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(for Corel WordPerfect users)
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Overview of Hyperlinking in Federal Court

In the internet research world, hyperlinks are a standard way of “drilling down” for
more detail or specific information. Just as all web pages contain links to other pages,
cases downloaded from legal research services such as Westlaw or Lexis contain links
to the cases, statutes, articles, or other sources cited within the opinion. The links allow
immediate access by the reader to these referenced materials.

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

Hyperlinks in court filings are very beneficial for court chambers. Court
submissions which include links to relevant case law and case filings are easy for
chambers staff to review. The attorneys’ arguments can be immediately verified in the
context of the relevant law. The judge or judicial clerk is able to read the text of the
cited case law on one screen while reading the attorney’s brief on the other. And if a
brief contains links to referenced exhibits, and even to specific pages within those
exhibits, the judge or judicial clerk can access the relevant evidence without having to
navigate through the CM/ECF record. Particularly when dealing with large and complex
cases, links save chambers considerable time and effort. Links make it easy for the
court to verify — and adopt — the positions taken by an advocate.
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Types of Permissible Hyperlinks
Subject to the 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 The defendants’ discovery abuses have been thoroughly discussed in the court's
pl'eVIOUS|y flled on CM/ECF prior orders, (Filing Nos. 263, 329, and 364), and the factual findings within those orders

are incorporated herein

https: HECf ned uscourts.gov/docl 11312528703

Links to attachments and 03/16/2012 4 | BRIEF in support of defendant's motion to stay and to compel
h : b t b H f H I d H t h arbitration. 3 . by Attorney Carolyn Gunkel on behalf of Defendant
exnipits bein g lnea wi yO ur Pioneer Hi-Bred International, Inc. (Attachments: evidence in
b r | ef support # 1 Affidavit of Allan Brax, # 2 Exhibit Pioneer terms and

conditions sheet, # 3 Exhibit Plaintiff's 2011 income invoice, # 4
Ezxthibit Arbitration Provision)(Zwart, Cheryl) (Entered: 06/22/2012)

Links to case and statute For example:

citations Westlaw,

by the attorey-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&ifn=_top&sv="5plit&ucite=2009+WL+4949953 &vr
=2.08rp=22ffind%2fdefault.wl8mt=Westlaw

when a “subject-matter wailver  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: 4

https:/fwww.lexis.com/research/retrieve?_m=9bb0ab0fcal7h
454655d5b593fcceblf BLosve=leficform=byCitation 8._frtstr
=FULL&docnum=18_startdoc=18wchp=dGLzVIz-z5kAl&_
when a “subject-matt{md5=dbcab2caac84f329eled dlec37bI2e8d

or court websites.

A party has been fraudulently joined if there is no reasonable basis for
predicting that the state la:jgﬁnggﬁv;?u scourtsgov/opndi/13/| hased upon the facts
involved. Bradley Timberlailcick to follow link Lumber Co., No. 12-
1892 (8th Cir. April 8, 2013)%

Either to the entire document,

sum.marllv denied becaujhttp fweww.ned.uscourts.gov/ Lv
e

Links to Local Rules.

internetdocs/localrules/necivr.2012. pdf
consult and discuss the issydick to follow link

filing his motion. Nebraska Civil Rule 7.1(1).

or to the specific page within the document where

the cited rule is located.
Sonts £ H + 1 clacaadd 1o
The plalntlffs motion http://www.ned.uscourts.gov/
internetdocs/localrules/necivr.2012. pdf?
A A page=10 4——
consult and discuss the issue Wdiick to follow link

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

summarily denied because
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Creating a Hyperlinked Table of Contents

A table of contents in a WordPerfect document can include internal hyperlinks for
navigating the document. The following steps are used to create a Table of Contents in
a WordPerfect document.

Step 1: Mark all of the items that belong in the list.

Step 2: Insert a page break before the list and add a title or page header.
Step 3: Define the format and position for the list.

Step 4. Generate the list and cross-references.

Step 5: Edit the generated list.

Marking Table of Contents Entries
Follow the steps below to mark entries for a table of contents (TOC).

STEP ACTION

1 On the Tools menu, point to Reference and then Table of
Contents.

Note: The Table of Contents Feature Bar appears.

4
M- | O SEH& & EBBRED-O- (R rim . B ErEE T | M- TH@ § E
Times New Roman ~ 12 B 7 U- =~ A: - <None> |z| FLEU - ﬂgﬂgﬂg_

Choose from mark levels 1through 5.
Each mark level comesponds to a level of indentation in the Table of Conterts.

[ Mak1 J[ wak2z | [ Mak3 J[ Maka |[ Maks |
[ Auto generate Generate I l Close | | Help

o] . o 3 LB 5 7. Y
S [ S S 3 e [ S S Y

2 Select the block of text to include in the table of contents.
Note: This is best done using Reveal Codes, being careful with any
formatting codes.

3 Click the Mark button on the Feature Bar to choose the indentation
level you want for the selected text. There are 5 Mark buttons
which correspond to five levels of indentation. The leftmost
position in the table of contents is level 1.

Note: WordPerfect will mark the selected text with [Mrk Txt ToC]
codes which you can see in Reveal Codes.

Defining a Table of Contents
Follow the steps below to define the position and format for a table of contents.
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STEP ACTION

1 Turn on the Table of Contents Feature Bar (Tools->Reference->Table
of Contents)

2 Move the cursor to the point where the table of contents should appear.

Note: To start the table on a new page, press Ctrl+Enter. Press tto
move the cursor before the [HPg] code. Enter a title if you'd like one,
such as Table of Contents, and press Enter.

3 Click the Define button on the Feature Bar to open the Define Table of
Contents dialog box.

Define Table of Contents P =

Number of levels {1-5): 1 2 OK

MNumbering format
Level Stvle Postion [ cance |

1 TableofCort1 Text 5~ Help

TableofCont2 Text

Display last level in wrapped format

s

4 Use the following options to customize your table.

Number of Levels Allows you to choose how many levels to
display in the table of contents, from 1 to 5.

Position Allows you to choose where to place page
numbers in each level.
Styles Allows you to customize the appearance of

the text in each level.
Page Numbering Lets you customize the page numbering
format.

5 Click OK to return to the document window. The message <<Table of
Contents will generate here>> will appear at the cursor position.

6 To ensure proper page numbering, move the cursor to the top of the
first numbered page (the first page that follows the table of contents).
From the Format menu, click Page, then Numbering and click the Set
Value button.

7 Click the Page tab, change Set Page Number to 1, and click OK.

Generating Lists
Once you've marked your lists, generating them is easy. Follow the steps in the
table below to generate the table of contents.
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STEP ACTION

1 Click the Generate button on the Feature Bar. Or from the Tools
menu click Reference, then Generate.

2 If you want, select or clear the following options:

Save Subdocuments: WordPerfect saves changes to
subdocuments of the master document being generated.

Build Hyperlinks: WordPerfect generate and saves hyperlinks in
your document.

3 Click OK.

Warning: WordPerfect does not update the lists automatically when
you change the document. Be sure to regenerate the list after
making changes.

Editing Lists
If you decide to edit a generated list, pay special attention to the codes that
define the list and its contents. You'll typically see codes like these after you
generate a list.

[Def Mark][Gen Txt].....list goes here....[Gen Txt]

Each list begins at the [Def Mark] code that WordPerfect inserts when you define
the list. The generated list appears between the [Gen Txt] codes. Each time you
generate a list, WordPerfect will replace all of the text between the sequence of
codes. You should, therefore, keep the following in mind.

e Always place list titles and page headers before the [Def Mark] code, not
after it, or between the [Gen Txt] codes. (Otherwise they will disappear
when you regenerate the list)

e If you edit the generated list only, your changes will be lost when you
regenerate the list. Therefore it is best to edit the references within the
main document and then regenerate the list.

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.
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Drafting Documents to Include Links to CM/ECF

If you intend to include CM/ECF links in a document you are creating, use a

consistent citation format that cites the CM/ECF filing number along with the CM/ECF
page number. For example:

1

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

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

Doc #(I3-1) Filed: 03/08/13 Page(1)of 4 -

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

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

Gathering Links for Citations to the Record

Now that the filing numbers and associated page numbers are in the brief, you
can manually add links to the electronic record.

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

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 Notice of Elecronic Fling
document cited, ot kit
--retrieve the NEF for that document, El"’ " ek o e o)
—-right-click on the Document Number, and s =

2 b
\pe in Bew window n to Amend.
pryi)

; Ope
ORDER granting [§1

from the drop-down menu that appears, Ordersd by Magiir
Select Copy Shortcut. S12 12 ING €

Claistine M. Kroopa

Select Gopy Shortcut )

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

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

Docket Filing Number

J@l INDEX in support of MOTION
# 3 Exhibit, # 4 Exhibit, # 5 Exhil
Exhibit, £ 17 Exhibit, # 18 Exhibi

and Copy shortcut.

(13| INDEX in support of M
[ Open Right-click on the

Openin newtab | filing number, and

B9
-5

Open in new window

Save target as...

=

1 Print target

e Select Copy Shortcut
15
| Copy

Copy shortcut
1§

= Paste

Yy

& & @

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

Either:
Click on the docket filing number;

Docket Filing Number

J@l INDEX in support of MOTION
# 3 Exhibit, # 4 Exhibit # 5 Bxhit
Exchibit, # 17 Exhibit, # 18 Exhibi

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

Place your cursor over the link for the
document you are citing,

right-click, and from the drop-down
menu that appears, and

select Copy Shortcut.

Or

Right-click on the sub-

Original Equipment Co_, Inc_. (Attachments: # 1 Affidavil

SECF

Document Selection Menun

Civil - q

Select the document you wish to view.

Document Number@

&
1]
-

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

Exhibit

Open

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

Print target

Cut | Select Copy Shorteut

Copy shortcut

[

L= e N L= W LT i (= I Ve N

Open

6 Exchibit, # 7 Exhibit, #
Exhibit, # 15 Bxhibit, %
03/08/2013)

filing number in the
docket text and,

J@‘ INDEX in support of MOTION to Remand 11 by Attnme@rﬁdrew W. Snyder on bel
5

it, 7|
thibit,

Right-click on the specific Open in new tab

filing; e.g. Filing No. 13-2

Open in new window

Save target as...

select Copy Shortcut.

@ | (Court only) ***Attorney Deadline terminated - Daniel Linna

Print target
registered for the system (KMG) (Entered: 03/11/2013)

Cut
14 MOTION to Dismiss for Lack o S€1°<t Copy Shorteut |
Defendants East Coast Resource Group. LLC. East Coast Re —
(Entered: 03/22/2013) Copy shorteut
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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 Open a WordPerfect document which
includes hyperlinked text.
Paragraph . :
From Format on the menu bar, '
" |delivery is made t
Keep Tet Together lable forall freig
Select Styles. o ———
QuickFormat...
e ke / hat Harms Famms
Styles. Ak-FE =
2 In the Styles box, - |
scroll to and select [gl/oE1T=04. = -
o =
Click Edit. | o=
| :’Egj :;::‘:w %:;manﬂ
, E——
3 | The Styles Editor box o e e S
. L-muue;.r.amn 2 @ |uF-Al-
will open.
v [
Deacripten: Erter key insses stre. Cancel
Hmanze S Sty ] - - 4
Double-click on a = A e e e
Reveal Codes command in the S
Double-click on sither the
Contents box; e.g. on
|I.Jr1d or anInrl_ i ——
4 | The Font Properties
box will open.
Select the desired Color. S -
Select the desired Appearance.
Click OK.
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STEP ACTION

3 You will return to the Styles —_—
Edltor bOX ‘ Times New Roman -1 - B 7 ul-E-A- :I
Style name:
Description: Enter key inserts style: E
. ertexd <Same Style>
Click OK. =
By [El] Automatically updte siyle when changed in document
Conterts:
Reveal codes [] Show off codes’
6 | You will return to the Styles [5
bOX . ‘ Available styles Preview:
H1 =
H2
If you want to set your H3 s
H H5
changes as the hyperlink .
text format for every temang E
Heading 4 Type: Character fauta)
document, tesnas G
) . Eﬂink L, lescrption
Click on Options, and from - o ) ) ]
the drop-down that appears, Settings..
Copy...

Select Settings. b

7 Inthe Style Settings box, |25t

Available styleslist: ———————  Save new stylesto
Select Default Template. 171 Stes n curert documert W e S p—
Styles in default template @ Default I e

CI|C k OK . WoaordPerfect system styles Additional objects template

@ WordPerfect heading styles
(71 WordPerfect heading styles and all other system styles (header/footers, numbering, etc_}

[ ] Styles from additional objscts template

. A (2] = |
8 You will return to the Styles box. -
Hypertext
Click Close. q
g e e
Description: Hypertext
f [[ceme [ Ed. | [gucksie | [ oo ~]
[ wset || Cose |[ Heb |
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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 you want to link.
The defendant 1s a Colorado citizen. (FilingNo. 13-2, at CM/ECEF p. gj

2 From Tools on the menu bar, = wEms e s

- 12 « gl Spell Checker.. CerkeFL T[ﬁ

select Hyperlink. R o vt e

.....
&R Dictionery- At ChrbeFL

Temgplate Mecro * hzen. (Filing
f

Nebrash Ao Book it CMECF £

Meige.. ShifteF2
AReF3

. Sont..
owes bl i / , lan amount «

RAaY Tha
Fereste s hyperink I

matterj  Lesal Tooks

Reference

Workspace Manager_.
Settingt_. feF1d

3 A Hyperlinks Properties dialog box will appear.

Hyperlink Properties

Use th e Del ete key Diefine links to other documents or bookmarks in this or other documents. Or, define a
macro to be executed when the user clicks on the link.
from the computer

keyboard to remove | Document/Macro: |ErrreTzms B Eoma]
Bakonac

Target frame:;

4 | Right-click in the

(I —1
Document/Macro box. Duine kst e coeaf 0y Jeoumerts, O e

Document /Macro: | . [E] Browse Web...

Select Paste. i

Target frame:

Paste

Delete

Calart Al
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STEP ACTION

5 | Thelink to the first page of
the filing will appear.

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

To link to the filing only, or %
to Onlv Daqe 1 Of the f|||nq, Document/Macro: zd.ned.uscourts.gow"doc‘l,”‘l13122?54231.

C“Ck OK Bookmark: |Z|

The link to the citation will . =

be added in your brief. ([ — \U o) oy
6 To link to the specific page number of a CM/ECF filing to which you

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,

|l

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

]| Bookmark:

Target frame:

-~

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

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

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

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

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

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 documents you will cite to into a single folder in your

computer. The documents must be in PDF format.

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

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

4 From the Tools menu, select Hyperlink.

5

Click the folder button.

.. Document/Macro
Bookmark:

Target frame:

<cument document >

A Hyperlinks Properties dialog box will appear.

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

[=]

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

Select File - JACMECF\Ending Digits' t

le-Index of evidence
. Y

PO

File Edit View Tools Favorites Help

| B X9 BB e G- ea

Lookin: || Local Rule-index of evidence - IE"
Clerk . Browse to cited file. | |
ame Daterr
Macros
Pickiires i Answerpdf i Complaint Ex D.pdf
Training i Brax Affidavit.pdf i Complaint Ex E.pdf
Urbom 1 Brief destination pdf T Complaint.pdf
Zwart X Brief in support.pdf T Criminal Rules subject to change.pdf 1
E‘:R X Brief with links. paf TICrvil & Criminal Rules re Evidence Indexes.pdf (|
amberst
CRZinternl ] Brief pf FHiDec 1.pdf
SchwabD B Civil Rules subject to changepdf  TEIDec 2.pdf L
i i Templates 12| 5 Complaint Ex Apdf . Dec 3.pdf i
34 ZwartC i Complaint Ex B.pdf FiDecd.pdf
G- Attorney Discipline L Complaint Ex C.pdf FLIEx 1A destination.pd
- L Authority of M) = }
File name: Braxx Affidavit pef = " f
Fletye: | Al Fles () ~ Lastmodfied: Any Time - |
[ Find Now | [ Advanced... | [ New Scarch |

Click Select.

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

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

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

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

.| Document/Macro: |lI\CMECF\\Zwart documerts'Brax Affida
Bookmark: |E|

Target frame:

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

materialsilocal rule-index of

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

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

ce

Add links accordingly to all the citations in your brief.

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

ACTION

8 File the brief and evidence as follows:

a

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

| Drax HIIIL?«:IVIL..ULH

I P

Main Document

Browse..

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

oo L | B LI N LA

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

Attachments Cat

~$ief--draft.docx
- | ~$ply brief.docx
| ~$posing brief with lin
~%posing brief . with lin
~$reen shots,docx

Browse... S "
Brax Affidavi. pdf
o d Storpdt
- Brief with links pdf
D Brief with links.wpd

L

ﬂe_xt‘ Clear )

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

Attachments Category Description

1= |J:\CMECF\Endmg Digits'Zwart documents  Browse.. ‘ ‘ " |Erax Affidavit Remove

2|

Mext Clear

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

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

W estlaw Drafting http://legalsolutions.thomsonreuters.com/law-

Assistant products/solutions/drafting-assistant/litigation

Lexis for Microsoft http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-
Office office.page

Linking Software—Compatibility Information
The following graph outlines the compatibility of West Drafting Assistant, and
Lexis Links for Microsoft Office for inserting links into MS Word and WordPerfect

documents.
Lexis for West Drafting
Microsoft Office Assistant

MS Word 2016 X X

MS Word 2013 X X

MS Word 2010 X X

MS Word 2007 X X
WordPerfect X7 X
WordPerfect X6**** X

WordPerfect X4 — X5

WordPerfect X3

WordPerfect 10 — 12

*  The West and Lexis linking software programs cannot be used on Apple computers.
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Westlaw Drafting Assistant
Drafting Assistant 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. Drafting Assistant requires a
license or subscription from Thomson Reuters.

Using West Drafting Assistant
Once the Drafting Assistant software is installed, Westlaw links can be
installed automatically in WordPerfect documents using the following

steps:

STEP

ACTION

1

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

(5 WordPeriect X3 - Documenti Gnmodirec NN

E File Edit View Insert Format Table Tools JMS M
M-y 0 2EH& L BB O -0 ®
emove Links Options WestCheck

Times New Roman ~ 14 ~B /7 U

L LT E
L] e DR E R, A b a9

Select Insert Links from the menu bar.

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

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

1ent_l West BriefTools Inserting Links 2< et
ent i1 M.
Ve jllll Validating Cites d, i
ion 1 lee
ilact)| | ||tha
e cou sfer
Petitl ibl

L= T

ot in the interest of justice to transfer the Petition. A

enied and this action will be dismissed for lack of j

! 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

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

As previously described, hyperlinks to documents filed on CM/ECF can be
manually added to a document. It is also possible to manually create links to
documents available through commercial legal websites (e.g., Lexis or Westlaw), and
those posted on the court’s website (Local Rules).

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

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

STEP ACTION

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

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

policy favoring arbitration.” Buckeye Check Cashing Inc_v. Cardegna 546 US_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.,

@ - 26 % Find Rl - 126501004 % |

o KEY NUMBERS SITE MAP

\P EXPERT CENTER GOLRT WARE

.................

£ Get a Document - by Citati. =

File Edt View Favortes Took Help :

Lexis

Note: Check your local rules for any authority or limitations on the
legal research websites to which links are permitted.
Note: Some attorneys have reported difficulty using this method to

insert links to Lexis research. An alternative option is described in
Appendix A.
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STEP ACTION

3 a | From Tools onthe menu bar, m e s =
= T T vk F'lll-mi.;

select Hyperlink. | o] e

Dictionary.
QukkComest..
Quickionds.
Ward Count...
Proafresd
Lingiage
Macro
Templste Mecro * hzen. (Filing
.

Vil st
Nebrash A ook it CMECE |
Merge. ShifeF
. son.. e
owesbt o , [an amount
Al and Dtk
urisdic, = A et Tha
e @
matterj  Leguitoos .
Reference
Workspace Mimsger.
Semingt_ An-F1

b | A Hyperlinks
Properties dialog box T ———
Wl" appear. macro to be execut: en the user on the linl

| Document/Macro: i
Use the Delete key from | oo

the computer keyboard e
to remove

cHyperiink Properties

[ Hypertink Properties

¢ | Right-click in the

Document/Macro box 5:;:g;~g;megn;: e

Document/Macro: | [[e2] [ Browse Web...

Bookmark:

Target frame:

Select Paste.

d  Click OK.

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

The United States Supreme Court has held tiw. =~ 777 7 * 7 o

i https://: lexis.com/research/retrieve?_m 2 79
H . . . . . TT7118cb&csve=leficform=byCitation& _fmtstr=FULL&docnum=1& start
pohcy favormg arbitration.” Buckeve Check Cashmzdo::mwcnp:dsva:srzmw&,mas:ammwmsassmzaamanew
h 2b

f! 2006). See also Mastrobuono v. Shearson Lehman Hutton, Inc., 514 U.S. 52, 56 (1995);
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Manual Links to Court Websites
You may wish to cite to published opinions on a court’'s website, or to the court’s

local rules. To do so:

STEP

ACTION

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

the police from potential danger.”” United States v. Taylor, 636 F.3d 461, 464 (8th Cir.

2011)(quoting South Dakota v. Opperman, 428 U.S. 364, 369 (1976); see also United

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

4 tor the Bighth Circuit

Michael E. Gans, Clerk of Court

About the Document Appeal Rules & CJA Informa
Court Filing(CM/ECF) 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

{07558F pdi 201212014 linitad Statas u_Christanhar Taulgr
T.5. C Open
T.5. D Open i newiab f Missouri - Kansas City
[FUBLI. ld Hansen, Circuit Judges]
Crimin Open in new window did not c with the
Hansas S rocedures for inventory
searchs , itemized inventory of
defends Print target icle; the circumstances
of the ]::. the applicable
standa. Cut lems in the vehicle, made
the of: i { fficient to remove the
infere fficers's testimony
demons Copy shortcut for an investigatory search:
as a rq Pacte jng 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
MNebraska General Rules (L )
fiebraska Civil Biies iECRRY
Nebraska Criming Open

Eightn Circuit Juq

i, 2012

Open in new tab

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

In Effect On| Print target

Mebraska Gener{

Nebraska Civil R{ Cut

Nebraska Crimin .

Eighth Circuit Jud i §

Summary of 2017

3 Referring to the previous section, “Manually Creating Links to

Online Research Resources,” complete Step 3.
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Hyperlinking Guide for Attorneys Practicing in US District Court

Create Bookmarks in a PDF

A bookmark is a type of link within Acrobat PDF documents. Each bookmark
goes to a different view or page in the document. They can mark places in a
document for easy access later. Follow the steps in the table below to add

bookmarks to your PDF files.

Step

Screen

1. Click the Bookmark tab on the left
side of the window to open the
bookmarks panel.

Beate- | B =2 8D BB QR

Do WG| o ® =)L

John Doe:

Vs,

ACME. LLC.

2. Navigate to the page where you want
the bookmark.

In the Bookmarks pane, click the New
Bookmark icon.

W% \\\\‘ﬁg

Pre-1
The case does not cite the statute that .
presumably such a statute exists. The nece:
South Carolina courts in this context, so the
defense.

13
The court reasoned that the defense of ne

because legal channels exist to address
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3. A new bookmark will appear as
U luntitled |

Type a name for the bookmark.

Note: If you highlight text on the page
before clicking the New Bookmark
button, the selected text will
automatically become the name of the
bookmark.

Bookmarks [+]
Ek & &
i |Reaznning|

4. Repeat steps 2-3 until all bookmarks
are placed.

To ensure that the bookmarks are
displayed when the document is
opened, we need to set the view
property.

5. From the File menu, choose
Properties.

6. Click on the Initial View tab.

7. From the Navigation tab list, choose
Bookmarks Panel and Page or
Attachments Panel and Page depending
on your situation.

Document Properties

Description | Security | Fon stom | Advanced
Layout and Magnification

Page Only

Mavigation tab:

Page Only

L CRE VS £ ) isrks Panel and Page

Pages Panel and Page
Attachments Panel and Page
Layers Panel and Page

Maqgnification:

o I

Open to page: |

Window Options
[ resize window ta initial page
|:] Center window on screen

[TJopen in Full Screen mode

Show: | File Name v

User Interface Options
[JHide menu bar
[JHide tool bars

[[JHide window controls
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Final Editing

Removing Links

To remove a specific hyperlink in a WordPerfect document:

Press Alt + 3 to open Reveal Codes.

Place your cursor in front of the
Hyperlink coding for the link to be
removed.

1t 4 43; filing no. 31 at§ 42.

10.< l|Hyperlinkc[Char Style: Hypertext] 331 Hyperlink]<:at¢

Press the Delete key.

To remove all hyperlinks in a WordPerfect document:

Press Alt + 3 to open Reveal Codes.

Place your cursor at the beginning of
the text in the Reveal Codes box.

Type Ctrl + F.

A Find and Replace dialogue box will

open.

% Find and Replace 2%
+ Type Match FReplace Action Options Help
Find Next I
[
Find Prev
" Replace with: Replace
4 I <Nathing= j Replace Al

Select Match, then Codes.

% Find and Replace
" Type | Match Wdon Options  Help

Fnd- Whale Weord

Case
-
Font... J

MEG

A Codes box will appear.

In Find codes, scroll

Hyperlink Begin.
Click Insert.

and select

21|
[™ Display merge codes only
Find codes: ”' Insert & Close |

Help
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[HyperLink Begin] will appear in the 2|
Flnd bOX Twpe Match Replace Action Options  Help
) ) Find: find Next |
Replace with <Nothing> and select | Hypertink Begin] = e |
Replace A” Replace with: Beplace
|:Nothing> j |
Close |
A display will open stating how many x|
hyperlinks were  replaced with ..
“nothi ng _" ':\ /:l 5 oocurrences of “[HyperLink Begin] ™ have been replaced.
Click OK.

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

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

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

3. Type in your changes.

Attorney Guide to Hyperlinking in the Federal Courts
Revised on November 14, 2016 Page 25 of 28



Publish to PDF—Retaining the Hyperlinks

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

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

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

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

STEP ACTION
1 SeIeCt File —> B ;_tr-\-_l.-wﬂ o Tabe” ook VS Mo Vindow - il Scecmet W g - -
iz O o v i e m

. 8 ::,'::M:N S Pl me WG .3 R = |

Publish To —> b : .
Publish to PDF. s §
s ;

Or :::::vm.,.m X plorado citizen. (FilingNo. 13-2, at CMECF p.

Page Setup. 1g No. 1. at CMECF p. 2,93, The complaint ¢

Type Alt + P.

2 The Publish to PDF dialog box will
open.

Browse to the file location for
saving the file.

Name the file.

Click Save.

A PDF will be created with active
links.

3 After the document is published to PDF, you may filed it on CM/ECF
using typical filing processes. With the exception of filing a document
with links to its own attachment (discussed previously), no special
steps are needed for filing a hyperlinked document on CM/ECF.
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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 [Edt e Window help N
document open, _\ coiz by
Click Edit, e ]
then Preferences. e [
ste Cirl+v
Select all Cirl+a
Deselect all Shift+Ctrl+a
Copy File to Clipboard
E Take a Snapshot
Check Speling 4
ook Up Selected Word...
(), Eind crl+F
Advanced Search Shift+Ctrl+F D
Preferences... - Cirl+K
From the Categories, = — i
scroll and select Internet. e R
- . ;lﬂltwhdwhuim
Make sure Display PDF in S
browser is not selected. e |
Click OK. ——-
; oD e |

After you change this setting, you will need to close and reopen your Web
browser before opening CM/ECEF filings.
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PDF/A documents
Masked hyperlinks are not preserved in compliant PDF/A documents produced
using WordPerfect. However, if the user has access to Adobe Acrobat X Pro,
s/he could first convert the document to PDF from WordPerfect and then convert
to PDF/A-1b using Adobe Acrobat X Pro. Taking these additional steps will allow

for the preservation of masked hyperlinks.

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

Attorney Guide to Hyperlinking in the Federal Courts

Revised on November 14, 2016 Page 28 of 28


mailto:cheryl_zwart@ned.uscourts.gov

	Attorney Guide to Hyperlinking in the Federal Courts
	Overview of Hyperlinking in Federal Court
	Types of Permissible Hyperlinks

	Creating a Hyperlinked Table of Contents
	Marking Table of Contents Entries
	Defining a Table of Contents
	Generating Lists
	Editing Lists

	Drafting Documents to Include Links to CM/ECF
	Gathering Links for Citations to the Record
	Formatting the appearance of the links inserted

	Linking to CM/ECF Documents
	Inserting Links to Documents Previously Filed on CM/ECF
	Adding Links to Attachments to the Document Being Filed

	Automated Links to Legal Citations
	Access to Linking Software
	Linking Software—Compatibility Information
	Westlaw Drafting Assistant
	Using West Drafting Assistant


	Manually Inserting Hyperlinks
	Manually Creating Links to Online Research Resources
	Manual Links to Court Websites

	Hyperlinking Guide for Attorneys Practicing in US District Court
	Create Bookmarks in a PDF

	Final Editing
	Removing Links
	Editing Linked Text

	Publish to PDF—Retaining the Hyperlinks
	Conversion to PDF

	Additional Tips
	PDF/A documents


