Judge’s Guide to Hyperlinking in the Federal Courts
(for Corel WordPerfect users)
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Drafting Documents to Include Links to CM/ECF

Gathering URLSs for Links for Citations to the Record

To obtain the url for the document from the CM/ECF docket sheet:

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: # 1 Affidavit, # 2 Exhibit
# 3 Exhibit. # 4 Exirbit, # 5 Exhibit, # 6 Exhibit, # 7 Exhibit. # § Exhibit, # O Exhibit, # 10 Exhibit, # 11 Exhibit, # 12 Exhibit. # 13 Exhibit. # 14 Exhibit. # 15 Exhibit. # 16
Exhibit, # 17 Exhibit, # 18 Exhibit, # 10 Exhibit)(Snyder, Andrew) (Entered: 03/08/2013)

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

Docket Filing Number

a@i INDEX in support of MOTION
#3 Exhibit, # 4 Exhibit, £ 5 Exhit
Exhibit, # 17 Exhibit, # 18 Exhibi

3 Copy shortcut

@(13)| TNDEX in support of M
|7 Open Right-click on the

Openin new tab | filing number, and

QI I« ) Open in new window

it Print target

Cut Select Copy Shortcut
@1
Copy

Copy shortcut

Q14 Paste

Save target as...

[z

L

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

Ri g ht-click on the sub- J@‘ INDEX in support of MOTION to Remand 11 by Attcdrew W. Sayder on bel

Original Equi Co., Inc.. (Attachments: # 1 Affidavityd Open

filing number in the § X # 7 BXbit #0 ik onine spectic By|  Openimnewtab
P =71 filing; e.g. Filing No. 13-2 : T
docket text and, 0308/2013) [

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

cut
5 FQ 14  MOTION to Dismiss for Lack o Sc/ect Copy Shorteut | C:r‘-
Defendants East Coast Resource Group. LLC. East Coast Re -
Copy Shortcut. AN Cony T

Print target
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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 WordPerfect
document you are drafting:

STEP ACTION

1 In the order, use your cursor to select the citation to which a hyperlink
will be added.

The defendant is a Colorado citizen. (FilingNo. 13-2, at CM/ECF p. ﬁ)

2 From TOOIS on the menu bar’ Insert Format Table {FookY) JMSMacros Window Help Structured Writing EE
select Hyperlink.

AltShifts FL
Alt+FL
Alt+ Ctrl+ FL

an
Macr 3
Template Macro » lizen. (Fllmg
Visual Basic 3

Ne‘b[asl Address Book.. [t Cl 1 l
Merge. Shift+F9 CFP
Sot... Alt+F9

wes Bl i , |lan amount ¢

Align and Distribute.

risdi R/ Tha

| —BesEm
matter y Legal Tools

3 A Hyperlinks Properties dialog box will appear.

Use the Del ete key Define links to other documents or bookmarks in this or other documents. Or, define a
from the Computer macro to be executed when the user clicks on the link.
keyboard to remove Document/Macro:

oo =]

Target frame:

4 Right-click in the e
Document/Macro box. r[n;:fg:tlngzt:m:tgfemdmmem_ Or define a
Document./Macro: E Browse Web. ..
Se|eCt PaSte Bookmark:

then, select Paste.

Target frame:

Paste

Delete

Calart Al
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STEP ACTION
S | The link to the first e L2
page of the filing will — — _
appear. ot 1o b cxecsed when e s clcka on e e T ocL s O defne
To link to the filing Document /Macro: | cacd uscourts Gov/doc 1/031017072041
only, or to only page 1 I B
of the filing, click OK. -
Target frame:
The link to the citation
will be added in your [ ok ][ Concel |[ Heo ]
order.
6 To link to the specific page number of a CM/ECF filing to which you
are citing,
In the address box, scroll to or place your cursor at the end of the link
address.
Add the following text: ?page=<page number>. For example,
-H}'perlink Properties | ? &r
13-2,p. 3).
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: | ourts.gov/doc1/031117072043%age=3 [ B1
Bookmark: E
Target frame:
| ok || Cancel || Heb |
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 order.
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 order to a PDF following the instructions below.
3 File the PDF version of the document in CM/ECF.

Note: It is not necessary to re-file or re-attach the documents to which
you are linking if they have been previously filed in CM/ECF.
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Adding Links to Attachments to the Document Being Filed
If a document cited in your order has not previously been filed on CM/ECF, you
may link to the document within your order only if the document is filed as an
attachment to your order. Follow the steps below to add active hyperlinks to
documents you will be filing as attachments in CM/ECF.

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 order, 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.” [BiebaENiNe WRE(cmphasis added).
4 | From the Tools menu, select Hyperlink.
5

A Hyperlinks Properties dialog box will appear.
Click the folder button.

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

Bookmark: IZ|

Target frame:
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STEP ACTION
6 Browse to and select the saved file you want to link.
SE\Ed.FEIE—J:\CMECF\End.]n Di iﬁs\{wﬂ_l'tdmn\e_nis\l'frmleﬁa\s\Lr}_(ﬂlIhll_&kdexnle\li:kﬂc.e m | 2 B =
File Edit View Tools Fav Help
wu BEX0 B E 608 h
Lnuckl:rk Local Rule-Index of evidence : vD
ame ate 1
:/‘1:;7; T Answer.pdf / X Complaint Ex D.pdf
Training T Brax Affidavit pdf | Complaint Ex E.pdf
Urbom 1 Brief destination pdf T Complaint.pdf
Zwart 7 Brief in support.pdf L Criminal Rules subject to change.pdf
g E':?mbarsﬁ i Brief with links.paf T Crvil & Criminal Rules re Evidence Indexes.pdf [
b ), CRZinternl i Brief pf FHiDec1 pdf
5 SchwabD ' Civil Rules subject to change.pdf T Dec 2.pdf
& | Templates ‘il L Complaint Ex A.pdf |Dec 3.pdf
5| ZwartC I Complaint Ex B.pdf FiDecd.pdf
ﬁ:&”ﬁ’;:i’ﬁ‘;m““ | # Complaint Ex C.pdf @E(.lAdestmatiun‘pd
Pl T m ] v <] n ] b
File name: Brax Afdavi.odf HETD)
File type: Al Files (") +  Last modified: Any Time -
[__Find Now | [ Advanced... | [ New Search |
Click on the file. The name of the file will appear in the File name box.
Click Select.
(Note: The file selected as the link must be in PDF format.)
7 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: |INCMECF\Zwart documents'\Brax AMfida
Bookmark: |Z|
Target frame:
[ ok |) cance || Hep |
8

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.

evidence\brax affidavit.pdf
Click to follow link

and conditions sheet, and again putting Plaintiffs on notice that arjfie/Nwinfsined.circ.denidata. — Fed
ee

cmecf\Tn\?ingldiglits\z;u'art ?ocumamts\it
for any seed disputes, the 2011 invoice stated that, “If binding
bag), the place of arbitration will be Des Moines, lowa.” Brax Aff. 113 (emphasis added).

Add links to all the citations in your order accordingly.

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

8 File the order and evidence as follows:

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

Main Document
| _Browse.. |~

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

A DrdX MIHUGVIL Ul

Brief with links. pdf

o L | G UL A

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

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

Attachments Cati

Qeer Dl
Brax Affidavit,pdf

Browse...

L]

| o |
c 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. However, a unique description is
needed if similarly labeled documents are cited.)

Attachments Category Description

1. [JACMECF\Ending Digits\Zwart document:  Browse... ‘ I ~| |Brax Affidavit Remove

2|

Mext Clear

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

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

Links to legal citations can be added manually or, assuming the software is
compatible with your computer and word processing software, by using automated

linking software available through Westlaw or Lexis.

Access to Linking Software

Tool Cost

URL

Westlaw InsertLinks | Must purchase a West
BriefTools subscription.

Estimated cost: $100/month
for small firms;

$300 to 500/month for larger
firms (10 licenses)

http://legalsolutions.thomsonre
uters.com/law-
products/solutions/brief-
tools?searchterms=brief+tool

Shepard’s Links Lexis is currently not selling a
2008 software subscription which will
insert links to documents that
will remain active upon
conversion to PDF. The last
version of such software was
created in 2008 and can be
downloaded from the
Lexis/Nexis website for free.

http://support.lexisnexis.com/In
download/record.asp?ArticlelD
=6056

Note: The Shepard’s
BriefSuite dictionary is getting
old and may not recognize
some of the newer reporters.

Its accuracy as a linking tool is
inconsistent.

Lexis for Microsoft This Lexis software product will
Office add links for research and
drafting purposes, but those
links are lost upon conversion
to PDF. Lexis is investigating
the issue.

http://www.lexisnexis.com/en-
us/products/lexis-for-microsoft-

office.page
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http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief+tool
http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief+tool
http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief+tool
http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief+tool
http://support.lexisnexis.com/lndownload/record.asp?ArticleID=6056
http://support.lexisnexis.com/lndownload/record.asp?ArticleID=6056
http://support.lexisnexis.com/lndownload/record.asp?ArticleID=6056
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page

Linking Software—Compatibility Information
The following graph outlines the compatibility of Shepard’s Links 2008, West
InsertLinks, and Lexis Links for Microsoft Office for inserting links into MS Word
and WordPerfect documents with a Windows XP (SP3) 2GB Memory, Windows
Vista (SP2) 4GB Memory, or Windows 7 — 4GB Memory computer.*

Shepard’s Links Lexis for West
2008 Microsoft Office  InsertLinks

MS Word 2010 X** XHx*
MS Word 2007 X** Xxr*
MS Word 2003 X XHx*
MS Word 2000 X
WordPerfect X6****
WordPerfect X4 — X5 X
WordPerfect X3 X X
WordPerfect 10 — 12 X

*  The West and Lexis linking software programs cannot be used on Apple computers.
Moreover, although Shepard’s Links was not designed to operate on Windows Vista
and Windows 7 (as reflected in the Lexis literature), it is working on these computer
systems.

** Lexis for Microsoft Office is being developed and tested. However, in its current
stage of development, any links added by Lexis for Microsoft Office are being stripped
out upon conversion to PDF. Lexis is investigating this issue.

*** Westlaw product information states InsertLinks is compatible with both 32- and 64-bit
Microsoft Word. However, while it works well with 32-bit Word, InsertLinks is not fully
compatible or useful with 64-bit Word.

***&% West currently has no linking software compatible with WordPerfect X6. West
indicates it may develop and release this product during the summer of 2013.
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Westlaw InsertLinks
InsertLinks is a Westlaw computer software program which scans Microsoft Word
or Corel WordPerfect' documents to locate legal citations, and then automatically
inserts hyperlinks to the Westlaw internet address (url) for those citations into the
word processing document.

See attached InsertLink example.

Installing West InsertLinks
InsertLinks is part of the West BriefTools suite, and a BriefTools
subscription is required in order to use this software.

e The current West BriefTools product is Version 2.7.2039, which
was updated on December 10, 2012.

e The attached BriefTools Software Download instructions
outline the system requirements and provides instructions on how
to install West BriefTools.

Using West InsertLinks
Once InsertLinks software is installed, Westlaw links can be installed
automatically in WordPerfect documents using the following steps:

STEP ACTION

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

E# WordPerfect X3 - [Documentl (unmodified)] SN
E File Edit View Insert Format Table Tools JMS A
MIr-wr O EEHS « cBR -0 - &
nsert Links Remove Links Options WestCheck

Times New Roman - 14 ~B /7 U
S, [ ] 8 6 | B

BB L RE s e me

Select Insert Links from the menu bar.

! 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.

Judges Guide to Hyperlinking in the Federal Courts
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STEP ACTION

2 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

Lent_l West BriefTools Inserting Links P ffrct
ant 1 M.
e jll] Validating Cites d’ i
ion f lee
il act)| . ||tha
s cou sfer
Petitl ibl

L= X

ot in the interest of justice to transfer the Petition. A
enied and this action will be dismissed for lack of j

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).

Shepard’s Links 2008
Shepard'’s Links is a Lexis computer software program which scans Microsoft
Word or Corel WordPerfect? documents to locate legal citations, and then
automatically inserts hyperlinks to the Lexis internet address (url) for those
citations into the word processing document.

Reminder: Although free, Shepard’s links has not been updated since 2008 and
provides inconsistent auto-linking results.

Installing Shepard’s Links
Shepards Links is part of the Shepard’s BriefSuite.

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

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

2 See compatibility graph above.
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Using Shepard’s Links
Once Shepard’s Links software is installed, Lexis links can be installed
automatically in WordPerfect documents using the following steps:

STEP ACTION
1 Click on the Shepard’s Link button, circled in the screenshot
below
f
S-ii-@E- WeE-%H O3 'Y!'_grﬁms
REEEIEANEE -]
3 4 5 3 7

2 Click the checkbox (optional) and click OK.
Shepard's Link(Th) ==

The Shepard's Link[TM)] feature will find citations and add Shepard's Signal[Th]
indicators to a copy of your document. Tarun Shepard's Link on a specific part of
your document, select the text of interest and click the Shepard's Link button,

[7] Do riot show this message again. %
£ Ok | [ Cancel
3 Click Cancel. Logging in is optional.
Shepard's Link™ Signon @
LexisMexiz® ar |
Cusztomn 1D
[V] Mask User 1d

Pazzword

[ Remember my login information

b (e

4 Click OK.

Shepard's Link™ Pracessing

100%

Process complate

v Citations found: 45
v Shepard's Signal(TM) indicators : Skipped

Cancel

5 The new document with the hyperlinks opens in a new tab.
Save the document as a PDF as described in these
instructions.
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Manually Inserting Hyperlinks

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

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

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

STEP

ACTION

1

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

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

policy favoring arbitration.” Buckeye Check Cashing, Inc. v. Cardegna 546 U.S. 440 443
(2006). See also Mastrobuono v. Shearson Lehman Hutton. Inc.. 514 U.S. 52, 56 (1993);

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.,

+ EEme=rutedomom =18 stantdoc=18mwc FRIGELEL £ - @ B C X || @ eta Document -by Citati.. %
— Undo
File Edit View Favorites Tools Help

Lexis
R I R -

-~
o

Web Images More...

r Lhimdbme Ma AT C 2404

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

3 a | From Tools on the menu batr,

s Window Help _Structure
CtivFL
At ShiftFL
AL
At CtrteFL

select Hyperlink.

: izen. (Filing
Nebrask . CMECE p
AR
wes b: , [an amount ¢
atter »

Alt-F12

b AHyperlinks

Properties dialog box
will appear.

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

Document/Macro:
Use the Delete key from || goem

the computer keyboard e
to remove

¢ | Right-click in the
Document/Macro box.

Define links to other docur

Define Inks to cther docur” Right-click in boy, ~ Jjrocuments- Or define

Document/Macro: [2] [ Browse Web...

Bookmark:

Target frame:

Select Paste.

d | Click OK.

lies to the Arbi

Hyperlink Properties.

Define links to other documents or bookmarks in this or other documents. Or, define 3
macro to be executed when the user clicks on the link.

R 102 [2] (B

Bookmark [+]

has held that th

Target frame:

el

e | The link to the citation will be added in your order.

The United States Supreme Court has held tiin- oo T o

https:// lexis.com/research/retrieve? 79

. . . . 777115Cb&csvc:\E&.cform:byCitat\Dn&:fmtstr:FULL&docHum:l&,Rart
pohcy favormg arbitration.” Buckeve Check Cashmédo::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 order, 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

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

e L1ghth Circuit

Michael E. Gans, Clerk of Court

About the CJA Informa

& Forms

Document Appeal
Court Information

Rules &
Procedures

Home == All Opinions == Today's Opinions == Case Mumber == 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

Hi7555F pdi n211212041 linitad Statas v Christanhar Tavlgr
T.S. C Open
U.S. D e £ Missouri - Kensas City
[FUBLT d Hansen, Circuit Judges]
Crimin Open in new window did not comply with the
ansas IS rocedures for inventory
searchs , itemized inventory of
defend Print target hicle; the circumstances
of the £ the applicable
standa. Cut ems in the vehicle, made
the of: Copy { ufficient to remove the
infere fricers's testimony
demens Copy shortcut for an investigatory search:
a3 a r Paste ng defendant's motion to

OR

UNITED STATES DISTRICT COURT
District of Nebraska

Chief Judge Laurie Smith Camp

Public Juror Calendar

Attorney

Home » Attorney

Local Rules

In Effect On and Afte

, 2012

Eighth Circuit Jugq Open in new tab

Summary of 201 Open in new window

Save target as...
Print target

In Effect On
Nebraska Gener
Nebraska Civil R
Nebraska Crimin: Copy
Eighth Circuit Jug Py

( Copy shortcut
=

Cut

Summary of 201

Referring to the previous section, “Manually Creating Links to
Online Research Resources,” complete Step 3.
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Final Editing

Removing Links

To remove a specific 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 9§ 43; filing no. 31 at{ 42.

10.<> l{Hyperlink;[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 e 2]
the text in the Reveal Codes box. et |
Type Ctrl + F. e |
. . . " Replace with: Replace
A Find and Replace dialogue box will . [Nothing> ] Replacedl
Open. Close |
Select Match, then Codes. 43 Findand Replace 21|
Type | Match lace  Action Options Help
Find: Whoﬁ Eind Mext I

Case
Font...

MEG

A Codes box will appear.

In Find codes,
Hyperlink Begin.

Click Insert.

scroll

and select

[™ Display merge codes oni-""

Find codes:

_I Insert & Close |
Close: |

Help
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[HyperLink Begin] will appear in the x|
Flnd bOX Twpe Match Replace Action Options  Help

) ) Find: find Next |

Replace with <Nothing> and select | Fyperlirk Beg = e |
Replace All. S _ Beiace

|:Nothing> j |

Close |

A display will open stating how many x|

hyperlinks replaced  with

“nothing.”
Click OK.

were

:' 5 occurrences of “[HyperLink Begin] ” have been replaced.

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.
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All documents filed in CM/ECF are in PDF format, so all documents created for

Publish to PDF—Retaining the Hyperlinks

filing must be converted to a PDF document.

before converting the document to a PDF format.

Once all links are in the word processing version of your document, use your
word processing software to save or convert your orders, or other documents you have

created for filing, in a PDF format.

Notes: Do NOT use Print to PDF to create a PDF of an order with hyperlinks—

To include hyperlinks in your filed
documents, place all the links into the document using your word processing system

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 Select File —> o -
RFAL TR0 e
i [} :::‘T;:::m CreshteN R s - G| § P T @
Publish To —> - ano 1L : ° :
Publish to PDF. — ’
Or B " blorado citizen. (Filing No. 13-2, at CMVECF p. |
£
e s 2gNo.1,at CMECF p. 2,93. Th Laint ¢
Type Alt + P = 1g No. 1, af P - e comp am-
a=C D) o B A
1 Word Pesfect CM linking instructionsanpd m i _l;intif'fs' motion to dismi
2 The Publish to PDF dialog box will
open. Save -~ @2 B
j Date modified Type *
. . - 03/16/20136:55 PM  File fol
Browse to the file location for s | e
Saving the file. =4 il sy
(\\wm:i‘nedm UEJ&:ZUBE‘ZE PM  File fol
: i} pumisndostirl it
Name the flle- T‘V 04/08/2013 6:07 PM Fi\efu\_
(\\W‘“’:;S“l":m 03A16720137-30 PM. :::::=
. ! ile fol =
C I | Ck Save . Desktop < |, 11cv5002.wpd, Ameritas ERISAwpd, .. | ‘
B L File name: QZCVK 101--Motion to dismiss ) - [ Save ]
. . . s POF Sty [Publsng Grine and Printin - Cancel
A PDF will be created with active R
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

iew Window Help

document open, uﬂ\ cosz by
Click Edit, ———— W - 7
then Preferences. Copy crc
Paste Cirl+v
Select Al Cirl+a
Deselect all Shift+Cirl+a4
Copy File to Clipboard
@ Take a Snapshot
Check Spelling L4
Look Up Selected Word. ..
(2}, Find Crl+F
Advanced Search Shift+Ctrl+F D
Preferences... Cirl -+
From the Categories, *
I™ Display PDF in browser
scroll and select Internet. T A
_ [V Display in Read Mode by default
P
Action Wizard [ Allow fast web view
Catalog [ Allow speculative downloading in the background
Make sure Display PDF in —
browser is not selected. comeionspst [ovir- 2]
. Internet Settings...
Click OK.
A

After you change this setting, you will need to close and reopen your Web
browser before opening CM/ECF filings.
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Optimized PDFs to reduce file size

Large documents or documents containing forms, photos or graphics should be
saved as an optimized PDF to reduce file storage size. Select File and Click
Publish to PDF. From the PDF Style dropdown menu, Select Publishing

Online (Smallest file size).

V4 Publish to PDF‘ S
Save in: | My Documents - @ ? ¥ "
I Mame Date modified Type
&j
Recent Places
- ) DYMO Label 27472013 10:03 AM File folder
JHTML 6/5/2012 1:23 PM File folder
Desktop My Data Sources 2/4/201310:09 AM  File folder
e | Working Files 5/14/2012 9:03 AM  File folder
V= '@TEST.pdf 772472013 4:38 PM Adobe Ac
Libraries
A
Computer
@
u 1| i 3
Metwork
File name: ST WordPerfect PDF.pdf - [ Save ]
PDF Style: [Publishing Online (Smallest file size) - ]] [ Cancel ]
Open PDF After Saving Settings...
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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.
From Format on the menu batr,

Select Styles.

Format | Jlable Tools JMSMacros Window Help  Structured Whitii
1 Z= g =] - = - <None»
] CA e S

3

Justification »

ﬂ:i';}t . e dv_:livery 1s made_ t
lable forall freig

Keep Text Together...
Typesetting »

Envelope...
Labels...

imore & O.R. Co

:—-——:’a _ that Harms Farms «
[= Alt+F8

In the Styles box,

scroll to and select [EN]Ji0q.
Click Edit.

o UL LA I T AR

»

SEFEF

"E ‘ Type Character
| Location:  Curent Document
Desorption: Hypertext

§I7ITEE
iniist

[ Create.. |[ Edt.. | [qucksye..] [ Qpions ~]

The Styles Editor box
will open.

Double-click on a

Reveal Codes command in the
Contents box; e.g. on

|Und CnMrl

or’

| File Edit Insett Format Tools
Times New Roman - 12 -Blr @v E-A-

Description: Enterkey insetts style
Hypeted <Same Siyle> [+]
Help
Je ) Atomaticaly pcte syle when changed i documert
Contents:
Und i Color
Double-click oneither the
Color or the Underline box.
Reveal codes (] Show 'off codes™
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STEP

ACTION

4 | The Font Properties

Font Properties.
i

box will open. Ty
Select the desired Color. eI S
_ ) o
Select the desired Appearance.
CIICk OK [ox "'][/cm | [setngs =] [ reb |
; ; e coor [ -
5 The Styles Editor box will open 5
agaln ‘T\me;Neanman -1 - B 7 ul-E-A- :l
= —
Description: Enter key inserts style:
. Hypertext <5ame Style> E ==
Click OK. 3
By [El] Automatically update siyle when changed in document
Conterts:

Reveal codss [7] Show ‘off codes’

6 | The Styles box will open
again.

If you want to set your
changes as the hyperlink
text format for every
document,

Click on Options, and from

Select Settings.

the drop-down that appears,

Type Character (auto}
Location:  Cument Document
Description: Hypertext

[ Ceae.. |[ Edt.

Settings...

Copy...
Delete...

Rarat

7 Inthe Style Settings box, e N

Select Default Template.
Click OK.

Available styles list:
Styles in cument document
Styles in default template
WordPerfect system styles
@ WordPerfect heading styles

Save new styles to
\8 Curent document ﬁ
® Defauit templ Lance

Addttional objects template Help

() WordPerfect heading styles and all other system styles (headerfooters, numbering, etc_)

Styles from additional objects template
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STEP ACTION

7] =

The Styles box will open again.

Click Close.

Character (auto)
jon:  Cument Document
Hypertext

| ceae.. | [ Edi. | [Qucksie.. | [ Opions ~|

[ mset |[ Close |[ Heb |

This manual was based on the instructional guide produced by
Magistrate Judge Cheryl Zwart of the District Court of Nebraska.
Please share your comments, questions, corrections, and experiences
with hyperlinking or using this Guide by contacting:

IT Department
US District Court for the Central District of California
(213) 894-6133
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