 Affidavii g
it, 7

Open
6 Exhibit, # 7 Exhibit, #
and1 Exxhibit, 12 15 E;dm; Right-click on the Spemﬂc inb1t Open in new tab
03/08/2013) filing; e.g. Filing No. 13-2 Open in new window

Save target as...
'Q' @ | (Couwrt only) ***Attorney Deadline terminated - Daniel Linna
o registered for the system. (KMG) (Entered: 03/11/2013)

Cut
-5 @14 | MOTION to Dismiss for Lack o ¢ cCt Copy Shorteut

Print target

Copy

Defendants East Coast Resource Group, LLC, East Coast RE
Select Copy Shortcut. (Entered 0322/2013)
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Inserting CM/ECF links into your document—Microsoft Word
To manually add the links you have copied from the docket to the MS Word
document you are drafting:

STEP

ACTION

1

In the brief, use your cursor to select the citation you want to link.

The defendant is a Colorado citizen. (Filing No. 13-2. at CM/ECF p. 3).

Select the Insert tab on the MS Word ribbon, then select Hyperlink.
An Insert Hyperlink dialog box will appear.

ST AERT IR0
Page Layout

Aa A8 - | I3 . [ View Gridiines | | [ |=
References  Mailings Review View Developer Westlaw Solutions IBM Connections

R I 2E R

& Bookmark
cup Shapes SmartArt Chart Screenshot Header Footer Page

Select Hyperlink *  Number~

ss-reference

Hlustrations Header & Footer

Text to display: 13-2

F—
Look in: E MyM E

+temp Bookmark...

Current cowin
i FDR
fox, hare

Browsed LFFiles

Pages My Kindle Content

Existing File or
Web Page

[m] »

Place in This
Dacument

Outline of Cases

Create New Recent pro se docket
Document Files Snagit
Working Files =

Address: | [

E-mail Address

Note: The text you selected will automatically appear in the “Text to
display” line.

Place your cursor in the Address box of the Insert Hyperlink dialog
box. Right-click. From the drop-down that appears, select Paste.

| | , Working Files

I‘, Address; :l'
Cut

Ia <L

The link to the first page of the filing will appear.

To link to the filing only, or to only page 1 of the filing, click OK. The
link to the citation will be added in your brief.

| | I Working Files ¥l
Address:

https: /fecf.ned uscourts. gov/doc1/ 11312735291 E

][ o= |
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STEP

ACTION

To link to the specific page number of the CM/ECEF filing that you are
citing,

In the address box, scroll to or place your cursor at the end of the link
address.

Add the following text: ?page=<page number> . For example,

To link to page number 3 of a filing, add ?page=3. Click OK and the
link to the page will be added to the citation in the brief.

| "™ |E workng Fies d 13-2. at

Address: https:/fecf.ned.uscourts.gov/doc 1.."11312?35291?page=3\4_ D

/ [ o< [ cancel |

Note: Use the page numbers assigned by CM/ECF when linking to
pages in documents filed in CM/ECF. Do not use Bates numbers or
other numbering assigned to the record by the parties.

Note: While the document remains in an MS Word format, the link will
go only to the first page of the document. But upon conversion to
PDF (see instructions below), the PDF link will go to the specific page
you cited.

Convert the brief to a PDF following the instructions below.

File the PDF version of the document in CM/ECF.

Note: It is not necessary to re-file or re-attach the documents to which
you are linking to if they have been previously filed in CM/ECF.

Inserting CM/ECF links into your document—Corel WordPerfect

To manually add the links you have copied from the docket to the WordPerfect
document you are drafting:

STEP

ACTION

1

In the brief, use your cursor to select the citation you want to link.
The defendant is a Colorado citizen. (FilingNo. 13-2, at CM/ECF p. ﬁ)
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STEP ACTION
2 From TOOIS On the menu bar’ Insert Format Table {TookY IMSMacros Window Help Structured Writing
select Hyperlink.
Qui
Qui .
e Pl
Nebrash ~ Aeceseot- it CM/ECE p
, lan amount ¢
SR
3 A Hyperlinks Properties dialog box will appear.
Use the Delete key Define links to other documents or bookmarks in this or other documents. Cr, define a
macro to be executed when the user clicks on the link.
from the computer
keyboard to remove Document/Miacro:
Bookamarc ]
Target frame:
4 | Right-click in the rerore A
Document/Macro box. r[n,:f;:t'rt:tmemdmm_or,deﬁnea
Document /Macro: E @
Select Paste. Bookmark: Unde
a then, select Paste.
Target frame:
5 . .
B L e —
the filing will appear. re—
Deﬁnetlinlgs t:mgtcflﬁrego“%umetmhs or boodl_ﬂ;arks ithh:_s ﬁr other documents. Or, define a
To link to the filing only, or 4
to Onlv Daqe 1 Of the flllnq, Document/Macro: zd'.ned.uscourts.gow"doc‘l;"‘l13122?54231
C||Ck OK Bookmark: |Z|
. . . . Target frame:
The link to the citation will K
be added in your brief. ([ — \u ]
A S—
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STEP

ACTION

To link to the specific page number of a CM/ECEF filing to which you
are citing,

In the address box, scroll to or place your cursor at the end of the link
address.

Add the following text: ?page=<page number> . For example,

). .
Define links to other documents or bookmarks in this or other documents. Or, define a 'Q]’:: -
macro to be executed when the user clicks on the link.

JJ| Boolkmaric:

D0. This ¢

Target frame:

to dismiss

.
Lt

To link to page number 3 of a filing, add ?page=3. Click OK and the
link to the page will be added to the citation in the brief.

Note: While the document remains in WordPerfect format, the link will
go only to the first page of the document. But upon conversion to
PDF, the PDF link will go to the specific page you cited.

Convert the brief to a PDF following the instructions below.

File the PDF version of the document in CM/ECF.

Note: It is not necessary to re-file or re-attach the documents to which
you are linking to if they have been previously filed in CM/ECF.

Links to Attachments to a Brief being Filed in CM/ECF

Adding Links to Attachments to a Brief being Filed—Microsoft Word
If a document cited in your brief has not previously been filed on CM/ECF, you
may link to the document within your brief only if the document is filed as an
attachment to your brief. Follow the steps below to add active hyperlinks to
documents you will be filing as brief attachments in CM/ECF.

STEP

ACTION

1

Save all the attachment documents you will cite in your brief into a
single folder in your computer. The documents must be in PDF format.

Attorney Guide to Hyperlinking in the Federal Courts
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STEP ACTION
2 While drafting your brief, include the citations to the documents saved
in your computer.
3 Using your cursor, select the text to which a link will be added.
Plaintiffs have been Pioneer customers for more than 20 years, and Plaintiff Todd
Wojtalewicz was a Pioneer Sales Representative for nearly two decades. Brax Aff 974._5.
4 On the |nsert _‘ LIRS 4 . . ; [ || View Gridlini
bbon VPage Layout References Mailings Review  View Westlaw ¢
! .- = ElEg =) [
_ = bal gl @ 2 M w- 4
Select Hyper“nk Pcaog;leer' ?DI:;‘: Bpraegai Ta?le Picture CA|:-$ Shavpes SmartArt Chart Scree?shot Hyperlink §ookmark Cro
Pages Tables Hlustrations ﬁ Links
M " T ——
5 In the Insert Hyperlink dialog box:
e Navigate to cited file saved on your computer;
e Select the file; and
o Click OK. - mmemras The text selectedvill  |Z[Xf
Link to: Text to display: ]Brax Aff. 913 < aut'}:;ﬁ:‘?ugisﬁg;foi the _I {
i Ez‘i:,tiziﬂba Look in: I_j Local Rule-Index of evidence __'_] 2] 2]:]
| 'eb Page Sy el - okmark...
: ; CF%E'T 1 Brax Affidavit,pdf J ngm—kJ
| s HS: it ks o Ll |
3 Navigate to and  [&d EBruefwnthlinks.wpd ;
! [select the document]|" QB'f""d“X l
i to be linked. - :»e:pdfd ¢
i - ht ief . wp
Document Fies 1] Brief--draft.docx L
= Civil Rules subject to change.pdf _'_]
Address: IBrax Affidavit.pdf
E-mailv Address .
| Once the documentto be linked is = —_»
i selected, the filename will automatically ’
appear in the Address hox. will be Des Moines, Iowa” Brax Aff §13.
6 A link to the file will be added to the text. If you hover over the link with
your cursor, you will see the link address.
and conditions sheet, and again putting Plaintiffs on notice that arjfie/Nwinfsitnedcirc.denidata. — bed
cmecfiending digits\zwart documentshit
materials\local rule-index of
for any seed disputes, the 2011 invoice stated that, “If binding evidencelbra afidavi o ee
bag), the place of arbitration will be Des Moines, Iowa.” Brax Aff. 113 (emphasis added).
Add links accordingly to all the citations in your brief.
Note: Specific page links can be added by following the directions in
the previous section. Use the PDF page number, not a Bates number
or footer page number, for the citation.
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STEP

ACTION

Save the brief as a PDF as described in these instructions.

File the brief and evidence as follows:

a Following the normal procedure for filing briefs on

CM/ECF, browse to and select your brief with links as
the main document.

Main Document
[ Browse... = -

b Browse to and select as an Attachment each PDF file
to which a link was created in your brief.

(A~ Drdx MiHudvie, put
Qi vith s

e .,

D e

Main Document ~$ief--draft.docx
JACMECF\Ending Digits\Zwart document:  Browse... \_3 ~$ply brief.docx
~$posing brief . with lin
Attachments Cati ~$posing brief with lin
9 ~$reen shots.docx
~ answer i
L I M - Deskop g Brax Affidavit, pdf

Next | Clear /} = Brief with links. pdf

D Brief with links.wpd

c Using the drop-down list, select the type of document
attached, and provide a written description of the
document. (Note: From the court’s perspective, the
written description you provide in CM/ECF can
become, automatically, the name of a PDF bookmark in
the downloaded file).

Attachments Category Description
1. |J:\CMECF\Endmg Digits'Zwart document:  Browse... ‘ ‘ " |Erax Affidavit Remave
2. | Browse... Appendix

Civil Cover Shest
Mext Clear Errata

Repeat the foregoing steps until all cited evidence is
filed as an attachment to your brief.

d When all evidence attachments have been added to
the brief, click Next and complete the remaining steps
for filing the brief on CM/ECF. Once filed, the links in
the brief will link directly to the evidence filed of record
as attachments to the brief.
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Adding Links to Attachments to the Document Being Filed—WordPerfect
If a document cited in your brief has not previously been filed on CM/ECF, you
may link to the document within your brief only if the document is filed as an
attachment to your brief. Follow the steps below to add active hyperlinks to
documents you will be filing as brief attachments in CM/ECF.

STEP

ACTION

1

Save all the documents you will cite to into a single folder in your
computer. The documents must be in PDF format.

2 While drafting your brief, include the citations to the documents saved
in your computer.

3 In WordPerfect, select the text to which a link will be added.
and again putting Plaintiffs on notice that arbitration may be required for any seed disputes,
the 2011 invoice stated that, “If binding arbitration is required (see bag), the place of
arbitration will be Des Moines, lowa.” BIek@:NisR WEN(cmphasis added).

4 From the Tools menu, select Hyperlink.

5

A Hyperlinks Properties dialog box will appear.
Click the folder button.

Define links to other documents or bookmarks in this or other documents. Or, define a
macro to be executed when the user clicks onthe linl.  «

Document/Macro:

Bookmark: EI

Target frame:

Attorney Guide to Hyperlinking in the Federal Courts
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STEP ACTION

Browse to and select the saved file you want to link.

Select File - JACMECF\Ending Digits\Zwart documents\IT materials\Local Rule-Index of evidence R o . Y - (=& = I 1

File Edit View Tools Favorites Help

gu BEXw BB E 08

Lockin: || Local Rule-index of evidence -
Browse to cited file. 1
Clerk *  MName Date v
. Macros -
@Ans\l\der‘p\:hC . @CUmp\amtExD‘pdf

. Pictures

. Training L Brax Affidavit.pdf LI Complaint Ex E.pdf
. Urbom L Brief destination.pdf L Complaint.pdf
W Zwart L Brief in support.pdf | Criminal Rules subject to change.pdf b
B i CAR L Brief with links.pdf LI Crvil & Criminal Rules re Evidence Indexes.pdf L
#- | ChambersB I
| CRZinteml L Brief.pdf FLiDec1.pdf
EI | SchwabD '@cm Rules subject to change.pdf @De( 2.pdf L
)| Templates [E HyComplsint b par i Dec 3 paf 1]
0L ZwartC L Complaint Ex B.pdf F1Dec 4.pdf

Attorney Discipline 1L Complsint Ex C.pdf L1Ex 14 destination.pef

« . Authority of MJ
a _"| (1] * 4| m

|
Fletype: |, Al Files 7} - Last modfied: Any Time - |

[ Find Mow l li\dvanced l l New Search ]

File name: Brax Affidavit pdf

—_—— e = = E S — — ——

Click on the file. The name of the file will appear in the File name box.
Click Select.

(Note: The file selected as the link must be in PDF format.)

6 The path to the file will appear in the Document/Macro field.

Define links to other documents or bookmarks in this or other documents. Or, define a
macro to be executed when the user clicks on the link.

Decument/Macro: |I\CMECF\Zwart documents'\Brax Affida

Bookmark: E|

Tanget frame:

V4

[ ok |) cancel || Hep |

7 A link to the file will be added to the text. If you hover over the link with
your cursor, you will see the link address.

and conditions sheet, and again putting Plaintiffs on notice that arfie//\winfsined.circ dendata.  fad
cmecfiending digits\zwart documentshit
for any seed disputes, the 2011 invoice stated that, “If binding PR ee
ick to follow linl

materialsilocal rule-index of
bag), the place of arbitration will be Des Moines, lowa.” Brax Aff. 113 (emphasis added).

Add links accordingly to all the citations in your brief.

Note: Specific page links can be added by following the directions in
the previous section. Use the PDF page number, not a Bates number
or footer page number, for the citation.
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STEP

ACTION

8 File the brief and evidence as follows:

a

Following the normal procedure for filing briefs on
CM/ECF, browse to and select your brief with links as
the main document.

Main Document
| _Browse.. [

A DrdX MEHUGVIL U

ok PR

Browse to and select as an Attachment each PDF file
to which a link was created in your brief.

DI I ] G LULUE I LA U

Main Document ~dief--draft.docx
JACMECF\Ending Digits\Zwart documents Browse... £3 ~4$ply brief.docx
~$posing brief,with lin

Attachments Caty ~$posing brief .with lin
4 —,} ~$reen shots,docx
1| Browse.. [T — e
Next Clear /7 . Brief with links,pdf

D Brief with links.wpd

Using the drop-down list, select the type of document
attached, and provide a written description of the
document. (Note: From the court’s perspective, the
written description you provide in CM/ECF can
become, automatically, the name of a PDF bookmark in
the downloaded file).

Attachments Category Description

1. |.J:\CMECF\Endmg Digits'Twart documents  Browse._. ‘ ‘ " |Erax Affidavit Remave

2|

Mext Clear Errata

Repeat the foregoing steps until all cited evidence is
filed as an attachment to your brief.

When all evidence attachments have been added to
the brief, click Next and complete the remaining steps
for filing the brief on CM/ECF. Once filed, the links in
the brief will link directly to the evidence filed of record
with the brief.
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Links to Legal Citations

Links to legal citations can be added manually or, assuming the software is
compatible with your computer and word processing software, by using automated

linking software available through Westlaw or Lexis.

Access to Linking Software

Tool Cost

URL

Westlaw InsertLinks | Must purchase a West
BriefTools subscription.

Estimated cost: $100/month
for small firms;

$300 to 500/month for larger
firms (10 licenses)

http://legalsolutions.thomsonre
uters.com/law-
products/solutions/brief-
tools?searchterms=Dbrief+tool

Shepard’s Links Lexis is currently not selling a
2008 software subscription which will
insert links to documents that
will remain active upon
conversion to PDF. The last
version of such software was
created in 2008 and can be
downloaded from the
Lexis/Nexis website for free.

http://support.lexisnexis.com/In
download/record.asp?ArticlelD
=6056

Note: The Shepard’s
BriefSuite dictionary is getting
old and may not recognize
some of the newer reporters.

Its accuracy as a linking tool is
inconsistent.

Lexis for Microsoft This Lexis software product will
Office add links for research and
drafting purposes, but those
links are lost upon conversion
to PDF. Lexis is investigating
the issue.

http://www.lexisnexis.com/en-
us/products/lexis-for-microsoft-

office.page
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http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief+tool
http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief+tool
http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief+tool
http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief+tool
http://support.lexisnexis.com/lndownload/record.asp?ArticleID=6056
http://support.lexisnexis.com/lndownload/record.asp?ArticleID=6056
http://support.lexisnexis.com/lndownload/record.asp?ArticleID=6056
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page

Linking Software—Compatibility Information
The following graph outlines the compatibility of Shepard’s Links 2008, West
InsertLinks, and Lexis Links for Microsoft Office for inserting links into MS Word
and WordPerfect documents with a Windows XP (SP3) 2GB Memory, Windows
Vista (SP2) 4GB Memory, or Windows 7 — 4GB Memory computer.*

Shepard’s Links Lexis for West
2008 Microsoft Office  InsertLinks

MS Word 2010 Xx* XHE*
MS Word 2007 XF* XxH*
MS Word 2003 X XFrx
MS Word 2000 X
WordPerfect X6****
WordPerfect X4 — X5 X
WordPerfect X3 X X
WordPerfect 10 — 12 X

* The West and Lexis linking software programs cannot be used on Apple computers.
Moreover, although Shepard’s Links was not designed to operate on Windows Vista
and Windows 7 (as reflected in the Lexis literature), it is working on these computer
systems.

** Lexis for Microsoft Office is being developed and tested. However, in its current
stage of development, any links added by Lexis for Microsoft Office are being stripped
out upon conversion to PDF. Lexis is investigating this issue.

*** Westlaw product information states InsertLinks is compatible with both 32- and 64-bit
Microsoft Word. However, while it works well with 32-bit Word, InsertLinks is not fully
compatible or useful with 64-bit Word.

**** West currently has no linking software compatible with WordPerfect X6. West
indicates it may develop and release this product during the summer of 2013.
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Westlaw InsertLinks
InsertLinks is a Westlaw computer software program which scans Microsoft Word
or Corel WordPerfect? documents to locate legal citations, and then automatically
inserts hyperlinks to the Westlaw internet address (url) for those citations into the
word processing document.

See attached InsertLink example-Word

InsertLink example-WordPerfect

Installing Westlaw InsertLinks
InsertLinks is part of the West BriefT ools suite, and a BriefTools
subscription is required in order to use this software.

e The current West BriefTools product is Version 2.7.2039, which
was updated on December 10, 2012.

e The attached BriefTools Software Download instructions
outlines the system requirements and provides instructions on how
to install West BriefTools.

Using West InsertLinks—Microsoft Word
Once InsertLinks software is installed, Westlaw links can be installed
automatically in Microsoft Word documents using the following steps:

STEP ACTION

1 With the Microsoft Word document to which you are adding
links open on your screen:

iilings  Review View Developer |Westlaw Solutions| IEM Connections

aal
o

Il
4
b

.

4

= | £
= | £

' T aaBbCel | AaBbCel
i TMNormal | T Mo Spaci.. |

(]

([}

I
-

I
4

| Ll

-

Paragraph

Select the Westlaw Solutions tab on the Word ribbon.

2 The West BriefTools options will open.

Home Insert Page Layout
WestCheck Insert Links

Remaove Links
Options

Features West BriefTools
—1 E—

Select InsertLinks.

2 Currently, InsertLinks is not compatible with, and cannot be used for, automatically inserting links into
WordPerfect X6 documents. It does, however, work with prior versions of WordPerfect.
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STEP

ACTION

The InsertLinks software will begin searching the document
for citations and inserting the appropriate links.

ts are courts of limited jurisdicts

I West BriefTools Inserting Links |E|
ress| N rt Ar
Listing 4 of 12 citations. .
rbun 137,
HEEERENNENNENNENNNEEN
fend: law

e had original jurisdiction if the @

A o o W . A - o - oa PR —

The box depicted above will disappear when the process is
complete and all links are installed.

Using West InsertLinks—Corel WordPerfect
Once InsertLinks software is installed, Westlaw links can be installed
automatically in WordPerfect documents using the following steps:

STEP

ACTION

1

With the WordPerfect document to which you are adding links
open on your screen:

E4 WordPerfect X3 - [Documentl (unmodified)] SN

E File Edit View Insert Format Table Tools JMS A
MPFswr O 23 & BB O-0- %
emove Links Options WestCheck

Times New Roman v 14 ~+ B /7 U

&, [« o] 8 6D 7| BB 3

= HE IR S &S e, Yo oame s 0 0 [
F
& L

Select Insert Links from the menu batr.
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STEP ACTION

2 The InsertLinks software will begin searching the document
for citations and inserting the appropriate links.

loes not allege, nor does the record show, that the St

Lent_l West BriefTools Inserting Links P ffrct
ant 1 M.
e jll] Validating Cites d’ i
ion f lee
il act)| . ||tha
s cou sfer
Petitl ibl

L= X

ot in the interest of justice to transfer the Petition. A
enied and this action will be dismissed for lack of j

3 The Inserting Links box depicted above will disappear when
the process is complete and all links are installed.
has been deemed to be an abusive litigant. He has been enjoined in a number of
courts, and is a three-strikes litigant pursuant to 28 U.S.C. § 1915(g). The PACER
records reveal that Demos has filed at least 130 other habeas petitions.” Demos v.
United States Secretary of Defense, C.A. No. 12-12398-PBS, 2013 WL 80167 (D.
Mass. Jan. 3, 2013).

Shepard’s Links 2008
Shepard’s Links is a Lexis computer software program which scans Micros oft
Word or Corel WordPerfect® documents to locate legal citations, and then
automatically inserts hyperlinks to the Lexis internet address (url) for those
citations into the word processing document.

Reminder: Although free, Shepard’s links has not been updated since 2008 and
provides inconsistent auto-linking results.

Installing Shepard’s Links
Shepards Links is part of the Shepard’s BriefSuite.

o Shepard’s BriefSuite has not been updated since 2008.

e The attached BriefSuite software download instructions
provides a step-by-step description on how to install Shepard’s
BriefSuite.

¥ See compatibility graph above.
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Using Shepard’s Links— Corel WordPerfect
Once Shepard’s Links software is installed, Lexis links can be installed
automatically in WordPerfect documents using the following steps:

STEP ACTION
1 Click on the Shepard’s Link button, circled in the screenshot
below
]
Svii-@Ey WS-k FH 2 Y!é‘]'&cns
CEE e ]
T \ 4

(HE UNITED STATES DISTRICT COURT
FOR THE DISTRICT OF KANSAS

idually and on behalf )
uated, )

2 Click the checkbox (optional) and click OK.
Shepard's Link{ThA) C
The Shepard'z Link[T k] feature will find citations and add Shepard'z Signal[T ]

indicators to a copy of your document. To mn Shepard's Link on a specific part of
waur document, select the tert of interest and click the Shepard's Link buttan,

N

[] Do ot show this meszage again.

| ok I Cancel
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STEP ACTION

3 Click Cancel. Logging in is optional.
Shepard's Link™ Signon

==

LexizMexiz® or |
Cuztom 1D

Paszward

[] Bemember my login information

[] b agk Userld

%)

4 | Click OK.
Shepard's Link™ Processing

Process complete

v Citations found: 45
v  Shepard's Signal[TM] indicators - Skipped

100%

Q.

|[ Cancel J

instructions.

The new document with the hyperlinks opens in a new tab.
Save the document as a PDF as described in these
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Manually Inserting Hyperlinks

As previously described, hyperlinks to documents filed on CM/ECF can be

manually added to a document.

It is also possible to manually create links to

documents available through commercial legal websites (e.g., Lexis or Westlaw), and
those posted on the court’s website (Local Rules).

Manually adding links can be labor intensive if the document is long, but the
process is not difficult. And even if you are primarily using software to add links to a
document, understanding the underlying mechanics of hyperlinking within WordPerfect
and Word documents is helpful and may be necessary if, for example, you need to
make corrections to the automatically created links.

Manually Creating Links to Online Research Resources
The process for manually adding links to Westlaw, Lexis, Google Scholar, or any
other online research resource (LoisLaw, FastCase, etc.,) is essentially the

same.
STEP ACTION
1 In the brief, use your cursor to select the citation from which you want
to link.

The United States Supreme Court has held that the FAA “embodies the national
policy favoring arbitration.” Buckeyve Check Cashing, Inc. v. Cardegna_ 546 U.S. 440 443
(2006). See also Mastrobuono v. Shearson Lehman Hutton. Inc.. 514 U.S. 52, 56 (1995);

2 Sign into the legal research website and open the cited document.

Select the url address for the document.

Right-click, and Copy the address. See e.g.,

Woestlaw. Classic

JE R fmitstr=FULL& docnum=18L startdoc=18&uwcl

Help

Edit View Favorites Tools

File

Lexis®
i [

File Edit View Favorites Tools

Web Images More...

Mammmis v Ll imdmw ™o

Undo

Cut

Copy
Paste

Help

AT C 224

2dd04d0el0c2 b S E v g I@ Get a Document - by Citati...
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STEP

ACTION

3 For Microsoft Word documents:

a

Select the Insert ribbon, then select Hyperlink. An Insert
Hyperlink dialog box will appear.

Text to display: Buckeye Chedk Cashing, Inc. v. Cardegna, 546 U.5. 440, 443 (2006)
\ Bookmark...

Target Frame...

Look in: . Local Rule Zddex of evidence

Current
Folder

Text to display as linked

. . ARGUMENT
will automatically appear.

Browsed
Pages

B 18.pdr

tion Act Applies to the .
Exhibit 1C.pdf

Recent
Files

Note: The text you selected will automatically appear in the “Text
to display” line.

Place your cursor in the Address box of the Insert Hyperlink

dialog box. Right-click. From the drop-down that appears,
select Paste.

rages | TAJ Exhibit 10 nd -
Right-click and paste
url address for the

citation here.

Recent
Files

Address: Hfind %t 2fdetault. wigutid= 1&f=_top&mt=FederalGovernmentés D Iiﬂ|2|

[ DI

Click OK.

The link to the citation will be added in your brief.

ARCITNIENT
http://web2 westlaw.com/find/default.wl?
cite=546+u.5.+4408rs=wiwl3.04 8vr=2,

I The Federal Arbitra|o&up=/find/default.
wlButid=18&fn=_top&mt=Ffederalgovern

. ment&sv=split
The United States SUq; ¢4 follow link

ion Provision.

AA “embodies the national

policy favoring arbitration.” Buckeye Check Cashing. Inc. v. Cardegna. 546 U.S. 440443

(2006). See also Mastrobuono v. Shearson Lehman Hutton, Inc., 514 U.S. 52, 56 (1995);
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STEP ACTION

4 For WordPerfect documents:

a | From Tools on the menu bar, & e mms i e w
select Hyperlink. am,ﬂ"’f‘ g

Dictionary. AltCtrl+FL

: izen. (Filing
Nebrask it CMECE p

owes b , lan amount ¢

RY( Tha
Createa hyperlnk b

Jurisdic

matter j

A Hyperlinks Hyperlink
Pr O p e r t I eS d I a-l Og b OX Define links to other documents or bookmarks in this or other documents. Or, define a

. macro to be executed when the user clicks on the link
will appear.

Document/Macro:
Use the Delete key from || s B

the computer keyboard e
to remove

Right-click in the

Document/Macro box Ejgfsgnt:memmm e

Document/Macro: [e] [Browss web

Bookmark:

Target frame:

Select Paste.

Delete

Calart Al

d | Click OK.

Define links to cther documents or bookmarks in this or other documents. Or, define a
macro to be execited when the user dlicks on the link.

wai[5)
[=]

([ ok ) Goncel |[ hHep |

e | Thelink to the citation will be added in your brief.

https://www.lexis.com/research/retrieve?_m=6469329bb2d4b8b400049179

1. f . b. . P k h k h. TTM18cb8icsve=lelicform=byCitation8_fmtstr=FULL&docnum=18_start

policy favoring arbitration. Buckeve Check Cas T1) § doc=1Bowchp=dGLbYzB-2SkAWEL mdS=GTa7Fbi498fecB eS551 d2cdd4dDel0
b

The United States Supreme Court has held . = 7" ° 7 * = ' Ll

(2006). See also Mastrobuono v. Shearson Lehman Hutton, Inc., 514 U.S. 52, 56 (1995);
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Manual Links to Court Websites

You may wish to cite to published opinions on a court’s website, or to the court’s

local rules. To do so:

STEP ACTION

1 In your brief, select the text to be linked.

the police from potential danger.”” United States v. Taylor, 636 F.3d 461, 464 (8th Cir.
2011)(quoting South Dakota v. Opperman, 428 U.S. 364, 369 (1976); see also United

2 Locate and copy the url address for the citation. See e.g.,

for the Biighth Circuit

- Michael E. Gans, Clerk of Court
S

About the Document Appeal Rules & CJA Informai
Court Filing(CM/ECF) Information Procedures & Forms|

Home == All Opinions == Today's Opinions == Case Number == Release Date == Parly Name == Dai

DISCLAIMER: The following unofficial case summiaries are prepared by the clerk’s office
as a courtesy to the reader. They are not part of the opinion of the court.

christopher tayloi m

055560 pdi A21200014 Linitad Statac 1 Chrictanhar Taulor
U.5. cf Open

U.5. D: Open in new tab f Missouri - Kensas City
[PUBLI{ d Hansen, Circuit Judges]
Criming Open in new window did not comply with the
Kansas Save target as... rocedures for inventory
searchq , itemized inventory of
defends Print target hicle: the circumstances
of the f the applicable

standaj Cut ems in the vehicle, mads
the off Copy ( bufficient to remove the

inferef fficers's testimony
demons Copy shorteut Zor an investigatory search;

as a rf Parte ng defendant's motion to

OR

UNITED STATES DISTRICT COURT

U’y District of Nebraska

Chief Judge Laurie Smith Camp

Public Juror Attorney Calendar

Home » Attorney

Local Rules

In Effect On and Afte
Nebraska General Rules (WEGER)
{lebraska Civil Ruies MIFCVRY
Nebraska Criming Open

Eighth Circuit Juq

, 2012

Open in new tab

Summary of 201] Open in new window
Save target as.

In Effect On Print target

Nebraska Genery

Nebraska Civil Rl Cut

Nebraska Criming Copy

Eighth Circuit Jud Py

Summary of 201

Online Research Resources,”

e for Microsoft Word documents, complete Step 3; and
o for WordPerfect documents, complete Step 4.

3 Referring to the previous section, “Manually Creating Links to
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Publish to PDF—Retaining the Hyperlinks

All documents filed in CM/ECF are PDFs, so all documents created for filing must
be converted to a PDF document. To include hyperlinks in your filed documents, place
all the links into the document using your word processing system before converting the

document to a PDF format.

Once all links are in the document, use your word processing software to save or
convert your briefs, or other documents you have created for filing, in a PDF format.

Note: Do NOT use Print to PDF to create a PDF of a brief with hyperlinks—the
hyperlinks will be lost. Do NOT print the document and scan it to PDF format.

Conversion to PDF—Microsoft Word

MS Word has several methods for saving (“publishing”) a document in PDF

format, including the following methods:

STEP

1 Select the File

Save & Send
OE | SendUsing E-mail
==
J Send Adobe PDF for Shared Review
L

Save to SharePaint

@ Publish as Blog Post

!\_'. Send to [BM Connections

File Types

\ H Change File Type

tab on the MS
Word ribbon; & sove i
from the drop- | <=
down menu, e
select R
Save and =
Send; print
Save&(‘sid_
and from the
choices now 4 Options
available, Ber
choose

-

i

Create
Adobe PDF

then

a1
Create Adobe PDF
QVJ

)_ /

; Create PDF/XPS Document

Create Adobe PDF from the File Types list,

Convert to PDF using Adobe
Acrobat
Viewable and printable on
most platforms
Reliable and secure way of
exchanging and archiving
documents
Preserves original
document look and feel
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STEP ACTION

Name the document and click Save.

2 Navigate to the location where you want to save the document.

—r | BEMVICE U3/ Lo/ 2ULs 2isl PR Filetol
"r ) SMU 04/08/2013 £:07 PM  File fol
archive . ] E
M\winfsil.ned... J standina . 03/16/2013 7:30 PM  File fol
| Tria| Twpe: File folder . Filefal
Date modified: 04,/08/2013 6:07 PM .
! | Ven| ¢ 1 68 ME PIM  Filefoll
Deskt Folders: remowval 4
Esktop < Files: 10cv122.wpd, 11cv5002.wpd, Ameritas ERISA.wpd, ... "
L File name: ( Brieflinked|pdf } - Save
LL’""'-» Save as type, [F‘DFﬁIes v] l Cancel ]

View result

e

upon conversion.

Check View Result if you want the PDF document created to open

3 After the document is published to PDF, you may upload it to CM/ECF
using typical filing processes. With the exception of filing a document
with links to its own attachments (discussed previously), no special
steps are needed for filing a hyperlinked document on CM/ECF.

Note:
use that tab to convert documents to PDF.

You may also add the Adobe Acrobat tab to your MS Word ribbon and

Select the File tab on the MS Word
ribbon.

Choose Options.

Home

Insert

= save
&l save As

[5 Open

[ Close

Info

Recent

New

Print

Save & Send

Help

Save as Adobe PDF

=

—

( ] Options

)

e
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Select
Customize
Ribbon.

Add the
Acrobat tab.

Click OK

NewTab | | MewGroup | | Rename.. |

import Esport A/
.‘ﬁ'r Cancel |

Customizations: [ Reset v |

An Acrobat tab will now appear on the MS Word ribbon, and
will continue to do so hereafter.
e —— -

Westlaw Solutions IEM Connections Structured Writing

T AaBbCc | » AaBbt Aa?ﬁ 1. AaBbt AaBbCc AaBl

7 Body T Bulleted... T Mormal T Mumber... Table Para... THo5

a Styles

After the Acrobat tab is added, save a document as a PDF by
selecting the Acrobat tab, and then Create PDF.

3 - » E R T
[wi "N a5 LB BE sl .® o PR Fview Gridiine
File bme | Insert | Page Lay | Referenc | Mailings  Review | Yiew | Developr | Westlaw | IEM Con 1

()2 F 2 & =T B A

Create Fyeferences Create and Mail Create and 5end  Acrobat Embed

PDF Attach to Email Merge For Review Comments~ | Flash
Fate Adobe PDF Create and Email Review And Comment Flash
L R SR R L DL S S S - S B
(]} S : . : . . .

After the document is published to PDF, you may upload it to
CM/ECF using typical filing processes. With the exception of
filing a document with links to its own attachments (discussed
previously), no special steps are needed for filing a hyperlinked
document on CM/ECF.

Attorney Guide to Hyperlinking in the Federal Courts
Revised on May 8, 2013 Page 28 of 29



Conversion to PDF—Corel WordPerfect
To save (“publish”) a WordPerfect document in PDF format:

STEP

ACTION

1

Select File —>
Publish To —>
Publish to PDF.

Save As...
Save Without Metadata...

? New from Project..
New XML Documen o

Propeties...

Or

dit View Inset Format Table Toels JMS Macros

‘Window
Ctrl+N
Ctrl+Shift+ N

Ctrl+0
Ctrl+F4
Ctrl+§
B3

Ctri+P

Type Alt + P.

2 prog orderwpd

1 Word Perfect CM linking instructions.wpd

Help Structured Writing

A [Fle/sa-&-%-m 0e=
PR B E-F $ A T 6
£ { t £

: lorado citizen. (FilingNo. 13-2, at CM/ECF p. .

1g No. 1, at CMECE p. 2,93. The complaint £

xceedine §75 000 This
Publish the document to PDF format
AP

lamntiffs” motion to dismi

HTML.

The Publish to PDF dialog
box will open.

Browse to the file location
for saving the file.

Name the file.
Click Save.

A PDF will be created with
active links.

Save in:

data
(winfsned...

usr
(winfsll.ned...

archive
(winfsll.ned...

Desktop

LY

==

Computer

civil procedure - @ mr
Name Date modified Type +
New folder 03/16/2013 6:55 PM  File fol
Personal jurisdiction 03/16/2013 6:37 PM  File fol
Pleadings 03/16/20127:32PM  File fol
Progression 07/26/201212:53 ...  Filefol
Recusal 04/04/2013 7:35 PM  File fol
Res judicata 03/16/20126:28 PM  Filefol
Sanctions 03/16/20137:02 PM  File fol
Service 03/16/2013 6:31 PM  File fol
SM) 04/08/2013 6:07 PM  File fol _
standing N2AA2M132 730 DA ile fol
Trial locati| |/PS File folder File fol
Date modified: 04/08/2013 6:07 PM
Venue Size: 168 MB File foll |
Folders: removal o
< Files: 100v122.wpd, 11cv5002.wpd, Ameritas ERISAwpd, .. | * ‘
File name: GZC!GIU 1--Motion to dismiss ) A Save
PDF Style: [Publishing Online and Printing <] [ candl |
Open PDF After Saving

After the document is published to PDF, you may filed it on CM/ECF
using typical filing processes. With the exception of filing a document
with links to its own attachment (discussed previously), no special
steps are needed for filing a hyperlinked document on CM/ECF.

This Guide was produced through the collaborative efforts of judges,
IT and Clerk’s office personnel, educators, and library staff. Please
share your comments, questions, corrections, and experiences with

hyperlinking or using this Guide by contacting:

Cheryl Zwart, United States Magistrate Judge—Nebraska
cheryl zwart@ned.uscourts.gov

(402) 437-1670
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