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May 2010

CREATING HYPERLINKS TO LEGAL CITATIONS

Subscription-based online legal research services (e.g., Westlaw, LexisNexis) now offer programs that
scan word processing documents for legal citations and link them to the full-text documents on their
respective Web sites.

To insert hyperlinks in your word processing document that will link legal citations to LexisNexis,
LexisNexis Shepard’s Brief Suite must be installed on your computer. To install LexisNexis Shepard'’s
Brief Suite on your computer, follow the steps below:

STEP 1 Open your preferred Internet browser (e.g., Internet Explorer, Netscape, Firefox)

e Go to the LexisNexis Support Center by entering the following URL into the Address
field of the Internet browser window: http://support.lexisnexis.com/.

STEP 2 Locate and Click the Download Software link (Figure 1).
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STEP 3 Displayed next is the LexisNexis Software Downloads & Patches window (Figure 2).

o Select Shepard’s Brief Suite 2008 from the drop-down list.
e C(Click the Arrow icon located to the right of the drop-down list as shown in Figure 2.
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STEP 4 Next, the You have selected the Shepard’s Brief Suite 2008 download window opens
(Figure 3).

e (Click the Continue button.
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Figure 3
STEP 5 Displayed next is the LexisNexis Software License Agreement window.

e C(Click the Agree button.
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STEP 6 Displayed next is the You are downloading Shepard’s Brief Suite 2008 window along
with the File Download dialog box (Figure 4).

e C(Click the Save button and the File Download dialog box will close.
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Figure 4

Page 4 of 19



Kansas District Court Using CM/ECF Legal Citation Hyperlinks

May 2010
STEP 7 Next, the Save As dialog box appears (Figure 5).
e Navigate, if necessary, and store the file in a local directory.
e C(Click the Save button. The Save As dialog box will close.
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STEP 8

Displayed next is the Download dialog box as shown in Figure 6. When the file
download is completed, click the Open button and the Download dialog box will close.
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STEP 9 Next, the folder where the file was stored appears (Figure 7).
e Locate the file.
e Hover over the file and click the right mouse button.
e Select Open.
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STEP 10Next, the File Download — Security Warning dialog box appears (Figure 8).

e C(Click the Run button. A series of windows will open as the file is installed.
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To use LexisNexis Shepard’s Brief Suite to insert hyperlinks in your word processing document that will
link legal citations to LexisNexis follow the steps below:

STEP 1 The first time you use Shepard’s Link, you should set your preferences.
e C(lick the tools tab, and go down to Shepard’s Brief Suite then select Shepard’s Link,

and then select options.
e Uncheck all options, and then click Ok.
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STEP 2

In Microsoft Word, open the document you want to add the hyperlinks to.

o  Click the Find Citations icon on your menu toolbar or the Use Shepard’s Link to Find
Citations button depending on whether Shepard’s Brief Suite has been added to

your menu toolbar (Figure 11).
e Next, the Shepard’s Link dialog box appears (Figure 12).
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STEP 3 When Shepard'’s Link has finished scanning the document for legal citations, click the OK
button as shown in Figure 12 and the Shepard’s Link Processing dialog box will close.

e The hyperlinked text (i.e., a properly cited legal citation) is now underlined
indicating a hyperlink has been created to the full-text document on the LexisNexis
Web site.

kble  Window Help AdobePDF  Acrobat Comments

B |9 vl% [ | 100% - (@ | GdRead ij_4 Mormal +Bold, = TmesNewRoman - 12 ~| B I U |E;

-|---E---|---1---|---:J_---|---3.---|---4---|---5---|---5---é-

MEMORANDUM

To: Attomey

FRrOM: Law Clerk

DATE: MMDD/Y]

RE: Subject -

Frocezs complete

W Citations found: 24
v Shepard's Signal(TM) indicators ; Skipped Select OK.
v Cross-references : 0

The Distric ( ok ) Coneel |K2) Topeka, and 3)

Figure 12

STEP 4 Save the document before converting it to PDF format.

NOTE: To convert a Word document to be filed in the CM/ECF system to PDF that contains a hyperlink
created using LexisNexis Shepard’s Brief Suite, the Adobe Acrobat application must be used from within
Microsoft Word. Converting to PDF using other methods will not retain the hyperlinks (i.e., creating a
PDF from within Adobe Acrobat cannot be performed, nor can any other conversion software can be
used).
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NOTE: To convert a Word document to be filed in the CM/ECF system to PDF that contains a hyperlink
created using LexisNexis Shepard’s Brief Suite, the Adobe Acrobat application must be used from within
Microsoft Word. Converting to PDF using other methods will not retain the hyperlinks (i.e., creating a

PDF from within Adobe Acrobat cannot be performed, nor can any other conversion software can be
used).

STEP 5 Convert the document to PDF.

e C(Click the Convert to Adobe PDF icon on your menu toolbar or Adobe PDF button
depending on the version of Word you are using (Figure 13).

: File Edit View Insert Format Tools Table Window Help Adokb
RN BN RN N EER - A RN =Nl
§'£ )l &

! Fle Edit View Insert Format Tools Table  Window  Hel Adobe PDF crobat Comments
_:]_:F,H _5|j _l|?§:5| ! Fet f|q'|ﬂ;< | Convert to Adobe POF Garar -
P 57 ! 2 Convert obe PDF and Email
=Ll
El 8 fi5 Convert to Adobe PDF and Send for Review
S B O | 1
Change Conversion Settings '
55 Mail Merge to Adobe PDF
Figure 13
STEP 6 When the conversion is completed, the document is displayed in the Adobe Acrobat
window. The hyperlinked text will be underlined. Save and close the Adobe file.
STEP 7 Docket the appropriate CM/ECF event and attach the PDF document to the docket entry

as usual.

NOTE: If using a version of Microsoft Word prior to Office 2007, the Convert to Adobe PDF icon on
your menu toolbar or Adobe PDF button as shown in Figure 11 must be used to convert the document
to PDF. If the Convert to Adobe PDF icon on your menu toolbar or Adobe PDF button as shown in
Figure 11 is missing, follow the steps below:
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STEP 1 In Windows, click the Start button (Figure 14).

e Select Control Panel from the drop-down list.

|T Microsoft Office Word 2003 ___) AT T

My Recent Documents »

}: Adobe Acrobat 9 Standard
— _f} My Pictures | Second, Select

-
L@ Calculator =B My Music Control Panel.
IrfanView - Thumbnails g’ My Computer
Y —
* o Shepard's CheckCite «ll - control Panel
cITg °"eP

Set Program Access and
Defaults

A 4

j:é Printers and Faxes

@) Help and Support

._) [

First, Click
Start.

E| Log Off |§ Shut Down

‘ ::,‘-' start ' Novell-delivered Appli... F EE' Guide To Creatin

All Programs D

Figure 14

STEP 2 Next, the Control Panel dialog box appears (Figure 15).

e Double-Click Add or Remove Programs.

B Control Panel

File Edit View Favorites Tools Help

\_/} Back. -\_;l l.ﬁ pSEarm [{ Folders v

Address [} Control Panel

Double-Click Add or
Mame = Remove Programs.
@,.ﬁ.ccessibility Options

= 00 Csrgudare
:_g:').ﬁ.dd or Remove Programs Install or remove pr...
i AdminisTanve [ools Configure administr. ..
" Automatic Updates Setup Windows to ...

@BDE Administrator Configures the Borl. ..

Adjust your comput. ..
Installs and trouble. ..

ﬂ#' Control Panel £

[} Switch to Category View C

See Also

‘ Windows Update ::;‘J'Date and Time Set the date, time, ...
el 45 ; @\Display Change the appear...
older Options ustomize the displ. ..

) oo and S [A\Falder Opti Customize the displ

Figure 15
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STEP 3 Displayed next is the Add or Remove Programs dialog box (Figure 16).

o Select Adobe Acrobat from the list of currently installed programs (the title of this
selection depends on the version of Adobe Acrobat you are using). Adobe Acrobat
is now highlighted blue indicating it has been selected.

e (Click the Change/Remove button.

P Add or Remove Programs First, Select Adobe Acrobat

— from the list of currently

\lﬁ'jj Currently installed : installed programs. w
CE:;%?,-; r ‘ Adobe Acrobat 9 Standard Size 584.00ME [
Programs Click here tor support information. Used freguently

Last Used On  12/4/2009

Ei*'; To change this program or remove it from your gomoutar didle “hanoa Damaus Changefﬂemov

gri%rﬂam @ Adobe Flash Player 10 ActiveX Second, Click the i
onE Mash Hayer T A Change/Remove button. sze L7EME
7_':_| E} Compatibility Pack for the 2007 Office system Size  ©3.68MB
Figure 16
STEP 4 Displayed next is the Adobe Acrobat Setup dialog box (Figure 17).

e Click the Next button.

i Adobe Acrobat 9 Standard (9.1.1) - Setup

Adobe Acrobat 9 Standard (9.1.1)
Application Maintenance

Setup will allow you to modify, repair or remove Adobe Acrobat
9 Standard (9. 1.1). To continue, dick Mext.

Click Next.

ack Q Mext = Cancel

Figure 17
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STEP 5

Next, the Program Maintenance window appears (Figure 18).

e Select the Modify radio button.
e C(Click the Next button.

i Adobe Acrobat 9 Standard (9.1.1) - Setup

i

OR

epair

E

Program Maintenance

Modify, repair or remaove the program,

{:} Remove

First, Select the
Modify radio button.

Change which program features are installed. This
option displays the Custom Selection dialog in which
you can change the way features are installed.

Repair installation errors in the program, This option
fixes missing or corrupt file i
entries.

Second, Click the
Next button.

Remove Adobe Acrobat 9 5t
computer,

< Back

Figure 18
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STEP 6

Displayed next is the Custom Setup window (Figure 19).

o  Click the Plus icon located to the left of Create Adobe PDF (Figure 19).
e Click the Plus icon located to the left of Acrobat PDFMaker (Figure 20).
e Click the X icon located to the left of Microsoft Office (Figure 21).

e Select This feature will be installed on local hard drive (Figure 21).

e Notice that the X icon changes into a Hard Drive icon (Figure 22).

e Click the Next button (Figure 22).

Custom Setup
Select the optional program features you want installed. Certain Core program features /&C
will be installed by default.

Click on an icon in the list below to change how a feature is installed.

Feature Description

Create Adohe POF Optional plug-ins and support files for
viewing Adobe PDF files.

Click the Plus icon located to on your hard drive
the left of Create Adobe PDF  {ir® OKE on your hard

< Back ” Mext > ] [ Cancel ]

Figure 19

i Adobe Acrobat 9 Standard (9.1.1) - Setup

Custom Setup
Select the optional program features you want installed, Certain Core program features )3@
will be installed by default.

Click on an icon in the list below to change how a feature is installed.

View Adohe PDOF Feature Description
SrEaLE ALoDe PO

Optional plug-ins and support files for
viewing Adobe PDF files.

=i~ | Acrobat PDFMaker

,- =i -_.-ll
ur hard drive

Click the Plus icon located to on your hard
the left of Acrobat

£ 2]

Figure 20
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it Adobe Acrobat 9 Standard (9.1.1) - Setup

Custom Setup
Select the optional program features you want i /-&'c

First, Click the X icon located

to the left of Microsoft Office.
Click on an icon in the list below to change how a fea

will be installed by default.

Feature Description

One-dick creation of an Adobe POF from
Microsoft Waord, Excel, and PowerPoint.

B This feature, and all SNS{eatures, will be installed on local hard drive.

¥ This feature will not be ava

L — ¥

[ B - . —

-

|A

Second, Select this feature
will be installed on local

[ < Back ][ Mext = ] [ Cancel Figure 21

Custom Setup
Select the optional program features you want installed. Certain Core program features }Q
will be installed by default.

Click on an icon in the list below to change how a fean.J First, notice that the X icon
changes into a Hard Drive icon.

=l = | Create Adobe PDF
[= ==l = e oAt F

One-dick creation of an Adobe POF from

_% Microsoft Office Microsoft Word, Excel, and PowerPoint,
- Litlook
¥ +| Microsoft Internet E
¥ | Microsoft Publisher This feature reguires 9674EB on your hard
¥ - | Microsoft Access drive.
. IL Lotus N-:utfs . v
< |
Second. click the Next button.
< Back S Mext = D Cancel
Figure 22
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STEP 7 Next, the Ready to Modify the Program window appears (Figure 23).

e C(Click the Update button.

i Adobe Acrobat 9 Standard (9.1.1) - Setup

Ready to Modify the Program

Setup is ready to begin installation.

Click Update to begin the installation.

If you want to review or change any of your installation settings, did:
Back. Click Cancel to exit Setup.

Click the Update button.

\

N

[ < Back [ Update [ Cancel

Figure 23
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STEP 8 Next the Setup Completed window appears (Figure 24).

o Click the Finish button. In Microsoft Word, the Convert to Adobe PDF icon on your
menu toolbar or Adobe PDF button as shown in Figure 11 should now appear.

i Adobe Acrobat 9 Standard (9.1.1) - Setup
Setup Completed.

Setup has successfully installed Adobe Acrobat 9 Standard
(9. 1.1}, Click Finish to exit the wizard.

Click the Finish button.

Figure 24
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