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OVERVIEW OF HYPERLINKING IN FEDERAL COURT

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

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

Hyperlinks in court filings are very beneficial for court chambers. Court
submissions which include links to relevant case law and case filings are easy for
chambers staff to review. The attorneys” arguments can be immediately verified in the
context of the relevant law. The judge or judicial clerk is able to read the text of the cited
case law on one screen while reading the attorney’s brief on the other. And if a brief
contains links to referenced exhibits, and even to specific pages within those exhibits, the
judge or judicial clerk can access the relevant evidence without having to navigate
through the CM/ECEF record. Particularly when dealing with large and complex cases,
links save chambers considerable time and effort. Links make it easy for the court to
verify - and adopt - the positions taken by an advocate.
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Types of Permissible Hyperlinks

The following types of hyperlinks are typically allowed in court documents.

Internal Links

For example, the Table of Contents located at the beginning
of this Guide.

Links to documents
previously filed in CM/ECF

The defendant has adopted such policy, but presently pending are three motions
seeking similar relief, [Filing No. 15, Filing No. 16, Filing No. 17]

tpst fecf insd, uscourts govfdoc 107313686 144 i

Links to attachments and
exhibits being filed with
your brief

BRIEFMEMOFRANDUM in Support re 37 MOTION for Sanctions Pursuant to FRCP 37 | filed
by Plaintiff. (Attachments: # 1 Exhibit Exh. A, # 2 Exhibit Exh. B.# 3 Exhibit Exh C.#4
Exhibit Exh D, # 5 Exhibit Exh E. # 6 Exhibit Exh F, # 7 Exhibit Exh G.# 8 Exhibit Exh H. #
9 Exhibit Exh. I. # 10 Exhibit Exh. J, # 11 Exhibit Exh K. # 12 Exhibit Exh. L. # 13 Exhibit
Exh M. # 14 Exhibit Exh. N, # 15 Exhibit Exh. O, # 16 Exhibit Exh. P. # 17 Exhibit Exh. S)
(Entered: 04/30/2013)

Note: Evidence must be filed of record. A hyperlink to a

public website where evidence can be found is not a
substitute for filing evidence in support of a motion.

Links to case and statute
citations

Note: Unless a cited case
cannot reasonably be found
from a public source, it is not
necessary to attach copies of

cases or statutes to your brief.

For example:

Westlaw,

Lexis,

by the attorey-client privilege or the work product doctrine.

5, 2009 \\-’L4249959, 2009 U.S. Dist. LEXIS 121753 (D. Colo.

+502:

when a “subject-matter walver” occurs due to anintentional or

http://web2.westlaw.com/find/default.wl?rs=WLW10.06 8f
m=NotSet&fn=_top8isv=SplitBicite= 2009+ WL+4949959 Buvr

=2.08rp="22ffind %2fdefault.wl&mt=Westlaw

by the attorney-client privilege or the work product doctrine.

5, 2009 WL 4949959, 2009 U.S. Dist. LEXIS 121753 (D. Colo.
4

+502:

when a “subject-matt{md5=dbcab2caacd4f829eled ddec37b92e8d

https:/ fwww.lexis.com/research/retrieve’_m=9bb0a60fcal7b
454655d5b593fcceblf fucsve=le&cform=byCitation&_fmtstr
=FULL&docnum=18& startdoc=18&wchp=dGLzVIz-z5kAI8_

or court websites.

involved. Bradley Timberlat|dick to follow link
1892 (8th Cir. April 8, 2013)%

04/121892p pdf

A party has been fraudulently joined if there is no reasonable basis for
predicting that the state lawnite:// b uscourts.gov/opndinld/| hased upon the facts
Lumber Co.. No. 12-
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CREATING A HYPERLINKED TABLE OF CONTENTS

A table of contents in a MS Word document can include internal hyperlinks for
navigating the document. When the document is converted to PDF format, these links
will become bookmarks in the PDF document.

Although there are several methods for creating a table of contents in MS Word,
the one most useful to attorneys (and discussed below), is to create the document, include
any headings as you write, and then:

e Mark and format the headings to be included in the table of contents;
e Generate and insert the table of contents; and
e Edit as needed.

Marking and Formatting Table of Contents Entries

To mark and format entries to be included in the table of contents:

STEP ACTION
1 Create your document, inserting all headings with the format of your choice.
2 Using your cursor, scroll over and select

the heading you want to include in the PEOAL ANALYSIS

table of contents.
A ERISA Plan

3 From the Styles
section on your

Home tab, - — e e
PROCEDURAL BACKGROUND f
\ #4 Find
ick the down arrow in the ri ; - 2. Repls
Click the d the right aamvce | A
i i —| Ch
lower corner. J% ' Headn92 1] Gites~ | s selea
= i Editing
— Change = =
= St}.l'l o Styles * X
A drop-down list will appear. - | - Signature lock T~
Single Spacing T
bold all caps a =
. Default Paragraph Font a
Note: There are several pre-formatted Heading Styles No Spacng 7
available in MS Word, but only 2 may be visible in your - "
- . . . eacing n
styles drop-down menu. Additional heading options will Heading 3 1
appear as you make your selections. For example, when Heading 4 n
. . . . Heading 5 Ta
you select and apply Heading 2, the Heading 3 option will ieading & «
appear and be available for the next heading level, and so Heading 7 B
Heading 8 a
on. Heading 9 Ta
Title a
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If...

You want the
text of the table
of contents
entries to match
the headings
already created
within your
document (e.g.
font, font color,
bold, etc.):

You want to:

Set a standard
format (e.g. font,
font color, bold,
etc.), for all
headings and
table of contents
entries created
with your Word
program,

Or

Change the
heading format
in the brief
already created:

Then...

Use your cursor to select the heading to be included in the
table of contents.

o Spacing
Heating 1 b}
LEGAL ANALYSIS \
Update Hesding 2 to Mt Selecion
M Modiy.
A ERISA Plan Select All: (Vo Data]

From the Styles list, Right-click the heading level you wish
to apply. In the box that appears, select:
Update Heading [x] to Match Selection.

Continue until a heading style has been applied to all
heading levels within your brief.

From the Styles list, T Elovies - x
= Clear All ;I

Right-Click the heading level W, o soocrs T
you wish to modify. \

Update Heading 1 to Match Selection

4 Modify...
In the box that appears, select select Al (N Data)
. . Remove All: (No Data)

Modify to open the Modify Detete Heading 1

Remove from Quick Style Gallery
Style box. S .

e

Properties

Choose text: ey <
Style type: Linked {paragraph and character)
Style based on
[ ] f Ont Style for following paragraph: | 9 Normal

Col hoi
R

° font SiZe Cambria (Headings) =] [ 14 [« 7 U | —— |

e appearance

Brase Electr

e ("Brase”)

e color

Contracting Corp. (‘Brase Electric

heading

jointly and severally liable on sever’

e justification

To Font: (Default) +Headings (Cambria), 14 pt, Bold, Font color: Accent 1, Space
Before: 24 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Quick Style,
Based on: Normal
I, . slaveﬁ Following style: Normal Standard choice
® line spacing OF M0 nca o quck styie it [ 4 Tommmeaopeste
future @) Only in this document  (*) New documents based on this template
use.

Specific to this document ( oK )[

When your choices are /
complete, click OK.

Save settings for:
¢ only in this document, or
¢ all documents created using your standard template.
¢ Add to Quick Style List.

Click OK.

Scroll through your document. For each heading, select the heading text with your
cursor, then click the heading style to be applied.
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Generating and Inserting the Table of Contents

To add the Table of Contents to your document:

STEP

ACTION

Place your cursor in
the document at the
location you want
to insert the table of
contents.

Add a title for the
Table of Contents.

Enter a few hard
returns.

(You may want to
select the
Show/Hide
Paragraph Marks
on the Home tab.)

Control + Enter to
insert a page break.

- vs.q q
i MEMOR
BRASE-ELECTRICAL- CONTRACTING-
CORPORATION .- A-Nebraska Corporation: -
and STEVEN- H.-BRASE S
:

Defendants

-+ This- matter- is- before- the- court- on- the- parties’- c
judgment. - For-the reasons set forth below, Plaintiff’s motior
be-denied -and Defendants’ motion for summaryjudgment w:

«

Table-of-Contentsq]

Page Break.

Place your cursor

be-denied-and Defendants’ motion-for summary judgment-will be-granted

where the table of .
contents entries
should begin. / Table-of-Contents¥]
Page Break. f
From the MDD S AT 8T @R O As v ke - | 9 L] View
References tab Of Home Insert  Page Layout Mailings  Review  View  Developer
. Y | B AddText - oy Insert Endngte = [3) Manage Sources
your Word ribbon, 20 Upate Tabie A8 et Footndly - = G siyle Apa.Fit -
contens - cosmmote ) showNates \ | ctaston~ i Biblicarsphy =
|| Built-In hs & Bibliography
. Automatic Table 1 D N
SeleCt' [ is- matter- is- before-
Contents
Heading 1 1 |- TForthereasonsset
Table Of COl‘ltel‘ltS, chnu‘:n.mlmu S P, : l-and Defendants’ mo

and from the menu
that appears,

Select:

Insert Table of
Contents.

Automatic Table 2

Table of Contents
Heading | 1

HEMIING 2. | PG BrE@K e
1. Heading3 1

Manual Table

Table of Contents
Type chapter title (level 1), 1

el O S ——-

Type chapter title (level 3) . 3
%) MoreTable of Contents from Office.com / 3

] InsertTable of Contents...

[#% Remove Table of Contents
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Make selections for vable uf Conrear 2] x|

the appearance Of the Index Table of Figures I Table of Authorities I
table Of Contents' Print Preview Web Preview
Heading 1.....coovovevrrenes 1 ﬂ Heading 1 ﬂ
Clle OK' Head{ng 2 3 Heading 2
Note: If your table Heading 3..ovvvv.. 5 Heading3
has more than three N - anding 4 -
1 1 t t [V Show page numbers [¥ Use hyperiinks instezd of page numbers
eve S, you must se [V Right align page numbers This box must be checked
Show levels to the - =] for links to remain active
upon conversion to PDF.
correct number. — p
Formats: IFrom template -
Note: The “Use shouteves: [+ =]
hyperlinks instead of Number of
YpP N heading levels. fopsors.. | weary..
page numbers” must
be checked or the [ o | o= |

table of contents will
not have active links
upon conversion to

PDF.
The Table of
Table of Contents

Contentsl Wlth aCthe PROCEDURAL BACKGROUND 2
section links, will be STANDARD OF REVIEW X
inserted into your UNDISPUTED FACTS CiBoamar
document. LEGAL ANALYSIS ;hﬂmu e

A, ERISA Plan 5
Note: You can B. ERISA Preemption 7
manually modify the C. ERISA Claims 8
page numbers to |.  ERISA-The Well-Pleaded Complaint Rule 8
appear as other links 2. The Merits of Plaintiff's Claim for ERISA benefits. ... 10
in your document, &) ERISA Standard of Review. 10
(e_ g. blue and b) Right to Recovery under the Terms of the RetirementPlan 1
underlined) . ¢) Right to “Appropriate Equitable Relief’ under ERISA ... 17

Editing the Table of Contents (if needed)

Inserting the Table of Contents may result in page break changes. For example,
hard page breaks or extra lines that were added during drafting to adjust the

overall look of the document may no longer be needed, or some may now need to
be added.

If the brief was modified after the table of contents was inserted:
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STEP

ACTION

From the reference tab on the
Word ribbon, select Update

Table.
(S Add Text = d
. |2 update Table a‘\g MNext Footnote ~ &
Table of Insert In
Contents ~ Footnote E] Show Notes Cita
Table of Contents Footnotes u
Update Table :g:
- Update the Table of Contents so ]
= that all the entries refer to the sCQ
- correct page number,
N |
Select

Update page numbers only.
Click OK.

Note: If you have added or
changed a heading, choose
Update entire table.

. Update Table of Contents

21|

Word is updating the table of contents, Select one of
. the following options:

{% i ipdate page numbers only:

" Update entire table

Cancel

o]

When the entire document is complete, using MS Word, Save the document as a
PDF or Create PDF in accordance with the instructions in this Guide.

Note: Do not Print to PDF. All active links in your Word document become
inactive in PDFs created using Print to PDF.
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DRAFTING DOCUMENTS TO INCLUDE LINKS TO CM/ECF

If you are creating a document which will include links to documents filed in
CM/ECF, use a consistent citation format that cites the CM/ECF filing number along
with the CM/ECF page number. For example:

STEP ACTION

1 Download the filings from CM/ECF and save them in your computer.
Reminder: You can download a document from CM/ECF one time for free
when you receive the Notice of Electronic Filing ("NEF"). Charges apply to
each additional download of the same document.

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

Doc#476 Filed09/12113 Page 1 of 1

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

Assume you are citing to the following page of evidence:

Doc#476 Filed09/12113 Page 1 of 1

The citation within the brief should appear as follows:

The exhibits have been disposed of. (Filing No. 476, at ECF p. 1).

Gathering URLs for Documents Previously Filed in CM/ECF

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

You may manually gather links one of two ways:

. Option 1: Saved Notices of Electronic Filing (no charge); or
J Option 2: The docket sheet on PACER (PACER charge applies).
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Option1:  To obtain the URL for the CM/ECF document without incurring a
PACER charge:
STEP ACTION

1 Collect and save on your computer the Notice of Electronic Filing (NEF) for
all filings in the case.
Reminder: You can download a document from CM/ECF one time for free
when you receive the Notice of Electronic Filing. Charges apply to each
additional download of the same document.

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

Filing Number | I Page Number
Docurnen[\ed 0912113 Pag@aﬂ

3 When you are I‘eady to add the link for Notice of Electronic Filing
the document cited, e e
--Retrieve the NEF for that document, e et )
--Right-click on the Document Document Numbor: ==
Number, and from the drop-down ORDER granting [ e
menu that appears, Ordered by Magistre eryl)
Select Copy Shortcut. I MIME] e Select Copy Shorteut. )

Christine M. vKroupa

4 For manually inserting the hyperlink, proceed to the next section, Manually

Inserting Links Previously Filed in CM/ECF
Option 2:  To obtain the URL for the document from the PACER docket sheet
(PACER charge applies):
STEP ACTION
1

Open the CM/ECF docket sheet for the case 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 Bxhibit, # 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, # 19 Exhibit)(Snyder. Andrew) (Entered: 03/08/2013)
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STEP ACTION
2 If linking to the main CM/ECF filing,
Right-click on the docket filing number ﬂf M
Open Right-click on the
and select Copy shortcut. Openinnewtab. | filing number, and
:QI [« ] Openin newwindow
Docket Filing Number ~ Save target as...
o@i INDEX in support of MOTION o] ™
# 3 Exhibit, # 4 Exhibit, # 5 Exhit B
Exhibit, # 17 Exhibit, # 18 Exhibi
GE Paste
If linking to a sub-file within a CM/ECF filing number:
Either:
Click on the docket filing number; =E C [S — ]
(@]
Document Selection Menu
s@i INDEX in support of MOTION
# 3 Exhibit, # 4 Exhibit, # 5 Exhit Select the document you wish to view.
Extibit, # 17 Exhibit, # 18 Exhibi
Document Number@
A window will open which lists all sub-
filings for that docket filing number. Attac
! Right-click onthe specific
. filing; e.g. Filing No. 13-2
Place your cursor over the link for the
'~ Exhibi
document you are citing, T Open
= Open in new tab
. . 4 | i
Right-click, and from the drop-down [ [[Semm e
h d 5 Save target as...
menu that appears, an ; B toneet
select COpy Shortcut. 7 Cut | Select Copy Shortcut
:
Or
nght-CIICk on the Sub- \3@' INDEX in support of MOTION to Remand 11 by Attorney-4ndrew W. Snyder on be]
filing number in the e (‘?ﬁ?“hmmtii.**lAﬁdﬂ‘ Ogen
T ", | Right-click onth fi . Open in new tab
docket text and, el <l
SeleCt Copy Shortcut‘ IQ‘ Q@ | (Court only) ***Attorney Deadline terminated - Daniel Linna ::‘ettt:r:zas
- registered for the system. (KMG) (Entered: 03/11/2013)
b 1* D E! MDT[ONtoDismissfarLacka E:ﬁ
(]%jiian\}E;;t :Sjr;a;)t Resource Group. LLC. East Coast Re
3 For manually inserting the hyperlink, proceed to the next section, Manually
Inserting Links Previously Filed in CM/ECF
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LINKING TO CM/ECF DOCUMENTS

Below are two methods to insert hyperlinks in a document to be filed in

CM/ECF:

. Manually Inserting Links to Documents Previously Filed in CM /ECF; and

. Add Links to Attachments to the Document Being Filed in CM /ECF

Manually Inserting Links to Documents Previously Filed in CM/ECF

To manually add the links you have copied from the docket to the MS Word
document you are drafting:

STEP

ACTION

1

In the brief, use your cursor to select the citation to which a hyperlink will be

added.

The defendant is a Colorado citizen (Filing No. 131, at
ECF p.3)

Select the Insert tab on the MS Word ribbon, then select Hyperlink. An
Insert Hyperlink dialog box will appear. (Or right-click and select
Hyperlink from the drop—down menu.)

Existing File or
\ieb Page

Place in This
Document

Create New
Document

E-mail Address

WLJ.J

Page Layout

NET R T O O A A - | B O O view
References  Mailings  Review View Developer Westla
’F} ﬁi . 9, Hyperlink

E +
L!‘ g Bookmark
Chp Shapes SmartArt Chart Screenshot
pss-reference
Select Hyperllnk -
inks

Text to display: | 13-2

Look in:

-]

Gridlines | | ||+

w Solutions  IBM Connections

22 5

Header Footer  Page
Mumber ~

Header & Footer

Current
Folder

Browsed
Pages

Recent
Files

+temp

. CCWin B
. FDR _
. fox, hare

LFFiles

. My Kindle Content
. Outline of Cases
. pro se docket

Bookmark...

Snagit

. Working Files Z

Address:

Note: The text you selected will automatically appear in the “Text to

display” line.
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STEP ACTION

3 Place your cursor in the Address box of the Insert Hyperlink dialog box.
Right-click. From the drop-down that appears, select Paste. (The link to
paste will be the link gathered by following the instructions in the previous
section.)

| | , Working Files

I‘, Address: }

4 The link to the first page of the filing will appear.

To link to the filing only, or to only page 1 of the filing, click OK. The link to the
citation will be added in your brief.

Address:  |https:ffecf insd.circ? . den/doc 07314022406 x| RemoveLink |
———
\ (a4 I Cancel |

5 To link to the specific page number of the CM/ECF filing that 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,

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

Address: Ihttps:ll'll'ecf.insd.circ?.dcnll'dc-clll'D?SI4022406#page=3 LI Remo

Note: Use the page numbers assigned by CM/ECF when linking to pages in
documents filed in CM/ECF. Do not use Bates numbers or other numbering
assigned to the record by the parties.

Note: While the document remains in an MS Word format, the link will go
only to the first page of the document. But upon conversion to PDF (see
instructions below), the PDF link will go to the specific page cited.

Note: For outside users (PACER), the link will always go to the first page of
the document, but for court staff and judges the page specific links work
correctly and will go to the correct page.

6 Convert the brief to a PDF following the instructions in this Guide.
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STEP ACTION

7 File the PDF version of the document in CM/ECEF.

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.

Adding Links to Attachments to the Document being Filed in CM/ECF

If a document cited in your brief has not previously been filed in CM/ECF, you
may link to the document within your brief only if the document is filed as an
attachment to your brief. Follow the steps below to add active hyperlinks to
documents you will be filing as brief attachments in CM/ECF.

STEP ACTION

1 Save all attachments/exhibits separately into a single folder on your
computer that you will cite in your brief. The documents must be in PDF
format. Be sure the names of the files do not contain special characters, such
as apostrophes or ampersands, as these will break the hyperlinking process.

2 While drafting your brief, include the citations to the documents saved on
your computer.
3 Using your cursor, select the text to which a link will be added.

for any seed disputes, the 2011 invoice stated that, “If binding arbitration is required (see

bag), the place of arbitration will be Des Moines, Iowa.” Brax Aff 913,

a AB i | Lz | || View Gridlin

4 On the Insert

ribbon’ Page layout  References  Mailings  Review  View Westlaw ¢
= |'|—‘} zj ihh I_l'“' -:%
1 Cover Blank Page Table Plcture Clwp Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cro
select Hyperlink. Sover Blank Page | Tab
- Pages Tables Ilustrations Links
(Or right-click on ,}q

thetex’ctobelmkedEI e e —

and select Hyperlink from the drop-down menu.)

5 In the Insert Hyperlink dialog box:
. . . The zn”lp("dwnﬂ EE
e Navigate to cited file | == | T beber
saved on your computer; | s
e Select the file; and 1

Looki: [ Local Rk Indes of eridence = 3 Q=]

< bt nih ir; o

. 1| [ Mavigate to and | 5 Briof wefh Inks.wpd
[ Clle OK. 1 ;.LTr ;hg_.hmmm s
o be linked. b
Doaument Fles |I] Briefdraft.docx ;
4 = vl Rudes subject to change. pef =
1 Addrgss: _ [Brax A tpdt | /
q :-wﬂa,ss /
) o=
| Once the document to be linked is
lselected, the filaname will automatically ;
appear in the Address box. ill be Des Moines, Iowa” Bra Aff 13,
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STEP

ACTION

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.

materials\local rule-index of
evidence\\brax affidavit.pdf
Click to follow link

and conditions sheet, and again putting Plaintiffs on notice that S ed
for any seed disputes, the 2011 invoice stated that, “If binding ee

bag), the place of arbitration will be Des Moines, [owa.” Brax Aff. 9 13 (emphasis added).
Add links to all the citations in your brief 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.

Save the brief as a PDF as described in these instructions in this Guide.

File the brief and evidence as follows:

a Following the normal procedure for filing briefs in CM/ECF,
browse to and select your document, i.e. Brief with links.pdf,
as the main document.

Main Document
‘ Browse :

|| Dr X M UYL UL

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

LUUIL I ] LU i s U L

Main Document

1 cofief--draft.docx
JACMECF\Ending Digits'\Zwart document:  Browse... ‘€ ~$ply brief.docx

~$posing brief.with lin

Attachments Cati ~$posing brief .with lin
~$reen shots.docx

. Answer o

n Browse.., 1‘4{__‘_"———*—_“ =
1 l Easan < i Brax Affidavit pdf

Mesxt Clear ) . Brief with links.pdf

a Brief with links.wpd

c Using the drop-down list, select the type of document
attached, and provide a written description of the document.
(Note: The written description will become the name
assigned as a PDF bookmark when the file is downloaded by
the court. However, a unique description is needed if
similarly labeled documents are cited.)

Attachments Category Description
1. JACMECF\Ending Digits\Zwart document: Browse... | [ ~| |Brax Afidavit Remove
2. ‘ Browse... Appendix
Civil Cover Sheet
MNext Clear Errata

Ewhihit

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

d When all evidence attachments have been added to the brief,
click Next and complete the remaining steps for filing the
brief in CM/ECF. Once filed, the links in the brief will link
directly to the evidence filed of record as attachments to the
brief.
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AUTOMATED LINKS TO LEGAL CITATIONS

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

Access to Linking Software
Linking software from Westlaw and Lexis is available from both companies with
a subscription to their services. The Court does not provide support for these
services and cannot offer training or other information regarding these services.

Tool URL

Westlaw Drafting http:/ /legalsolutions.thomsonreuters.com/law-

Assistant products/solutions/brief-tools?searchterms=brief+tool

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

Lexis Brief Check https:/ /advance.lexis.com/BriefCheckhome

Lexis Brief Link https:/ /advance.lexis.com/BriefLink

Attorney Guide to Hyperlinking in the Federal Courts
Created by Nebraska District Court, Modified by Indiana Southern District Court
Created August 1, 2013, Modified by INSD May 24, 2022 Page 17 of 28


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://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page
https://advance.lexis.com/BriefCheckhome
https://advance.lexis.com/BriefLink

MANUALLY INSERTING LEGAL CITATION LINKS

As previously described, hyperlinks to documents filed in 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).

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

Manually Creating Links to Online Research Resources

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

STEP

ACTION

1

In the brief, use your cursor to select the citation 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 11.5_440_443
(2006). See also Mastrobuono v. Shearson Lehman Hutton. Inc.. 514 U.S. 52 56 (1995);

Sign into the legal research website and open the cited document.
Select the url address for the document.

Right-click, and Copy the address. Seee.g.,

File Edit View Favorites Tools

Web Images More...

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 | Select the Insert ribbon, then select Hyperlink. An Insert
Hyperlink dialog box will appear.

Text to display: |Buckeye Check Cashing, Inc. v. Cardegna, 546 U.5. 440, 443 (2006)
Lookin: Local Ru%x of evidence =] ) B L R
Bookmark...
ARGUMENT
Target Frame...

Current
Folder

Text to display as linked
will automatically appear.

Browsed

tion Act Applies to the
Pages

P
Exhibit 1C.pdf

Recent
Files

ipreme Court has held t!

Note: The text you selected will automatically appear in the “Text
to display” line.

b Place your cursor in the Address box of the Insert Hyperlink
dialog box. Right-click. From the drop-down that appears, select

Paste.

vages | T Exhibit LC o -

Right-click and paste
Recent url address for the
Files citation here.
LN
Address: lfﬁnd%zfdemm =1&fM=_top&mt=FederalGovernmentisvgp th
[

Click OK.

The link to the citation will be added in your brief.

ARCITAIENT
http://web2.westlaw.com/find/default.wl?
cite=546+u.5.+ 4408 rs=wihwl3 .04 &evr=2.

I The Federal Arbitra|os.p=/find/default. ion Provision.
wiButid=184n=_top&mt=federalgovern

The United States § g;:;:ff‘;;ﬂ: Jink AA “embodies the national

policy favoring arbitration.” Buckeve Check Cashing Inc. v. Cardegna. 546 U.S 440 443

2006). See also Mastrobuono v. Shearson Lehman Hutton. Inc., 514 U.S. 52, 56 (1995);

Manual Links to Court Websites

You may wish to cite to published opinions on a court’s website. To do so:

STEP ACTION

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

the police from potential danger.”” United States v. Taylor, 636 F.3d 461, 464 (8th Cir.
2011)(quoting South Dakota v. Opperman, 428 U.S. 364, 369 (1976); see also United
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STEP ACTION

) Locate and copy the URL address for the citation. Seee.g.,

rk of Court

About the Appeal
Court ECF) Information

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

christopher taylo m

SWs 5 ¢ ighth Circuit

Rules &
Procedures

= Release Date == Parly 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

r

H 021122044 linitad Statas u_Christanhar Tavl
TU.5. C Open
U.5. D
féﬁéLi A i
Crimin Open in new window
Hansas Save target as...
3earche
defends Print target
of the

standa Cut
the of: Copy

if Missouri - Kanaas City
d Hansen, Circuit Judges]
did not comply with the
rocedures for inventory

, itemized inventory of
hhicle; the circumstances
£ the applicable

ems in the wehicle, made
3 i remove the
icera's teatimeny

For an investigatory search:

opy
infere!
demons Copy shortcut

as & = Paste

ng defendant's motien to

3 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 link in a Word document:

Place your cursor over the link, Filing No.- 1.1 €811 14 at.

Right-click, and from the drop-down Right-clic

| Paste Options:

on the link. =
that appears,
yraska. -9 @ Edit Hyperlink...
- Select Hyperlink
click Remove Hyperlink. S
udgment.-Plair Copy Hyperlink
led-to-ww "o %Em.mre Hyperlink

To remove all links in a Word document:
Press Ctrl + A to select the entire document, then

Ctrl + Shift + F9.

Editing Linked Text

To make additions to or change hyperlinked text in a Word document:

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

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

3. Type in your changes.

Or
Place your cursor over the link, Filing No- 1.1 991114 at.
Right-click, and from the drop- Rightclick | paste options
down that appears, and on the link. = 5 [ (A
sraska. & Edit Hyperlink...
. . . Select Hyperlink
click Edit Hyperlink. / e tomering
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In the Edit Hyperlink box that 20
Link to: Text to display: [1-1]
opens, ==

Lock

Existing File or

[J1" Hyperlinking program = ﬂ gﬁ
Web Page

] Attorney Guice to Hyperlikingin the Federal Courts-5-24-2013,docx || Bookmark.
Current | al) Attomey Guide t Hyperinking in the Federsl Courts-5-8-2013.docx
a Fader |y

o it e e
Type any changes in Text to A
display. Q

6] Lange F &R.docx
(5] persuasive Wi
Regent %1 w
Fies w
|ntips: jecf.ned uscourts.gov/doc /11312306 1247page=3 ] _ Removelink
£ mail Address

= o ][ = |
Click OK.
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PUBLISH TO PDF—RETAINING THE HYPERLINKS

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

filing must be converted to a PDF document.

To include hyperlinks in your filed

documents, place all the links into the document using your word processing system
before converting the document to a PDF format.

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

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

Conversion to PDF

MS Word has several methods for saving (“publishing”) a document in PDF
format. It is recommended that you have Adobe Acrobat Standard or
Professional installed on the computer you will use to convert and follow the
steps below:

STEP

1

Select the File
tab on the MS
Word ribbon;

from the drop-
down menu,
select

Save and Send
or Save to PDF;

and from the
choices now
available,
choose Create
Adobe PDF

|l save

Save & Send Create Adobe PDF
[ save as .

q X Convert to PDF using Adobe
21 Save as Adobe PDF =¥  Send Using E-mail Acrobat
. Viewable and printable on
|55 Open == Create most platforms

S e Send Adobe PDF for Shared Review Adobe PDF Reliable and secure way of
= exchanging and archiving
documents
Info Save to SharePoint Preserves original
document look and feel
Recent
@ Publish as Blog Post

New

2\_; Send to IBM Connections
Print

File Types
Save & ﬁn
—————— H Change File Type
Help \

l
] Options C\jj Create Adobe PDF ) <
[ Exit 4
Create PDF/XP5 Document

from the File Types list,

&
Create
Adobe PDF

then

Attorney Guide to Hyperlinking in the Federal Courts
Created by Nebraska District Court, Modified by Indiana Southern District Court

Created August 1, 2013, Modified by INSD May 24, 2022

Page 23 of 28



STEP ACTION

2 Navigate to the location where you want to save the document.
Name the document and click Save.
[ = | SEMVICE Us/1b/2Uls sl I File tol
J’ L SM 04/08/2013 6:07 PM  File fol
il standi 03/16/2013730 PM  File fol =
(Mwinfsll.ned... s _|rr\'|fc: File fold nete
T modified: 04/08/2013 6:07 PM - | Filefol
] R A ' P\ File fol|_
Deskt Folders: removal Z
eskiop < Files: 10cv122.wpd, 11cv5002.wpd, Ameritas ERISA.wpd, ... "

L File name: ( EricfJinked|pdf ) - Save

- Save as type; ’PDFﬁIes '] [ Cancel l

View result Options...
. 4

Check View Result if you want the PDF document created to open upon
conversion.

3 After the document is published to PDF, you may upload it to CM/ECF
using typical filing processes. With the exception of filing a document with
links to its own attachments (discussed previously), no special steps are
needed for filing a hyperlinked document on CM/ECF.

Note: If you have Adobe Acrobat Standard or Pro loaded on your computer,
you may also add the Adobe Acrobat tab and ribbon to your MS Word ribbons
and use the Acrobat ribbon to convert documents to PDF.

To do so: I o
Home Insert
Select the File tab on the MS Word ribbon. = save
Save As
Choose Options. + Saveas Adobe PDF
[ﬁ Open
|_j" Close

Recent

MNew

Print

Save & Send

Help

e
o)

o —
4 Exit

Attorney Guide to Hyperlinking in the Federal Courts
Created by Nebraska District Court, Modified by Indiana Southern District Court
Created August 1, 2013, Modified by INSD May 24, 2022 Page 24 of 28



Select Customize Ribbon. G —————

Customize the Ribbon and keyboard shortcuts

Display

Add the Acrobat tab. — ] .
. I g 1 i
Click OK —)

Quick Access Toolbar
Adddns

Trust Center

Customiatons >
=

Cx ) e

An Acrobat tab will now appear on the MS Word ribbon, and will continue
to do so hereafter.

Westlaw Solutions IBEM Connections Structured Writing

T ' AaBbCc s AaBbi AaB 1. AaBt AaBbCc AaBl
r EBody T Bulleted... T Mormal T Mumber... Table Para... THNoS

Styles

I S 2 I i 4

After the Acrobat tab is added, save a document as a PDF by selecting the
Acrobat tab, and then Create PDF.

Review  View | Develop: | Westlaw | IEM Con

2 F 2 & T 3

Create and Mail Create and Send  Acrobat Embed

Attach to Email Merge For Review Comments~ | Flash
Tate Adobe PDF Create and Email Review And Comment Flash
| I L R VN B B | N ﬁ o o o Q) o o o § o o 8 f 0o o 0o Ao o o (o 0o 0 FHo oo ] o o

After the document is published to PDF, you may upload it to CM/ECF
using typical filing processes. With the exception of filing a document with
links to its own attachments (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 in 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 in 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, ——
un Ctrl+Z a
Redo Shift+Ctrl+2
Click Edit, , - S P
Cut Cirl+x
Copy Ctrl4C
then Preferences. paste Ctrl+y
Delete
Select Al Cirl+a
Deselect all Shift+Ctrl+A
Copy File to Clipboard
@ Take a Snapshot
Chedk Spelling 4
Look Up Selected Word...
(), Eind crl+F
Advanced Search Shift-+Ctrl+F D
Preferences... Cirl+
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From the Categories,
scroll and select Internet.

Make sure Display PDF in
browser is not selected.

Click OK.

Categories:

- Web Browser Option:

I Display PDF in browser

V' Display in Read Mode by default

I Allow fast web view

[V Allow speculative downloading in the background

A Pragram Files (86)\Adobe\Acrobat 10.0\Acrobat\Acrobat.exe

net Option:

Connection speed: |56 Kbps +

Internet Settings

A

After you change this setting, you will need to close and reopen your Web browser

before opening CM/ECEF filings.

PDF/A documents

Depending on how a PDF/ A document is produced, masked hyperlinks may not

be preserved. If the document will contain masked hyperlinks, the user should
create the document in Word 2007 or 2010 and use the “Save As” (2007 and
2010), “Save as Adobe PDF” (2010), or “Adobe PDF” (2007) methods to produce

the PDF/ A file.

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 Save
As. From the Save as type dropdown menu, select PDF. From the Optimize for
radio buttons, Select Minimum size (publishing online). Click Save.
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@ Save As Iﬂ |

P~
(e IME = [ 42| Search kU Law School Reunions P |
Organize * Mew folder = - .@.
=
4 Downloads m Mame Date modified Type

5| Recent Places
Mo items match your search,
4 Libraries
3 Documents
J‘- Music
le=| Pictures
B Videos

m

1% Computer
&L, WINDOWS (C:)
-
&

- 1] [

File name: TEST Word PDF.pdf

Save astypel PDF (*.pdf) I -

Authors: Carla Bregdon Tags: Add a tag
Optimize for: () Standard (publishing
online and printing)

R RTRGE Open file after publishing
i (publishing online)

# Hide Folders Tools - [

Save ] [ Cancel

This Guide was produced by the Nebraska District Court and
modified by the Southern District of Indiana.
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