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Detailed Course and Lesson Descriptions

Law Clerk Online Automation Training is designed to familiarize judicial staff with essential processes related to the courts’ electronic filing system (CM/ECF).  The Training consists of 40 audio/video training modules integrated into eight process lessons. The same 40 lessons are alternatively organized in five software application areas.  Each lesson includes lesson objectives, a demonstration and a guided simulation.  The Training resides in a Learning Management System which tracks student progress and reports progress, printing a certificate only upon completion of the entire course.

The court processes are presented in the context of automation training, but inherently include and are based on “best practices” for case management, work team communication, documentation of work, preparation of quality work product, electronic research techniques, and workflow efficiency.  Thus, they are not strictly “automation” courses but are fundamental instruction in legal processes.  While the course is oriented to court chambers staff, the same processes apply in modern law offices, since attorneys gain access to court and case file information through the court’s electronic filing system.  While the skills taught use the context of specific software, they are transferable to other programs.
Course 1 - How to Use these Training Resources 

The topics in this course are designed as an introduction to this training tool. The lessons listed below explain how to use the features of this program and provide an overview of the purpose and goals of this training. 

These two brief lessons are pre-requisite to the rest of the course.

1.1 How to use this Training 
-explanation of training environment and user controls
1.2 Overview of Course Series 
-discussion of course contents and purposes
Course 2 - Introduction to CM/ECF - Learn the basic features and functions 

The topics in this course are designed to introduce you to the Case Management/Electronic Case Files (CM/ECF) system. The lessons will explain how to navigate within CM/ECF and how to obtain basic information about cases.

2.1 Log-In to CM/ECF
-identify the internal and external CM/ECF access points and explain the differences between the two

-login to CM/ECF

-identify the menu options in CM/ECF

-explain the difference between Query and Report

-change the CM/ECF password

2.2 View Docket Sheet and Case Files 

-run a query for a given case number 

-run a Docket Sheet report for a given case number

-explain the function of PDF headers

-open a case document

-identify document type (scanned or text) and explain differences

2.3 Reporting Options 

-identify commonly used reports in CM/ECF

-identify components of the report screen 

-run a basic motion report and set default reporting options

-run a query by party name

2.4 Understand Notices of Electronic Filing

-identify components of NEF

-explain differences between summary and individual NEF

-subscribe to NEFs for a given case

Course 3 – Reviewing a Motion 

This course offers several tips for retrieving information about pending motions and working directly with electronic documents.

3.1 Pending Motions Reports 

-run a pending motions report in a single case or in multiple cases, to show docket text and related filings; 

-use hyperlinks in the report.

3.2 Searching a PDF for Text 

-use Find and Search in Acrobat

-explain differences between Find and Search

3.3 Using Two Windows in CM/ECF 

-use two windows (Open in New Window command) in CM/ECF in reviewing reports; docketing; checking attorney status; deadlines  
-explain benefits of two windows (can accelerate and improve quality of work)

3.4 Copying from CM/ECF to Notes 

-copy data from a CM/ECF report into Notes Email

Course 4 – E-Research

The topics in this lesson will provide tips for working with Lexis and Westlaw as well as some advanced techniques to improve your web searches.

4.1 E-Research in Westlaw 

-efficient techniques for downloading and annotating entire case opinions or statutes in Westlaw

4.2 Copying from Westlaw to WordPerfect 

-efficient techniques for copying portions of cases or statutes from Westlaw into a word processor while preserving the pinpoint case citation

4.3 E-Research in Lexis 

-efficient techniques for downloading and annotating entire case opinions or statutes in Lexis

4.4 Copying from Lexis to WordPerfect 

-efficient techniques for copying portions of cases or statutes from Lexis into a word processor while preserving the pinpoint case citation

4.5 Advanced Search Engine Techniques 

-use AND, NOT (or +, -) commands for searching

-use quotes to search for phrases

-list words ignored by search engines

-explain ways to phrase searches to get more accurate results

Course 5- Preparing the Opinion

This course has two sections, both designed to improve your efficiency working with electronic documents. The first section will help you work seamlessly between two electronic documents, copying information from the e-filed document into your draft opinion. The second section provides tips and tricks for working with WordPerfect. 

5.1 Copying Text out of Print PDF 

-selecting text and copying from a PDF document and pasting special/unformatted into a word processing document

5.2 Copying Image out of PDF 

-copying an image from a PDF document and pasting it into an email or word processing document

5.3 Recognize Text in Image PDF Using OCR 

-convert an image PDF to text PDF using OCR tool
5.4 Opening Text PDF in WordPerfect X3 

-opening a PDF document in WordPerfect X3 to retrieve text.

5.5 Using WP QuickWords 

-explain QuickWords

-create QuickWords

-insert a QuickWord into a document

5.6 Creating Research Hyperlinks in Opinions 

-use WestCiteLink or LexLink software to create hyperlinks to online legal research services

5.7 Creating WP Templates 

-define templates

-create a template from scratch

-create a template from an existing document

-create template prompts 

-edit a template

5.8 Using WP Reveal Codes 

-recognize hard and soft codes

-recognize open and paired codes

-modify and delete codes

Course 6 - Docketing the Opinion

Learn to convert a word processing document to PDF format, upload it to CM/ECF and docket "text" orders without attached documents, with optional advanced features.

6.1 Convert a word processing order to a PDF 

-use the publish to PDF feature and Print to PDF printer to convert a word processing document to a PDF document

6.2 Docket an Order

-file a PDF document into the CM/ECF system.

6.3 Prepare a Docket Text Order 

-create a CM/ECF docket text entry which is an order effective to dispose of a motion.

6.5 Docket Text Enhancements 

-enhance CM/ECF docket text with HTML code.
Course 7 - Sharing Information Electronically - Make the most of Lotus Notes 

Leverage the electronic environment by moving information electronically, without the use of paper. The course emphasizes Lotus Notes skills, and interactivity between programs. WordPerfect document review and compare is also taught.

7.1 Copying from CM/ECF into Notes 

-move electronic data from CM/ECF into Lotus Notes to facilitate accurate communication

7.2 Document Review and Compare 

-turn on reviewer feature

-make changes to a document using reviewer tools

-review document changes

-accept or reject changes

7.3 Sending Acrobat Document from File Menu or Send Icon 

-setting up email preferences to enable the Mail command on file menus and using that means of forwarding documents in Acrobat and other programs.

7.4 Send, Receive, and Edit WP Document as Enclosure using File Menu 

-how to avoid the problem of making edits in an attachment to a Notes email and then having them disappear – by using the EDIT button on the Notes enclosure.

7.5 Search in Notes 

-using Find and Search this View features in Lotus Notes.

7.6 Open two Notes Windows
--having a calendar and email window open; or two email windows open in Lotus Notes.

7.7 Windows Interaction between Calendar and Mail 

-creating a calendar entry from an email (attaching an agenda to the calendar entry) or forwarding a calendar entry in an email message.

Course 8 - Working with Adobe Acrobat Standard 

The topics in this course provide tips for using Adobe Acrobat to manipulate PDF documents.
8.1 Annotating PDFs 

-using Acrobat standard annotation tools, such as highlighter, strikethrough, underline and text boxes

8.2 Annotating Image PDFs 

-add highlighting to a scanned PDF

-block out header information on a PDF

8.3 Saving to Rich Text Format (RTF) 

-saving a text based PDF document in RTF format.

8.4 Manipulating Pages in PDF Documents 

-use the Pages pane and Document menu items to change sequence, delete, extract, insert pages, move pages between PDFs.

8.5 Touch-up Text 

-using the Touch Up text tool to change a minor portion of a proposed order, eliminate a header, add a date, etc.

8.6 Customizing the Acrobat Toolbars

-Add and remove buttons from toolbars

-turn toolbars on and off

-dock toolbars

8.7 Creating Acrobat Bookmarks

-create bookmarks in Adobe Acrobat to facilitate use of the document
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