Kansas District Court

Using CM/ECF Cross-Document Hypetlinks
December 2009

CROSS-DOCUMENT HYPERLINKS

CM/ECF now permits coutt and attorney users to file documents that include hypetlinks to a previously filed
document in the same case or another case that resides on the CM/ECF system where the filing is being
entered, or on any other court’s CM/ECF system, as well as to a document that is being filed in the same
submission, such as exhibits to motions or memos of law. A document can be linked to another document in
any federal court’s database if the coutt is running the appropriate version of CM/ECF that includes the
hypetlink function: District (Release 3.1); Bankruptcy (Release 3.2); and/or Appellate (available as of July

2006).

Details on the new functionality:

1.

The hyperlink, as set by the filer, may link to the start of the document or to a specific page
in the document.

A filer can file a document that includes a hyperlink to a document that is being filed
simultaneously (in the same docketing transaction) with the primary document (e.g., a Memo
in Support of Summary Judgment may have hyperlinks to the attached documents that are
part of the same docketing transaction).

Immediately after a document is filed in CM/ECF, that document will be available to be
linked as a hyperlink in a subsequently filed document.

A hyperlink to a CM/ECF document will be retained even if the case or document is moved
to a different server.

If a user can access a CM/ECEF server, but the document cannot be found (e.g., the case or
document has been deleted), a message will be displayed to that effect. If a user clicks on a
hypetlink to a CM/ECF document stored on a setver that cannot be accessed (e.g., the
system is down, network issues), an error message will be displayed.

A user cannot access a hyperlink to a restricted document (e.g., a private entry, sealed
document) unless the user has appropriate permissions.

General assumptions about cross-document hyperlink usage:

1.

Any document that includes a hyperlink must also include a description of the standard
citation to the hyperlinked material. The hyperlink is a convenience, not a citation
replacement.

The ability to file documents with hyperlinks to any external URL (e.g., Westlaw, Lexis) is
not affected by the cross-document hyperlink functionality.

Editing a docket entry will not affect the unique location of the document.

The CM/ECEF application will not verify the validity of URLSs included as hyperlinks within
documents filed in CM/ECF.

This hyperlink functionality has been tested and works properly with Corel WordPerfect 11
ot higher and Microsoft Word 2002 or higher. Hyperlinks added to documents created in
other word processing programs may not function properly once the documents are
converted to PDF format.
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CREATING HYPERLINKS TO PREVIOUSLY FILED CM/ECF DOCUMENTS

To create a link between a document being filed in CM/ECF and a previously filed CM/ECF document,
follow the steps below:

INOTE: Users should not copy hypetlinks from Notices of Electronic Filing (NEFs). NEFs contain
special information that allows them to provide one “free look” to qualified recipients and should
not be used for Cross-Document Hyperlinks. Instead of copying hyperlinks in NEFs, users should
run a report in CM/ECF, such as the Docket Report, and copy the document number hyperlink
from the report.

STEP 1 Access the appropriate CM/ECF system and run the Docket Report for the case that
contains the document you want to link to.

STEP 2 Locate the document among the docket entries.

STEP 3 Copy the URL of the document to the clipboard. To do this, hover over the document link

and click the right mouse button. Select Copy Shortcut (Infernet Explorer/ Netscape) (Figure
1) OR Copy Link Location (Firefox). NOTE: The document link is represented by a
number with an underscore (e.g., 2).

NOTE: If you want to link to an attachment to a primary document filed in CM/ECF, you must select the
hyperlink to the attachment from the Document Selection Menu (Figure 2). For example, if you are linking
to a memorandum of law filed with a motion, you must first select the motion from the docket sheet. When
the Document Selection Menu appears, copy the URL of the attachment by following the procedure outlined
above.

First, hover over the document link and

Date Filed # % click the right mouse button.
01/05/2009 1 OMPLAINT (Summons Issued) with trial

Cipen
01/05/2009 OE erin New Tab D as to Goodyear Tire
01/05/2009 Open in Mew Window in the amomnt of $350.

Save Target As...
01/26/2009 ] PrintTarget xtending time| Second, select Copy

Shortcut or Copy Link
Location.

02/09/2009 ) amt by Gooayear T

4 Copy Shortout

02/09/2009 4 »CHEDULING CON]
Add to Favorites... ting deadline 3/6/2009]

02/19/2009

| L

Froperties RECEIPT returned re 4

03/06/2009 6 ENTRY OF APPEARANCE by Alan V. Ji

Figure 1: Internet Explorer
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Docoment Selection Menun

Select the document you wish tor==
Copy URL of attachment by right clicking

and selecting Copy Link Location or Copy

N H . .
e Shottcut as outlined in Step 3 above

Attachment
Exhibit A 1 page

Wiew All ] T [ Download All 2 pages

Figure 2: Copy URL of Attachment to Document

INOTE: From this point, the proper method for inserting the hyperlinks in your document depends on
whether you are using WordPerfect or Word to create your document. Please refer to the appropriate section
below depending on whether you use WordPerfect or Word.
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WORDPERFECT

STEP 4

( Tools u:uw Help

In WordPerfect, open the document you want to add the hyperlink to.

e In the document, select and highlight the appropriate text to be hyperlinked,
“Memorandum of Law” shown in Figure 3.

e (lick Tools on the menu toolbar.

e  Select Hyperlink from the drop-down list.

Spell Chedker. .. Cirl+F1 # -

vECE-A- DE-%FH § e kil
Grammatik... Alt+Shift+F1

3
3

B Thesaurus... Alt+F1 ~y|| b abe ’:?‘ 0&' SE E ik @'
|| Dictionary...  Alt+Ctrl+F1
QuickCorrect. ..
Quick\Words. ..
Word Count...
Proofread 3
Language -
IN THE UNITED STATES DISTRICT COURT
Macra ' FOR THE EASTERN DISTRICT OF MICHIGAN
Template Macro 3
Visual Basic »
Address Book... _— :::
Sart... L Second, select Hyperlink
5 ) K >
Highlight » BHILER from Tools drop-down list.

7 TTOUII IFCITIC T T T T T

(O ;
Bookmark...

J Hon. Virginia Morgan

such as

DEFENDANTS MOTION |

Legal Tools 4 LINGER. )
Reference » : )
Shepard's® Brief Suite™ 3 )
5.
Workspace Manager. ..
Settings... Alt+F12
w= First, highlight text to be hypetlinked.

Pursuant to Fed. B. Crv. P. 56 and Local Bule 7.1, e reasons set fi
Memorandum, defendants hereby mowve this Court fol «fe entry of summar

As set forth more fully in the accompanying Milsntentsiings@seg at the
discovery in this matter there is no genuine dispute as to anv material fact.

Figure 3: Highlight Text to Create the Hyperlink
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STEP 5 Next, the Hyperlink Properties dialog box appears (Figure 4).

e Paste the URL of the document copied in Step 3 into the Document/Macro field of
the Hyperlink Properties window by clicking the right mouse button and selecting Paste
ot by using the Ctrl + V command.

e  (Click the OK button and the Hyperlink Properties dialog box will close.

e The hyperlink text is now underlined indicating a hyperlink has been created.

INOTE: Users may append to the URL a citation to a specific page number within the document, if
necessaty. To do this, enter Ppage=<page number> at the end of the URL, for example,
http:/ /usdc.uscourts.gov/doc1/00103032?incHeader=y?page=23.

|
Document/Macro
field.
< Document/Macro: | TR e [F1] [Rimmea Wieh. .. >
P ——
|| Bookmark: cut Paste URL by
|| Target frame: right clicking and
selecting paste or
by using the Ctrl +
V command.
E I E hie att
IntiT, jent.
| more fully in the accompanying hilsnseEnsumgvglgy at the close of extensive
h this matter there is no gennine dispute as to anv material fact. All of the record

Figure 4: Paste URL
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STEP 6 The next step is to convert the WordPerfect document to PDF format using the Publish
to... or Publish to PDF function in WordPerfect (Figure 5). Converting to PDF using
other methods will not retain the hyperlink.

e Save the document
e (lick File on the menu toolbat.

e Sclect Publish to... then PDF or Publish to PDF from the drop-down list (this
selection depends on the version of WordPerfect you are using).

e Navigate, if necessary, and store the PDF document in a local directory. Do not print a
WordPerfect document to Adobe PDF Writer. You must use Publish to... or Publish
to PDF if the document contains a hypetlink. Printing to PDF is permitted if the
document does not contain hyperlinks.

[# WordPerfect X3 - [Document1]

m M Edit View Insert Format Table Tools Window Help
q New Colil 5 /Al p v iEvisrE-mr Q- EH A0 ¥
Mew from Project. .. Ctrl+Shift-+M =
T New XM_ Document... PAE-lomal v o g ey - G-
| Open... Ctrl+0
Close Cirl+F4
Save Ctrl+5
Save As... F3
Save Without Metadata. ..
e , IN THE UNITED STATES DISTRICT COURT
Document 3 FOR THE EASTERNDISTRICT OF MICHIGAN
Page Setup... 1.
Print... Ctrl+P
)
Frint Preview )
Publish To TN, .. )]
end To » G,B,IIEB ) Civil Action No. 97-75928
o )
1 OFFERDexterJasonLegallnterw HolmesG5-7[ 1] wpd .
2 OFFERDexterJasonLegallnterwIHolmesG3-7[1]. wpd EDGAR... ; Hon. Bernard Friedman
Exit Alt+F4 v ) Hon. Virginia Morgan
& LEEBOLLINGER, )
etal, )
= )
Defendants.
Figure 5: Publish to PDF
STEP 7 Save the document.
STEP 8 Docket the approptriate CM/ECF event and attach the PDF document to the docket entry
as usual.

INOTE: Do not convert a WordPerfect document to Adobe PDF Writer by selecting the print option for
Cross-Document Hyperlinks functionality. Publish to PDF must be used if a document contains a hyperlink.
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MICROSOFT WORD

STEP 4 In Microsoft Word, open the document you want to add the hyperlink to.

e In the document, select and highlight the appropriate text to be hypetlinked, such as
“Memorandum of Law” shown in Figure 6.

o (lick Insert on the menu toolbat.
e Select Hyperlink from the drop-down list.

I_.nsertmat Tools Table Window Help Adobe POF  Acrobat Comments

Break... L F |9 - | & [ 100% - @ | JdRead E i A4 Mormal +EBlack ~ Times Mew Foman
| Page Mumbers... .
Date and Time... ....g.......1...|..._;_.......3...,...4...,...
AutoText 2 : L : : : : : : :
Field. .. IN THE UNITED STATES DISTRICT COURT
Symbol FOR THE EASTERN DISTRICT OF MICHIGA
_]I Comment )
Reference » BARBAFRA GRUTTER )
’jl Web Compane ) . .
Plaintiff, )] Civil Action No. 9
Picture 3 v )
2% Diagram... J] Hon. Bemard Frieq
[4] TextBox LEE BOLLINGEEF. et al, J]
il ) Hon. Virginia Mor
o Defendants. )
Object... )
. Second, select Hyperlink
. )
- from Insert drop-down list.
% Hyperlink...  Ctrl+£ >

DEFENDANTS MOTI{ First, highlight text to be hyperlinked.

Pursuant to Fed. . Civ. P. 56 and Local Rule 7.1 the reasons set
Memorandum, defendants hereby move this Co e entrv of summay

As set forth more fullv in the accompanving MEalyentaggRssy at the
discovery in this matter there is no genuine dispute as to anv material fact

Figure 6: Highlight Text to Create Hyperlink
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STEP 5 Next, the Insert Hyperlink dialog box appears (Figure 7).

e Paste the URL of the document copied in Step 3 into the Address field of the Insert
Hyperlink window by clicking the right mouse button and selecting Paste or by using
the Ctrl + V command. The URL of the CM/ECF document is pasted (displays) in the
address field.

e (lick the OK button and the Insert Hyperlink dialog box will close.

e The hyperlink text is now underlined indicating a hyperlink has been created.

INOTE: Users may append to the URL a citation to a specific page number within the document, if
necessary. To do this, enter ?’page=<page number> at the end of the URL, for example,

http:/ /usdc.uscourts.gov/doc1/00103032?incHeader=y?page=23.

Insert Hyperlink

Link to: Text to display: |Memnrandum of Law | ScreenTig. ..

Egistiile ar S |EJ - v|
~

Web Page I Corel User Files Bookmark. ..
EI;HFIEIEHt My Music
ciaer My Pictures Target Frame...

I My Shepard's Brief Suite Reports

Place in This
Document Browsed |[J) 5B5154 Address field. Paste URL by
Pages | M) ~gperlink2.doc right clicking and
ﬂ %J Ldoc selecting paste or
Create Mew Recent - Lpdf by using the Ctrl +
Dacument Files | 2.doc V command.

- 2.pdf o ——
E 1% d <Add{5“ A/VD H
-mai ress
:

As set forth more fully in the accompanving WEntuehitanagg@BEts at the close of extensive
discovery in this matter there is no genuine dispute as to any material fact. All of the record

Figure 7: Paste URL

STEP 6 Save the document before converting to PDF.
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STEP 7

Convert the document to PDF. To convert a Word document to be filed in the CM/ECF

system to PDF that contains a hyperlink, the Adobe Acrobat application must be used. No

other conversion software can be used.

e (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 8).

: File Edit Wew Insert Format

Tools

Table Window

RNET RV RN 2 AP e e A L W=

Help

Adob

.

! Fle Edit Wiew Insert Format Tools Table  Window  Hel
AREE=R" BENE= BN WP W . W AR BAE X«
g or

& S

Adobe PDF crobat Comments

4= Convert to Adobe PDF )

Convert to Adobe PDF and Email
# Convert to Adobe PDF and Send for Review

Garar -

Change Conversion Settings

$5 Mail Merge to Adobe PDF

Figure 8: Microsoft Word menu toolbar

o (Close the Word document.
Open Adobe Acrobat.

Click File on the menu toolbar (Figure 9).
Select Create PDF then From File (Figure 9).
Navigate to the appropriate directory/folder where the Word document is stored. Select

the document and click the Open button as shown in Figure 10. A series of windows
will open as the document is converted.

STEP 8
window. Save and close the Adobe file.

STEP 9

as usual.

When the conversion is completed, the document is displayed in the Adobe Acrobat

Docket the appropriate CM/ECF event and attach the PDF document to the docket entry
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Adobe Acrobat
5= Edit View Document Comments Forms Tools Advanced Window Help
EEEn cri+0 ﬂ Sign - Forms ~ /_}:’ Comment ~
Crrganizer 4

Create PDF Portfolio
Modify FDF Portfuolio

<. “'a Create FDE

First, select
Create PDF from
File list.

i) From Web Pags shift+Ctrl+0
@ From Clipboard

s FremBankPal - Second, select

From File.

4 Assemble PDF
:5-3 Merge Files ing

"'P Comment =

,I:l.

Look in: |L_f} Testing

—

GExE D

My Recent
Documerts

Desktop

L

My Documents

My Computer

__— the document.

——1

First, highlight

0

Second, select
Open

H Document

6:32FPM

File name: |Moti0n.doc

<

Files of type: |AII Supported Formats

Iy Metworlc

Figure 10: Converting to PDF
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CREATING HYPERLINKS BETWEEN DOCUMENTS FILED IN THE SAME EVENT

It is also possible to link two or more documents to be filed in the same event (e.g., create a hyperlink in the
main document to an attachment) even when those documents were not filed previously in CM/ECF. To
create a hyperlink to a document filed in the same docket event, such as an exhibit in support of a motion or
memo of law, follow the steps below. Again, the proper method for inserting these hypetlinks depends on
whether you use WordPerfect or Word to create your document.

INOTE: Hyperlinks in a primary document to a secondary document filed in the same submission
do not vitiate the requirement that each exhibit or attachment to a motion or pleading (i.e., primary
document) must also be filed as a separate attachment and individually numbered/lettered.

WORDPERFECT

In order to create a hyperlink in the primary WordPerfect document to a secondary document filed in the
same event, the secondary document must be in PDF format.

STEP 1 Convert the secondary document (i.e., the attachment) to PDF format using the Publish
to... or Publish to PDF function in WordPerfect. Converting to PDF using other methods
will not retain the hyperlink (Figure 11). With the secondary document open in
WordPerfect, do the following:

e (lick File on the menu toolbar

e Sclect Publish to... then PDF or Publish to PDF (this selection depends on the
version of WordPerfect you are using).

[ WordPerfect X3 - [Document1]
m 58 Edit view Insert Format Table Tools Window Help

g e e A s EE e E W E § G %
MNew from Project... Ctrl+shift+y

Tim pNew ¥ML Document. .. » AE ~|Normal v | abe abs | jor. g - U - v

| Cpen... Ctrl+0
Close Ctrl+F4
Save Ctrl+5
Save As... F3
Save Without Metadata. ..
e , IN THE UNITED STATES DISTRICT COURT
Document » FOR THE EASTERN DISTRICT OF MICHIGAN
Page Setup... 1.
Print... Ctrl+F

Civil Action No. 97-75928

| eTTNIL Preview
deErrr—
i @EHER

1 OFFERDexterJasonLegallnterwHolmesGS-7[1].wpd

EDGAR...
2 OFFERDexterJasonLegallnterwIHolmesGSs-7[1]. wod
Exit Alt+FE4 v-
i LEE BOLLINGER,
etal.,
—
Defendants.

Mo M M e St

) Hon. Bernard Friedman

)
) Hon. Virginia Morgan
)

)
)

Figure 11: Publish to PDF
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STEP 2 Open the primary WordPerfect document that will contain the hyperlink to the secondary
document.
STEP 3 In the primary document, select and highlight the appropriate text that will be displayed as
the hyperlink to the secondary document (Figure 12).
e Select the text to be displayed as a hyperlink.
e C(Click Tools on the menu toolbar.
e Select Hyperlink from the drop-down list.
indow  Help
Spell Checker... Cirl+F1l | . = - 1= + 222. [~ EIJGE' * '@' = & 84
Grammatik...  Alt-+Shift-+F1 R : : - '
Bl Thesaurus... Alt+F1 v 2edl e ﬁﬁ" s E Ak @"
© Dictionary... Alt+Ctrl+F 1
QuickCorrect. ..
QuickWords. ..
Word Count. ..
Proofread 3
Language -
IN THE UNITED STATES DISTRICT COURT
Raas E FOR THE EASTERN DISTRICT OF MICHIGAN
Template Macro 4
Visugl Basic »
Address Book... _ g
Sort... AlEHFS oo Second, select Hyperlink
o RUTTER > P
Highiight ' from Tools drop-down list.
| mu— ;J.LUJ.J. DI T TTIUATOIITOT
< )
Bookmark... ) Hon. Virginia Morgan
Legal Tools 3 LINGER. )
Reference 3 : )
Shepard's @ Brief Suite™ 4 )
s,
Workspace Manager. ..
Settings... Alt+F12
= First, highlight text to be hyperlinked.
DEFENDANTS MOTION J

Pursnant to Fed. R. Crv. P. 36 and Local Rule 7.1, e reasons set f
Memorandum, defendants hereby move this Court fol e entry of summan

As set forth more fully in the accompanying MENEnsnngs@kEeg at the
discovery in this matter there is no genuine dispute as to anv material fact.

Figure 12: Highlight Text to Create the Hyperlink
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STEP 4 Displayed next is the Hypetlink Properties dialog box. Click the Folder icon located to the
right of the Document/Macro field as shown in Figure 13.
J

Hyperlink Properties

Define links to ather documents or bookmarks in this or other documents. Or, define a
L) macra to be executed when the user clicks on the link.
- Docurment/Macra: -=::|::|.JrrEer'|t document: (\| E [)mwse Wwieh. .. ]
| || Bookmark: | \VN
| Targst frame: | | Click the Folder icon.
o [ ok ] [ Caticel ] [ Help ] the attached
dum, defendants hereby move this COWT T0f the entry Of summaty judgment.
th more fully in the accompanying BEuehsulngo@kgy. at the close of extensive

Figure 13: Creating Hyperlink to Secondary Document
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STEP 5 Navigate to the directory/folder in which the secondary document you wish to link to is
located (i.e., the local path name) (Figure 14). NOTE: The document selected as the link
must be in PDF format.

e Highlight the PDF document (document must be in PDIF format).

e  Click the Select button

e Click OK on the Hyperlink Properties dialog box. The hyperlinked text will be
underlined.

INOTE: Users may append to the URL a citation to a specific page number within the document, if
necessary. To do this, enter ?’page=<page number> at the end of the URL, for example,
http:/ /usdc.uscourts.gov/doc1/00103032?incHeader=y?page=23.

S-is-i-@Ee OSE-%FH ¢
T E RS-

DCEEE ABBO -0 vig, B s

|T|mesNewF‘.nman v|12 v| B 7 U-=-A:S v|NnrmaI v” abe abe

Hyperlink Properties

Define links to other documents or bookmarks in thiz or ather documents, Or, define a
macro o be executed when the uzer clicks on the link.

INTHE UNITED STATES DISTRICT ¢
FOR THE EASTERN DISTRICT OF MI

Docurment/Macro: |<current document: | [Browse 'W'eb...]
w

B ookmark:

- Select File

T arget frame:

Loak in: | (£ Testing V| J [Q: = '
.-f-"% First, select the PDF
document.
My Recent
Documerts
Desktop
My [iocuments
g‘l Second, click the [ARY
y Select button.
My Computer

File name: |Matior1.|::df

My Network | Filesoftype: | Al Files (")

Figure 14: Linking Document
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STEP 6 After you have created all of your document hyperlinks, save the primary WordPerfect
document.
STEP 7 Convert the primary document to PDF format using the Publish to... or Publish to PDF

function in WordPerfect. Converting to PDF using other methods will not retain the
hyperlink (Figure 15).

e (lick File on the menu toolbar

e Sclect Publish to... then PDF or Publish to PDF (this selection depends on the
version of WordPerfect you are using).

O e o Iy -A S ErE-EE ME-%FH 3 Eo %
Mew from Project... Ctrl+5hift+4

Tim  New %ML Document. .. - Af ' gbc abe | - W - -

| Cpen... Ctrl+0
Close Ctrl+F4
Save Ctrl45
Save As... F3
Save Without Metadata. ..
e , IN THE UNITED STATES DISTRICT COURT
Document 3 FOR THE EASTERNDISTRICT OF MICHIGAN
Page Setup... 1
Print... Ctrl+F

e N Tt

Publish To

Ty

GRUTTER ) Civil Action No. 97-75928
)

1 OFFERDexterJasonLegallnterwIHolmesGS-7[1]. wpd o .
EDGAR... ) Hon. Bernard Friedman

2 OFFERDexterJasonlegallnterwIHolmesGS-7[1]. wpd )
Exit Alt+4 v ) Hon. Virginia Morgan
R LEEBOLLINGER, )
etal.. )
= )
Defendants.
Figure 15: Publish to PDF
STEP 8 Docket the appropriate CM/ECF event and upload the primary PDF document and

attachments as usual.
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MICROSOFT WORD

In order to create a hyperlink in the primary Word document to a secondary document filed in the same
submission, the secondary document must be in PDF format.

STEP 1 Convert the secondary document (i.e., the attachment) to PDF format. To convert a Word
document to be filed in the CM/ECF system to PDF format that contains a hypetlink, the
Adobe Acrobat application must be used. No other conversion software can be used.

e  (lick the Convert to Adobe PDF icon on your menu toolbar or Adobe PDF button
depending on the version of Word you are using (Figure 16).

File Edit View [Insert Format Tools Table Window Help Adob

EJ =" NENE= NN A - EENE - AR R Nz g
(s 8

! Fle Edit W¥ew Insert Format Toole  Table  Window  Hel Adobe PDF crobat Comments

R = | a5 ul|'¥’§1| REEN W AN ,|%<;I_-| Convert to Adobe PDF 5 Garar «

2 = Convert obe PDF and Email
ol = A

El y E T Convert to Adobe PDF and Send for Review

' Change Conversion Settings
_ % Mall Merge ° Adobe =

Figure 16: Microsoft Word menu toolbar

e Close the Word document.

e Open Adobe Acrobat.

e  (lick File on the menu toolbar (Figure 17).

e Sclect Create PDF then From File (Figure 17).

e Navigate to the appropriate directory/folder where the Word document is stored. Select
the document and click the Open button as shown in Figure 18. A series of windows
will open as the document is converted.

STEP 2 When the conversion is completed, the document is displayed in the Adobe Acrobat
window. Save and close the Adobe file.
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Adobe Acrobat

5= Edit View Document Comments Forms Tools Advanced Window Help

[ Qpen... Cirl+0 f{ Sign - Forms ~ /_;:’ Comment =
3

Organizer

Create POF Portfolio i l:lv

Modify FDF Portfuolio

<T.L;eate PDE )

i) From Web Pags shift+Ctrl+0

@ From Clipboard

First, select R
Create PDF from P Assemble PDF
File list. :5-3 Merge Files inf

Second, select
From File.

? Create = @ Combine = l& Secure ¥ / Sign ~ Forms ~ CP Comment =

First, highlight
Lockin: | (3 Testing ) the document.

G >— |

My Recent
Documents

=

Desktop

b

My Documents SCCOﬂd, select
Open

H Document

6:32FM

My Computer

‘T File name: |Moti0n.doc:

My Metwork Files of type: |AII Supported Formats

Figure 18: Converting to PDF
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STEP 3 Open the primary Word document that will contain the hyperlink to the secondary
(attached) document.
STEP 4 In the primary document, select and highlight the appropriate text that will be displayed as

the hyperlink to the secondary document (Figure 19).

o (lick Insert on the menu toolbar.
e  Seclect Hyperlink from the drop-down list.

Inzert ]Brrnat Tools Table ‘Window Help AdobePDF  Acrobat Comments
| Break... L F |9 - | & [ 100% - @ | JdRead E i 44 Normal +EBlack ~ Times New Roman
T Page Mumbers... .
M Date and Time. ..
|---E---|---1---|---;I_---l---3.---|---4---|---
AutoText 3 : : : : : : : : :
Field. .. IN THE UNITED STATES DISTRICT COURT
Symbol FOR THE EASTERN DISTRICT OF MICHIGA
_]I Comment )
Reference 3 BARBARA GRUTTER I]
'jl Web Component. .. )
Plaintiff, I] Civil Action No. 9
Picture ] V. )
f::l Diagram... I] Hon. Bemard Frieq
a] TextBox LEE BOLLINGEE., et al, I]
e ) Hon. Virginia Mor
o Defendants. )
Obiject... )
5 Second, select Hyperlink
. )
- from Insert drop-down list.
% Hyperlink...  Ctrl+ >

DEFENDANTS MOTI{ First, highlight text to be hyperlinked.

Pursuant to Fed. R Civ. P. 56 and Local Rule 7.1 the reasons set
Memorandum, defendants hereby move this Co he entry of summa

As set forth more fullv in the accompanving MEalyentitaggg Ry at the
discovery in this matter there is no genuine dispute as to anv material fact

Figure 19: Highlight Text to Create Hyperlink
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STEP 5

Displayed next is the Insert Hyperlink dialog box as shown in Figure 20.

Link to:

Insert Hyperlink

Text to display: |Memnrandum of Law

Existing File or
Web Page

Place in This
Document

Create Mew
Document

E-mail Address

| ScreenTip..,

Look in: |E:| My Documents V|
I Corel User Files ~ Bookmark. ..
Current My Music i —
Folder )
My Pictures Target Frame...
I My Shepard's Brief Suite Reports B
Browsed @ SB5154
Pages @J ~Sperlink2,doc
@J 1.doc
-
Recent ) Lpdf
Fles  |®] 2.doc
™ 2.pdf W
Address; || V’|
i

As set forth more fully in the accompanving

Wittt Ru@leyy at the close of extensive
discovery in this matter there is no genuine dispute as to any material fact. All of the record

Figure 20: Creating Hyperlink to Secondary Document

STEP 6

Navigate to the directory/folder in which the secondary document you wish to link to is
located (i.e., the local path name) (Figure 21). NOTE: The document selected as the link
must be in PDF format.

e Highlight the PDF document (document must be in PDF format).
e C(Click OK on the Insert Hyperlink dialog box. The hyperlinked text will be underlined.

INOTE: Users may append to the URL a citation to a specific page number within the document, if
necessary. To do this, enter ?page=<page number> at the end of the URL, for example,
http:/ /usdc.uscourts.gov/doc1/00103032?incHeader=y?page=23.
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! Fle Edit View

Link to:

| | Existing File or
N Web Page

Flace in This
Document

Create New
Document

- E-mail Address

Insert

Insert Hyperlink

Text to display: |Memorandum of Law

Look in:

Format Tools Tgble Window Help

| & 2@ F|9 -]

Adobe PDF  Acrobat Comments

g x‘ﬁ MNormal + Black = Times Mew R

| Tes.ting A

First, navigate to the
secondary document file.

4

TATES DISTRICT C(
DISTRICT OF MIC]

Browsed
Pages

Recent
Files

Bookmark...
Target Frame...

Civil Action

Hon. Bemar

Address:

|H:\My Documents{TestingMotion. pdf

. select OK.

Virgini}

Figure 21: Linking Document

STEP 7

Save the primary Word document.

DEFENDANTS MOTION FOR SUMMARY J

As set forth more fullv in the accompanving

Pursuant to Fed. . Civ. P. 56 and Local Rule 7.1, and for the reasoy
Memorandum, defendants herebv move this Court for the entrv of s

Memorandum of Law}
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STEP 8

Convert the primary Word document to PDF format. To convert a Word document to be

filed in the CM/ECEF system to PDF format that contains a hyperlink, the Adobe Acrobat
application must be used. No other conversion software can be used.

e (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 22).

: File Edit Wew Insert Format

Tools

Table Window

RNET RV RN 2 AP e e A L W=

Help

Adob

.

! Fle Edit Wiew Insert Format Tools Table  Window  Hel
AREE=R" BENE= BN WP W . W AR BAE X«
g or

& S

Adobe PDF crobat Comments

4= Convert to Adobe PDF )

Convert to Adobe PDF and Email
# Convert to Adobe PDF and Send for Review

Garar -

Change Conversion Settings

$5 Mail Merge to Adobe PDF

Figure 22: Microsoft Word menu toolbar

o (Close the Word document.
Open Adobe Acrobat.

Click File on the menu toolbar (Figure 23).
Select Create PDF then From File (Figure 23).
Navigate to the appropriate directory/folder where the Word document is stored. Select

the document and click the Open button as shown in Figure 24. A series of windows
will open as the document is converted.

STEP 9
window. Save and close the Adobe file.

STEP 10

attachments as usual.

When the conversion is completed, the document is displayed in the Adobe Acrobat

Docket the appropriate CM/ECF event and upload the primary PDF document and
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Adobe Acrobat

5= Edit View Document Comments Forms Tools Advanced Window Help

[ Qpen... Cirl+0 f{ Sign - Forms ~ /_;:’ Comment =
3

Organizer

Create POF Portfolio i l:lv

Modify FDF Portfuolio

<T.L;eate PDE )

i) From Web Pags shift+Ctrl+0

@ From Clipboard

First, select R
Create PDF from P Assemble PDF
File list. :5-3 Merge Files inf

Second, select
From File.

? Create = @ Combine = l& Secure ¥ / Sign ~ Forms ~ CP Comment =

First, highlight
Lockin: | (3 Testing ) the document.

G >— |

My Recent
Documents

=

Desktop

b

My Documents SCCOﬂd, select
Open

H Document

6:32FM

My Computer

‘T File name: |Moti0n.doc:

My Metwork Files of type: |AII Supported Formats

Figure 24: Converting to PDF
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ACCESSING DOCUMENTS VIA HYPERLINKS

Accessing documents via a cross-document hyperlink works the same as when documents are accessed via a
document number hyperlink in a report or query.

If a non-court user clicks on a hypetlink to a CM/ECF document but has not logged in to a CM/ECEF server,
a PACER log in screen is presented before the document can be displayed. Once a user has logged in to a
CM/ECEF server as a PACER user, this login ID will provide access to documents on other CM/ECF setvers
for the duration of the browser session or until the user logs out of the CM/ECF application. The billing
receipt and confirmation will be displayed to users logged in with a PACER account before the document can

be displayed.

Court users on the DCN can access unrestricted documents stored on an appellate court server via a
hyperlink without logging in. Court users on the DCN must log in to a district or bankruptcy court server in
order to access unrestricted documents via a hyperlink; a PACER log in screen will be presented to the court
user if the document is stored on another court’s server. The PACER login ID will provide access to
documents on the other court’s server for the duration of the browser session or until the user logs out of the
application.

If a document is restricted for any reason, the user must log in to the server on which the document resides
with a court or attorney login ID and have the appropriate access rights to the document. If a hyperlink to a
restricted document is created in a document stored on anther server, the hyperlink will not access the
document from the other server.

If the user does not have access rights to a document, or a document cannot be found, an applicable message
will be displayed.

PACER BILLING SCENARIOS

When a PACER user accesses a document for the first time via the Notice of Electronic Filing, he/she will
not incur fees for accessing the newly filed document, but access to any hyperlinked document from within
the original document will incur a fee.

When a PACER user accesses a document after the first look, or accesses it from a docket sheet, he/she will
be charged for the original document and any documents displayed when using a hyperlink.

If documents filed in the same transaction contain hyperlinks to each other, the free look will be available
from the document number hyperlink displayed on the NEF document submenu, not from the hyperlinks in
the document themselves. The following note was added to the document submenu screen: “I'o view the main
document and its attachments without incurring a PACER fee, click on the hyperlinks displayed on this menn. You will incur
a PACER fee to view CM/ECF documents from hyperlinks within the documents.”

If a PACER user does not have his/her PACER login already linked to his/her ECF login, he/she will be
prompted for the PACER login for the first document he /she tries to view.
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