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CREATING HYPERLINKS TO LEGAL CITATIONS THRU WESTLAW

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 websites.

To insert hyperlinks in your word processing document that will link legal citations to Westlaw, West
BriefTools must be installed on your computer. To install West Brief Tools on to your computer, follow
the steps below:

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

e Go to the following URL address in order to find the program:
http://west.thomson.com/products/services/brief-tools/ .

STEP 2 Locate and Clink the Download button (figure 1).
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STEP 3 Click the “Get this update” button to proceed with download process.
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Note: A West BriefTools subscription 1s required in order to us
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Figure 2
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STEP 4 Next, complete the software registration and submit.

p_‘f West BriefTools - Windows Internet Explorer

F— —
@@ * |&] http:/fwestapps. west. thomson.com/software fbrieftools fregistration.asp w ||y
File Edit View Favorites Tools Help

Wk

fé WWest BriefTools | |

Products & Services Practice Centers

Software Registration

Organizations

ltems marked with asterisks must be completed for processing:

*First name: | Joe
‘Last name: | Smith
*Firm name: | Smith, Johnson and Anderson
*City: |[Somewhere
*State: | Kan=as w
*Country: | United States W
*E-mail address: joe.smith@sma.com

‘Phone: |(123)456-7390

m Click to submit your registration.
I

STEP 5 Displayed next is the West Solutions Subscriber Agreement window.

Figure 3

o After reviewing, click the Agree button.
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STEP 6 Next, click on the “Single Desktop User Install” hyperlink.

/= West BriefTools Software-Legal Information-West - Windows Internet Explorer
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G0 to the Software Download Center =

Figure 4
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STEP 7 Displayed next is the installation instructions.

e Click the “Proceed with Download” button.
o Afile download- security warning will most likely pop up. Click the Run button, and
the file download should begin.

e,
@.\— y v | @] http:ffwest. thomson.comfsoftware fbrieftools/single default. aspx V| || X |
W ﬁ'ﬁ [@Briefb:uols Software Download— egal Information—West l ‘ f.‘} = D EEA

Home Email Sign Up Newsroom Sitemap Contact Us

WEST.

Products & Services Practice Centers Organizations

Search LSRRI for LOWRIEK: File Download - Security Warning X

Do you want to run or save this file?

West BriefTools Software Version J

Last Updated: April 21, 2010 Name: setupex.exe Second, click the run button.
Type: Application, 4. 12MB

From: software.west.thomson.com

Single Desktop User Install

The inztallation checks to see if the preregyl Save ] [ Cancel ] wnload and install them.

H H “
FIrSt’ click the “Proceed the Proceed with Download bu
- ”
with Download” button I--"\l While files from the Intemet can be useful, this file type can
' a/- patentially ham your computer. f you do not trust the source, do not
= run or save this softwars. What's the risk?

omponents needed on your system.

2. Click Run to run the installation from your browser or click Save to save the installation files to vour local hard drive, allowing vou to r

there.
3. Follow the on-screen instructions to complete the installation process.
The installation now includes the option to integrate with West lem. If yvou are not a West km (West's knowledge management product) o

blank.

Figure 5

STEP 8 Once downloaded, the license agreement will pop up.

e C(Click the Accept button.
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West Brief Tools offers a variety of options including the ability to insert the flags Westlaw uses to
inform whether or not a case is still accepted as the law. The following is directions how to simply
insert hyperlinks into your word processing document that will link legal citations to Westlaw:

Step 1 In Microsoft Word, open the document you wish to add hyperlinks to.
e Now that you have downloaded West Brief Tools, the “West Solutions” tab should

appear near the top of your document (Figure 6).
e Click on the tab.

cn., d B+ summary Judgment Mation Brief.doc [Compatibility Mode] - Microsoft Word - X
J/ Hame Insert Page Layout Referances Mailings Review L7
J‘] & Times New Roman 2 <A AT = i i % 4 Find -
= I3 “ - Sac Replace
Paste 7 B\ I U-whex, xAa~||¥- A~ === l=|d- - T Normal I 1 Select the “West — Change . :

L = . ” Styles ~ || W Seled

Clipboard ™ Font i Paragraph '- Solutions” tab. I Editing

&
IN THE UNITED STATES DISTRICT COURT
FOR THE DISTRICT OF KANSAS
Figure 6
Step 2 Next Click on “Insert Links” option under the “West Solutions” tab(Figure 7).
E:ﬂ d 0 b "'-|"T"|'"=-|_ "|=-:';.'|"I-'-"I' Mation Bnef.doc | '..:"|"||"-:|.'|"_'| |:1. MO -.|'-T] - M
37
- Home Insert Page Layout References Mailings Review View West Solutions
West BriefTools Hide/Show Flags & Links Monitor/KeyCite Alert
WestCheck nsert Flags & Links Remove Flags & Links
West
Solutions pdate Flags Local Docs

WA

West Application Pane Features

Select the “Insert

Links” option.

Figure 7

Step 3 Next you will be prompted to sign on to Westlaw.

e Once signed in it should automatically start processing your document.
e Once complete 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
Westlaw website.
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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 West Brief Tools, 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 Under the Acrobat tab, click the “Create PDF” option (this may be different
depending on what version of word you are using), see figure 8.
0 If the Acrobat tab as shown in Figure 8 is missing, follow the steps on the
next page in order to add the tab.

Cin E‘ ’ summar idgment Motion Brief.docx - Microsoft Word
Y
o’ Home Insert Page Layout References Mailings Review View West Solutions
al= ER s
-.—|T1 = =57 -- -
- W | First, select the
Create and Mail Create and Send | Acobat “pcrobat” tab
Attach to Email Merge For Review Comments~ )
Create and Emai Review And Comment

Second, select the
“Create PDF” option.

Figure 8
Step 6 You will be prompted to save your PDF. Press save, and Adobe will begin to convert
your document.
e Once the conversion is complete, the document is displayed in the Adobe Acrobat
window. The hyperlinked text will be underlined. You may close the adobe file.
Step 7 Docket the appropriate CM/ECF event and attach the PDF document to the docket entry

as usual.
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STEP 1 In Windows, click the Start button (Figure 9).
e Select Control Panel from the drop-down list.
Lfe Internet Explorer _,_) My Documents
b My Recent Documents »
E, Weet~hearl )
Second, select _f} My Pictures
Vﬂ Control Panel. Y
[ .~/ My Music
— -
ME Microsoft Office Wort Q7 g’ R
Shepard's CheckCite ‘ E" Conirel Pand! P
Set Program Access and
Defaults
};:é Printers and Faxes
@ Help and Support
() search
All Programs D ) Run
First, click “Start”. ' —
Irst, e ar @| Log Off | (D) | shut Down
‘ f.‘-’ start M Novell-delivere. .. @ Mail - Inbox - I... .
— Figure 9
STEP 2 Next, the Control Panel dialog box appears (Figure 10).

Double-Click Add or Remove Programs.

B Control Panel

W File Edt WView Favorites Tools Help
OBack u l@ pSEarch H_" Folders Dv

Address | @ Control Panel

Mame =

Double-click “Add or
Remove Programs”.

=

ﬂ"' Control Panel

E}- Switch to Category View

See Also

G.Accessihility Options

{L)Add or Remove Programs
HA AT f Tols

2 sutomatic Updates
EZBDE Admiristrator

=P Date and Time

&\Display

A Enlder Mintinm

& Windows Update
o) Help and Support
Figure 10

T your computer settings for vision, hearing, and mability,
Installz and troubleshoots hardware

nstall or remove programs and Windows components.
Configure administrative settings for your computer,

Set up Windows to automatically deliver important updates
Configures the Borland Database Engine

Set the date, time, and time zone for your computer,

Change the appearance of yvour desktop, such as the backgrou
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STEP 3 Displayed next is the Add or Remove Programs dialog box (Figure 11).

e 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.

¥ Add or Remove Programs

— First, select Adobe Acrobat from the
\Eﬁ Currently installed programs: list of currently installed programs. Sort by: | Mame v|
Change or
U SEIFY Adobe Acrobat9Pro Size 1,653.00MB [
Programs Clidk here for support information. Used rarely
LastUsed On  5/12/2010
Eifa To change this program or remove it from your computer, dick Change/Remove. Change Remave
Add Mew . ——
Programs n Adobe Flash Player 10 ActiveX Second, click the Size 1,85MB
—1 E] Compatibility Pack for the 2007 Office system Change/Remove button. Size  53.58MB
Figure 11
STEP 4 Displayed next is the Adobe Acrobat Setup dialog box (Figure 12).

e Click the Next button.

i Adobe Acrobat 9 Pro (9.2.0) - Setup

Adobe Acrobat 9 Pro (9.2.0) Application
Maintenance

[ | Setup will allow you to modify, repair or remove Adobe Acrobat
9 Pro (9.2.0). To continue, dick Mext.

Click Next.

Mext >

Cancel

Figure 12
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Step 5 Next, the Program Maintenance window will appear (Figure 13).

e Select the modify radio button.
o C(Click the next button.

i Adobe Acrobat 9 Pro (9.2.0) - Setup

Program Maintenance
First, select the

Modify, repair or remove the program 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

=3
i

fixes missing or corrupt files, shortcuts, and registry
entries. Second, click the
next button.
{:} Remove
I ; Remove Adobe Acrobat 2 Pry 2.0) from your
3 computer.

[ < Back (] Mext = :D Cancel

—

Figure 13
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Step 6

Displayed next is the Custom Setup window (Figure 14).

Click the Plus icon located to the left of Create Adobe PDF (Figure 14).
Click the Plus icon located to the left of Acrobat PDF Maker (Figure 15).
Click the X icon located to the left of Microsoft Office (Figure 16).
Select “This feature will be installed on local hard drive” (Figure 16).
Notice the X icon changes into a Hard Drive icon (Figure 17).

Click the Next button (Figure 17).

i Adobe Acrobat 9 Pro (9.2.0) - Setup
Custom Setup

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

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

Feature Descript
=] view Adobe POF SaE BesaRRen

Create Adobe PDF
e LiveCycle Designer 3

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

Click the Plus icon located to

the left of Create Adobe PDF | ¥aur hard drive
OKE on your hard

TV

[ < Back ” Mext = ] l Cancel ]

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

i Adobe Acrobat 9 Pro (9.2.0) - Setup
Custom Setup

hal

Select the optional program features you want installed, Certain Core program features
will be installed by default.

=1 I iew Adobe PDF Feature Description
==

Create Adobe FOF Optional plug-ins and support files for
) viewing Adobe PDF files,

=53 = (=8

Acrobat PDFMaker

2n Language Support

Qvl Adobe Live = g . ] drive
Click the Plus icon located to Lr hard

the left of Acrobat PDFMaker.

T

< Back ][ Mext = ] [ Cancel ]

Figure 14

Figure 15
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i Adobe Acrobat 9 Pro (9.2.0) - Setup
Custom Setup

Select the optional program features you w
will be installed by default.

Click on an icon in the list below to change hoy

First, click the X icon located to the
left of Microsoft Office.

=) -.-| Create Adobe POF

= ~ | Autodesk Filis
= = = | AcropstZrliak

‘ﬁr‘-ﬂiaumﬁ Office

~umlll = This feature will be installed on local hard drive.
(=38 This feature, and all sDNS

Microsoft Word, Excel, and PowerPoint.

atures, will be installed on local hard drive.

¥ This featurs will not be availad

< ]
Second, select “This feature will be
installed on local hard drive”.

[ « Back ][ Mext = ] [ Cancel ]

|
|
ature Description
One-click creation of an Adobe PDF fram

Figure 16

i@ Adobe Acrobat 9 Pro (9.2.0) - Setup

Custom Setup

Select the optional program features you want installed. Certain Core program features
will be installed by default.

Click on an icon in the list below to change how a fg

First, notice that the X icon
changed into a Hard Drive Icon.

|+

=1 -.-| Create Adobe POF

m::un of Adobe PDF from

Microsoft Access,

Autodesk Filters

Microsoft Office

.
Xv

Microsoft Visio
Microsoft Project
Autodesk AutoCA

[ -

| »

This feature reguires 0KB on your hard drive.

>
1

L4
4

b

Second, click the Next button.

/

Mext >

D

Cancel

s G

Figure 17

Page 12 of 13



Kansas District Court Using CM/ECF Legal Citation Hyperlinks
May 2010

Step 7 Next, the “Ready to Modify the Program” window will appear (Figure 18).

e C(Click the Update button.

i Adobe Acrobat 9 Pro (9.2.0) - Setup

Ready to Modify the Program

Setup iz 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.

\pd
[ < Ba&” Update J_[) Cancel

Figure 18

Step 8 Next the “Setup Completed” window will appear (Figure 19).

e  Click the Finish button. In Microsoft Word, the Acrobat tab as shown in Figure 8

should now appear.

i Adobe Acrobat 9 Pro (9.2.0) - Setu
P
Setup Completed.

Setup has successfully installed Adobe Acrobat 3 Pro (2.2.0).
Click Finish to exit the wizard.

Click the Finish button.
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