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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 CM/ECF filings in their documents
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/ECF 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.

Attorney Guide to Hyperlinking in the Federal Courts
Revised on January 31, 2014 Page 2 of 31



Types of Permissible Hyperlinks
Subject to the court’s local rules, 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 on
CM/ECF

The defendants’ discovery abuses have been thoroughly discussed in the court’s
prior orders, (Filing Nes. ;ii 329 and 364), and the facmal findings within those orders

ference. As more specifically described in the prior orders:
https://ecf.ned uscourts.gov/docl 11312528703

are incorporated herein by

Links to attachments and
exhibits being filed with
your brief

03/16/2012 4 | BRIEF in support of defendant's motion to stay and to compel
arbitration, 3 . by Attorney Carolyn Gunkel on behalf of Defendant
Pioneer Hi-Bred International, Inc. (Attachments: evidence in
support # 1 Affidavit of Allan Brax, # 2 Exhibit Pioneer terms and
conditions sheet, # 3 Exhibit Plaintiff's 2011 income invoice, # 4
Exhibit Arbitration Provision)(Zwart, Cheryl) (Entered: 06/22/2012)

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,
by the attorney-client privilege or the work product doctrine.
5, 2009 WL 4949959, 2009 U.S. Dist. LEXIS 121753 (D. Colo.
B http://web2.westlaw.com/find/default.wl?rs=WLW10.06&if
m=MotSet&fn=_top&sv=>5plit&cite=2009+WL+4949959 v
=2.08rp=%2ffind %2fdefault.wl&mt=Westlaw
when a “subject-matter walver occurs due to anintentional or
Lexis,

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

5, 2009 WL 4949959, 2009 U.S. Dist. LEXIS 121753 (D. Colo.
+502: A

hitps://www.lexis.com/research/retrieve?_m=9bb0a60fcal7b
454655d5b593fccaﬁﬂf&csvc le&cform=byCitation&_fmtstr
=FULL&docnum=18&_startdoc=18wchp=dGLzVIz-25kAl&_
when a “subject-matt{md5=dbcab2caacB4f820el et d0ec37bI2e8d

or court websites.

A party has been fraudulently joined if Lhu’i. is no reasonable basis for
predicting that the state law wscourts gaviopndint hased upon the facts
involved. Bradley Timberlaijcsc: _\Lumber Co.. No. 12-
1892 (8th Cir. April 8. 2013)%

Links to Local Rules

Either to the entire document

sum.marllv denied becaujhttp

internetdocs/localrules/necivr.2012. pdf
consult and discuss the isstdick to follow link

filing his motion. Nebraska Civil Rule 7.1(i).

Swww.ned.uscourts.gov/ t\r

or to the specific page within the document where the
cited rule is located.

The plaintiff’s motionj? T

hittp:/ fwww.ned.uscourts.gov/
sum.marllv denied because linternetdocs/localrules/necivr.2012,pdf?
page=10 #——

consult and discuss the issue Wdick to follow link
filing his motion. Nebraska Civil Rule 7.1(i).
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Creating a Hyperlinked Table of Contents

A table of contents in a 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 Word
2010, 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 LEGAL ANALYSIS
select the heading you want to include
in the table of contents.
A ERISA Plan
From the Styles 2 e Tmestiewom =13 < A AT Mar B E-IE-0E FE U T aBpcol AdBbCel AsBOCCl AaBbCel AaBbC: AaBhber %‘—',
section on your e e - R e
Home tab’ ) . PROCEDL‘RJ-.\L BACKGROUND l /‘
. . . % @4 Find
Click the down arrow in the right Ki |4 + AaBbCe .| ZX | g aee
lower corner. %ﬁh HeRnO2 7 Sties~ | Ik seled
-2 | Editing
B Change = {'
Stylge= Styles v X
A drop down list will appear. = |- | Signature Block -

Single Spacing
bold all caps

m

Default Paragraph Font
Mo Spacding

Note: There are 9 pre-formatted Heading Styles

available in MS Word, but only 2 may be visible in your || =)
styles drop-down menu. Additional heading options (3 Heading 3
through 9) will appear, as you make your selections. resdna 4

Heading 5

For example, when you select and apply Heading 2, Heading &
the Heading 3 option will appear and be available for :jzs’
the next heading level, and so on. Heading 9

BEREERBREEREERIE 2 » 2=

Tite
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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:

Scroll through your document.

Then...

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

LEGAL ANALYSIS \ T

A ERISA Plan

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, S s - x
Right-Click the heading iy 1

level you wish to modify.

Update Heading 1 to Match Selection

M Modify...
In the box that appears, e e
select Modify to open the Detete iesang
MOdlfy Style box. Ren};"‘f"w;iucksmeaauew .
Choose text: e P
Style based on: P
o font Sive oo e | ¥ o
i W W&
e font size Cartre szl 14 [ () # | —

e appearance

e color

L4 JUStIflcatlon To run:-m:'nxl-] -rous-hw K—;-—hu}- ;wn. m Pm'-:-ulul: m-usu 1 -xm.e i
Before: 24 p4, Keep wath next, Keep Ines together, Level L, Style: Linked, Quick Style

Bl e Hermal
Standard cholce
for .. | Sandadchsies

future | 4 Foew documents based on this template

use. Famars T Specific to this document |®|

When your choices are /
complete, click OK.

save

e line spacing

Save settings for:
e onlyinthis document, or
e all documents created using your standard templat
e Add to Quick Style List.

Click OK.

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.

Control + Enter to
insert a page
break.

- vs. T q
bl MEMOR
BRASE-ELECTRICAL- CONTRACTING-
CORPORATION .- A-NebraskaCorporation;-
and STEVEN-H.-BRASE Y
z

Defendants o

-+ This- matter- is- before- the- court- on- the- parties’- ¢
judgment.-- Forthe reasons set forth below, Plaintiff’s motior

be-denied-and Defendants’ -motion for-summaryjudgment-w:

Table-of-Contentsq

Place your cursor
where the table of
contents entries
should begin.

be-denied-and Defendants’ motion for-summaryjudgment will be granted

o

"

SN - g1 - 11 S,

Table-of-Contents9

From the

References tab of
your Word ribbon,

Select

Table of Contents,
and from the menu
that appears,

Select:

Insert Table of
Contents.

Home Insert Page Layout(| References ) Mailings Review View Developer

Wi 5 E 9 - ORI E 38T G A O A b - 0 view

1. Heading3 1

Automatic Table 2

Table of Contents
Heading 1 1

HEAIG 2.1 e SO [ - 1o - 15 S—
1. Heading3 1

Manuazl Table

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

Type chapter titk (level 2) 2

Type chapter Gl (level 3) ..o ocioveeseemsans cosean s e IR AR |

[%) More Table of Contents from Office.com / b
E] InsertTable of Contents...

) Remove Table of Contents

[Br Add Text ~ ABl [y Insert Endrgte ﬁ (3§ Manage Sources B
12 Update Table AR Next Footnolg ~ = @ style: aPAFRH | =
Table of Tnsert Tnsert Tnset
Contents ~ Footnote =] Show Notes Citation~ 43 Bibliography ~ Captir

|| Built1n s & Bibliography
Automatic Table 1 O D SO
is- matter- is- before-

Contents

Heuding 1 1 .~ Forthereasonsset

l-and Defendants’ mo
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Table of Contents

Make selections for
the appearance of the

3 I Table of Authorities

2lx|

Print Preview Web Preview
table Of Contents' Heading ) 1 ﬂ Heading 1 ﬂ
Click OK. Heading 2 ....ccocoeuenneee 3 Heading 2
Heading 3......ccovveenee 5 Heading 3
Note: If your table cacms = _
Ir 1. hd Tlaadine 4 i
h aS m Ore th an th r ee [V Show page numbers [¥ Use hyperiinks instezd of page numbers

[V Right align page numbers

levels, you must set

Tab leader: I .......

Show levels to the

This box must be checked
for links to remain active
upon conversion to PDF.

General

correct number.

Note: The “Use
hyperlinks instead of
page numbers” must

Formats: IFrom template -
Show levels: |4 E‘

Number of
heading levels.

Options... | Modify. ..

be checked or the
table of contents will
not have active links
upon conversion to
PDF.

oK I Cancel

The Table of
Contents, with active

STANDARD OF REVIEW

PROCEDURAL BACKGROUND

Table of Contents

2

2

section links, will be

UNDISPUTED FACTS

inserted into your

LEGAL ANALYSIS

Current Document
Click to follow link|

it/

document.

A. ERISA Plan

5

Note: You can

7

B. ERISA Preemption

manually modify the

C. ERISA Claims

8

page numbers to 1. ERISA-The Well-Pleaded Complaint Rule 8
appear as other links 2. The Merits of Plaintiff's Claim for ERISA bemefifs........—....ooooororvovre 10
in your document, 2) ERISA Standard of Review. 10
(eg . blue and b) Right to Recovery under the Terms of the Retirement Plan. ... 11
underlin ed)_ ¢)  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.
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If the brief was modified after the table of contents was inserted:

STEP ACTION

From the reference tab on the MOHY- 0B TEE-H8 T SN
Word ribbon, select Upd ate Home Insert Page Layout Mailing
Table. L e AddText - [y inse =
== |2 Update Table -\E Next Footnote ~ | '—
Table of Insert In
Contents v Footnate =] Show Notes Cita

Table of Contents Footnotes ]
E Update Table :E:

? Update the Table of Contents so =7

= that all the entries refertathe | —
: P b sce

Select

Update page numbers only.
Click OK.

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

iU pdate Table of Contents llil

Word is updating the table of contents, Select one of

! the following options:

%" Ipdate page numbers only’
™ Update entire table

oK I Cancel

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.

Drafting Documents to Include Links to CM/ECF

If you are creating a document which will include links to documents filed on
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. Charges apply
to each additional download of the same document.

Attorney Guide to Hyperlinking in the Federal Courts

Revised on January 31, 2014

Page 8 of 31



STEP ACTION

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

filing.
Doc #(13-1) Filed: 03/08/13 Page(1)of 4 -

3 When drafting your brief, cite to the CM/ECF 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 # 13-1 Filed: 03/08/13 Page 3 0of 4.
The citation within the brief could appear as follows:
The Plan included a Trust Agreement. (Filing No. 13-1, at CM/ECF p. 3).

Note: A consistent citation format is necessary when using CM/ECF
LinkBuilder, an automated method for adding links to CM/ECF filings.

Gathering URLSs for Links for Citations to the Record
Now that the filing numbers and associated page numbers are in the brief, you
can manually add links to the electronic record. You may gather these links
from:
e saved Notices of Electronic Filing (no charge); or
e the docket sheet on PACER (PACER charge applies).

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.

2 When you later need the link for the  NetieorSiectronicFiing

d OCU ment Clted, il:c;olo;:fkmcu&mma;?;:‘o;ii:rizsuw AM CDT and filled on 5724720
. Case Number:  812ce DMIZIMGCRZ

--retrieve the NEF for that document, e CSoiicicron e Docomentiumber )
--right-click on the Document Daates s -
Number, and from the drop-down Ordered by wagisws (7" b
menu that appearsy Bil2-cv-D0412-TMG-03 . Select Copy Shortcut. )|
Select Copy Shortcut. [Pt M. Kevoen 4

Heather B, Veile  hvelle

To obtain the url for the document from the PACER docket sheet (PACER
charge applies):

STEP ACTION

Attorney Guide to Hyperlinking in the Federal Courts
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STEP ACTION
1 Open the CM/ECF docket sheet for the case and scrall to the cited
docket filing.
@13 TNDEX 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 Exhibit, # 5 Exhibit, # 6 Exhibit, # 7 Exhibit, # § Exhibit, # 9 Exhibit, # 10 Exhibit, # 11 Exhibit, # 12 Exhibit, # 13 Exhibit, # 14 Exhibit, # 15 Exhibit, # 16
Exhibit, # 17 Exhibit, # 18 Exhibit, # 12 Exhibit)(Sayder, Andrew) (Entered: 03/08/2013)
2

If linking to the main CM/ECF filing,

right-click on the docket filing number, ‘“
Open Right-click on the

- filing number, and
Docket Filing Mumber ~ <
e 2

J@l INDEX in support of MOTION 31

Open in new tab

Open in new window

Save target as...

b

@14 Print target
# 3 Exhibit, # 4 Exhibit, # 5 Exhit
Exhibit, # 17 Exhibit. # 18 Exhibi @19 Cut
| Copy
and Copy shortcut. D14 e

If linking to a sub-file within a CM/ECF filing number:
Either:
Click on the docket filing number;

Daocket Filing Number

Civil - (

SECF

Document Selection Menu

Q@I INDEX in support of MOTION
# 3 Exhibit, # 4 Exkibit, # 5 Exhit

Exhibit, # 17 Exhibit, # 18 Exhibi

A window will open which lists all sub-
filings for that docket filing number.

Select the document you wish to view.

Document Number@

document you are citing,

menu that appears, and
select Copy Shortcut.

Or
Right-click on the sub-

filing number in the
docket text and,

select Copy Shortcut.

Place your cursor over the link for the

right-click, and from the drop-down

o)

5
1
[z}

Right-click on the specific
filing; e.g. Filing No. 13-2

Exhibit

Open

Open in new tab
Open in new window
Save target as...

Print target

Cut | Select Copy Shortcut

Copy shortcut

[

L= e IO L= W LT = o L= I U N

INDEX in support of MOTION to Remand 11 by Attorney-Andrew W. Snyder on bel
Original Equipment Co__ Inc_ (Attachments: # 1 Affidavibyd

Open

6 Exchibit, # 7 Exhibit,
Exhibit, # 15 Bxhibit, %
03/08/2013)

it, 7|
thibit,

Right-click on the specific Open in new tab

filing; e.g. Filing No. 13-2

Open in new window

Save target as...
(Court only) ***Attorney Deadline terminated - Daniel Linna

registered for the system. (KMG) (Entered: 03/11/2013)

Cut
MOTION to Dismiss for Lack o S€12<t Copy Shorteut | -
Defendants East Coast Resource Group, LLC, East Coast Re —
(Entered: 03/22/2013)

Print target
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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 On the Home tab, %
click on the tiny arrow under
Ch Sty Change
anges otyles. Styles = ‘/
2 A drop down menu will appear. s 1= —
Scroll down until you see Hyperlink. e e a-
HTML Code a
Right-click on Hyperlink, and from the SURT S .
choices that appear, MM preformatted 18
AI HTML Sample a
Select Modlfy. HMLTye[  Right-click
HTML Variable, o
Update Hyperlink to Match Selection
(M Modify.. _
SelectA
Remaove All: (N Data, .,
3

A Modify Style box will
appear.

Change the color, font, and
underlining, etc. for hyperlinks.

Note: Choose a specific font
and font size for the linked text
only if the linked text font and
font size should appear

Properties
Name: Hyperlink

Style type: Character

Choose colorand

abefautPrsorail | Hderline, bold, or
) ;

italicized.

Style based on:

Style for following paragraph:

Formatting (

=] LE I - |
Cambria (Headings - = :
Calibri (Body) L \. ; = F

0 Times New Roman » ‘

0 Arial Choose font and font size if the font and
0 Cambria font size of hyperlinks should appear
different from that Of the O Callbri different than the document text.
X O hgency B ey
document text. Otherwise, o Aharoni T IR
leave the font and font size e s
selections blank. O o
QoS i
CIlC k OK . ; Only in this document (7 New documents based on this template /
Format ~ oK
Attorney Guide to Hyperlinking in the Federal Courts
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Linking to CM/EC

F Documents

Using LinkBuilder to Insert Links to Documents Previously Filed on

CM/ECF

The CM/ECF LinkBuilder add-in for Wor
document hyperlinks between filings in t
LinkBuilder will search a Microsoft Word

d automates the creation of cross-
he federal court's CM/ECF system.
document for citations to CM/ECF filings

and insert a hyperlink to the corresponding file in the CM/ECF system.

LinkBuilder can recognize and link to att

achments to the record, as well as page

specific references to create pinpoint access to specific information in the case.

For more information and to download the LinkBuilder tool, visit
http://www.ned.uscourts.gov/internetDocs/cmecf/LinkBuilderforMSWord. pdf

Manually Inserting Links to Documents Previously Filed on CM/ECF

To manually add the links you have copi
document you are drafting:

ed from the docket to the MS Word

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. 13-2. at CM/ECF p. 3).
2 Select the Insert tab on the MS Word ribbon, then select Hyperlink.

g

g Picture Clip Shap
Art -

= IGE g TEHE-DE %
Home @ Page Layout  References

SRR H L

An Insert Hyperlink dialog box will appear.

7 1 A ) Aa ar W~ | ) OF O view Gridiines | | | |5

Mailings  Review View Developer Westlaw Solutions IBM Connections

B, Hyperlink i=:| j L:I

& Bookmark
Header Footer  Page

es SmartArt Chart Screenshot
5s-reference umber *

Select Hyperlink I
Links

llustrations Header & Foaoter

Look in:
Existing File or

FE Q=

Web Page
Current
Falder

CCWin
FDR

fox, hare
LFFiles

Outline of Cas
pro se docket
Snagit

Warking Filas

Create Mew
Document

o Bookmark...

My Kindle Cantent

es

E-mail Address

display” line.

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

| | , Working Files

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.

| | I Working Files ¥l
Address: https: /fecf.ned uscourts. gov/doc1/ 11312735291 E
Te—————iy [ 0K ] l Cancel l

S 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.

™ |1l Working Fies -

Address: htb:us:..".."ecf.ned.uscourts.govfdoc1f11312?35291?page=3|4__ D

/ [ o

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
you cited.

6 Convert the brief to a PDF following the instructions below.

7 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 brief has not previously been filed on 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.
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STEP ACTION

1 Save all the attachment documents you will cite in your brief into a
single folder in your computer. The documents must be in PDF format.

2 While drafting your brief, include the citations to the documents saved
in 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 713,

4 On the Insert

ol S 2
Page Layout References Mailings Review  View

ribbon, - LR
| = bal g 1V 4= -+ =
Select Hyper“ nk_ Cover Blank Page Table NPicture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cro
Page~ Page Break * Art b !
Pages Tables Illustrations A Links
Vi
E T e S T

5 In the Insert Hyperlink dialog box:

e Navigate tocited TS i o selecred it [7]x]
& e %
f| | es aved on your Link to: Text to display: [Brax AFF. 113 = | e Disgl;;slful: the J
C o m p ute r . i Existlr:‘gﬁl\le - Look in: I!_‘j Local Rule-Index of evidence | ﬁ ﬁ ﬂ
! ||| WebPage = < | Bockmark...
H . | Current & Brax Affi 3 -
1 u 18 Brax Affidavit pdf
e Select the file; and | o | e
. u Place o Thi = Brief with links.pdf
e Click OK. [ Navigate to and |ed | [ oref withnks.upd
|| |select the document|” %—] Briof:doc
|| to be linked. gl ot ook
- e rief wpd
Document Files | 1] Brief--draft.docx
™% Civil Rules subject to change.pdf =l
L Address:  [Brax Affidavit.pdf k3|
E-mail Address 2 3
Cancel
| ©Once the document to be linked is ﬂ
selected, the filename will automatically ’
appear in the Address hox. 1ll be Des Moines, Iowa” Brax Aff Y13

6 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.

cmecfiending digits\zwart documents\it
for any seed disputes, the 2011 invoice stated that, “If binding ee

materialshlocal rule-index of
bag), the place of arbitration will be Des Moines, lowa.” Brax Aff. 13 (emphasis added).

evidence\brax affidavit.pdf
Click to follow link

and conditions sheet, and again putting Plaintiffs on notice that aﬂjf'E=-’--'--”\“wnf'-'l-ned-circﬁdm‘\data\ Led

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.

7 Save the brief as a PDF as described in these instructions.
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STEP

ACTION

8 File the brief and evidence as follows:

a

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

A Drdx M11dgyIL,
gt Brief with links.pdf

T P

Main Document

‘ Browse..

to which a link was created in your brief.

Browse to and select as an Attachment each PDF file

[RUTINTN | B LI N LA

Main Document
JAMCMECR\Ending Digits\Zwart document:  Browse... ‘)

Attachments Cat

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

Browse... e
L. [ Bra.\:‘ AfFiﬂawt.:njr'
x d SUO P
Mext | Clear ) = Brief with links. pdF
E Brief with links.wpd

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. [F\CMECF\Ending Digits\Zwart document: Browse... ‘ I ~| [Brax Affidavit Remove
2. | Browse... (Appendix
Civil Cover Sheet

Mesxt Clear | Errata
—_— Furhihit

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

When all evidence attachments have been added to
the brief, click Next and complete the remaining steps
for filing the brief on 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

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=Dbrief+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://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 Xx* XHrx
MS Word 2007 Xx* XFrx
MS Word 2003 X XFrx
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-Word

InsertLink example-W ordPerfect

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 Microsoft Word documents using the following steps:

STEP ACTION

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

jilings  Review View Developer |Woestlaw Solutions| IEM Connections

=. iE iE

- | iy

Paragraph

-

' T | AaBbCcl| AaBbCel

i MTHMormal | T Mo Spaci.. |

e

11
4
ke

4
]

aal
4

[ Ll

-

*
*

Select the Westlaw Solutions tab on the Word ribbon.

2 The West BriefTools options will open.

Home Insert Page Layout
[ WestCheck Insert Links

Remove Links

Options
Features " West BriefTools
_— 3

=

Select InsertLinks.

! 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.
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STEP

ACTION

The InsertLinks software will begin searching the document
for citations and inserting the appropriate links.

ts are courts of limited jurisdicti

I West BriefTools Inserting Links 29
ress| N rt Ar
Listing 4 of 12 citations. .
rbun 137,
EENNEENEENENNNNEENEEER
fend: law

e had original jurisdiction if the @

A o o W . A - o - oa PR —

The box depicted above will disappear when the process is
complete and all links are installed.

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.

Z See compatibility graph above.
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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 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 US_440_443

(2006). See also Mastrobuono v. Shearson Lehman Hutton. Inc.. 514 U.S. 52, 56 (1993);
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STEP ACTION

2 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.,

File Edit View Favorites Tools Help

. \ [=*}
Lexis

Web Images More...

r Lhiimdbme M AT T 24 EAA

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

Note: Some attorneys have reported difficulty using this method to
insert links to Lexis research. An alternative option is described in
Appendix A.
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STEP ACTION

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

uuuuuuuuuuuu rayc o
= Mumber - Box-
Header & Footer

Text to display: Buckeye Chedk Cashing, Inc. v. Cardegna, 546 U.5. 440, 443 (2008) ScreenTip. ..

Look in: . Local Rule e i Eﬁ
\ Bookmark... |

A T e

sl Text to display as linked

- & ARGUMENT
will automatically appear.

Browsed
Pages

ition Act Applies to the
TH Exhibit 1C.pdf

preme Court has held t

Recent
Files

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.

rages | TAJ Exhibit 10 nd -
Right-click and paste
url address for the

Recent

Files citation here.

Address: Mfind%c2fdetault. u@h’d: 1&fn=_top&mt=FederalGovernmentas D Iiﬂ|z|

C
Click OK.
c The link to the citation will be added in your brief.
ARCITAMIENT
http://web2 westlaw.com/find/default.wl?
cite=546+u.5.+4408rs=wiwl3.04 8ovr=2.
L The Federal Arbitra|o&ip=/find/default. ion Provision.
wlButid=18&fn=_top&mt=federalgovern
. ment&sv=split e . .
The United States SU . s oiow link AA “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.8. 52, 56 (1995);

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 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

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

we Biehth Circuit

k of Court

Home == All Opinions == Today's Opinions == Case Number == Release Date == Party Name == Dai

peal Rules & CJA Informa

Information Procedures

DISCLAIMER: The following unofficial case summaries are prepared by the clerk's office

asa

courtesy to the reader. They are not part ofthe opinion of the court.

christopher taylol m

i B N7M2I2044 Unitad Statas u Chrictanhar Tavdor
T.5: G Open
U.5. D f Missouri - Kansas City

[PUBLI

uit Judges]
Crimin; Open in new window ¥ with the
Kanaas Save target as... rocedures for inven [
searcht , itemized inwvent
defend, Print target hicle; the circumstances
of the f the applicable

standa Cut /
Copy

the of: fjufficient to remove the
infere icers's testimony

demens Copy shortcut an investigatory search:
as a :s Patte Ing defendant's motion to

Home » Attorney

Open in new tab

OR

UNITED STATES DISTRICT COURT

District of Nebraska

Chief Judge Laurie Smith Camp

Public | Juror Attorney Calendar

Local Rules

In Effect On and Afte

Nebraska General Rules =

Hebraska Civil Rt

Nebraska Criming
Eighth Circuit Jug

Summary of 201]

In Effect On|
Nebraska Genery
Nebraska Civil Rl
Nebraska Criming
Eighth Circuit Jug

Summary of 201

Copy shortcut

, 2012

les (NECVRY
Open

Open in new tab
Open in new window
Save target as.

Print target

Cut

Copy

==

ems in the vehicle, made

3 Referring to the previous section, “Manually Creating Links to

Online Research Resources,” complete Step 3.
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Hyperlinking Guide for Attorneys Practicing in US District Court

Create Bookmarks in a PDF

A bookmark is a type of link within Acrobat PDF documents. Each bookmark
goes to a different view or page in the document. They can mark places in a
document for easy access later. Follow the steps in the table below to add

bookmarks to your PDF files.

Step

Screen

1. Click the Bookmark tab on the left
side of the Adobe Acrobat window to
open the bookmarks panel.

@Create' ||:\%‘@|3)|3@>@

VO[] WO |9 @ (oL

John Doe:

Vs,

ACME. LLC,

2. Navigate to the page where you want
the bookmark.

In the Bookmarks pane, click the New
Bookmark icon.

WO W -

Pre-1
The case does not cite the statute that
presumably such a statute exists. The necet
South Carolina courts in this context, so the
defense.
13
The court reasoned that the defense of ne

because lepal channels exist to address
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3. A new bookmark will appear as

/ luniitled |

Type a name for the bookmark.

Note: If you highlight text on the page
before clicking the New Bookmark
button, the selected text will
automatically become the name of the
bookmark.

Bookmarks [+]
Ek & &
i |Reaznning|

4. Repeat steps 2-3 until all bookmarks
are placed.

To ensure that the bookmarks are
displayed when the document is
opened, we need to set the view
property.

5. From the File menu, choose
Properties.

6. Click on the Initial View tab.

7. From the Navigation tab list, choose
Bookmarks Panel and Page or
Attachments Panel and Page depending
on your situation.

Mavigation tab:
Page layout:
Magnification:

Open to page:

Window Options
[ resize window to initial page
|:] Center window on screen

["Jopen in Full Screen mode

Show: | File Name

[THide menu bar
[JHide tool bars

[[JHide window controls

Document Properties

Description | Security | Fonl

Layout and Magnification

Page Only v

stom | Advanced |

Page Only

Bookmarks Panel and Page
Pages Panel and Page
Attachments Panel and Page
Layers Panel and Page

User Interface Options

or I

v
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Final Editing

Removing Links
Toremove a specific link in a Word document:

Place your cursor over the link, Filing No. 1.1 .96 11142+

Right-click, and from the drop-down RIGht-ClicK | o poce options
that appears, on the link. . 5

. . Edit Hyperlink...
click Remove Hyperlink. Select Hyperink
DOpen Hyperlink
udgment.-Plair Copy Hyperlink

led towi ﬁ :\ %Emlo\re 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 €€ 1114 -at.
Right-click, and from the drop-down Right<lick )} paste optons
that appears, and on the link. a5 5] A
click Edit Hyperlink. raska - g Farimeink
Select Hyperlink
/ Open Hyperlink

In the Edit Hyperlink box that opens,
Type any changes in Text to display.

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, including the following methods:

STEP ACTION
. o . ) A — 5 st (. LT
1  Selectthe File AR LI SR AR, r L1 . =
t b On the MS L Home Insert | Page Lay Eferen Mailing: Review View Develop Westlaw IBM Cor | Acrobat Structur | USDCM  Structur i 1
a‘ |l Save
W Ord rlbbon ’ — Save & Send Create Adobe PDF
i ’ Convert to PDF using Adobe
7! Save as Adobe POF [ SendUsing E-mail Acrobat
2 pen L Viewable and printable on
=t :'j Send Adobe PDF for Shared Review AdCDLE:tpEDF r;clstg‘latfu;r?s f
from the drop- | =< Vit ey
down menu, it Havelo Sharsheint dpnr::\:tzrigim
document look and feel
select Eerert @ Publish s Blog Post
Save and = 2\_; Send to [BM Connec tions
_— &ﬂ File Types
and from the - Ny Bl cweerietm
choices now 2 optons (‘\3 Ceste Adobe POF )
1 B Exit 7
avallable’ g Create PDF/XPS Documen t
choose
Create Adobe PDF from the File Types list,
by
Create
then Adobe PDF
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STEP ACTION

2 Navigate to the location where you want to save the document.
Name the document and click Save.

P SEMVICE Us/Lby/£ULs DSl PV Flle TDI:
-3/ | SM 04/08/20136:07 PM  File fol _
(\\wiar:;gillv:e ’ ' standina 03/16/20137:30 PM  File fol ~
v EJ}TE: F"i?'ﬂeh 108/2013 6:07 PM iR g
m venlic S TR i P File fol
D' e Folders: removal 3
=EOH « [ Files: 100v122.wpd, 11cv5002.wpd, Ameritas ERISAwpd, ... "
L File name: ( Brief-linked|pdf } - Save
== Save astype, W | PDF files ~| [ Caneel ]
View result

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: B —
& save
Select the File tab on the MS Word ribbon. Save 43
.| Save as Adobe PDF
Choose Options. 5 Open

[ Close
Recent

MNew

Print

Save & Send

Help
e

Caowm )

e ———
B Bt
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Select Customize
Ribbon.

Add the Acrobat tab.
Click OK

An Acrobat tab will now appear on the MS Word ribbon, and will

continue to do so hereaf;er.

T AaBbCc | » AaBbt Aa:‘ﬁﬂ 1. AaBt AaBbCc AaBl

L Body T Bulleted... 1 Marmal T Mumber... Table Para... THNoS

;'?r.tru ctured Wrifing

Waestlaw Solutions IEM Connections

Fa | Styles

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

Insert Page Lay  Referenc | Mailings | Review | View | Developr Westlaw  IEM Con

¥ L & T O3 A

Create and Mail Create and Send  Acrobat Embed

Attach to Email Merge For Review Comments = Flash
gate Adobe FDF Create and Email Review And Comment Flash
lz“ I O e L A g 0 T 0 T D Y P 20 1 A Voo B S
I T v 0 0 O O T v

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 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 [Edt e Window help N
document open, _\ coiz by
Click Edit, e ]
then Preferences. e [
ste Cirl+v
Select all Cirl+a
Deselect all Shift+Ctrl+a
Copy File to Clipboard
E Take a Snapshot
Check Speling 4
ook Up Selected Word...
(), Eind crl+F
Advanced Search Shift+Ctrl+F D
Preferences... Cirl+K
From the Categories, = - i
scroll and select Internet. e
¥ Display in Read Mode by default
F Allow fast web view
Make sure Display PDF in St
browser is not selected. St [ r._7]
Click OK. B
- Co D e |

After you change this setting, you will need to close and reopen your Web
browser before opening CM/ECF filings.
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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.
@ Save As X
o R | +. || Cearch KU Law School Reunions |
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This Guide was produced through the collaborative efforts of judges,
IT and Clerk’s office personnel, educators, and library staff. Please
share your comments, questions, corrections, and experiences with

hyperlinking or using this Guide by contacting:

Cheryl Zwart, United States Magistrate Judge—Nebraska
cheryl_zwart@ned.uscourts.gov
(402) 437-1670
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