Attorney Guide to Hyperlinking in the Federal Courts
(for Microsoft Word users)

Overview of Hyperlinking in Federal Court

Types of Permissible HYPErTINKS.........cccvoiiiiiiee et 3
Creating a Hyperlinked Table of Contents
Marking and Formatting Table of CONtents ENLHES........ccceoveiii i 4
Generating and Inserting the Table 0f CONTENTS ..o s 6
Editing the Table of Contents (if NEEARA) ........oei i e 7
Drafting Documents to Include Links to CM/ECF
Gathering URLSs for Links for Citations t0 the RECOId ...........ccovoiviiiiiiiiiieee s 9
Formatting the Appearance of the LinKS INSEIMEd .........ccoveiviiiiiii e 11
Linking to CM/ECF Documents
Inserting Links to Documents Previously Filed on CM/ECF...........cccccooiiiiiiiiin e 12
Adding Links to Attachments to the Document being Filed ... 13
ACCESS 10 LINKING SOTIWATE. ...ttt ettt 16
Automated Links to Legal Citations
Linking Software—Compatibility INfOrmation...........cccoiie i e 17
WESHIAW TNSEITLINKS ...ttt et s te s e et re e b e teenaesreeteenbesaeeneere e 18
INSEAIIING WESE INSEITLINKS ....vveiiieiiee st s s st te et e e e e te e ste e s te e sraesneesnaeenreenbeeneenrnens 18
USING WESE INSEITLINKS......viitiiiiiiecie ettt ettt te et et esaesteenaesresneenbenne s 18
Shepard’s TANKS 2008 .......ccoiiiiiieieieeie sttt ettt be bt et e beaneeseeeteentesreeneenaeereennenes 19
Installing Shepard’s LINKS .......ccviiiiiiiiii e 19
Manually Inserting Hyperlinks
Manually Creating Links to Online Research RESOUICES .........cccveiueiieeiieieeree e e e see e e s 20
Manual Links t0 COUrt WEDSITES ..........ecieiiiecie sttt sre st re e e e 21
Final Editing
REMOVING LINKS ... ettt e e s ae e s ee e s aeesne e s nbe e s beebe e reeaneesneeeneeenes 23
o Lo T T =0 I SO SSSSRN 23
Publish to PDF—Retaining the Hyperlinks
(000 01V =T €] L] o TN (o N o 5 OSSPSR 24
Additional Tips
Viewing a Website Location Opened from a Link in a CM/ECF Filing:........ccccooviviinininiienccn, 27
o N[0T 0T 0 SRR PRN 28
Optimized PDFS t0 reduCe file SIZE ..o e 28

Attorney Guide to Hyperlinking in the Federal Courts
Revised on July 27, 2013 Page 1 of 28



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 documents
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
Subiject to the court’s local rules, the following types of hyperlinks are typically
allowed in court documents.

Internal Links

For example, the Table of Contents located at the
beginning of this Guide.

Links to documents
previously filed on
CM/ECF

The defendants’ discovery abuses have been thoroughly discussed in the court’s
prior orders, (Filing Nes. ij 329, and 364), and the factmal findings within those orders

are incorporated herein by

https:// ecf 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 invoice, # 4
Exhibit Arbitration Provision)(Zwart, Cheryl) (Entered: 06/22/2012)

Note: Evidence must be filed of record. A hyperlink to
a public website where evidence can be found is not a
substitute for filing evidence in support of a motion.

Links to case and statute
citations

Note: Unless a cited case
cannot reasonably be
found from a public source,
it IS not necessary to attach
copies of cases or statutes
to your brief.

For example:
Westlaw,

by the attorney-client privilege or the work product doctrine.
5, 2009 \\"L424‘J‘)5‘J, 2009 U.S. Dist. LEXIS 121753 (D. Colo.
+502:

http://web2.westlaw.com/find/default.wl?rs=WLW10.06&if
m=MotSet&fn=_top&sv=>5plit&cite=2009+WL+4949959 8vr
=2.08rp="%2ffind%2fdefault.wl&mt=Westlaw

when a “subject-matter walver occurs due to anintentional or

Lexis,
by the attorney-client privilege or the work product doctrine.
7, 2009 WL 4949959, 2009 U.S. Dist. LEXIS 121753 (D. Colo.
+ 502: A

hitps://www.lexis.com/research/retrieve?_m=9bb0ab0fcal7b
454655d5b593fccaﬁﬂf&csvc le&cform=byCitation&_fmtstr
=FULL&docnum=18&_startdoc=18wchp=dGLzVIz-z5kAl&_
when a “subject-matt{md5=dbcab2caacB4f820el et d0ec37bI2e8d

or court websites.

A party has been fraudulently joined 1f there is no reasonable basis for
predicting that the state law e T L SR based upon the facts
involved. Bradley Timberla|ick to follow link Lumber Co., No. 12-

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

Links to Local Rules

Either to the entire document,

summarily denied becaushttp://www.ned.uscourts.govs y
e

internetdocs/localrules/necivr.2012. pdf
consult and discuss the isstidick to follow fink

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 motienj‘ e

http://www.ned.uscourts.govy
sum.marllv denied because linternetdocs/localrules/necivr.2012 pdf?
10 45—

consult and discuss the issue Wik to follow fink
filing his motion. Nebraska Civil Rule 7.1(i).
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Creating a Hyperlinked Table of Contents

A table of contents in a Word document can include internal hyperlinks for
navigating the document. When the document is converted to PDF format, these links
will become bookmarks in the PDF document.

Although there are several methods for creating a table of contents in Word
2010, the one most useful to attorneys (and discussed below), is to create the
document, include any headings as you write, and then:

e Mark and format the headings to be included in the table of contents;

e Generate and insert the table of contents; and

e Edit as needed.

Marking and Formatting Table of Contents Entries
To mark and format entries to be included in the table of contents:

STEP ACTION
1 Create your document, inserting all headings with the format of your
choice.
2 .
Using your cursor, scroll over and LEGAL ANALYSIS
select the heading you want to include
in the table of contents.
A ERISA Plan
From the Styles q mesbewton <13 A X | Mas % 2020 % 009 [ aanbco| ambce AmBbCo AmBbCal AaBbG Aapboe |
section on your PR A (Em Al (b8 e e o
Home tab’ ) . l PROCEDL‘R;\L BA‘(KGRGL'VD‘ l f
. . i % &4 Find
Click the down arrow in the right - t AaBDCC | I | g reoi
lower corner. "%ﬁ HeNO? 1<) Shes™ | Is seied
B i Editing
- | Chang ] P
stylge= Styles - X
A drop down list will appear. > | Signature Block .

Single Spacing
bold all caps

m

Default Paragraph Font
Mo Spacding

Note: There are 9 pre-formatted Heading Styles

available in MS Word, but only 2 may be visible in your || ="
styles drop-down menu. Additional heading options (3 Heading 3
through 9) will appear, as you make your selections. readna 2

Heading 5

For example, when you select and apply Heading 2, Heading &
the Heading 3 option will appear and be available for :::::z;
the next heading level, and so on. Heading 9

EREEERBERBRERIE A o 2

Title
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If...

You want the
text of the table
of contents
entries to
match the
headings
already
created within
your document
(e.g. font, font
color, bold,
etc.):

You want to:

Set a standard
format (e.g.
font, font color,
bold, etc.), for
all headings
and table of
contents entries
created with
your Word
program,

Or

Change the
heading
format in the
brief already
created:

Scroll through your document.

Then...

Use your cursor to select the heading to be included in
the table of contents.

LEGAL ANALYSIS

A ERISA Plan

From the Styles list, Right-click the heading level you
wish to apply. In the box that appears, select:

Update Heading [x] to Match Selection.

Continue until a heading style has been applied to all
heading levels within your brief.

From the Styles list, T e v x
= CIearA\I _I

Right-Click the heading
level you wish to modify. \
Y1

i No Spadng

Update Heading 1 to Match Selection

Modify...

In the box that appears, Selec A o 235
. Remove All: (No Data)

select Modify to open the

Modify Style box.

Remove from Quick Style Gallery
[=]] Quote ]

Modify Style

T

Properties

Choose text:

Style type: Linked (par

Heading 1
raph and character)

Style b

.
[ ] font Style for following paragraph: | 4T Normal
—eTN X
- Cambria (Headings][v] |14 [<]|[B] 7 1 || n— |
e font size

== =E|=E=|12 2| £ =

Indentation
Di ki CCGUTFBFDOUEIES Cou

<
Spacing

ricq4 beforelafter
| heading

e appearance

Brase Electr
e (“Brase”)

e color

Contracting Corp. (‘Brase
rally liable

jointly and s

e justification To | e
BFn:Z‘IptKep with next, Keep line: mgﬂ'\ ) Lews \15ty| LkedQ:ksty\

save Gased on:Normal
Standard choice

Fallowing s ty\ N rmal
for 4 [¥] Add to Quick Style list [ Aulmeaeany
fURUFE || G oty in this document  © New documents based on this template
use.

e line spacing

( oK )E

When your choices are /
complete, click OK.

Specific to this document

Save settings for:
e onlyin this document, or
e all documents created using your standard templat
e Add to Quick Style List.

Click OK.

For each heading, select the heading text with

your cursor, then click the heading style to be applied.
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Generating and Inserting the Table of Contents

To add the Table of Contents to your document:

STEP

ACTION

Place your cursor
in the document at
the location you
want to insert the
table of contents.

Add a title for the
Table of
Contents.

Enter a few hard
returns.

Control + Enter to
insert a page
break.

- vs. T q
bl MEMOR
BRASE-ELECTRICAL- CONTRACTING-
CORPORATION .- A-NebraskaCorporation;-
and STEVEN-H.-BRASE Y
z

Defendants o

-+ This- matter- is- before- the- court- on- the- parties’- ¢
judgment.-- Forthe reasons set forth below, Plaintiff’s motior

be-denied-and Defendants’ -motion for-summaryjudgment-w:

Table-of-Contentsq

Place your cursor
where the table of
contents entries
should begin.

be-denied-and Defendants’ motion for summary judgment-will -be -granted

o

"

SN - o1 - 11 S,

Table-of-Contents9

From the

References tab of
your Word ribbon,

Select

Table of Contents,
and from the menu
that appears,

Select:

Insert Table of
Contents.

T W P S e o e = s B £ T =
W0 9 - oG [ - Z (@A O A a8 abe G- | 1 [T view
Home Insert  Page Layoutl Mailings ~ Review View Developer

Automatic Table 2

Table of Contents
Heading | 1

HOUEIE 2. o) -PEGE BrE@K e

1. Heading3 1

Manual Table

Table of Contents
Type chapter title (level 1), 1

Type chapte titk (level 2) 2

Type chupier itk (level 3) . 3
[% More Table of Contents from Office.com / r

E]  InsertTable of Contents...
[E) Remove Table of Contents

= e Add Text ~ ABl [y Insert Endrigte } L Manage Sources B
2 Update Table AB Next Footnole =¥ [ style: APAFIH»  —
Table of Tnsert Insert Insel
Contents ~ Footnote =) Show Notes Citation~ i3] Bibliography ~ Captit

|| Buitt-1n hs & Bibliography
[AutnmaticTamel R TSR O]
is- matter- is- before-

Contents
Heading 1 1 |---Forthe reasons set
S S | \.-Emd-Defenda_nts;mn
1. Heading3 1
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Make selections for
the appearance of the
table of contents.

Click OK.

Note: If your table
has more than three
levels, you must set
Show levels to the
correct number.

Note: The “Use
hyperlinks instead of
page numbers” must
be checked or the
table of contents will
not have active links
upon conversion to
PDF.

Table of Contents

3 I Table of Authorities I

Print Preview Web Preview
Heading 1.oeveeeereceererennes 1 ﬂ Heading 1 ﬂ
Heading 2 ... 3 Heading 2
Heading 3....cccouvinee 5 Heading 3
Ir 1. 4 g .| Ilaading 4 hat
[V Show page numbers [V Use hyperiinks instezd of page numbers

¥ Right align page numbers

Tab leader: I .......

This box must be checked
for links to remain active
upon conversion to PDF.

General

Formats: IFrom template -
Show levels: |4 E‘

Number of
heading levels. |opiors.. | wmodfy..

Ok I Cancel |

The Table of
Contents, with active
section links, will be
inserted into your
document.

Note: You can
manually modify the
page numbers to
appear as other links
in your document,
(e.g. blue and
underlined).

PROCEDURAL BACKGROUND

STANDARD OF REVIEW

Table of Contents

UNDISPUTED FACTS

LEGAL ANALYSIS

A. ERISA Plan

B. ERISA Preemption

C. ERISA Claims

1. ERISA--The Well-Pleaded Complaint Rule
2. The Merits of Plaintiff's Claim for ERISA benefits
a) ERISA Standard of Review.
b) Right to Recovery under the Terms of the Retirement Plan.

¢) Rightto “Appropriate Equitable Relief” under ERISA

2

2

Current Document
Click to follow link|

it/

5

7

8

8

Editing the Table of Contents (if needed)

Inserting the Table of Contents may result in page break changes. For example,
hard page breaks or extra lines that were added during drafting to adjust the
overall look of the document may no longer be needed, or some may now need

to be added.
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If the brief was modified after the table of contents was inserted:

STEP

ACTION

From the reference tab on the
Word ribbon, select Update

WOH9-0ERATEE- Q87 aRcd
Home Insert PageLayout Mailing
[E Add Text ~ ABl .__[';']Inse Adnote

Table. g
== jUpdate Table AE Mext Footnote - —
Table of Insert In
Contents ~ Footnate &= Show Notes Cita
Table of Contents Footnotes
Update Table :E:
- Update the Table of Contents so £
= that all the entries refer to the sCO
- correct page number.
Select

Update page numbers only.
Click OK.

Note: If you have added or
changed a heading, choose
Update entire table.

. Update Table of Contents llil

Word is updating the table of contents. Select one of
! the following options:

% ‘Update page numbers only’
" Update entire table

(]9 I Cancel

When the entire document is complete, using MS Word, Save the document as a
PDF or Create PDF in accordance with the instructions in this Guide.

Note: Do not Print to PDF. All active links in your Word document become
inactive in PDFs created using Print to PDF.

Drafting Documents to Include Links to CM/ECF

If you are creating a document which will include links to documents filed on
CM/ECF, 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.
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STEP ACTION
2 Documents downloaded from CM/ECF will include a header that
identifies the CM/ECEF filing number and the page numbers within that
filing.
7
Doc #(13-1) Filed: 03/08/13 Page(T)of 4 -
3 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 0of 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), an automated method for
adding links to CM/ECF filings.

Gathering URLs for 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. You may gather these links

from:

e saved Notices of Electronic Filing (no charge); or
e the docket sheet on PACER (PACER charge applies).

To obtain the url for the CM/ECF document without incurring a PACER charge:

STEP ACTION
1 Collect and save on your computer the Notice of Electronic Filing
(NEF) for all filings in the case.
2 When you later need the link for the  Netee ofEectronic Fiing

The following transaction was eatered on 5/24/2013 at 10:03 AM CDT and filed on 5/24/20
Case Name: Thomas v. State of Nebraska et al

document cited,
. Case Number: 8:12.cv-00412 JMG CRZ
--retrieve the NEF for that document,  #= [ Rignteick on te DocumentNumber_)

--right-click on the Document )
Number, and from the drop-down
menu that appears,

Select Copy Shortcut.

Docket Text: Open in new tab
ORDER granting [61
Ordered by Magistrz

n to Amend.
eryl)

Select Copy Shortcut.

Open in new window

Save target as,
Print target

8:12-cv-00412-IMG-C

Chyistine M. Kroupa

Heather B. Ve hvelk "

! CM/ECF LinkBuilder is currently being designed as an automated tool for use by counsel in
adding CM/ECF links without incurring a PACER charge. Testing began on July 25, 2013.
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To obtain the url for the document from the PACER docket sheet (PACER
charge applies):

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: # 1 Affidavit, # 2 Exhibit,
# 3 Exhibit, # 4 Exhibit. # 5 Exhibit, # 6 Exhibit, # 7 Exhibit. # 8 Exhibit, # 9 Exhibit, # 10 Exhibit, # 11 Exhibit, # 12 Exhibit, # 13 Exhibit, # 14 Exhibit, # 15 Exhibit, # 16
Txchibit, # 17 Exhibit. # 18 Fxhibit, # 19 Exhibit)(Snyder. Andrew) (Entered 03/08/2013)
2

If linking to the main CM/ECF filing,

right-click on the docket filing number, A INDEX n support of M
Open Right-click on the
- Openinnewtsb | filing number, and
Docket Filing Number .Qu a Open in new windol
. e - , Save target as...
L)@| INDEX in support of MOTION SO e
# 3 Exlubit, # 4 Exhibit, # 5 Exhit
= T =T Select Copy Shortcut
kb, # 17 Esibi, # 1§ Exibi o o
| Copy

:
and Copy shortcut. D19 T

If linking to a sub-file within a CM/ECF filing number:
Either:
Click on the docket filing number; ZECF cil - .

Daocket Filing Number _
Document Selection Menu

J@| INDEX in support of MOTION

# 3 Exhibit, # 4 Exhibit, # 5 Exhit Select the document you wish to view.
Exchibit, # 17 Exhibit, # 18 Exhibi

A window will open which lists all sub- Document Number@
filings for that docket filing number.

Attac]
Place your cursor over the link for the ;| Rignt-click onthe specific
.. = filing; e.g. Filing No. 13-2
document you are citing, 5 a e
Open
3 _
right-click, and from the drop-down . Open in newtab
menu that appears, and . ;"’tget""‘"““d“"
select Copy Shortcut. g | Prittege
7 Cut | Select Copy Shortcut
or i Commme ]
Right-click on the sub- | 9 iz amm ook i e v sonss
flllng number in the %iﬁ?liggﬂxﬁ;t: ?;ghtjn\icks?thisp?;iﬂzc ']iﬁ Open in new tab
docket text and, 03/08/2013) iing, &.g. Filing No. 13- i

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

Cut
F@14 MOTION to Dismiss for Lack o S¢ieCt Copy Shorteut | c:r-,-
select Copy Shortcut. e oy Resouce Growp. LLC, Bt Comst R e e

Print target
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Formatting the Appearance of the Links Inserted
Before inserting links into a document, you may choose how those links will
appear in the final document. For example, do you want them to appear:

blue and underlined,

bold and black,
black and italicized, or
some other appearance?

To select the appearance of the links in your document:

STEP ACTION
1 On the Home tab, %
click on the tiny arrow under
Ch
Changes Styles. 5@?2;-‘5 ‘/
2 A drop down menu will appear. s = —
Scroll down until you see Hyperlink. r e as
HTML Code a
Right-click on Hyperlink, and from the SURT S :
choices that appeatr, HIMLPrefomati=d T8
Al HTML Sample a
select Modify. T Right-click
Update Hyperlink to Match Selection
(Y Modify
SelactA
Remove Al TN Data, —
3 | AModify Style box will (ot e I | -5~
ap pear ) Pr::::'es Hyperlink
Style type: Character

Change the color, font, and
underlining, etc. for hyperlinks.

Note: Choose a specific font
and font size for the linked text
only if the linked text font and
font size should appear
different from that of the
document text. Otherwise,
leave the font and font size
selections blank.

Click OK.

Choose color and
abefatPrsoral | Hderline, bold, or
! ;
italicized.

Style based on:
Style for following paragraph:

Formatting

=] B I “(—E
Cambria (Headings - : :
Calibri (Body) | = OE

¢ Times New Roman \ ‘

0 Arial ) Choose font and font size if the font and
¢ Cambria font size of hyperlinks should appear
O Calibri different than the document text.
O hgency B . T
o Aharoni 11 1IN
0 ALGERIAN :
0 sndalus »nxaj Priority: 100
() ingrana Wew bt
() AngranaUPC AR -
e w g stpest e
@) Only in this document () New documents based on this template

Ca)
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Linking to CM/ECF Documents

Inserting Links to Documents Previously Filed on CM/ECF
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 to which a hyperlink
will be added.

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.

EIJ - S T 0 E- s T A0 A ar g |5 (T [ Viewcnidines || [[=
File HumE

PagELayDuI References  Mailings Review View Developer Westlaw Solutions  1BM Connections

28 3

L& Bookmark
HEadEr Footer Page
o umber ~

2 Picture Chp Shapss SmartArt Chart Screensho

Select Hyperlink [

Link to: Text to display: | 13-2
@ Look in: E| MyM
Existing File or
Web Page | +temp - Bookmark...
current | | cowin =
-

Header & Footer

Folder | FDR

s fox, hare
Browsed | LFFiles

Pages J My Kindle Content
/ Outline of Cases

Place in This
Document

Create New Recent J 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

l: Address: :ll
Cut
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STEP ACTION

4 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.

| | 1) Working Files 3|
Address: https: /fecf.ned uscourts. gov/doc1/ 11312735291 E
e [ 0K ] | Cancel |

5 To link to the specific page number of the CM/ECF 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.

|1l Working Fies -

Address: htq:us:ffecf.ned.uscourm.govfdoc1f11312?35291?page=3\4__ E

/ [OK

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.

6 | Convert the brief to a PDF following the instructions below.

7 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 if they have been previously filed in CM/ECF.

Adding Links to Attachments to the Document being Filed
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.

Attorney Guide to Hyperlinking in the Federal Courts
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STEP

ACTION

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.

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

Using your cursor, select the text to which a link will be added.

for any seed disputes, the 2011 invoice stated that, “If binding arbitration is required (see
bag), the place of arbitration will be Des Moines, Iowa.” Brax Aff 713,

On the Insert
ribbon,

References Review

Page Layout Mailings

ﬂj’l 7 ﬂﬂ"ﬁ E—J“ LJ—'f“

Select Hyper“nk_ Cover Blank Page & Table \Picture Chp Shapes SmartArt Chart Screenshot Hyperlink §ookmark Cro
Pa

ge~ Page Break >
Pages Tables Ilustrations ﬁ Links

8N N N

In the Insert Hyperlink dialog box:

e Navigate to cited 7 IS - cox scecedvin[21x]
f||e Saved on your i unkto: Text to display: [Brax AFF. 13 L 3 e L al’p'mrmﬂm.._]k

Text to Display hox.
com p Ute r; i rﬁk " Lookin: [ Local Rule-Index of evidence ~l ﬂ ﬁ, :]
. hehrace S - Bookmark...
. 4 ArTrel
d SeIeCt the flle! and t LT Folder J T
H | place in Thi / = Bref with ks, oo 4‘
e Click OK. | [ Navigate to and |et | [ Bref withnks.upd ]

|| [select the document|* E.J Brief docx
™) Brief pdf

to be linked. Brief
- . E rief wpd
Document Files 1) Brief--draft.docx

== Civil Rules subject to change pdf ~l
Addvg}' [Brax Affidavit,pdf ~] /
Once the document to be linked is

3
Cancel
selected, the filename will automatically
appear in the Address box. ill be Des Moines, Iowa” Brax Aff 13

E-mail Address

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//\winfsitned.circd dendata. — pad
cmecfiending digits\zwart documents\it
ee

for any seed disputes, the 2011 invoice stated that, “If binding cvcencebr it
bag), the place of arbitration will be Des Moines, lowa.” Brax Aff. 13 (emphasis added).

Click to follow link

Add links to all the citations in your brief accordingly.

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.

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

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

OO L ] g UL I LA UL

Main Document
JACMECF\Ending Digits\Zwart document: Browse... ‘,’,

Attachments Cati

A DrdX MIHUGVIL Ul
i Brief with links. pdf
Brtef-m e

ok P

~dief--draft.docx
~$ply brief.docx
~$posing brief . with lin
~$posing brief . with lin
~$reen shots,docx

Qeer Dl
Brax Affidavit, pdf '

Browse...

L]

N o |
c Using the drop-down list, select the type of document

attached, and provide a written description of the
document. (Note: The written description will become
the name assigned as a PDF bookmark when the file is
downloaded by the court. However, a unique
description is needed if similarly labeled documents are

cited.)
Attachments Category Description
1. [JACMECF\Ending Digits\Zwart document:  Browse... ‘ I ~| |Brax Affidavit Remove
2. | Browse... Appendix
Civil Cover Sheet
Mext Cl Errata
ﬂ ﬂ Furhihit

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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Automated 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=brief+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://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 X** XHr*
MS Word 2007 X** XHE*
MS Word 2003 X XF**
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.

** | exis 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 West InsertLinks
InsertLinks is part of the West BriefTools 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
outline the system requirements and provides instructions on how
to install West BriefTools.

Using West InsertLinks
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:

jilings  Review View Developer |Westlaw Solutions| IEM Connections

aal
o

=

=- | EEE

<

B

11
4
wan
11
4
u

' T | AaBbCcl | AaBbCel |
LR v THormal | T Mo Spaci.. |

[ L

-

+
¥

Paragraph

Select the Westlaw Solutions tab on the Word ribbon.

2 The West BriefTools options will open.

Home Insert Page Layout
WestCheck Insert Links

Remove Links

Options
Features West BriefTools
—1 S—

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 jurisdicti

I West BriefTools Inserting Links E3
ress| N rt Ar
Listing 4 of 12 citations. .
rbun 137,
EENNEENEENENNNNEENEEER
fends 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.

Shepard’s Links 2008
Shepard’s Links is a Lexis computer software program which scans Microsoft
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.

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

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

® See compatibility graph above.

Attorney Guide to Hyperlinking in the Federal Courts

Revised on July 27, 2013

Page 19 of 28



Manually Inserting Hyperlinks

As previously described, hyperlinks to documents filed on CM/ECF can be
manually added to a document about to be filed. 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 the same.

STEP ACTION

1 In the brief, use your cursor to select the citation to which you are
adding a link.

The United States Supreme Court has held that the FAA “embodies the national

policy favoring arbitration.” Buckeye Check Cashing Inc_v. Cardegna 546 U.S_440_443

(2006). See also Mastrobuono v. Shearson Lehman Hutton. Inc.. 514 U.S. 52, 56 (1993);

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.,

 EE a MEEUENSOIEE O ~ @ 2 ¢ X I (2 Get a Document - by Citati., X
e indo
File Edit View Favorites Tools Help

Lexis®
R [ R N

—
o

Web Images More...

r Lhimdbme Ma AT C 2404

Note: Check your local rules for any authority or limitations on the
legal research websites to which links are permitted.
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STEP ACTION

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

Current
Folder

Text to display as linked

. . ARGUMENT
will automatically appear.

Browsed
Pages

tion Act Applies to the .
Exhibit 1C.pdf

preme Court has held tt

Recent
Files

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

b | 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

Recent

Files citation here.

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

C
Click OK.
c The link to the citation will be added in your brief.
ARCITAMIENT
http://web2 westlaw.com/find/default.wl?
cite=546+u.5.+4408rs=wiwl3.04 8ovr=2.
L The Federal Arbitra|o&ip=/find/default. ion Provision.
wlButid=18&fn=_top&mt=federalgovern
The United States S Eir:f’:\;:ﬂ: link AA “embodies the national

policy favoring arbitration.” Buckeye Check Cashing. Inc. v. Cardegna. 546 U.S. 440. 443

(2006). See also Mastrobuono v. Shearson Lehman Hutton, Inc., 514 U.8. 52, 56 (1995);

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
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STEP

ACTION

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

me E1ghth Circuit

Michael E. Gans, Clerk of Court

al Rules & CJA Informa
Information Procedures & Forms|

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

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

christopher taylol m

qi N7/12/72011 linitad Statas v Chrictanhar Taulop

Open
f Missouri - Kansas City
d Hansen, Circuit Judges]
Open in new window did not comply with the

rocedures for inventory
, itemized inwentor

Open in new tab

Save target as...

Print target hicle; the circumstances

f the applicable
T Cut ems in the vehicle, made
the of: C / fficient to remove the

icers's testimony

= opy
infere:
demons Copy shortcut for an investigatory search:

as a - Faste ng defendant’s motion to

OR

UNITED STATES DISTRICT COURT
District of Nebraska

Chief Judge Laurie Smith Camp

Public Juror Attorney Calendar

Home » Attorney

Local Rules
In Effect On and Afte

Nebraska General Rules =
Nebraska Civil Rules (NECRY
Nebraska Crimin Open

Eighth Circuit Ju

, 2012

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

In Effect On Print target
Nebraska Gener
Nebraska Civil Rl Cut
Nebraska Crimin
Eighth Circuit Ju

Copy

Copy shortcut
Summary of 201 —

Referring to the previous section, “Manually Creating Links to

Online Research Resources,” complete Step 3.
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Final Editing

Removing Links
To remove a specific link in a Word document:

Place your cursor over the link, Filing No. 1-f € 111421

Right-click, and from the drop-down Rihlic

j [ Paste Options:

that appears, on the link. =
— & Edit Hyperlink..
click Remove Hyperlink. sk Select Hyperink
Open Hyperlink
udgment. - Plair Copy Hyperlink

ledto-wi “ g:x fRemlove Hyperlink

To remove all links in a Word document:
Press Ctrl + A to select the entire document, then

Ctrl + Shift + F9.

Editing Linked Text
To make additions to or change hyperlinked text in a Word document:

1. Place your cursor at the end of the linked text.

2. Use the back arrow on your keyboard to move your cursor in the
linked text to the position where the text must be added or
changed, and

3. Type in your changes.

Or
Place your cursor over the link, ‘Filing No.- 114 1114 -at
Right-click, and from the drop-down ' ot Options.
that appears, and 5 B[S A
click Edit Hyperlink. e
Select Hyperlink
/ Open Hyperlink

In the Edit Hyperlink box that opens,
Type any changes in Text to display.

Click OK.
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Publish to PDF—Retaining the Hyperlinks

All documents filed in CM/ECF are in PDF format, 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 word processing version of your 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
MS Word has several methods for saving (“publishing”) a document in PDF
format, including the following methods:

STEP ACTION

1 Select the File &
tab on the MS [
Word ribbon; B sove s

Save & Send Create Adobe PDF

] ’ Convert to PDF using Adobe
1 Save as Adobe POF (= SendUsing E-mail Acrobat
; Viewsble and printable on
[ Open ':'j send Adobe PDF far Shared R Create most platforms
§ end Adobe FUF Tor shared Review Adobe PDF Reliable and secure way of
from the drop- & close - exchanging and archiving
documents
d own menu Info Save to SharePoint Preserves original
' document look and feel
select Recent @ Publish a5 Blog Post
Save and New
Send 2\_.' Send to IBM Connections
en ’ Print
T
— File Types
A =1 ChangeFe T
and from the - N L crmaerete
Ch0|CeS now ] options Q | Create Adobe PDF ) <
available, = ’

Q Create PDF/XPS Document

choose
Create Adobe PDF from the File Types list,

o
'
Create

then Adobe PDF
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STEP ACTION
2 Navigate to the location where you want to save the document.
Name the document and click Save.
1 - | BEMSICE Us/Lo/£ULs 25l PR Flle tol
"‘r  Sh) 04,/08/2013 6:07 PM  File fol
B | standina 03/16/20137:30 PM  File fol| ~
Rl ' Tria Type: Filelfplcler . Filefal
! ' Ven Ei;:’::;lgogdm;d: 04/08/2013 6:07 PM P Filefol
Deskt Folders: remowal %
Esktop < Files: 10cv122.wpd, 11cv5002.wpd, Ameritas ERISA.wpd, ... '
Fil : ( Brigfinked|pdf ) - S
HL. e name n (gl Ip ave
s - Save as bype; [PDFfiIes v] l Cancel ]
View result
~
Check View Result if you want the PDF document created to open
upon conversion.
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: If you have Adobe Acrobat Standard or Pro loaded on your computer, you
may also add the Adobe Acrobat tab and ribbon to your MS Word ribbons and
use the Acrobat ribbon to convert documents to PDF.

TO dO SO- = Home Insert P

= save

Select the File tab on the MS Word ribbon. B soess

» | Save as Adobe PDF

Choose Options. &5 Open

[ Close

Info

.

Recent

New

Print

Save & Send

Help
e —

| :] Options

e ———
Bd Bt

Attorney Guide to Hyperlinking in the Federal Courts
Revised on July 27, 2013 Page 25 of 28



Select Customize
Ribbon.

Add the Acrobat tab.
Click OK

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

Westlaw Solutions IEM Connections Structured Writing

T | AaBbCc| s AaBbt AaB 1. AaBt AaBbCc AaBl
L Body T Bulleted... 1 Marmal T Mumber... Table Para... THNoS

Styles

O O O

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

WME 5%z .®

bme Insert  Page Lay Referenc Mailings | Review  View | Developr Westlaw  IEM Con

& & & T B A

Create Fyeferences Create and Mail Create and 5end  Acrobat Embed

PDF Attach to Email Merge For Review Comments = | Flash
Eate Adobe FDF Create and Email Review And Comment Flash
lz“ o o0 o o o flo o s o o g © 0 o) o o0 flo o o o o 0o o o [ o o 6 3o o0 ] o o
I T O O O O O O O

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.
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Additional Tips

Viewing a Website Location Opened from a Link in a CM/ECF Filing:
When opening a PDF document filed on CM/ECF, make sure you are opening
PDFs in your PDF software and not within the Web browser itself. Opening the
CM/ECF documents in the web browser will result in unnecessary toggling
between the document opened on CM/ECF and any website locations opened
from links within that CM/ECF document, and will make it difficult or impossible to
display the CM/ECF document on one screen and the website location on

another.

For those who use Adobe Acrobat, this setting adjustment is made as follows:

With an Adobe Acrobat

document open, _\ coiz by
Click Edit, . . coex ¥
I
then Preferences. Copy Crlic
Paste cirl+v
Select all Cirl+a
Deselect all Shift+Ctrl+a
Copy File to Clipboard
E Take a Snapshot
Check Speling 4
Look Up Selected Word
Eind Ctrl+F
Q
Advanced Search Shift+Ctrl+F D
Preferences... Cirl+K
: == =
From the Categories, ”
sz [ Web Browser Option
Full Screen a I™ Display PDF in browser
SCTO" and Se|eCt In ternet. e ragram Files (6] Adobe\Acrobat 100\Acrobat\Acrobat. exe
i V' Display in Read Mode by default
3D & Multimedia
Accessibility
Action Wizard ¥ Allow fast web view
Catalog [¥ Allow speculative downloading in the background
Make sure Display PDF in G —
browser is not selected. Comecion st [<0r- 2]
Mea:
i Mes Intemet Settings.
Click OK. e
-
Secur
Sect
Spel
T
Tru
Unit =
E o D) oo
—— A

After you change this setting, you will need to close and reopen your Web
browser before opening CM/ECF filings.
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PDF/A documents
Depending on how a PDF/A document is produced, masked hyperlinks may not

be preserved. If the document will contain masked hyperlinks, the user should
create the document in Word 2007 or 2010 and use the “Save As” (2007 and
2010), “Save as Adobe PDF” (2010), or “Adobe PDF” (2007) methods to produce
the PDF/A file.

Optimized PDFs to reduce file size
Large documents or documents containing forms, photos or graphics should be
saved as an optimized PDF to reduce file storage size. Select File and Click
Save As. From the Save as type dropdown menu, select PDF. From the
Optimize for radio buttons, Select Minimum size (publishing online). Click

Save.
. @ Save As Iéj ‘
\:j'\;’ | « - | +3 | | Search KU Law School Reunions @ |
Organize + MNew folder = - ':.;::'

& Downloads e Mame Date modified Type
=l Recent Places
Mo items match your search.

s Libraries
3 Documents
.J“- Music
[ Pictures
B# videos

m

1% Computer
£, WINDOWS (C:)
=
‘zy - 4 L1 L3

File name: TEST Word PDF.pdf -
Save astypelIPDF (*.pdf] I -

Authors: Carla Brogdon Tags: Add atag

Optimize for: () Standard (publishing
Y = [#] Open file after publishing
] S

= Hide Folders Tools = [ Save ] I Cancel

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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[bookmark: _GoBack]IN THE UNITED STATES DISTRICT COURT
FOR THE DISTRICT OF NEBRASKA



		[bookmark: PlaintiffInfo]MAREN HOGAN,  GALAVANTING PRODUCTIONS, LLC, a Colorado Limited Liability Company;



[bookmark: MultiplePlaintiff]Plaintiffs, 



	vs. 



[bookmark: DefendantInfo]KIMBERLY MANCE,  GALAVANTING PRODUCTIONS, LLC, a Colorado Limited Liability Company;



[bookmark: MultipleDefendant]Defendants.

		



[bookmark: CaseNumber]8:13CV137





[bookmark: Title]Findings, Recommendation, and Order



		

		







[bookmark: StartHere]The plaintiff’s motion for remand and request for attorney fees is pending before me.  (Filing No. 7).  For the reasons discussed below, the motion will be granted.  



DISCUSSION



This case was timely removed from the District Court of Douglas County, Nebraska on the basis of diversity subject matter jurisdiction.  (Filing No. 1).  The parties agree that the amount in controversy exceeds $75,000.[footnoteRef:1]  Plaintiff Hogan is a Nebraska citizen; defendant Mance is New York citizen.  Galavanting Productions is a limited liability company formed under Colorado law.  For the purposes of diversity, Galavanting Productions is a citizen of every state in which its members are citizens.  GMAC Commercial Credit LLC v. Dillard Dep't Stores, Inc., 357 F.3d 827, 829 (8th Cir. 2004).   [1:  The defendants offered plaintiff’s settlement demand as evidence that the amount in controversy exceeds $75,000.  (Filing No. 1, at CM/ECF p. 22).] 




The defendants removed this case to federal court, claiming Mance is the only member of Galavanting Productions, and as a non-member, Hogan cannot file a derivative action on behalf of Galavanting.  Defendants argue Galavanting is therefore not a proper plaintiff to this action, is a citizen of only New York, and as such, complete diversity exists.  Hogan claims she is also a member of Galavanting, Galavanting is therefore a properly named plaintiff and a citizen of both Nebraska and New York, and due to the lack of complete diversity, this case must be remanded for lack of subject matter jurisdiction.  (Filing No. 7).  



The defendants have submitted evidence in support of their claims.  Hogan objects to the court’s consideration of defendants’ evidence, claiming the court must rely on the facts alleged in the plaintiff’s complaint when assessing diversity.  Defendants assert the court must make consider and resolve evidentiary disputes, as necessary, to determine the threshold issue of subject matter jurisdiction.



For the reasons discussed below, the motion for remand should be granted.



STANDARD OF REVIEW

A removing party bears the burden of establishing that the federal court has subject matter jurisdiction by a preponderance of the evidence, with all doubts as to jurisdiction resolved in favor of remanding the case to state court.  Knudson v. Systems Painters, Inc., 634 F.3d 968, 975 (8th Cir. 2011).  “Diversity jurisdiction requires complete diversity, that is where no defendant holds citizenship in the same state where any plaintiff holds citizenship.”  Cascades Development of Minnesota, LLC v. National Specialty Ins., 675 F.3d 1095, 1098 (8th Cir. 2012).  



The issue of subject matter jurisdiction, whether it involves questions of law or of fact, is for the court to decide.”  Generally speaking, when a factual dispute arises over jurisdictional issues, the allegations within the complaint are not presumed to be true.  The party asserting jurisdiction may support its argument with affidavits and other documents, and the trial court is free to weigh that evidence and resolve the factual issues to determine whether subject matter jurisdiction exists.  Osborn v. United States, 918 F.2d 724, 729 (8th Cir.1990).  



But there is an important exception to this general rule:  A federal court should not decide the factual dispute over jurisdiction if the jurisdictional issue is “so bound up with the merits that a full trial on the merits may be necessary to resolve the issue.”  Osborn, 918 F.2d at 729 (quoting Crawford v. United States, 796 F.2d 924, 929 (7th Cir.1986)).  See also Autery v. United States, 424 F.3d 944, 956 (9th Cir.2005) (whether “jurisdictional issue and substantive claims are so intertwined that resolution of the jurisdictional question is dependent on factual issues going to the merits”); Sizova v. Nat'l Inst. of Standards & Tech., 282 F.3d 1320, 1324 (10th Cir.2002) (“[T]he underlying issue is whether resolution of the jurisdictional question requires resolution of an aspect of the substantive claim.”); London v. Polishook, 189 F.3d 196, 198 (2d Cir.1999) (whether “jurisdiction is so intertwined with the merits that its resolution depends on the resolution of the merits”); United States v. North Carolina, 180 F.3d 574, 581 (4th Cir.1999) ( “[W]hile the merits and jurisdictional questions are not identical, they are so closely related that the jurisdictional issue is not suited for resolution in the context of a motion to dismiss for lack of subject matter jurisdiction.”).  If “the jurisdictional issue and substantive claims are so intertwined that resolution of the jurisdictional question is dependent on factual issues going to the merits, the district court should employ the standard applicable to a motion for summary judgment.”  Autery v. U.S., 424 F.3d 944, 956 (9th Cir. 2005).  See also Kerns v. U.S., 585 F.3d 187 (4th Cir. 2009).  



The plaintiff’s complaint alleges she is a member of Galavanting and based on that ownership interest Plaintiff claims she is entitled to recover 22 percent of the proceeds from selling Galavanting assets.  The complaint also asserts a shareholder derivative claim for breach of fiduciary duty; a claim for breach of fiduciary duty by Hogan against Mance; causes of action based on “Oppression/Self-Dealing,” “Unjust Enrichment;” and a cause of action for an “Accounting.”  (Filing No. 1, at CM/ECF pp. 7, 10-11,13-14 (complaint ¶¶ 3, 28, 29 & 43, and “Causes of Action” 4-9.)  As stated in the defendants’ removal notice, the complaint “arises from a dispute as to whether or not Hogan is a member of Galavanting, and further involves purported derivative claims, breach of contract claims, and wage claims.”  (Filing No. 1, at CM/ECF p. 2, ¶ 3).  



The defendants filed evidence stating Manse was the sole member and owner of Galavanting.  (Filing No. 12, at CM/ECF pp. 1, 6, & 8).  Hogan filed evidence supporting her claim that she is a member of Galavanting.  (Filing No. 8, at CM/ECF p. 7; Filing No. 14).  The defendants have objected, (Filing No. 13), and move to strike the plaintiff’s evidence.  (Filing No. 16).[footnoteRef:2]   [2:  Although the submission of Plaintiff’s evidence was arguably improper under this court’s local rules, the court will overrule the defendants’ objections and motion to strike.  Under the circumstances presented, strict adherence to the local rules would merely delay, not change, the court’s decision that remand is required.  ] 




	Upon review of the evidence, it is clear the determination of subject matter jurisdiction is inextricably intertwined with the merits of the plaintiff’s complaint.  To determine whether it has jurisdiction, the court must decide if Hogan is a member and owner of Galavanting—the precise issue factual dispute underlying and pivotal to the merits of Hogan’s claims.  The evidence on this issue is controverted.  Thus, applying the summary judgment standard of review, the court must consider plaintiff’s evidence true for the purpose of this motion.   Based on that presumptively true evidence, Hogan is a Nebraska citizen and a member of Galavanting Productions, LLC; defendant Galavanting is therefore a citizen of both New York and Nebraska, and complete diversity is lacking.



	The defendants have failed to prove that this court has subject matter jurisdiction.  This case should be remanded to the state court.



	The plaintiff has moved for attorney fees.  While “[a]n order remanding the case may require payment of just costs and any actual expenses, including attorney fees, incurred as a result of the removal,” (28 U.S.C.A. § 1447(c)), the defendants’ arguments were objectively reasonable under the general rule applied when reviewing a factual dispute on a motion to remand.  But this case fell under an infrequently used and discussed, but nonetheless applicable, exception to the general rule.  Attorney fees should not be rewarded.



	Accordingly,



IT IS ORDERED that the defendants’ objection to evidence (Filing No. 13), and motion to strike new evidence and arguments first presented in Plaintiff's Reply, (Filing No. 16), are denied.  The parties’ evidence and all briefs submitted on the motion for remand, (Filing No. 7), objection, (Filing No. 13), and motion to strike, (Filing No. 16), have been reviewed and considered by the undersigned magistrate judge.  

[bookmark: FormatBmarkbZ0ZuZ2Z16]IT IS RECOMMENDED to the Honorable Richard G. Kopf, Senior United States District Judge, pursuant to 28 U.S.C. § 636(b), that as to plaintiff’s motion, (Filing No. 7), the plaintiff’s motion for remand be granted, the request for recovery of attorney fees be denied, and that this case be remanded to the District Court of Douglas County, Nebraska. 

	The parties are notified that failing to file an objection to this recommendation as provided in the local rules of this court may be held to be a waiver of any right to appeal the court’s adoption of the recommendation.

July 23, 2013.

[bookmark: Dated]			BY THE COURT:



	s/ Cheryl R. Zwart

	United States Magistrate Judge











































 





*This opinion may contain hyperlinks to other documents or Web sites.  The U.S. District Court for the District of Nebraska does not endorse, recommend, approve, or guarantee any third parties or the services or products they provide on their Web sites.  Likewise, the court has no agreements with any of these third parties or their Web sites.  The court accepts no responsibility for the availability or functionality of any hyperlink. Thus, the fact that a hyperlink ceases to work or directs the user to some other site does not affect the opinion of the court.
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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 documents
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 court’s local rules, the following types of hyperlinks are typically
allowed in court documents.

Internal Links

Links to documents
previously filed on
CM/ECF

For example, the Table of Contents located at the
beginning of this Guide.

The defendants’ discovery abuses have been thoroughly discussed in the court’s
prior orders, (Filing Nes. ij 329, and 364), and the factmal findings within those orders

are incorporated herein by

https:// ecf 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 invoice, # 4
Exhibit Arbitration Provision)(Zwart, Cheryl) (Entered: 06/22/2012)

Note: Evidence must be filed of record. A hyperlink to
a public website where evidence can be found is not a
substitute for filing evidence in support of a motion.

Links to case and statute
citations

Note: Unless a cited case
cannot reasonably be
found from a public source,
it is not necessary to attach
copies of cases or statutes
to your brief.

For example:
Westlaw,

by the attorney-client privilege or the work product doctrine.
5, 2009 \\"L424‘J‘)5‘J, 2009 U.S. Dist. LEXIS 121753 (D. Colo.
+502:

http://web2.westlaw.com/find/default.wl?rs=WLW10.06&if
m=MotSet&fn=_top&sv=>5plit&cite=2009+WL+4949959 8vr
=2.08rp="%2ffind%2fdefault.wl&mt=Westlaw

when a “subject-matter walver occurs due to anintentional or

Lexis,

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

5, 2009 WL 4949959, 2009 U.S. Dist. LEXIS 121753 (D. Colo.
+502: A

hitps://www.lexis.com/research/retrieve?_m=9bb0ab0fcal7b
454655d5b593fccaﬁﬂf&csvc le&cform=byCitation&_fmtstr
=FULL&docnum=18&_startdoc=18wchp=dGLzVIz-z5kAl&_
when a “subject-matt{md5=dbcab2caacB4f820el et d0ec37bI2e8d

or court websites.

A party has been fraudulently joined 1f there is no reasonable basis for
predicting that the state law e T L SR based upon the facts
involved. Bradley Timberla|ick to follow link Lumber Co., No. 12-

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

Links to Local Rules

Either to the entire document,

summarily denied becaushttp://www.ned.uscourts.govs y
e

internetdocs/localrules/necivr.2012. pdf

consult and discuss the isstidick to follow fink

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

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

1 1. I.J 1.
http/ fwnaw.ned.uscourts.govy
internetdocs/localrules/necivr.2012.pdf?
page=10 #——
consult and discuss the issue Wik to follow fink

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

The plaintiff’s motion t
summarily denied because j
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Creating a Hyperlinked Table of Contents

A table of contents in a Word document can include internal hyperlinks for
navigating the document. When the document is converted to PDF format, these links
will become bookmarks in the PDF document.

Although there are several methods for creating a table of contents in Word
2010, the one most useful to attorneys (and discussed below), is to create the
document, include any headings as you write, and then:

e Mark and format the headings to be included in the table of contents;

e Generate and insert the table of contents; and

e Edit as needed.

Marking and Formatting Table of Contents Entries
To mark and format entries to be included in the table of contents:

STEP ACTION
1 Create your document, inserting all headings with the format of your
choice.
2 Using your cursor, scroll over and LEGAL ANALYSIS
select the heading you want to include
in the table of contents.
A ERISA Plan
3 Erom the Stvles @ T T T T T
. y B Tmesbewhom =13 - A 4| Aam B EE-0E-F 8 0T | Aambcel| AaBbCe] AaBC] AaBbCcl AaBbC: AaBbCc _"?'i_
section on your e B & e : e
Home tab’ ! . l P'ROCEDL‘R,.\L BA‘EKGRGL'VD‘ l f
. . ) % @4 Find
Click the down arrow in the right - t AaBDCC | I | g reoi
lower corner. "%ﬁ Heedno? =] e | by seie
7 H Editing
- | Chang ] P
St}"' — Styles - X
A drop down list will appear. > | Signature Block .

Single Spacing
bold all caps

m

Default Paragraph Font
Mo Spacding

Note: There are 9 pre-formatted Heading Styles

available in MS Word, but only 2 may be visible in your || ="
styles drop-down menu. Additional heading options (3 Heading 3
through 9) will appear, as you make your selections. readng ®

Heading 5

For example, when you select and apply Heading 2, Heading &
the Heading 3 option will appear and be available for ::z;
the next heading level, and so on. Heading 9

EREEERBERBRERIE A o 2

Title
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If...

You want the
text of the table
of contents
entries to
match the
headings
already
created within
your document
(e.g. font, font
color, bold,
etc.):

You want to:

Set a standard
format (e.g.
font, font color,
bold, etc.), for
all headings
and table of
contents entries
created with
your Word
program,

Or

Change the
heading
format in the
brief already
created:

Scroll through your document.

Then...

Use your cursor to select the heading to be included in

the table of contents.

LEGAL ANALYSIS

A ERISA Plan

wish to apply. In the box th

at appears, select:

Update Heading [x] to Match Selection.

Continue until a heading style has been applied to all
heading levels within your brief.

From the Styles list,

Right-Click the heading
level you wish to modify.

In the box that appears,
select Modify to open the
Modify Style box.

E Styles - x
-
Clear all ;I

M Mo Spacing T

Heading 1 -

Update Heading 1 to Match Selection

\f/

Modify...
Select All: (No Data)
Remove All: (No Data)
Remove from Quick Style Gallery
=T Quste b

Modify Style

Choose text:

roperties

Heading 1

Linked (paragraph and character)

Style based on:

e - fOﬂt Style for following paragraph: | T Normal _
Formatting " \ o

e - font size Cambria (Headings[=] 14 [<]|(B] < U || —]
sss@-8= =z %=

e appearance
e color

e justification
To
save
for ™
future
use.

e line spacing

Add to Quick Style st [7] AulDaae?
@ only in this document

Spacing
beforelafter
heading

Brase Electr
e (“Brase”)

Contracting Corp. ('Brase Electric

jointly and severally liable on sever)

s (Cambria), 14 pt, Bold, Font color: Accent 1, Space
th next, Keep lines together, Level 1, Style: Linked, Quick Style,

mal
= Standard choice

*) New documents based on this template

( oK )E

Save settings for:

When your choices are /
complete, click OK.

e only in this document, or
e all documents created using your standard template.
e Add to Quick Style List.

Click OK.

your cursor, then click the heading style to be applied.

For each heading, select the heading text with
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Generating and Inserting the Table of Contents

To add the Table of Contents to your document:

STEP

ACTION

Place your cursor
in the document at
the location you
want to insert the
table of contents.

Add a title for the
Table of
Contents.

Enter a few hard
returns.

Control + Enter to
insert a page
break.

Place your cursor
where the table of
contents entries
should begin.

- vs. T q
bl MEMOR
BRASE-ELECTRICAL- CONTRACTING-
CORPORATION .- A-NebraskaCorporation;-
and STEVEN-H.-BRASE Y
z

Defendants o

-+ This- matter- is- before- the- court- on- the- parties’- ¢
judgment.-- Forthe reasons set forth below, Plaintiff’s motior

be-denied-and Defendants’ -motion for-summaryjudgment-w:

Table-of-Contentsq

be-denied-and Defendants’ motion for summary judgment-will -be -granted

o

"

Table-of-Contents9

From the

References tab of
your Word ribbon,

Select

Table of Contents,
and from the menu
that appears,

Select:

Insert Table of
Contents.

Automatic Table 2

Table of Contents
Heading | 1

HOUEIE 2. o) -PEGE BrE@K e

1. Heading3 1

Manual Table

Table of Contents
Type chapter title (level 1), 1

Type chapter titk: (level 2) 2

Type chupier itk (level 3) . 3
[% More Table of Contents from Office.com / r

E]  InsertTable of Contents...
[E) Remove Table of Contents

”””””””” S T T .
W0 W 9- 08 QN5 E N8 T @A O A ar e G- | [ [ view
Home Insert  Page Layoutl Mailings ~ Review View Developer

(S Add Text - 1 [pyInsert Endrgte } 3§ Manage Sources B
2 Update Table AB Next Footnole =¥ [ style: APAFIH»  —
Table of Tnsert Insert Insel
Contents ~ Footnote =) Show Notes Citation~ i3] Bibliography ~ Captit

|| Buitt-1n hs & Bibliography
[AutnmaticTamel R TSR O]
is- matter- is- before-

Contents
Heading 1 1 |---Forthe reasons set
S S | \.-a_nd-Defend.a_nts;mn
1. Heading3 1
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Make selections for
the appearance of the
table of contents.

Click OK.

Note: If your table

has more than three
levels, you must set
Show levels to the

correct number.

Note: The “Use

Table of Contents

3 I Table of Authorities

x|

Print Preview Web Preview
Heading 1.oeveeeereceererennes 1 ﬂ Heading 1 ﬂ
Heading 2 ... 3 Heading 2
Heading 3....cccouvinee 5 Heading 3
Ir 1. 4 g .| Ilaading 4 hat
[V Show page numbers [V Use hyperiinks instezd of page numbers

[¥ Right align page numbers
Tab leader: I ....... j

This box must be checked
for links to remain active
upon conversion to PDF.

General

Formats: IFrom template -
Show levels: |4 E‘

hyperlinks instead of
page numbers” must

Number of
heading levels. |opiors.. | wmodfy..

be checked or the I =

table of contents will

not have active links

upon conversion to

PDF.

The Table of Table of Contents

Contents, with active PROCEDURAL BACKGROUND 2

section links, will be STANDARD OF REVIEW 2

inserted into your UNDISPUTED FACTS

dOCU ment. LEGAL ANALYSIS 5%
A. ERISA Plan 5

Note: You can B. ERISA Preemption 7

manually modify the C. ERISA Claims 5

page numbers to I ERISA-The Well Pleaded Complaint Rule 8

appear as other links 2. The Merits of Plaintiff's Claim for ERISA Denefits..........oooooro 10

in your document, a) ERISA Standard of Review. 10

(e_g_ blue and b) Rightto Recovery under the Terms of the Retirement Plan. ..o 11

under"ned)_ ¢) Right to “Appropriate Equitable Relief* under ERISA . 17

Editing the Table of Contents (if needed)
Inserting the Table of Contents may result in page break changes. For example,
hard page breaks or extra lines that were added during drafting to adjust the
overall look of the document may no longer be needed, or some may now need
to be added.
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If the brief was modified after the table of contents was inserted:

STEP

ACTION

From the reference tab on the
Word ribbon, select Update

WOH9-0ERATEE- Q87 aRcd
Home Insert PageLayout Mailing
[E Add Text ~ ABl .__[';']Inse Adnote

Table. g
== jUpdate Table AE Mext Footnote - —
Table of Insert In
Contents ~ Footnate &= Show Notes Cita
Table of Contents Footnotes
Update Table :E:
- Update the Table of Contents so £
= that all the entries refer to the sCO
- correct page number.
Select

Update page numbers only.
Click OK.

Note: If you have added or
changed a heading, choose
Update entire table.

. Update Table of Contents llil

Word is updating the table of contents. Select one of
! the following options:

% ‘Update page numbers only’
" Update entire table

(]9 I Cancel

When the entire document is complete, using MS Word, Save the document as a
PDF or Create PDF in accordance with the instructions in this Guide.

Note: Do not Print to PDF. All active links in your Word document become
inactive in PDFs created using Print to PDF.

Drafting Documents to Include Links to CM/ECF

If you are creating a document which will include links to documents filed on
CM/ECF, 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.
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STEP ACTION
2 Documents downloaded from CM/ECF will include a header that
identifies the CM/ECF filing number and the page numbers within that
filing.
7
Doc #(13-1) Filed: 03/08/13 Page(T)of 4 -
3 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), an automated method for
adding links to CM/ECF filings.

Gathering URLSs for 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. You may gather these links

from:

e saved Notices of Electronic Filing (no charge); or
e the docket sheet on PACER (PACER charge applies).

To obtain the url for the CM/ECF document without incurring a PACER charge:

STEP ACTION
1 Collect and save on your computer the Notice of Electronic Filing
(NEF) for all filings in the case.
2 When you later need the link for the  Neties ofEectronic iing

The following transaction was eatered on 5/24/2013 at 10:03 AM CDT and filed on 5/24/20
Case Name: Thomas v. State of Nebraska et al

document cited,
: 8:12-cv-00412-IMG-CRZ
--retrieve the NEF for that document, e . C_Right cick on the Document Number ),

--right-click on the Document ]
Number, and from the drop-down
menu that appears,

Select Copy Shortcut.

Docket Text: Open in new tab
ORDER granting [61
Ordered by Magistrz

n to Amend.
eryl)

Select Copy Shortcut.

Open in new window

Save target as,
Print target

8:12-cv-00412-IMG-C

Chyistine M. Kroupa

Heather B. Ve hvelk "

! CM/ECF LinkBuilder is currently being designed as an automated tool for use by counsel in
adding CM/ECEF links without incurring a PACER charge. Testing began on July 25, 2013.
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To obtain the url for the document from the PACER docket sheet (PACER
charge applies):

STEP ACTION
1 Open the CM/ECF docket sheet for the case and scrall 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: # 1 Affidavit, # 2 Exhibit,
# 3 Exhibit, # 4 Exhibit. # 5 Exhibit, # 6 Exhibit, # 7 Exhibit. # 8 Exhibit, # 9 Exhibit, # 10 Exhibit, # 11 Exhibit, # 12 Exhibit, # 13 Exhibit, # 14 Exhibit, # 15 Exhibit, # 16
Txchibit, # 17 Exhibit. # 18 Fxhibit, # 19 Exhibit)(Snyder. Andrew) (Entered 03/08/2013)
2

If linking to the main CM/ECF filing,

right-click on the docket filing number, AL, INDEX i support of M
Open Right-click on the
- Openinnewtsb | filing number, and
Docket Filing Number .Qu a Open in new windol
. e - , Save target as...
L)@| INDEX in support of MOTION SO e
# 3 Fxhibit, # 4 Exhibit, 5 Fxhit
Exthibit, # 17 Exlrbit, # 18 Extabi @13 e
= Copy

,
and Copy Shortcut. D16 Paste

If linking to a sub-file within a CM/ECF filing number:
Either:
Click on the docket filing number; ZECF cil - '

Daocket Filing Number
Document Selection Menu

J@| INDEX in support of MOTION

# 3 Exhibit, # 4 Exhibit, # 5 Exhit Select the document you wish to view.
Exchibit, # 17 Exhibit, # 18 Exhibi

A window will open which lists all sub- Document Number(12)
filings for that docket filing number.

Attac
Place your cursor over the link for the ;| PRightclick onthe specific
. = filing; e.g. Filing No. 13-2
document you are citing, 5 a i
| Open
3 _
right-click, and from the drop-down ; FpomE=wiE:
&4 Open in new window
menu that appears, and - S;mgm
select Copy Shortcut. gl | Prnttamet
7 Cut | Select Copy Shortcut
or i Commme ]
nght-C'le On the SUb- J@‘ rol\-?;i:lslippaﬂ :ch;\’ri%l;[Og::r]:;uﬂ::ﬂa:ld,%b:m%namegzdre‘;p\; Snyder on bel
flllng number n the %iﬁ?liggﬂxﬁ;t: ?;ghtjn\icks?thisp?;iﬂzc ]]i: Open in new tab
docket text and, 03/082013) fing, e . Filing No. 12- Open innew window

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

Cut
F@14 MOTION to Dismiss for Lack o S¢ieCt Copy Shorteut | C;r'
Defendants East Coast R Group, LLC, East Coast R
select Copy Shortcut. o, oo o LG e oot R e

Print target
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Formatting the Appearance of the Links Inserted
Before inserting links into a document, you may choose how those links will
appear in the final document. For example, do you want them to appear:

blue and underlined,

bold and black,
black and italicized, or
some other appearance?

To select the appearance of the links in your document:

STEP ACTION
1 On the Home tab, %
click on the tiny arrow under
Change
Changes Styles. Siyles v ‘/
2 A drop down menu will appear. s = —
Scroll down until you see Hyperlink. r e as
HTML Code a
Right-click on Hyperlink, and from the SURT S :
choices that appear, MMM Preforneticd
Al HTML Sample a
select Modify. R Right-click
Update Hyperlink to Match Selection
(Y Modify
SelactA
Remove Al TN Data, —
3

A Modify Style box will
appear.

Change the color, font, and
underlining, etc. for hyperlinks.

Note: Choose a specific font
and font size for the linked text
only if the linked text font and
font size should appear
different from that of the
document text. Otherwise,
leave the font and font size
selections blank.

Click OK.

@ "
Properties
Name: Hyperlink

Style type: Character

Choose color and
abefatPrsoral | Hderline, bold, or
! ;
italicized.

Style based on:
Style for following paragraph:

Formatting

=] B I “(—E
Cambria (Headings - : :
Calibri (Body) | = OE

¢ Times New Roman \ ‘

0 Arial ) Choose font and font size if the font and
¢ Cambria font size of hyperlinks should appear
O Calibri different than the document text.
O hgency B . T
o Aharoni 11 1IN
0 ALGERIAN :
0 sndalus »nxaj Priority: 100
() ingrana Wew bt
() AngranaUPC AR -
e w g stpest e
@) Only in this document () New documents based on this template

Ca)
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Linking to CM/ECF Documents

Inserting Links to Documents Previously Filed on CM/ECF
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 to which a hyperlink
will be added.
The defendant is a Colorado citizen. (Filing No. 13-2. at CM/ECF p. 3).
2 Select the Insert tab on the MS Word ribbon, then select Hyperlink.
An Insert Hyperlink dialog box will appear.
|._1H"f o T onE-08 8 T AR O Aaar S |2 O O viewcridines ||| [+
File HDmE Page Layout References Mailings Review View Developer Westlaw Solutions IBM Connections
Y L
Cove, g Picture Chp Shapss SmartArt Chart Screenshof Headsr Footer  Page
. Hlustrations 5 . Header & F::t:‘rbﬂ
M Link to: Text to display: | 13-2
Existing File or LS - MYM E
ere | o L o e =
Folder | FOR " e __TargEtFramE..‘
[ P‘DE“C;I:‘;-:ES Browsed Ei)lglehsare
Pages J My Kindle Content
. : J Outline of Cases
- Create New Recent J pro se docket
_ Document Files J Snagit
. . Waorking Files 2
. Address: | |Z|
- E-mail Address
Note: The text you selected will automatically appear in the “Text to
display” line.
3

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

| | | Waorking Files

I:Addrgss: ]'
t  Cut
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STEP ACTION

4 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.

| | 1) Working Files 3|
Address: https: /fecf.ned uscourts. gov/doc1/ 11312735291 E
_‘___'"'[ 0K ] | Cancel

S To link to the specific page number of the CM/ECF 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.
™ |1 working Fies -

Address: https: jfecf.ned.uscourts.gov/doc 1f11312?352‘31?page=3\4— E

/ [ o« ][ canca |

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.

6 Convert the brief to a PDF following the instructions below.

7 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 if they have been previously filed in CM/ECF.

Adding Links to Attachments to the Document being Filed
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.
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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.

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.

for any seed disputes, the 2011 invoice stated that, “If binding arbitration is required (see
bag), the place of arbitration will be Des Moines, Iowa.” Brax Aff 713,

| ['View Gridlin

4 On the Insert

ribbon, 7 =
oonit b
. = j "= FJ’ E—J “ e+
Select Hyp erl n k Cover Blank Page = Table WPicture Chp Shapes SmartArt Chart Screenshot Hyperlink §ookmark Cro
ge~ Page Break b

Pages Tables Ilustrations ﬁ Links
E‘ T T G R S Rt SRR OSSO
Tar T T T T T

5 In the Insert Hyperlink dialog box:

Westlaw ¢

i 1nsert Hypertin e text selected wil f
e Navi | I !nsert Hypertink Th lectedwill | 2| ]/
. - i . - = aut ically appear in the 3
file saved on your | ‘e mredsekestas | Textto Displaybox. |-
. o Lookin: I Rule-Index of evid = 3]
Computer, i Existir.'%l‘bu Lookin: [ Local Rule-Index of evidence R E =
A | Web Page e [-- 3 - Bookmark...
. i LT 1 Brax Affidavit,pdf
e Select the file; and | & e Ty ol Fatra
H | place in Thi = Brief with links. pdf
L] CI|Ck OK. [ Navigateto and |ed | [ Brief wih nks.wpd
|| [select the document|” E-J ;"e:'d::X i
to be linked. ks !
T Rett tef vopd
Document Files )] Brief--draft.docx L
== Civil Rules subject to change pdf ~l
Address: _ [Brax Affidavit.pdf ~] /
E-mail Address - -
/ Cancel f
__| Once the document to he linked is
selected, the filename will automatically ’
appear in the Address box. ill 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.

materialshlocal rule-index of
evidence\brax affidavit.pdf
Click to follow link

cmecfiending digits\zwart documents\it
for any seed disputes, the 2011 invoice stated that, “If binding
bag), the place of arbitration will be Des Moines, lowa.” Brax Aff. 13 (emphasis added).

and conditions sheet, and again putting Plaintiffs on notice that arjfie//\winfsitned.circd dendata. — pad
ee

Add links to all the citations in your brief accordingly.

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.

7 Save the brief as a PDF as described in these instructions.
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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.. |~

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

LU I ] G LU I A U1 L

A DrdX MEHUGVIL U
s Brief with links. pdf
Brtefm ey

ok P

Main Document ~$ief--draft.docx
JACMECF\Ending Digits\Zwart document: Browse... £3 ~$ply brief.docx
~$posing brief,with lin
Attachments Caty ~$posing brief .with lin

~$reen shots,docx

Qeer Dl
Brax Affidavit, pdf '

Browse...

L

Next | Clear ) ® Brie with links.pcf
L'I i] /} E :rief wi:h Iinks.\:pd
c Using the drop-down list, select the type of document

attached, and provide a written description of the
document. (Note: The written description will become
the name assigned as a PDF bookmark when the file is

downloaded by the court. However, a unique
description is needed if similarly labeled documents are
cited.)
Attachments Category Description
1. |J:\CMECF\Endmg Digits'Zwart document:  Browse... ‘ ‘ '\ |Elrax Affidavit Remowe
[ | gamwse = Appendix ,7
Civil Cover Shest

Mext Clear Errata
J 4 Furhihit

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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Automated 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://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 XF* XHH*
MS Word 2007 XF* XHH*
MS Word 2003 X XH**
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.

***x% 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

Installing West 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
outline the system requirements and provides instructions on how
to install West BriefTools.

Using West InsertLinks
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:

jilings  Review View Developer |Westlaw Solutions| IEM Connections

aal
o

=

= EIE

<

B

111
4
.

- T aaBbCel AaBbCA
LR v THormal | T Mo Spaci.. |

*
¥

[ L

-

Paragraph

Select the Westlaw Solutions tab on the Word ribbon.

2 The West BriefTools options will open.

Home Insert Page Layout
WestCheck Insert Links

Remove Links
Options
Features West BriefTools

= 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 jurisdicti

I West BriefTools Inserting Links E3
ress| N rt Ar
Listing 4 of 12 citations. .
rbun 137,
EENNEENEENENNNNEENEEER
fends 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.

Shepard’s Links 2008
Shepard’s Links is a Lexis computer software program which scans Microsoft
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.

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

e The

attached BriefSuite software download instructions

provide a step-by-step description on how to install Shepard’s
BriefSuite.

¥ See compatibility graph above.
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Manually Inserting Hyperlinks

As previously described, hyperlinks to documents filed on CM/ECF can be
manually added to a document about to be filed. 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 the same.

STEP ACTION

1 In the brief, use your cursor to select the citation to which you are
adding a link.

The United States Supreme Court has held that the FAA “embodies the national

policy favoring arbitration.” Buckeye Check Cashing Inc_v. Cardegna 546 U.S_440_443

(2006). See also Mastrobuono v. Shearson Lehman Hutton. Inc.. 514 U.S. 52, 56 (1993);

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.,

 EE a MEEUENSOIEE O ~ @ 2 ¢ X I (2 Get a Document - by Citati., X
e indo
File Edit View Favorites Tools Help

Lexis®
R [ R N

—
o

Web Images More...

r Lhimdbme Ma AT C 2404

Note: Check your local rules for any authority or limitations on the
legal research websites to which links are permitted.
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STEP ACTION

3 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)
Look in: . Local Rule 4 i EE\
\ Bookmark...

Current
Folder

Text to display as linked

. . ARGUMENT
will automatically appear.

Browsed
Pages

tion Act Applies to the .
Exhibit 1C.pdf

preme Court has held tt
Recent
Files

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

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

rFages | A Exhibit 1Cnds -

Right-click and paste

url address for the ]

citation here.

Recent
Files

Address: Hfind%c2fdetault. leh’d: 1&fn=_top&mt=FederalGovernmentas D Iiﬂ|2|

C= Db

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

ARCITMIENT
http://web2 westlaw.com/find/default.wl?
cite=546+u.5.+4408&rs=wiwl3.04 8vr=2,
L The Federal Arbitra|o&ip=/find/default. ion Provision.
wlButid=18&fn=_top&mt=federalgovern

The United States S Eir:f’:\;:ﬂ: link AA “embodies the national

policy favoring arbitration.” Buckeye Check Cashing. Inc. v. Cardegna. 546 U.S. 440. 443
(2006). See also Mastrobuono v. Shearson Lehman Hutton, Inc., 514 U.8. 52, 56 (1995);

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
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STEP

ACTION

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

me E1ghth Circuit

Michael E. Gans

Clerk of Court

CJA Informa
& Forms|

peal Rules &
Information Procedures

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

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

christopher taylol m

i"N2M12/2044 linitad Statas v Chrictanhar Taulgr

Open
f Missouri - Kansas City
d Hansen, Circuit Judges]
did not comply with the
rocedures for inventory
, itemized inwentor
Print target hicle; the circumstances

f f the applicable
n Cut
the of: Copy /

ems in the vehicle, made
- opy £
infere:
demons’ Copy shortcut

cient to remove the
g3 ax Paste

Open in new tab

Open in new window

Save target as...

icers's testimony
for an investigatory search;
ng defendant's motion to

OR

UNITED STATES DISTRICT COURT
District of Nebraska

Chief Judge Laurie Smith Camp

Public Juror Attorney Calendar

Home » Attorney

Local Rules

In Effect On and Afte
Nebraska General Rules =
Nebraska Civil Rules (NECRY
Nebraska Crimin Open

Eighth Circuit Ju

, 2012

Open in new tab
Summary of 201 Open in new window

Save target as..

In Effect On Print target
Nebraska Gener
Nebraska Civil Rl Cut

Nebraska Crimin

Eighth Circuit Ju oy

Copy shortcut
Summary of 201 —

Referring to the previous section, “Manually Creating Links to

Online Research Resources,” complete Step 3.
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Final Editing

Removing Links
To remove a specific link in a Word document:

Place your cursor over the link, Filing No. 1-f € 111421

Right-click, and from the drop-down Rihlic

{4 Paste Options:

that appears, on the link. =
— & Edit Hyperlink..
click Remove Hyperlink. sk Select Hyperink
Open Hyperlink
udgment. - Plair Copy Hyperlink

ledto-wi “ g:x fRemlove Hyperlink

To remove all links in a Word document:
Press Ctrl + A to select the entire document, then

Ctrl + Shift + F9.

Editing Linked Text
To make additions to or change hyperlinked text in a Word document:

1. Place your cursor at the end of the linked text.

2. Use the back arrow on your keyboard to move your cursor in the
linked text to the position where the text must be added or
changed, and

3. Type in your changes.

Or
Place your cursor over the link, ‘Filing No.- 114 1114 -at
Right-click, and from the drop-down ' st Otions.
that appears, and 5 [6] A
click Edit Hyperlink. e
Select Hyperlink
/ DOpen Hyperlink

In the Edit Hyperlink box that opens,
Type any changes in Text to display.

Click OK.
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Publish to PDF—Retaining the Hyperlinks

All documents filed in CM/ECF are in PDF format, 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 word processing version of your 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
MS Word has several methods for saving (“publishing”) a document in PDF
format, including the following methods:

STEP ACTION

1 Select the File &
tab onthe MS [
Word ribbon; B soves

Save & Send Create Adobe PDF

] ’ Convert to PDF using Adobe
i Save as Adobe PDF (= SendUsing E-mail Acrobat
o Viewable and printable on
= oven :'j Send Adobe PDF for Shared Review Adcr;atpEDF most platforms
4 al5d Reliable and secure way of
from the dro = & close - exchanging and archiving
b
dOWn menu’ Info Save to SharePoint Preserves original
document look and feel
select Recent @ Publish s Blog Post
Save and New
end to onnections
d 2\_.' Send to [BM Connect
Sen ’ Print
"
sl File Types
a =1 o "
and from the e N L crmaerete
choices now 2 optons Q U Creste Adobe POF ) J
. it s

available, o

Q Create PDF/XPS Document

choose
Create Adobe PDF from the File Types list,

o

'

Create
Adobe PDF

then
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STEP ACTION

2 Navigate to the location where you want to save the document.
Name the document and click Save.

—_ | BEMVICE US/LO/2ULS iSL P Flle Tol
"r | SM) 04,08,2013 6:07 PM  File fol
archive . p . E
(W\winfsilned J standina . 031672013 7:230 PM File fol
B Tria| Type: File folder File fol
' Date modified: 04/08/2013 6:07 PM -
! | Ven| ¢ 1 68 ME PIM  Filefoll

Folders: remowval

Desktop (ol Files: 10cv122.wpd, 11v5002.wpd, Ameritas ERISA.wpd, ... ’
File name: Brieflinked|pdf - Save
“"L-» Save as bype; [PDFfiIes v] l Cancel ]

View result

e

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

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: If you have Adobe Acrobat Standard or Pro loaded on your computer, you
may also add the Adobe Acrobat tab and ribbon to your MS Word ribbons and
use the Acrobat ribbon to convert documents to PDF.

=it

To do so: Home T
= save
Select the File tab on the MS Word ribbon. B save as
» | Save as Adobe PDF
Choose Options. 5 Open
[ Close

.

Recent

New

Print

Save & Send

Help
e ————————

| :] Options

—_——
Bd Bxit
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Select Customize
Ribbon.

Add the Acrobat tab.
Click OK

via®rG »r ZEEWE o

ackground Removal

| Mew Group Rename... |
Customizations: [_peser_|

import/Export ~ | A/
==

3 [T

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

Westlaw Solutions IEM Connections Structured Writing

T | AaBbCc| s AaBbt AaB 1. AaBt AaBbCc AaBl
L Body T Bulleted... 1 Marmal T Mumber... Table Para... THNoS

Styles

O O O

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

WME 5%z .®

bme Insert  Page Lay Referenc Mailings | Review  View | Developr Westlaw  IEM Con

& & & T B A

Freferences Create and Mail Create and 5end  Acrobat Embed

Attach to Email Merge For Review Comments = | Flash
Eate Adobe FDF Create and Email Review And Comment Flash
lz“ o o0 o o o flo o s o o g © 0 o) o o0 flo o o o o 0o o o [ o o 6 3o o0 ] o o
I T O O O O O O O

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.
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Additional Tips

Viewing a Website Location Opened from a Link in a CM/ECF Filing:
When opening a PDF document filed on CM/ECF, make sure you are opening
PDFs in your PDF software and not within the Web browser itself. Opening the
CM/ECF documents in the web browser will result in unnecessary toggling
between the document opened on CM/ECF and any website locations opened
from links within that CM/ECF document, and will make it difficult or impossible to
display the CM/ECF document on one screen and the website location on

another.

For those who use Adobe Acrobat, this setting adjustment is made as follows:

With an Adobe Acrobat

document open, o \ coiz by
Click Edit, . . o U
I
then Preferences. Copy Cri+c
Paste cirl+v
Select all Cirl+a
Deselect all Shift+Ctrl+a
Copy File to Clipboard
E Take a Snapshot
Check Speling 4
Look Up Selected Word. ..
(), Eind crl+F
Advanced Search Shift+Ctrl+F D
Preferences... Cirl+K
. Preferences x
From the Categories, ”
stegories: [ Web Browser Option
Full Screen a I™ Display PDF in browser
SCTO| | an d S e|eCt I nter n et . e "Pragram Files (86)\Adobe\Acrobat 100\AcrobstiAcrobat.exe
i V' Display in Read Mode by default
3D & Multimedia
Accessibility
Action Wizard ¥ Allow fast web view
Catalog [¥ Allow speculative downloading in the background
. . <
Make sure Display PDF in o —
browser is not selected. comstonest [ ]
Mea:
A Mea: Intemnet Settings.
Click OK. i
-
Secur
Sect
Spel
T
Tru
Unit =
E o D) oo
—— A

After you change this setting, you will need to close and reopen your Web
browser before opening CM/ECF filings.
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PDF/A documents

Depending on how a PDF/A document is produced, masked hyperlinks may not
be preserved. If the document will contain masked hyperlinks, the user should
create the document in Word 2007 or 2010 and use the “Save As” (2007 and
2010), “Save as Adobe PDF” (2010), or “Adobe PDF” (2007) methods to produce

the PDF/A file.

Optimized PDFs to reduce file size

Large documents or documents containing forms, photos or graphics should be
saved as an optimized PDF to reduce file storage size. Select File and Click
Save As. From the Save as type dropdown menu, select PDF. From the
Optimize for radio buttons, Select Minimum size (publishing online). Click

Save.
. @ Save As Iéj ‘
\:j'\;’ | <« - |$¢| | Search KU Law School Reunions S |
Organize + MNew folder = - ':.;::'

& Downloads e Mame ° Date modified Type
=l Recent Places
Mo items match your search.
s Libraries
3 Documents
J Music
[ Pictures
B# videos

M Computer
£, WINDOWS (C:)
=
=

- 4 [0 »
File name: TEST Word PDF.pdf -
Save astypelIPDF (*.pdf] I -

Authors: Carla Brogdon Tags: Add atag

Optimize for: © Standard (publishing Options..
Y = [#] Open file after publishing
] S

= Hide Folders Tools = [ Save ] I Cancel

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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