Useful Computer Skills for the CM/ECF Environment

The skills summarized in the following pages assume a basic knowledge of Windows, Lotus
Notes, WordPerfect and CM/ECF. These ideas have been contributed by many generous people.
While the document is designed for court users and standard court software, the concepts are also
useful in law office settings to achieve a paperless (or "less paper™) environment. If you know of
other skills beyond the basics that may be useful in the CM/ECF environment, or if you find
needed corrections, please e-mail mj.nuffer@utd.uscourts.gov.

This document has hyperlinks, and is meant to be used in electronic form. An electronic form of
this document is available at http://www.utd.uscourts.gov/judges/nuffer_resources.htm.
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Before Starting

System Requirements

To easily use the techniques described in these materials you should have:
Personal computer with at least 512 mb RAM
Large monitor or multiple monitors (or superhuman patience and tenacity)
Word processing program
Lotus Notes email or other email program
Adobe Acrobat Standard or Pro or equivalent

Basic Skills
The skills explained in these materials all assume you can already:

0 access the Internet using an Internet Browser such as Internet Explorer or Netscape
Navigator.

QO do all of the following when using an Internet Browser:

* Use the Forward and Backward buttons

* Set up bookmarks (like the court’s website)

* Click on check boxes using a mouse [or trackball or touchpad]
* Type in text boxes

» Download files

* Print documents

» Set my home page address

* Use hyperlinks

O access the court’s website at http://www.utd.uscourts.gov.

O use a windows-based word processing software package like Corel WordPerfect or
Microsoft Word to create documents like motions, proposed orders, and/or other case
correspondence.

O use Adobe Acrobat Reader software to view and scroll through documents downloaded
over the Internet as PDF (Portable Document Format) files.

O create, scan and print a document into a PDF format. This requires software beyond
Adobe Acrobat Reader.

O save a document that you created by naming it and saving it as a file in a computer drive
folder or directory, and later find the file to reopen the document.

O use the e-mail system in your office; attach a document to an e-mail message; open a
document that has been e-mailed as an attachment; and save the attached document in a
specific location.

This list of Basic Skills is adapted from
http://www.utd.uscourts.gov/cmecf/documents/skillschecklist.pdf
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Multiple Monitors or Large Monitors
Fundamental to the ability to work
effectively in the electronic world is an
electronic desktop. In the paper world,
we work on a large desk to be able to
work with many items at once. In the
electronic world, a large virtual desktop
enables us to work simultaneously with
many electronic sources of information
while we do our work, which may
include electronic composition, analysis
and communication.

Multiple monitors or large monitors
allow view of many source documents
(Westlaw, Lexis, PACER, CM/ECF,
PDF files) while composing other
documents (Word or WordPerfect or
CM/ECF). Multiple documents from
the same application may be viewed
side-by-side. Copying and pasting
between screens or windows is possible
because all monitors are connected to the
same computer. The photo at right
shows two rotated flat panel displays.
If using multiple monitors, it is best to
use identical displays.

Operating systems since Windows 98 permit creation
of a large "virtual display" which spans several

. . . ) . Backgound | SuesnSever | Appeawsnce | Effects |
physical monitors, if the computer has a video display web | L3 OnSorcen Dy Setings
hardware which can drive two monitors.
This dual display capability is built into most laptop
computers. (control panel at right)
The dual display features are regulated in the Display
Properties control panel, Settings Tab.

Microsoft help pages:
Turn_on dual monitor support
How to Enable Multiple Display Support Using Windows

Display Properties [ 7] %]

Drag the moritor icons to match the physical arangemeant of your moritars

Display

II Laptop Display Fanel (10241768] on 53 Graphics 5 avage/[xX SSVID;I

% {T::wm 116 ki) - E::m ik J More
HOW TO: Set Up and Troubleshoot Multiple Monitors in O 1024 by 768 pisels
Windows 2000 (This article includes information on At W e ek et T
installing multiple display adapters.)
HOW TO: Configure and Use Multiple Monitors in e N
Windows XP
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In many desktop computers, it is possible to use two standard display adapters to drive dual

monitors to create a large integrated desktop.
Hardware Requirements for Multiple Display Support in Windows 98
Hardware Requirements for Multiple-Display Support in Windows XP

Many manufacturers supply single slot display adapters with two heads (cable connections)
which support two monitors on each card.
NVIDIA  ATI (use keyword "dual display" to search products) Matrox

Many display adapters are able to use special software which
[ S ‘f“\ permits rotation of displays. A rotated flat panel allows the
user to "page through™” documents and see an entire page at a
time on the virtual desktop. The user's experience with
electronic documents then resembles use of paper on a physical
desktop.
NVIDIA software ATI software

) WordPerfect 12 - 1:\LAW\Referred Cases\Brown v Commissioner 1 02 cv 88 76!
; Bl Eit Yew lmesrt Format Tagble Took Window Help <
IeFEEdB Bocrc @ AR peErE O D WS I 5 1 L0 hrfeka
Ll e B ]
E"ﬂ'ﬁiﬂnvuxpx_ = -
oman Rk EI SN

STANDARD OF REVIEW
Eeviewofthe Conmmesione’s decizon i2 laited o detemainise whethe substantial
evidence i the record s a wholbe suppoits the foctunl findmes, awdwhetherthe comect lezal
alwdswere apphied * Substastial evadence 15" sachrelevnnt evides easonable nund
might acoept as adequate to supporta conchison”* Eviden autial if it is
Aelmed by otber evidk ifite on Comtmay neither re-
wieigh the evihnoe oo substiate its discretion for ot of the Conmsoner’ Whie the
evidence ns awholec e the Azency s d 0 mvwd of bewefits, the
<a Agency's decision nmet be affied * However, the Coumssione’s decision is subject 1o
veversal if the imcomect legal standards were applied ”
“ g & Human Services, 16 F 1410 195, Hamilton v
341 F 1d 1495, 14978 (10 O O § 485ig), Mackandson
41 Fadat
213 1992}
e Chster, 61 F M 135, 177 (11 Cie 1995)
* Bemal v w, 131 F 14 297399 (206 Cir 1584
L u
& =

1 File Edt View bmmn Comments  Tooks nchm Wirdow  Help =lalx|

2na sl 1 SR W sfm =@ fje-|y U g H @ u-8-1F

e ool O, Tea b+ L Seeton s Us e o Sem

v || D et i = B

Plaintife, ) 12 Oy e _l(]
) civil ma. .n:.r._m;_,_
Magistrate Judge N

REFLY MEMORANDUM

s Failed to Jestify the ALI's Evalustios

randus, Brown polmced out That the
multing from & senta
B.320a (2001},

Plaistiff's Memorandum, at %. The Commissioser does mot dispute

.:ﬂ’[é/kj B VR P | < et 3 %"@ﬂDﬁa

! V

Prchardeor  [51]
st L] T30 5 0 ) 9 P |

,J’J,_I| B Adobe Acrobat Professional - [12 Reply Memo.p 10 %]
=f

L] L]
mecarty w ool 105, [RABrown RER d... « IVAB G Irert Pg 2Ln 7.53" Pos 272"

WordPerfect document Adobe Acrobat document
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Windows
Windows Settings

Set your computer to show file
extensions and to show full paths
in the title and address bars. This is
very helpful when finding
documents.

Access this menu from any
Windows Explorer window, and —
pick TOOLS -- FOLDER

OPTIONS. Apply these choices to
ALL folders.

Falder Options

General | View | File Types || Offline Files

Falder wigws
2k Y'ou can apply the view [zuch az Detailz or Tiles) that
)
L1

you are uzing for thiz folder ta all folders.
\L Apply to Al Folders |

’ Bezet All Falders

Advanced zettings:

[ Files and Falders
Automatically search for nebwork, folders and printers
Dizplay file zize information in folder tipz
Dizplay zimple folder view in Explorer's Folders list
s, Dizplay the contents of spster folders
[lizplay the full path in the addrezs bar
Bizplay the full path in the tithe bar
| Do not cache thumbnails
|=5) Hidden files and folders
) Do not show hidden files and folders

(%) Show hidden files and folders
@-ﬁde extenszions for known file twpes

[ Restore Defaults

Cancel ]

The full path for a file shows
precisely where it is located.

2 Open File - F:\Court Work\Sample File Types
File  Edit Toa

=

| BED

(5 05 X v | EE- Ga- | 5% &

avotites  Help

T

File extensions are the three
characters after the “.” in a file
name. If this extension is visible, it
is a lot easier to know the difference
between a PDF (Acrobat) document
and a WPD (WordPerfect)
document.

-

Loak in: |[5) Sampls File Topes T

urder Fishbach deposition EIZIEH[ﬁS.chE
7'; ordert fishbach deposition 0215

-

File name:

=) &N Files (7] Last madified: | Any Ti

Find Mow Advanced...

-

File type:

Mew Search Cloze
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Windows Explorer Techniques

Details View and Sorting

More file information is available in the Details view in Windows Explorer (and any Open or

Save dialog box).

& C:\Documents and Settings '\ USDCYDesktop’ Paperless Chambers e s [=] 3
File Edit WView Favorites Toolks Help ﬁ
©Back ¥ » v £ QSearch Fclders 3|8 & X w |Ev
Address I@ C\Documents and Settings\USDC\DesktopiPaperless ® Large lcons j PGo

,_— I — - Small Icons
Hal (I m.l @ List @

= Paperless s drive files. jpg PEE]E Combining the

Paperless Chambers | .\ rpers pdf Thuenele Tools.doc
Select an itam to view its
description.
See alzo: |
[y Documents
[ PRI N0 PSR S D o PR, ;I

Displays information about each itern in the window, 4

In Details view, you may sort by any of the columns, enabling you to put the oldest or newest
documents at the top of the list or sort by file name. Click at the top of a column to sort by that

column. This view is sorted by Modified date.

C:\Documents and Settings', USDC" Desktop' Paperless Chambers
Fle Edit View Favorites Tools Help

J -lojx|

“Back ¥ = v &l @Search LuFolders B & 2 X = | Ev

Address |3 C\Documents and Settingsi\USDC\Deskiop'\Paperless Chambers

\LI\E‘)GO

— = Name

Size | Type

L

H

Paper’less Chambers |25 dive flesipg

Select an item to view its __
description.

See also: ~|

FPaperless charmber...

B Hints for working w...
B Cormbining the Too...

15 KB Adobe Acrobat Doc..,

83 KB IFEG Image

371 KB Microsoft Word Doc..,
122 KB Microsoft Word Doc...

(Modified )|
ATTIS0R5457 P
4/19/2005 5:00 PM
4/19/2005 &:40 PM
4/19/2005 7:01 PM

4 object{s) (plus 22 hidden’

3.59 MB

|@, ¥y Computer Y

Page 5



The Details view is available in any Open or Save dialog:

My Documents

=

Mame ¢ |

Size | Type

®ICormbining the Too...
®Hirts for working w...
TiPaperless charmber...
Ei[s drive fies jpg

B Wyindows Explorer ...

4|

122 KB Microsc

2 x|

-] «@ckEr

Save Desktop Icons
Restore Desktop Icons

371 KB Microsc
15 KB Adobe
22 KB IPEG It
26 KB Microsc

Large Icons
Smal Icons

i

File hame: Is drive files.jpg

[

Files of type: IAII Files [*.%]

- Canicel
[ - /L

Open I

You may need to enlarge the box by tugging at the lower right CM

Renaming, Copying, Cutting and Pasting

By right clicking on a file in the Open or Save box, you can rename it, copy or cut it, and
navigate to another location to Save it. (The file must not be open or in use.)

| Files of tupe:

| « ®BckEr

2%

Hints for working with Lotus MNotes.doc
MPaperless chambers pdf

= drive

ind Select

Open

N MNetWare Copy...

B Convert to Adobe PDF

™ Combine in Adobe Acrobat...

Fille: marne: Scan for Viruses, ..
Open With. ..
& Add to Zip

& Add to s drive fles.zip

Cancel |

e

Send To

Cut
Copry

| N

Create Shortcut
Delete
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Universal Windows Skills

In almost all Windows based programs, there are some universal skills that make work easier.

Right Click

Right clicking usually reveals a menu. The menu varies
from program to program and depends on what you click

and what you are doing at the time. Most commonly used

commands for that situation are on the menu that appears.

= Add Note
Add Bookmark Ctrl+B

Allow Hand Tool to Select Text

N ]

Iy submits this Answer Brief in support of affirming her decision.

[ Zoom Tools &, Zoom In
o b Next P Right A €, Zoom Out
lll'lf)‘ P Ne age Ig rrow @\gynamic oo
Select All Ctrl+A |8 Loupe
Deselect All Shift+Ctrl+A —
esele ! d %l Pan & Zoom Window
— (= Print... Ctri+p ——————
. Ba‘@.gealgh......wmm o umeblfty:C?_c}rl\-f-E —.endant” or

Right click menu in Acrobat Standard

Open in New Window

Almost any time you are working in a
program with hyperlinks, you can choose to
open the link in a new window. Right
clicking reveals the menu option. This gives
you two windows in the same program. See
how this works in CM/ECF.

Paste Special

thibe witnesses, Jerry Meninick, Ross SocH
Selwi|  Center stoms
that th  Flush Right mem|
hy in ( Indent it reqy
Default Tab Settings
Paste .
reply t Paste without Font/Attributes Natiot
WB) W e of g
late o/ Properties... c. 18
tes on| What's This? rules
also 1 Font... ama
reques  Symbols... romi
he exp|  Spell Checker... :d m
ember|  Dictionary...
ATOF hj
12 Shadow Cursor i
Object QuickFormat...  pro
Reveal Codes
hforma Drop Ca ed at
ATOR 2eape v s o cave persor wentifia

Right click menu in WordPerfect

Magistrz

‘ (Case number/

Case and Motion information

Document number

[2:03-cv-00488-TC.DCM 1

R T e QT TRSpT, T

Open

Open in New Window
Save Target As...

Sometimes when copying text from one program to paste into another, the receiving program
misinterprets the copied material. Strange characters or formatting may appear. Instead of
paste use paste special and choose to paste “unformatted text.”

@WordPerfect 12 - [C:\...\Nav{

[} File B=E[# View Insert Format Table
D#&E( Undo Ctrl+Z
PO
BE  Undo/Redo History...
Times N
*‘I_W
Hov Paste Ctrl+V
ey Paste Special... :

Paste Special

Source:  C\Documents and Settings\usdc\Desktop\Adams v Gatewa

(@ Paste

(" Paste Link

Result

Inserts the contents of the clipboard into your
document as Textwithout formatting

2 [x

As: Cancel |

‘WordPerfect 12 Data ~

Rich Text Format

‘WardPerfect 12 Text

Unformatted Text ]

Unicode
‘WordPerfect 12 Document e

The pasted material will not carry unwanted formatting to its new location.
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Make sending email enclosures easier, go to Internet Explorer, Tools, Internet Options:

A Best Links from Judge Nuffer - Microsoft Internd
File Edit W“iew Favorites | Tools Help
EBack ¥ = v @ @ a4t |

Address I@ hittp //info.utd.cin SYMEAronize. .
Windows Update

Mail and MNews 4

Googlev |

Click the Programs tab et 2l
~Tened | Sesmy | Frivary|-Eontent-Eemnestiop. Frograms | Advanced |

 Internet program

%1 “'ou can specify which program ‘Windows automatically uses
@} for each Internet service.

Make sure Lotus Notes is selected as your Mail Program
(assuming Notes is what you use for email).

HTHML editor: INetscape M avigatar ﬂ
E-mail: Laotus Naotes

Newsgroups: [Microsaft utloak |
Intemet call: | Metheeting j
Calendar: IMicrosofl Outlook, ﬂ
Contact list: ILotus Motes j

Fizsztlb Sigs.. | You cah reset Internet Explorer to the default
home and search pages.

[ Internet Explarer should check to see whether it is the default browser

Now, in Word Perfect and Acrobat Standard or Pro (but
not in Acrobat Reader), when you select FILE, SEND
TO, Mail Recipient, the current document will be an

. . . 0k I Cancel Apply
email attachment to a new email. The email opens for
you to complete and send with the enclosure attached.

[AWordPerfect 12 - C:'\\Documents and Settings'USDC! Local Settings', Temp'inotes6030C:

Fle Edit View Insert Format Table Tools Window Hep

0O MNew Cirl+N wl RS ErEE-E S -EHE 2 e

E Mew from Project... Cirl+Shift+M - =- A .m gheabs | oo e |

— Mew XML Document. .. Y
Open... T, | N U T S
Close Crl+F4 @ > thursday.calendar.don.wpd - Lotus Notes
SavE Col+S File Edt View Create Actions Text Help
Save As... F3 ~
s IK®] bv@ﬁ@“ B I%]J Defaul Sans Seit |~ |10 |~|B
Properties... J Addiess
Signatire RICT OF UT
Document Magistrate Ju [@ [ avid Muffer - Inbox I@‘p ref reparts XI‘__} [ avid Muffer - Inbos X]@ﬁﬂe: 10tk
Page Setup. . [ |[send |[Send and File.. || Save As Dran || Address.. || Delivery optians...|[ T4
Print”' _ i Th“rSda)’a 4 ll| I Highimporance [~ Retumn receipt [~ Sign [~ Encrypt
Print Presvisw
Publish To | PP @ \ David Nuffer/lUTD/1 0/USCOURTS 1
Send To &5 3%z Floppy (A) E_ﬂ | 04i18r2005 06:14 Phd
1 thursday .calendar .don.wpd t J b
2 notice to rermove from service list.wpd 4 My Documnents @ Subje

@ thursday.calendar.donwpd
@ D - thursday.calendar.donwpd
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Warning about Temp Files

When working in Notes or CM/ECF, you may be working in a file that is not really saved
anywhere you can find it again. Windows creates temporary files to work with documents it
assumes you only want to view.

For example, if you OPEN a WordPerfect attachment in Notes, make edits and Save it in
WordPerfect, you will lose your edits, because you were working on a temp file. (Hints for
Working With Lotus Notes suggests SAVING that attachment if you intend to work on it, or
using the Notes EDIT feature.)

Similarly, if you are viewing a PDF document by clicking on a CM/ECF link, and then using
Acrobat to make annotations or highlight the document, those edits will not be saved in the court
file version of the document and will not be saved on your computer in a location that you can
find. So, you must SAVE A COPY or SAVE AS before doing work with a PDF document from
CM/ECF.
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Hints for working with Lotus Notes

To open more than one window open, right click the icon and select open a new window. This
lets you see your calendar and inbox at the same time.

E3) David Nuffer - Inbo | £ Re: 10th CIRC

% @ Mail ~ P e

i Open
Open Replica >

':::'[:]Eff_l In Mew Window

Open In Designer -

Notes has a great find feature (control — F):
Find HE
Eind | =]

» Find Options. ..

| Find et | | Cloze I

But Search This View is even more powerful:

Fle Edt | wiew Create Actions Help
1O E & Refresh F9
J.ﬁ.ddress ]

@Da

f‘\.-\.\i -~ - M trmciet Dies s [

rch This Wiew

2 Re: 10th CIRCUIT DECISIONS... x|

Mew Memo || Reply = [ | Replyto All = [Forward "] [ Delete][FoIder Y][Cop\;lmu [l e Y] [Tools Y]
< L, Search in View "Inbox’ O Indexed ? X
garch for || / Search | » hore
Wiho ~ |pate ~ |zize ~ Suhject
* Francis J. Carney 0411952005 64,853 Fe: |z an expert report required for a treating phyzician
Diavid Muffer 0411952005 5.652 Re: 10th CIRCINT DECISIONS CLE
Tena Campbell 041 92008 1,318 Re:

When you Search This \7iew, the text of each meséagé in the view is searched.
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You may need to index the database if the button at the far right does not say “indexed.”

i1 Indexed ? x i Mot indexed ? X

¥ hdore | a ¥ bdore ‘

To create an index, select FILE DATABASE PROPERTIES and on the magnifying glass tab,
Create index.

Databaze - Lol

@ i | S|l&a]l 2la |
Dratabaze iz not full text indexed Size:
|lpdate [ndex Create Indes. . Delete Index...
|lpdate frequency [zervers anly]  Scheduled -

Count unindexed documents
Index zettings:

Caze sensitivity:

Index breaks:

|ndex Attachments:

|ndex Enciypted Figlds:

When using the Search This View command, if you click the MORE down arrow, you get more
Search This View options, allowing you to search by date, author, and on multiple words.

[New Mema ] [ Reply '][Replyto All '] [ Formard v] [ Delete ] [ Falder '] [ Copy Into Meuw '] [TDD|S v]

<, Search in View ‘Inbox'

0 Indexed ? X

Search for I Search | * hare

Conditions | Diate... || A Author... |" 2 Field... || Farm... |

Cptions ¥ Use word variants ('cat' will alzo find 'cats")

22 pAultiple words. .. | | Fill out example form... |

Sort results by Irelevance j

I Fuzzy search I™ Search in results ) Lastindexed 04/19/2005

| Save search... || Load search '" P ax rasults... | 4.833 docurnents Update Index

| Who ~ |pate ~ |size ~ | Subject |
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The All Documents View will let you see and search ALL DOCUMENTS!

J@ Dravid Muffer - All Documents ]@ﬁHe: 10th CIRCUIT DECISIOMNS .. }{]

@ ME“ v [New Memo ] [ Replhy '] [ Reply to All v] [ Farmward v] [ Delete ][
for Dawid Muffer
Who ~ Date ~ |gize v |
&2 Inbox (2) * Ruth Kawashima  01/08/2001 2,156
Eﬁ Drafts x harkuz Zirmmer o;1r20m 2174
B sent * Ruth Kawashirna  01/11/2001 580
* .
Ej e Ruth Kawazhima 011272001 645
g B views * Car}.anercks onarzom 1.074
e x Louize Yark 015232001 a1
~ [ Al Documents
i — x* itz Bank a3 Arnni 1 IR

You may select multiple documents at one time by pressing the spacebar when the document is
selected, and then using the mouse or arrow keys to move on to other documents. They need not

be contiguous.

Wwho ~ |Date ~ |lsize ~ | Subject

Diavid Muftfer 041952005 b.652 Re: 10th CIRCUIT DECISION
v Tena Camphell 041 952005 1.319 Re:
v Yirginia_Rorgan 041 952005 6,155 [embers] E-Government b
v Futh Kawazhima 041972005 6,791 Fe: cauze code lizt
v Harwell_Davis 041 952005 78158 [embers] Interpreters {01}

Note that in any view, you may sort by any column that has an arrow or caret (Who, Date, Size

in the above example).

When multiple documents are selected, you may select
from the ACTION menu to do something to all the
documents. Be careful! The command at the right will

FORWARD all selected documents.

Add Recipients
Archive

Actions  Help

Send Memo to Database Manager

Syrchronize Address Book

Upgrade Folder Design

Categorize
Edit

Reply
Reply to Al

Forward

Delete

Falder

Copy Into MNew
Taools
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Create folders to hold your messages:

| Create  Actions  Help Create Folder H K
| Memo Cirl-+
: Rerl Falder name
P Uniled
| kil
Feply With History
To Do Select a location far the new falder
= - Folders -
Cendar By | | 1 2004 Workload
Special 4| 1 AB& 2005
-1 ADR
1
| Other.. | . “1 AQ Bulletins
Bookmark... | L .
Subscriction... 1 __1 Attarney Record Betention
ubscription. .
Agent... ok | | Ccancel
Folder. ..
Viewd. ..
Desian

You may create folders inside of folders.

If you create an archive, you can keep these folders on your own computer and not exceed your
mailbox quota. In Lotus Notes Help, see Archiving mail messages to free up space.
You can set up archiving to be “automatic” which scares me, or just set up the archive, use
Search this View and multiple selection (with the space bar) to cut and paste items into the
archive.
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Working with enclosures in Notes: (65 David Ntfer - Inboe | By et vepors x|

| [New Memao ] [ Reply '] [ Reply To All '] [ Farward '] [ Delete

You can copy and paste an enclosure from one

Notes document to another: | * & Ruth Kawashima/UTD/10fUSCOURTS
* a ?.";H-. 0440152005 04:49 Prd
Right click the enclosure to bring up the menu b <L

Muffer.b14 | Muffer

Attachment Properties. ..

Ruth kawashim Cut

B01-524-6106

Paste
Paste Special...

Use traditional copy and paste to move the
enclosure. Note the other options on the menu —
SAVE ALL is useful to put multiple enclosures into | Wi

a single location. Open

Edit

Note also that the menu has an EDIT option. l Save...

Save and Delets,

Delete, .,

Save All...
Save and Delete Al
Delete Al ..

If you double click an enclosure, you also get some options, though fewer than with a right click.

A“ahment If you want to edit a Notes attachment

@l * without saving it somewhere, and then having
Attachment Description to go through the trouble of attaching it again,
File: Muffer b1B click EDIT. The changes you make will be
Length: 5164 bytes [ 51.6%] saved in the Notes attachment. (So, this
Modified:  04/01/2005 044308 PM procedure is NOT GOOD if you want to save
Enzecliny s both the unedited version and the edited
Attachment Actions version.) This is helpful if you are circulating
g oen = Eel a docume_nt for qu_ick review and only need to

save the final version.
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When you finish edltlng the Notes attachment [@ D avid Muffer - Inbos ]@'p ref reports Xl@) 414 3rd Amende

(in WordPerfect, for example), SAVE it, and |[5ave and File |[ Save and Close |[Tools ~]

then return to your Notes message. New ;

buttons on the email message now require you | g, Anndrea Sullvan-BowersUTDAOUSCC
to Save and File or Save and Close the Notes | A8l nana005 0350 PM

message. Save and Close the message, and then | ssssfasassa
you can forward, reply etc.

3:45 - Flor Lopez, cancelled

.

thureday. calendar. don,wpd

Interoperability between Calendar and Mail
Notes will let you email a calendar entry and copy an email message into a calendar entry.

If you want to tell someone else about a calendar entry, open it and FORWARD it.

a Forward this document to specified recipients

File Edit View Create | Actions Text Help

|CHE~[TES| A8  AddReciplents »
| pddress Archive » N

| ] Edit Offline Configuration

() DavidNuffer-Inbor... | @D end Memo to Database Manager
| Syvnchronize Address Book
% Synchronize Jourmal
Calendar Entry Upgrade Folder Design
3| Appointment Process Titles
@l Subject State Rules | ategorlze
@ Starts wed  Move To Folder...
Ends wed  Remoyve From Folder

fhen r s Save and Close
5| P Rt Edit HTML Affributes
E-;i Description _{} Click to append attachment(s)
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@ New Memo - Lotus Notes

File Edit Wiew Create Actions Text Help

CHES- /S8|| AE=RE]] > I+ - #Y
Address vl“ v - @@Q‘:v]
] l
[@ David Muffer - Inbos... IE‘ David Muffer - Calendar X]@Stata Fiules Mesting xl@New Mema xl
Eﬁ [Send ][Semd and File, .][Save As Draﬂ] [Address. .][De\ivenf Options. .][Tools ']
I” Highimportance [ Return receipt [ Sign [~ Encrpt
@ David Nuffer/UTD{10/USCOURTS To fiohn das
02/06/2006 03:25 Phd cc ‘
I?IL bee ‘
@ Subject ‘Fw. State Rules Meeting
— Forwarded by David Muffed UTDAUSCOURTS on 02/06/2006 03:25 Phd —
& Calendar Entry
Lp Appointment
-1
Subject State Rules Meeting Where Location IMathson Co
[0z222008  se] [o400001 @] AL
When 2 hours

| 0272212006 s | 06:00:00F @]

[T Specify a different time zane

If you receive a meeting invitation that contains information about the meeting, Copy Into New
Calendar Entry:

[New Mema ] [ Reply *] [ Reply to All '][Fnrward *] [ Delete ] [ Folder '][ Copy [nto Mew v][TI:u:uIs v]

<, Search in View ‘'Inbox’ MNew Memo

Search for I

The entire mail message, including attachments, will copy to the calendar entry. This is useful
for agendas and travel itineraries.

Remember, you can also copy and paste a Notes attachment into a calendar entry. Or you
can include any document as an attachment for a calendar entry, just as if you were attaching a
document to an email message.
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Adobe Acrobat

These tips pertain to Acrobat Standard or Pro, though some will work with Acrobat Reader. If
you want to create or manipulate PDF documents, you need more than Acrobat Reader.

Acrobat Preferences

Adobe Acrobat, used to view PDF files, allows a user to customize preferences to operate better
under CM ECF. The locations of these preferences options may appear in different places in

different versions of Acrobat.

It is convenient to have PDF
documents appear in a separate
Acrobat window rather than
inside the web browser. To
make Acrobat open a new
window and NOT open inside
the web browser, make this
selection so that you will NOT
“Display PDF in Browser:”

If the computer monitor is large
enough to make a full-page
document readable, it is
convenient to set Adobe Acrobat
preferences to open a full page
of a document in a window, so
that the “Page Down” and “Page
Up” keys will allow you to page
through a document. To set
Adobe Acrobat preferences to
open a full page of a document
in a window, make this
selection:

Accessibiity = Lgs
Comments
Display

Forms == A A srting Acrobat
Full Screen
Identity

W Allow Fast web Yiew
¥ &llow Background Downloading

Search
Update
Web Buy

— Startup

[¥ Display Splash Screen
™ Certfied Plug-ns Only

Preferences I
p— =

— Miscellaneous
[™ Use Page Cache
[V Use Logical Page Mumbers
[V allow Eile Open Actions and Launching File Attachments
¥ Open Crass-Documerit Links Tr Same Window

Reset All Warnings |

Accessibilty =] | Display

C L
udiiivickic] Default Page Layouk: |Continuous d

Farms

Full Screen
Identity
Options
Search
Update
Web Buy

Page Units: |InrJ1as _‘_']
Application Language: |Enu;|ish j
™ Use Greek Text Below ]_ Pixels
I™ Display Page To Edge

™ Display Transparency Grid

Smoothing -

¥ SmoothText [ Smoothline At [ Smooth Images

[ Use CoolType (Recommended For laptop/LCD screens)

Magrification

Max Fit Yisible Zoom:
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Acrobat Tips

Full Screen View
To make a document appear full screen in Acrobat and Acrobat Reader, press Control L.
Control L will revert to normal mode.

Definitions
Two definitions of the basic types of PDF documents are important to understand this section. A
PDF file may be either:
e A “text” PDF created by selecting a “PDF creating” printer after you create your word
processing document, or by using the WordPerfect “Publish to PDF” command or the
Adobe PDF button in Microsoft Word. This method of creating a PDF results in a file
that you can search for text, and from which you may copy and paste text. The PDF
document may also be “SAVEd AS” in Microsoft Word format or RTF format. This
will extract most of the text from the file (though formatting may be a little funky).
Because of these features, this sort of PDF document is often called a “text” PDF.
OR
e An “image” PDF made by scanning a document, with a scanner or a photocopier with
“scan to PDF” ability. But if a PDF file is created by this method — scanning — then the
file cannot be searched, copied from or SAVEd AS to Word or RTF format. This sort of
PDF document is often called an “image” PDF.

Find/Search
To search an Acrobat text based document, press Control — F or, on the Edit menu, select Search.

The results list has a hyperlink to each location of the search text. This won’t work with scanned
documents (image PDF).

@ search PDF Hide | & Search PDF Hide

What word or phrase would vou like to search Fory

Finished searching for:
fcm

™

Where would vou like to search?
" In the current PDF document

™ all PDF Documents in b

I@ [y Documents j

Taokal instances Found;

Mew Search |

[T whale words only

[T Case-Sensitive Results:
[T search in Bookmarks Bl with CM/ECF Basic Computer Skills =
BT Ei Basic CMECF Skills Notices of Hearin:
search | k. from CM ECF MNotes enclosures Send
k! Pasting CM ECF reports with links
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Getting PDF information into other documents:

Information from a PDF document may be used in other documents in several ways.
If the PDF document is text based you may copy and paste, using the Text Select tool.

gi Adobe Acrobat Stan ATchInng

m Fl= Edt Wiew Doc Making vour own folders and subfolders
— Using the Chambers email box as a routing tool
= Open @ H zave |

|1 |- @ & -

_ Select All Text
|SEIect Text TDD|| Pﬂnw.ardmg a.-:alenda.r ents Deselect Al Text
. Turning a mail entrv into a

Sending from applications
Editing documents in circy
Copving and pasting enclo

=

You may also Save to Word or RTF format, resulting in a complete data file with all text in the
document, though formatting may not be preserved.

Save in: Ia Paperless Chambers j - ﬁi O~

Acrobat Tips.doc

Combining the Tools.doc

Hints for working with Lotus MNotes.doc
"E" Windows Explorer Techniques.doc
De .. D

e

My Documents

File name: IF'aperIess chambers.doc j Save I

Save as type: Microzaft Waord Document [7.doc) j Cancel |
JPEG [*jpg."peg.ipe] -
JPEGZ000 [* jpf = o, jp = k. 2.5 P 4
Microzoft Word Document [ doc) 2
PHG [*.png]

PoztScript [*.ps

Rich Text Format [*.rtf]
Tedt [Accessible] [F.Het]
Text [Plain] [7.kat]

TIFF [ tif % Hiff) L
HMWL 1.0 [ xml) =
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If you are working with an image based PDF, created from a scan, or containing images you
need to work with, use the snapshot tool to capture an image of a portion of a PDF document.

#a Adobe Acrobat Standard

T Fle Edit View Docume

¥ open

| Hoe
Bl =ave [l F

L4

=

=iy

(o]

==

& -1

=

Snapshot Tool [

This image may be pasted into another document, such as a Notes message.

You may also use OCR (Optical Character Recognition) software included with Acrobat
Standard and Pro. Be sure you are working with a scanned PDF document by attempting to
select text with the SELECT tool.

Then, with the document open, on the Document Menu, pick Recognize Text Using OCR
(called Paper Capture in some Acrobat versions):

I8 Adobe Acrobat Professional - [41 Motion JOP.pdf]

1) File Edit View | Document Comments Tools Advanced Window Help &Hotsend

’\.‘_'5':[; Select ﬁ:‘i

I Pages\{ Signatures \{ Bookmarks

& Attach a Ele. .. 3 @ o - @‘ 8} | @ten -
Add Headers & Footers. . ) &
Add ‘u_"ufatermark & Background... = L | Do N UHDY
/# Digital Signatures »
& Security »
[ Recognize TextUsingOR —— Start..
Compare Documents. .. Find Eirst OCR. Suspect .
Set Page Transitions... Find All OCR Suspects a

Insert Pages. .. Shift+Ctrl+1

Extract Pages. ..

Replace Pages...

Delete Pages... Shift+Ctrl+C
& Crop Pages... Shift+Ctrl+T

Rotate Pages. .. Shift+Ctrl+R

Peterson

T TIMOMET oUL-0Z1-50/6
Fax: 801-364-4500

In the dialog that appears select as much of the document as
you want to work with in text. In this case | only wanted the

current page:

p., Jim Wilberg,

105 PR 27 P W 3U

BiETCT 67 UTAR

Paper Capture ,

Pages
() all pages
@ Current pags

[ e[z ]

O From page

Setkings

Primary OCR Language: English {US)
PDF Qutput Style: Searchable Image (Exact)
Downsample: Mone
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Now, the text selection tool will work in the document, for as much of it as you “recognized.” If
you OCR the entire document, you can search it all. You may also SAVE AS an RTF file or
Microsoft Word document. Be careful to proofread any text extracted in this manner.

PHILIP-JAMES ROBERTS,

Plaintift,

VIN BRADSHAW, JIM WILBERG; KAY
ARSEN; CHAD WOOLEY; IVO RAY
PETERSON:; KEVIN SHEPHERD:
MT. PLEASANT CITY CORP, UTAH DEPT,
IOF PUBLIC SAFETY. ROBERT FLOWERS;
hnd SID GROLL,

Defendants.

Annotating and Highlighting

MOT
DEFI

CITY !
LARS

Csa

PDF documents may be annotated and highlighted. Select the Highlighting tool on the Toolbar

if it is showing or on the Tools, Commenting, Highlighting menu.

| Tools  Advanced Window Help

| Commenting Epote Tool lfSign i@ -E S -
Advanced Commenting ¥ F, Text Edits > ] ?
) TextEdts ~ B - Lo | 5 Showe -
Basic b Starmp Tool >
£001m b | Highlightirng Uighlighter Tool

Advanced Ediing

3
_Show Commentng Toolbar

¥ Cross-Out Text Tool

Making vour own folders and stereroers

L) PSR, NP o P [N ———— N F—

—— e m———d——

Select text and it will be highlighted.

Details view
Sorting by date

The dangers of inadvertently saving to TEMP files and how to SAVE AS

PDFs from CM ECF
Notes enclosures

“LsUnderline Text Tool

Send To menu item — make 1t work by setting Windows Explorer to use Notes as Mail
program

Note that there are also strikethrough and underline tools.

To insert text, you may use a text box:
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in the action under this rule

ttorney, the-service/shall be fade-upon 1

You may cover things up with a white rectangle shape, with or without a border. Note this is not
an effective method of redaction.

erR.

in the action under this rule

ney/ the-service/shall be
‘ed by the court. Servce-upon-the-aliomey-orupon

=

in the action under this rule

ey, the-service/shall be made

el o tha cent Sarmdeas nmman thea attAarmag A Dmee

Acrobat also permits you to place Note comments on the document.

#a Adobe Acrobat Standard - [Paperless chambers.pdf]
™) File Edit View Document | Tools Advanced Window Help

’**open * Blswe = e [ Commentng  [FoteTod

ot Tee i @ . o Advanced Commenting ¥ T, Text Edits

The Note shows if you place your cursor over the Note icon:

umbnails. and articles — and embedded files

' to another E

This is a sample note.

or if you click on the Note icon, the text of the Note is revealed:
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ambmnails. and articles — and embedded files

to another 7_%

Hote 411952005

UsDC 8:09:21 P

This is a sample note. =
=
i

Moving Pages
#a Adobe Acrobat Standard - [Pape

To move pages in a PDF document, you may: Fle Edit View Document Toolk
% '{t Cpen '?'-5 E Save l‘_,",___.":r:F‘rint e_-lEr

Click the Pages tab and drag the pages around. You
may even drag pages between documents.

O IE-@E@& -3 0C

. Options X

rs

l Pages\q Layers\q Signatures \q Bookmarks

Or you may use the Document, Pages, commands:

#& Adobe Acrobat Standard - [Paperless chambers.pdf]
File FEdit View | Docurment Tools  Advanced  Window Help

o & H P II  Ieet ShitsColed

B B = s ¢ Add Headers & Footers., ., Exiract
(O IE - @

Add Watermark & Background... [ Replace ]
4 A OMiont  3at o e Delete SHft+Ctrl+D
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Creating Hyperlinks and Bookmarks in PDF Documents

The easiest way to create hyperlinks in a PDF document is to create the document with

hyperlinks in a word processor and let the PDF conversion convert hyperlinks and bookmarks.
You must have first created hyperlinks and bookmarks in the word processing document. These

may include tables of contents, indexes, or Westlaw hyperlinks.

In WordPerfect, select Publish to PDF,

|AlWordPerfect 12 - Document1

Bl File Edit View Insert Format Table Took Window Help

| New Chri+M 4 @ SR
=  Mew from Project... Cir+Shift+M E -
T - AL~
_Ir Mew XML Document... ﬂ
_ Open. cri+0  fo . F .. .
- Close CirH-F4
Save crhs  etsetsatimeli
SR P F3  romthe dateth
Properties... atutorily design
Signature + pnsiderwhethe
Docurrent * raise thisissue
age Setp L 142974 (N.D
Prit.. ceier Mt specifiedur
= Frint Preview
Fublish To HrmL..  ngfu
¢ SerdTo r Fubli
XML o103

1 D1 02 05 wpd
2 order 032205 expedited schedule wpd
95 2 FRPP2112.wpd
4 order 032205.wpd
¢F 5 order 032205 scheduls.wpd
& List of attendees for Bryan Garner Seminar.wpd
7 becker v borsos (2nd) 102604, wpd
¢E 8 becker v borsos 102004, wpd
9 becker case history, wpd

arthy asked me
ern Dist of Okl

= can be offurt

= Exit Alt+F4

e.Wpd troubie

and make sure the option is selected to Include Hyperlinks and Generate Bookmarks.

Publish To PDF x|
Ganerall Objects  Document |Advanced|
Bookmark:
On start, display:
{+ Page Only " Bookmarks
" Full Scresn
oK | Cancel Help
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In Mlcrosoft Word, you must use Adobe PDF Maker installed with Acrobat Standard or Pro

o) Hyperlinks In POF Documents.doc - Microsoft Word
Efle EdR Yiew Jnsert Format ook Tabie Wndow mh‘wmr— EMuasend
O o M Soogs. |63 (B3| 0 T 8 T Sorwert o Adbos PP E
| hormal = Times New Boman = 12w T COMErt i Adcbe POF and EMall
=S — W Corvert o Adobs POF ared Send for Review

wpd trouble

Make sure conversion settings are set to Add links and bookmarks

2 Acrobat PDFMaker x|

Settings | security | Word | Bookmarks |
~PDFMaker Setting

Conwersion Settings:

Use these settings to create PDF documents suitable for refiable viewing and =
printing of business documents. The PDF documents can be opened with Acrobat =

¥ wisw Adohe PDF result
¥ Prompt For Adohe PDF File nams

Advanced Settings ..
[V Convert Document Infarmation

~Application Setting:
™ Attach source fils ko Adobe FDF
¥ Add links to Adohe FDF

[¥ Add bookmarks ta Adobe PDF

[ Enable accessibiity and reflow with Tagged POF

® Copyright @ 1987-2003 Adobe Systems Incorporated and its licensors. All rights
"‘ reserved, Adobe, the Adobe logo, Acrobat, the Acrobat logo, PostScript, and
Adob the PostScript [ogo are either registered trademarks or trademarks of Adobs
REE Systems Incorporated in the United States andfor other countries.

Restors Defaults ok | cencel | mep |

Then create the PDF document with the PDF Maker menu icon:

Creating Hyperlinks in PDF Documents.doc
JFiIe Edit “iew Insert Format Tools Table Window Help

PAE S Hsavess. @GRV L 2B
@ﬁ ﬁ| MNorrmal » Times New Roman = 12 =
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Westlaw Hints

To copy text from Westlaw into WordPerfect, find the text and select it:

Business &

Westlaw News

Welcome | Find&Print(™7 | KeyCite | Directory | Court Docs | Table of Contents | KeySearch IMore - l

Result List Links for

5 Docs 415 F.3d 1130

Full Screen List
Edit Search | Locate in Result

€ Citing References available

Eull Histary

Direct History
Graphical Wiew) %

Citing References
Maonitor With KeyCite Alert

= Full-Text Document
®* Case Outline

Petitions, Briefs & Filings

ResultsPlus
ALR
1. Forcible Administration of
Antipsychotic Medication to Pretrial
Detainees--Federal Cases

ALR
2. Monconsensual treatment of
|nvu|untar|l committed mentally ill

HHHHHHHHHHH PR vy

KeyCife =

About T

“m1Westlab'f | Research Trail |

Federal
Government

= QUIGE,
BB B o [em Nome

[ U.S. v. Morrison lic]
415 F.2d 1180
©.A,10 [Utah),2005,
Jul 19, 2005 (Approx. 5 pages)

U U SUID, IS WSS D L SIS WSS 13 S PO LS U VS SLSE LS SE L S S e a L |

regarding guilt. But disposition of the criminal charge against Defendant may well not produce such
a result, As defense counsel pointed out to the magistrate judge, not only has a defense expert
concluded that Defendant was entitled to an insanity defense, but the Bureau of Prisons evaluation
was the same (although it recommended further evaluation if Defendant became competent to
stand trial),

RELGET H e four-

case, such an assumptlum WDu\d ha\.re been warranted, especially because *1287 of the particular
relevance of information concerning Defendant's potential dangerousness arising from his mental
ilness,

We vacate the district court's order and remand for further proceedings. On remand the district
court should require the Government to proceed first under Harper, or explain why it chooses not
to. If involuntary medication is not appropriate under Harper, the district court may then recansider
whether an invaoluntary-medication order is appropriate under Seff,

III. CONCLUSION

The order that Defendant be involuntarnly medicated is VACATED and the case is REMANDED for
further proceedings.

Then click TOOLSAH

ower right corner
and select Copy With Referencew ,

A frame will pop up with the text
and reference, and instructions:

Click COPY

il Go to Star Page

Lirmit D|5plaﬁ; by Fields

[} s — e

J Copy with Reference -- Web Pag

Click the copy button. Then paste the text into your document.

Thete may be occasions when it s approptiate to resolve whether the four-
patt Sell test ustifies an order for inveluntary administration of paychotropic
drugs without first determining whether there 15 an alternative ground for such
ut it would be good practice to assume otherwise.

.5 v Morrison 415F.3 #1186 (C.A 10 (Taty,2005)

Copyl Close |
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and then
Paste Special
Unformatted
Text to place
the text and
reference
into your
word
processing
document.

(@®WordPerfect 12 - I:\LAW\Referre
Pl File | Edit View Insert Format Table
O#a=
[

ITimes M

Undo Cirl+7
Redo (Eir| - ShilfiZ
IUndo/Redo History...

Lt (43
Copy Ctrl+C

Paste Cirl+y

Paste Special

Source:  Unknown Source

A

Cancel |

¥ Paste Rich Text Format

Unicode

£ Paste Link

Result
Inzerts the contents of the clipboard into pour

document as Text without formatting.

I~ Display Az leon

There will be a little reformatting to do but the essential information is in place.

it ig only after such a determination that ““the defendant is subject to the provisions of section

424610

Pasted data

Thel e may be occasions when it is appropriate to resolve whether the four-part Sell test justifies :

an order for involuntary administration of psychotropic drugs without first determining whether

: there is an altemative ground for such an order. But it would be good practice to assume

: otherwise.

U.S. v. Morrison 415F.3d 1180, *1186(C.A. 10 (Utah),2005)
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E-Research in Westlaw

Why print from Westlaw when storing your cases as e-research lets you copy and paste from
those cases directly into your document? And you can even highlight and annotate these
Westlaw cases just like paper print outs.

Find the case/statute/article you want in Westlaw.com

L‘m‘tWESﬂﬂW | Research Trail | Help | @

Business & Federal
News Government

Result List Links for =t &pmm ] e

5 Docs 415 F.3d 1180

Full Screen List c U.8. v. Morrison
Edit Search | Locate in Result 415 F.2d 1180 Fax
C.A,10 (Utah),2005, Save on Westlaw

Jul 19, 2005 (Approx, 5 pages) Print Delivery Manager

.
€ Citing References available  KeyCife —— |1 uc swie, 1oyaiuisas tr orimminsn e oisis 1= an nHpor cane gues s e e S5 1 an auguuLaTn
regarding guilt. But disposition of the criminal charge against Defendant af@y well not produce such d

Full History ! ' !
A a result. As defense counsel pointed out to the magistrate judge, np#only has a defense expert
¥ . . h .

reLt HisLor % concluded that Defendant was entitled to an insanity defense, the Bureau of Prisons evaluation
{Graphical Wiew) - A

- was the same (although it recommended further evaluation efendant became competent to
Citing References stand trial}.
Manitar With KeyCite Alert There may be occasions when it is appropriate to resefue whether the four-part Sed test justifies an

order for involuntary administration of psychotropi drugs without first determining whether there is
= Full-Text Document an alternative ground for such an order, But j#would be good practice to assume otherwise. In this

case, such an assumption would have begr warranted, especially because *2187 of the particular

® Case Qutling ; - ! A i 2
relevance of information concerning endant's potential dangerousness arising from his mental

Petitions, Briefs & Filings liness. o ) o
We vacate the district court's/drder and remand for further proceedings. On remand the district
Raci iltcPliwesm Ahent — court should reguire the ermnment to proceed first under Harper, or explain why it chooses not

Let your cursor pass over the °™* ~ putton in the upper right corner.
Select Download from the dropdown menu. e B Eemal Momer

Download

Fax

Save on Westlaw

Print Delivery Manager

.3l L= 1 ant ﬂLrIJLALAILrﬂLILIII

it mav well not oroduce such %

In the dialog that appears, click on Current Destination Properties. (Setting Properties only has
to be done once for the rest of your research career.)

4 Print/Download -- Web Page Dialog
Current Destination: IDDwnIDad to Disk (via WordPerfect) ;I Properies I
To change your destination settings, click Properties.
Range Content
Search Result # Complete result
@ Current document (415 F.2d 1180) " First page
I Include KeyCite: i all pages containing terms
|Te><t Histary ;I " Star Pages I e.0., 194-196, 201

" gelected documents | e.g., 1,357 " Synopsis and Digest

© all documents (5 documents)

" Result List ¥ Include KeyCite flags

© Lict of salected results 03, 1,357 :Filmclude highlighted search terms

§|_§:[nclude summary page
Add a note:
Send Request Cancel
‘est Reporter Image (FOF) |
=
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In the dialog that appears, select
1. The name of your word processor (Word Perfect if you work for the courts and MS

Word if you work anywhere else in the entire world)
2. Single Column (important for readability on the screen)

3. Save these selections as my default destinations
(These three steps are set as your future preferences — you won’t have to change them again.)

A Print /Download -- Web Page Dialog
Download to Disk Properties

File Format:
Attached download forrmat: |WDrdPerFect vI

Delivery Format:
" Dual column (composed/book-style)
" Single column (composed/book-style)

 Full-width

Cancel |

¥ S5ve these selections as my default destination settngs

Click Save

Deselect “Include a Summary Page”
2 Print/Download -- Web Page Dialog

;' Properties I

To change your destination settings, click Properties.

Currewt Destination: IDUWH\Dad to Disk (via WordPerfect)

Range Content

Search Result & Complete result
& Current document (419NR3d 1180) " First page
™ Include Keycite: " All pages containing terms
" Star Pages I— £.0., 194-1956, 201

|Te><t History
" gelected documents e.0.,

 all documents (5 docurments)

" Synopsis and Digest

¥ Include KeyCite flags

'|7 Include highlighted search terms
" Include summary page

“"add a nate:

" Result List

" List of selected results | e.g.,1,3,5-7

5]

Click “Send Request”

Qﬂ Hequesmoancel I
Wiest Reporter Image (POF) |
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You will see a “processing” notice:
A Download - Microsoft Internet Explorer
Downloading

Please wait while your request is being formatted. This may take a few moments, depending on the size of your
request.

Then in the File Download box, click SAVE

File Download x|

- P Some files can harm pour computer. If the file information below
\'/ look s suspicious, or pou do not fully trust the source, do not open or

zave this file.

File name: .. LDoclO_15_2004_05_41PM.wpd
File type:  WordPerfect 12 Docurment

From: print . wesklaw.com

Would you like o open the file or sawve it ko your computer?

Cancel Mare Info

gren |

¥ | fliways ask before opening this type of file

Navigate to the folder where you want to save the document:

2] x|

Save in I@ US v Marizon N-03-41-M ;I 0 3 = [EEL¢

03ma41 morrison.wpd
18 USC 4246.wpd
4241 Finding & 4246 Order 122105 wpd
Dreft's second proposed order prior to 4246 092105 wpd
draft order from vincent 092105 .wpd
E final order 092105 wpd
E It hamilton re morrison 073103.wpd
notes for morrison 091905, wpd
order for 1207 hearing 112805 Maorrison.wpd
order for medication 020404 Morrison. wpd
riggins v nevada.wpd
us v Bradley wpd

File name: IWLDocU2_DB_2DDB_Ud_58PM.wpd ;I Save I
Save as ype IWUrdPerfecl 12 Document ;I Cancel I
w7

File name: I_IEi v Marrison. wpr ;I Save I
LI Cancel |
i

Sawe az type: IW’ordPerfect 12 Diacument
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Name the document something sensible! The Westlaw proposed name is NOT helpful.

After the document SAVES

[v]>

Download Complete

Saved:

Downloaded: 701 KEin 1 sec
Download ta:

Transfer rate: 70.1 KBJSec

I iClose this dislog box when download completas

Open

Ci\Documents...\Jakableff (waiver).wpd

Open Folder | Cloze I

ol x|

Click OPEN

If you see a summary page one —
you don’t need it — select and
delete all the data on that page.

When the actual document is
on the first page, CONTROL S
to SAVE again.

[AwordPerfect 12 - C:\Documents and Settingsi\usdciDes I [=]

B Eile Edit Yew Insert Format Table Tools Window Help =18 =]

DS RHESS B o /B As- -0 DR S

ITimes Mewy Rornan dllﬂ j B I U-~=-A: '|<Nome> x| 3 s | - Wy | S o %
"[ R P PP IR PR PP R PP P P TP I P TP I P [ 1"

41

|Jakobleff (waiver).... B [*AB& Incert Pg1Ln4.76" Pos 1"
=lojx]
P File Edit View Insert Format Table Tools Window Help == x|
DPESHEPS ) R - D -A L=t A SN =R
€| M- e g
[Times New Roman =iz =]m 2 oS pones | e e "*-“ B

IS [ AU N SO, BRSSO T U N S R S )

415F.34 1180 Page 1

415F 34 1180
(Cite as: 415 F.3d 1180)

c

Buiefs and Other Related Documents

Thited States Court of Appeals,
Tenth Circuit.
TINITED STATES of America, Plaintiff-Appellee,

v
Jay Richard MIORRISON, Defendant-Appellant
No. 04-4174.

July 19, 2003

Backaround: Defendant was charged with willfully and knowingly transmitting in interstate
commerce an internet communication threatening to injure another person, The government moved
to authorize inveluntary antipsychotic medication to render defendant competent to stand trial The

Heaer & [Footer & [Just [Fort Size: 12pt {Bockmak Ji[HRY]

Header & |Footer A} Font Size: 10pt[Font Size: 12pt {Box[HR]
]
41

Filming Judg... order for 12... US v Morriso... |US v Morri... B [¥4B& Ingert

PgiLn2.33"Pos 1"
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Now, as you work through the document (notice how nice it is to read in one column format) you
can highlight as you go, and this is in your permanent record.

(@WordPerfect 12 - I:\LAW\Referred Cases\US v Morrison N-03-41- _|ol x|
Fi File Edit View Insert Format Table Tools Window el Lol sl

— [wardrarfect 12 - [1ALavitReferred Cases\US v Maorrison M-03-41-MVUS v Maorrisor
DR SHEFPS L =@~ IWEQ/

e g [MTEF 5 T @
In Word o | ew | mews
Perfect, the |Tirﬂes Mew Roman jliz ~|B 7 g/é [ <None> B g -
Highlight N ST ey T SR TR LU S T T,

1 to be served by afups® criminal trial. And ifhe 15 such a continuing threat to society because of his
Command IS mental illness, theh he 15 likely to be confined civilly under 18U.3.C. § 4246, which could resultin
ALT _T confinem enpMeyond that permittedunder the criminal law, again reducing the governmental interest
ALT H in confipsig Defendant under a criminal sentence. The reason the magistrate judge refused to

abc abc
—

6 is that he hadno information regarding the likelihood of such confinement--an omission that
could be filled, at least in part, by a Harper inquiry.

To besure, regardless of confinement there s an important governmental interestin an admdication

Or you can regarding guilt. But disposition of the criminal charge against Defendant may well notproduce such
N aresult. As defense counsel pointed out to the magstrate judge, not only has a defense expert
CI |Ck the concluded that Defendant was entitled to an insanity defenze, but the Bureau of Prisons evaluation
was the same (although itrecommended further evaluation if Defendant became competent to stand

HIGHLIGHT trial).
tOOI on the There may be occasions when it 1s appropriate to resolve whether the four-part Se/i test justifies an
tOO I bar order for involuntary administration of pgychotropic drugs without first determining whether there

izan altemative groundfor such an order. But it wouldbe good practice to assume otherwize. In this
case, such an assumption would have been warranted, especially because *1187 of the particular
relevance of information concerning Defendant's potential dangercusness ansing from his mental
illness.

We vacate the district court's order and remand for further proceedings. Onremand the district court
FI Highlight: ‘rellow 3 Thered: may bed> occasions¢: whenes it i appropriated: tod resolved whether thee> lUur-lB Uukmarklparto |Hypar\ink SE”( Hyperlink <>lesl<> justifies<s an’i o
t
i

releres fns imenluntanes adminizteatinne nfe nsuchntinicd dnnse withonkes sk detemininees whetherss therel SR
4

Filming Judg... order for 12... US v Maorriso.., (US v Morri... I"BE Ingert | Pg8Ln 785" Pos 1" Y

In Word, choose VIEW TOOLBARS REVIEWING TOOLBAR and use the highlighter tool:

&l Document? - Microsoft Word

JD = &1 [ save as...

J Marrmal = Tirmes Mew Roman

; ry-in-all-le gal malpractice-actions:- the formet-attorney-could,-
merelyby v1rtue ofas serting-a-third-party-claim-for-contribution-against-the-pre sent-attorne v, -
effectively-invade-the-privilege-in-every-case Y

| »

H D w4

NNOOE4E - 2-A-=
[Page 1 Sec 1 T tn1  col 10 [REC [TRE [E2T [ovR [Enalish(u.s | Gl Y
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Creating Hyperlinks in Opinions

Westlaw and Lexis have automated tools to create hyperlinks to research sources in your
WordPerfect, Word or Web Page documents. WestCiteLink  Lexlink  These work very
well.

It is also possible to create hyperlinks manually. This process will be demonstrated for Westlaw
hyperlinks in WordPerfect.

Find the reference which you want to turn into a hyperlink.
*Jones v. Kodak Medical Assistance Plan, 169 F.3d 1287, 1291 (10 Cir. 1999) |

Select the cite and COPY.

? Jones v. Eodak Medical Assistance Plan, [TARYET B ML

12901 (10% Cir. 1999).

Open Westlaw.

Paste the reference into the FIND box. Click GO

Westlaw

Find this docurnent by citation:
169 F.3d 1287

] and Print

When the case comes up, press the Result List tab. There should be 1 case shown. (If there is
more than one case, the balance of this process won’t work.)

“m'ﬂvWestIm'.r | Research Trail |

Business & Federal
MNews Government

Welcome | Find | KeyCite | Directory | Court Docst2% | Table of Contents | KeySearch | hor
Links for s, uick
169 F.3d 1287

¢ Jones v. Kodak Medical Assistance Plan
Lpase 169 F.ad 1287

i [ C.4.10 (Utah),1399,
@ Mar 04, 1999 (Approx. 7 pages)

Locate in Result

Find citation:
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http://west.thomson.com/store/product.asp?product%5Fid=WestCiteLink&catalog%5Fname=wgstore
http://www.lexisnexis.com/citationtools/lexlink/

RIGHT CLICK the blue case name in the result list entry, and select COPY SHORTCUT

Business & Federal
News Government

Result List
1 Coc

== Full Screen List
Locate in Result

Find citation: @

Result Options =

Case

¥est Reporter Image (|
1. Jones v. Kodak Medical Assistance Ple~

169 F.3d 1287, 22 Employes Benefits Cas. 2713, 1999 Open

Cpen in New Window
Save Target As...
Print Target

©.4.R. 1695, 10th Cir (Utah), Mar 04,1993

Return to your word processing document and select the entire reference.

7, 1690 F.3d 1287, 1291 (10* Cir. 1999))

sl Window  Help

i Spell Checker... Cirl+F1
Grammatik... Alt+Shift+F1
Thesaurus. .. Alt+F1
Dictionary... Alt+Crl+F1

CQuickCorrect, .

QuickWords...

Word Count/Info...

Proofread 4
Languages L4

Macro 4
Template Macro 4
Visual Basic 4

Address Book., ..

Merge. .. Shift+F9
Sort... Alt+F9
Highlight 4
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PASTE into the box that appears:

?2/X)

Hyperlink Properties

Defire links to other documents or bookmarks in this or other documents, Or, define a
macro to be executed when the uzer clicks an the link.

DiocurnentMacro: | STl alalR =] B Browse'Web...
Bookmark: -

Target frame:

Hyperlink Properties

Defing links ta other documents or bookmarks in thiz or ather documents. Or, define a
macro to be executed when the user clicks on the link.

Document/tacro: | 2 08n=14sw=5 plithrp="2(Findi 2fdefault wl B1)  Browse Web...
Bookmark: -
Target frame:

Cancel Help

Click OK.

The reference will change appearance (depending on the style of hyperlink in your document)
and if you place your cursor over the reference, the link will appear.

http: /fweb2 westlaw . com/fresult/result. aspx?rs=\WL\WS, 108service=F
P lones v. Eodak Medical Assistarice Plan. 169 rit=CLID_FORLTSI388108ss =CNTE&mt=Wastlawscnt=D0CEvr=2.08

Clicking on the link will open Westlaw and ask for your password.
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CM/ECF

Leveraging the power of CM/ECF with Multiple Windows

Looking at a motions report in CM/ECF (and almost every other screen) we see a docket

hyperlink.

MOTION for Pratective Order filed by Flaintiff Vantage Controls (Expeditied Dispasition Requested) (alf) =

03/03/2006 258 MEMORANDUM in Support te [256] MOTION for Protective Order filed by Plaintiff Vantage Controls (alf)
(2A02/2006 260 MEMORANDUM in Oppasition re [256] MOTION for Frotective Order filed by Defendant Lutron Electronics, (jmr)
(2/09/2006 261 REPLY to Response to Mation e [256] MOTION for Frotective Order filed by Plaintiff Vantage Controls. (jm)

Magistrate Judge David Nuffer

Case number/

‘ Case and Motion information
nber

‘ Notes

2:03-cv-00428- TC-DON ‘Vantage Comirols v. Lutron Elec

Filed: 05/23/2003

q

Clause: 350271 Patent
Infiingement
MO 830:Patent

RIGHT CLICK that hyperlink and select OPEN IN NEW WINDOW

012/03/2006 2358 MEMORANDUM in Support ra [256] MOTION for Protective Ordet filsd by Plaintiff Vantage Controls (alf)
02/08/2006 260 MERMORANDUM in Opposition re [256] MOTION for Protective Order filed by Defendant Lutron Electronics. (e )
02/09/2006 261 REPLY to Response to Motion re [256] MOTION for Protective Order filed by Plaintiff Vantage Controls. ()

MOTION for Protective Otdet filed by Plaintiff Vantage Controls (Bxpeditied Disposition Requested) (alf) =

Magistrate Judge David Nuffer

(C'ase nummber/ . L N
Case and Motion information
Document mumber

Notes

203-cv-00458-TC- DO

Save Target As...

Cause: 350271 Fatent
Infringement

MGS: 830 Patent
fice: Central
|Fresider Tena Clamphell Rd!

Now we can see two CM/ECF screens at the same time. (Note that only one screen has the
blue bar.) In this view we can scan the docket (on the right) and verify that all documents related
to the motion are showing on the motion report (on the left).

sungim, |
Diefrndun

iy s

U006 235 NOTICE OF HEARING ON MOTION.
Susmury Jadgrass, [47] MOTION for
230 vfare dudgs Tens Canpbel (mgm,

DILE06: dacumsnt wil b kept in the Th Aaor eesded re
23] MOTIOHN

s ) Back |~

Tt o0t~ 1 s = (2 St oo < 46

T E-DICE

0TI fi

J'."J..*.-,Sem:h'_Favmtﬁ{“ ~=B-)Jd3
Address [ hitps: ffect utd cre 10 deryogi-bin/DkIRpt ol 71034060207 16555 _023_0 » | E3Go Links » @ =

Protecsors Ouer
2005 Rsparise st TR0 |
oz Ry e Q2053006 OLZI2006 @53 H to Clanty Prtersios Ordar (expedited samiew requested) Sad by Dubendse Lutron
Figerred fo: Magisirse Jodge Camid Hhafer cx (ak) (Exbered 96}
Dioket best and eelated flkngs:
MOTION to ety Py = poostnd) Blrd 1 OUZIZ006 @254 | MEMOBANDUM in Suppant re 253 MOTION 1o r.|=|1n>m-r tree Order filed by
’ Dieéenidane Lutrcs Electronics (a) (Eetered 0
ORG24 i o Clanky | uirsn 85 | | ponarns NOTICE OF HEARTNG ON MOTION cc
MM 357 MEMORANDUM in Oppositin 3] MOTIIN 1o Clarify Frotective Cnder, flad by Flntifl Vartage © for Partial Suazemey Todgment Eor Partind
FEPLY to Response to Motion MOTION to Clardy Frotectove Order fled by Defendant Liotron Ele. EOJ 00 r[\{ﬂRKIII 230 befere Judge Tena Camph
256 N‘.O'III.N for Protectove Ovder
= onon fled, 02032006 Rispnse filed D0082006
e s Conete Rl Afed CO0BI2006 Q2006 @25 | MOTION for Protectve edee Sed by Flsni Vicsage Contrels (Eipedised Disparition
Rgherred fo: Magistrate Fodge Dund Nafer 5
Doskat and pedated fikngs.
ey el R (006 @247 | MEMORANDUM in Cppesition re ATHC to Clarify Prosecsie Order, fled by
Pland Vantage Coetrols () (Entered 0206/2005)
ORI2006 @243 | MEMORANDUM in Suppes MOTION for Protactive Order Eled by Plunttf \Vaeage
{alf) (Etered 02
OREZ006 o Response to My
Mlagistrate Judge David Huifer
Cane namber ORIDBI2006
ol Case and Makion infarmatien HNates Ltrem Blectrasics, ()
05 IS TE.D0R Vantage Cantrole v, Lutrun Fler Cumuse 5071 Faieet (006 LY to Respante to Mo I fur Protective Order fled by Plaisi
ied 0I3AI Anfingenent astage Controls. () (Ente 006)
(O 30 Pebent
(fice. Comtanl
(Frezider Tena Camptel

2] b tots
I

o 2

— T &8 | oo W O T o
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OTICH fin Partial Summary Tudgmns, [242] MOTION for Fastial
! [  Hiem
243 MOTICH
= bgetion) Regpronse filed ULV
Ffed by iy Aled TRI0E
Dkt
moTio Add to Favorites. .. 1 e by Dafomsdant Litteom Elsctroniee (i)
o Convert link Barget to Adobe POF | o1y puassciive O by Dufendant Lt
mmwz Corvert link Earget to existing POF oy Cuder, s Plainti
R 2 =
B tos i a Gre)
255 MOTICH
Mation Aled: 020132006 Fasporiee fled 12032006
Fifesf by Vastiaga Comtrole Rty Sled G906

FRigherreel 8. Magstrale Judigs Dad Huller
Dokt 1o and reluted flings

BAOTION for Frotsetovs Ondes fled by Fla=sst V antage Costrals (Erpadatied Disposttion Bequested) (uf)

OIS 155 MEMORANDUM in Support re (23] MOTION for Protective Order fled by Flustiff ¥ antage Controds (lf)

LS. District Court:utd - Docket Report - Micro

Favories

* |x) (2] €0 D Seerch SsFaverites )| (27 (L @ -

ST T W R Y Y DT e

I~

i [T

It is also possible to RIGHT CLICK the blue bar and OPEN IN NEW WINDOW. Here I clicked
CIVIL, and selected OPEN IN NEW WINDOW.

Motn 1o, Iebas T L s ool T LT

= loix]
[

Moo e = T

H

Tools

Jid 5

bs: fecf it cinc 10.diryogi-bin/DKRpE pI? 1034960207 16550-._023 0 | EGa | Links | @) -

2]

MOTICH ta Clasifyy Protective Order (expedited review requested) fled by Defendant Lutren
Electrasses (alf) (Entered 0 1/Z0/2006)

MEMORANDIM in Support re 253 MOTION to Clary Protective Order fled by
Diefendant Lutron Electranics () (Entered: 01/3002006)

KOTICE OF HEARING ON MOTION re: 238 MOTION for Partial Summary Tudgmess,
4% MOTION for Farmial Summary Tudgment, 240 MOTION for Partial Summary Tadgment
Motion Hearing set for 31232006 0200 PM in Rocen 230 befare Tadge Tena Campbell
(mim, ) (Entered 02/022005)

MOTICH far Protectsee Order fled by Plaintiff Vantage Controls (Expedited Disposition
Requested) (ak) (Entered: O2062006)

MEMORANDUM in Oppostion re 253 MOTION to Clarify Protective Order, fled by
Flazsdf Vantage Controls (ak) (Entesed: 020672006)

260 | MEMORANDUM in Oppostion re 256 MOTION for Protective Order Hed by Defendart

Cantrals (al) (Erzered 020672006)

Diefendant Lutron Electronics. (ne ) (Entered: 0210/2006)

261 | REPLY 10 Respense to Motion re 256 MOTION for Protective Order Bled by Pluilf

MEMORANDUM i Support re 236 MOTION for Protective Order filed by Plunbff Vantage

REPLY t Respenize to Motion re 253 MOTION to Clarify Protective Order Sed by

Lutron Electronics. (e ) (Entered. 02/10/2006)

Vantage Controls, (juur) (Etered 02/1012006)

872006 25) MEMOBANDUM in € JMOTION Cirder fed by Dafendact Gan)
(206 5] BEPLY to Resparzse to Motion e [256) MOTION for Protectees Ordes fed by PLectet ¥ antage Conirals ()
Dlagivirate Judge Dhavid Nuffer
) C'ase and Motion infarmation Notes
Document nnmber
L0 e T O Vantage Contrals v. Lutren Elec Cansa: THITTL Patens
Pifed 05232003 Teinguntnt
MO 330 Patent
Oftes: Centeal
Frasider Tora Comghil |
188 Cperr setectend Ink i a row winddow, | [ (@ oo
T - - T ST T
1 = 2 B

el

g
Diefersant Lut

Sthflnor

A https: [ Jecf.utd.circ10.den fegi-bin/Displa 'Y

File Edit View Favorites Tools Help |
Qe ~ @~ 4 (@) B Pseach SeFavorltes B|2r ' @~ >
Address |OJhllp-J:,.[fucfuw.l:irc1U.Ltn,.*tgi-bi|.l1.)i'_pltmv\uuj & Go | Links Q‘ -

scanrd - wil b kept i

=lolx|

sermanent st Muodified o

ry Fudgreent, [242] MOTION for Partisl
adring ¢4 far HIU0060200 PM in Raom

Civil Events

ot Events
Orders on Motions &
Orther OrdersTudements

Open a Case

Conl Case (Sealed)

Initial Pleadings and Service
Conplarts and Other leshabes Dotuments

Oher Events

Other Answers and Besponses

hlorions and Related Filings
Matiens
Matizne (Couet Uze Only)
Eespenses, Repbits and Other Mesion Related Decuments

o Electroeass (a%)
il by Dsfomdunt Luteesn Blsctronics ()

fias, Fd by PLaaeslff Vantags Contrats (uf)
e £ d by Disfandasst Lutrce, Blasteonice. o)

{02006
06

e quraled) ()

Pleintiff Vantags Cezrols (alfy
4 by Disdvesdant Listron Electioics. (wma )
by Plainatiff ¥ antags Controls. (i)

This allows docketing while looking at the docket or a motions report.

I.'-ww-' W H f S M- U D] MteTed o TeEh - T et L
| = P —
U.S. District Court:utd - Docket Report - Micr =lol=l

Favo

- ¥

2] G| Psearch oFavorites €] (2~ o & -

Tools |ﬁ'

Help

Jid 3

bos: et circ 10.deryieni-binDKRpL pI? 1034960207 16559-L_523_0 =] E1Go | Links » @ -:

D253

MOTION to Clardy Protective Order (sxpedited review requested) Bled by Defendant Lutron
Electranics (o) (Entered: 01/30/2006)

L]

MEMORANDUM = Support re 253 MOTION te Clardy Protective Order Bed by
Deefendimit Lutren Electromcs (alt) (Eatered. 01/302008)

@255

NOTICE OF HEARING ON MOTION re: 238 MOTION for Partial Susmary Judgment,
242 MOTION fer Partial Summary Tudgment, 240 MOTION for Pastial Semmary Tudgmens
Maticn Hearing set for JZ3/2006 0200 PM in Racm 230 before Tudge Tena Camphel
(mim, ) (Entered: D2A022006)

D256

MOTION for Frotective Order filed by Plaintif Vantage Cantrals (Expediied Disposition
Requested) (alt) (Entered: 02062006)

@257

MEMORANDIUM & Oppasiticn re 253 MOTION to Clarify Protective Crder, Sed by
Plaintiff Vartage Contrals (x) (Entered: (206/2006)

258

MEMORANLUM & Support se 236 MOTION for Protective Crder filed by Plaintiff Vantage
Controls {alt) (Entered: DQN0&2006)

59 | BEFLY to Response to Motion re 253 MOTION to Clanify Protective Order Bled by

Drefendant Lutron Electromcs. (jmr ) (Entered: 0271002006

D260

D261

MEMORANDUM & Opposition re 256 MOTION for Protective Osder Sed by Defendant
Lutzon Electrecses. {jnr ) (Exnered 021102006}

BEPLY to Respanse to Moticn re 256 MOTION for Protective Order Bed by Plainal?
Vastage Controls. (jus) (Entered. 02/10/2006)

Other Filings
Appeal Documents ) |
Ll Dievery Documerss
Allecrd) Hotices pent
Dot ;I
] T A @ e e 7. . =1
] hambers Nates [
—rr P =T —

Ty
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Jazzing Up CM/ECF Docket Text

It is possible to use HTML code to dress up CM/ECF docket entries. This has been done by
default in one standard entry in our system, the Notice of Hearing. The text enhancement helps
the notice stand out.

03/14/2005 326 | MOTION for Acquittal by Gary Gopher as to Murray Mole. (rgj, ) (Entered: 03/14/2005)

04/04/2005 327 | NOTICE OF HEARTNG as to Gary Gopher, Murray Mole Status Conference set for 4/5/2005 08:00 AM in Room 420 before
Magistrate Judge David Nuffer. (rak, ) (Entered: 04/04/2005)

Test Electronic Case Filing System
District of Utah
MNotice of Electronic Filing

The following transaction was recetved from rak, entered on 4442005 at 2:09 PI MDT and filed on

20050

Case Name: TEA v Gopher
Case Number: 2:02-ce-3000
Filer:

Document Number: 37

Docket Text:
NOTICE OF HEARTNG as to Gary Gopher, lurray Wole Status Conference set for 4/5/2005
08:00 AW in Eoom 420 before Magistrate Judge Dawid Muffer. (rak, )

=
1| | »

A CM/ECF user may create special formatting in any docket entry with the use of HTML
(HyperText Markup Language) code. The HTML code must be manually entered.

Compare these two docket entries. The first includes several HTML coding features that were
inserted by the docketer:

Line breaks

Bold type

Italics

Hyperlink

03/03/2005 313 | MOTICE of CW/ECF Status:
Test Filing
The court has recetved about 40 test filings by attorneys i our test filing project. The feedback from attorneys has helped refine
the draft admimistrative procedures which will be updated in the first half of 3arch and reviewed at the Court Technology
Committee Meeting March 17th. Test filing will likely end m March, so if you (or the designated person in your firm} has not yet
test filed, please do so.
Automated Help System
The court has installed its automated help system, with a database of answers avalable on a 24x%7 basis.
httpedfors utd uscourts. gow'cgi-binfwonderdeskiwonderdesk cai?db=fan Smd=defaultThe searchable database will be expanded as
questions come i and answers are developed.
(Magffer, David) (Entered: 03/03/2005)

03/04/2005 314 | NOTICE: The Court has received 33 successful test flings by attorneys in our test filing project. That is a sufficient number for the
purposes of the expeniment, and we're ready to move on to the next stage. Az a result, this test filing project will end at the close
of business on Tuesday, March 8, 2005 I you or the designated filer in your finm has not yet test fled, you have until then to try it
out. We thank all of you who submitted filings as a part of this experiment. {rgj, ) (Entered: 03/04/2005)
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HTML coding is not too hard, but should be practiced in the TEST or TRAIN database.

<br> creates a line break.

All other HTML code requires a beginning code and ending code.
<b> </b> bold

<i> </i> italic
<u> </u> underline

Here is an example of HTML coding entered in the next to the last screen in CM. Note the
beginning and ending codes.

—
EECF Civil + Criminal + OQuery + Reports + Utilities + Logout o_
Utility Events
1:03-cv-00045-DAK-SA MeGarry v, Lyman et al

<b>MNOTICE

of HTML Coding</b> by Earl Grey. The coding does not have <uxfull :J
effect</ur in the preview, but has an effect on the NEF and docket. <ir At

least, that is what I think. </i> Notice that a carriage return

has no effect, but a break code <br> does.

[Wuffer, Dawvid)

[ |
M Clearl
|@ I_I_’E |Q Internet 4

In the final CM docketing screen, the effect of the HTML coding shows in part. Bold does not
show (because everything in this screen is bolc) , but italic, underline, and breaks do show.

T de 3.
UE F Civil + Criminal + Query + Reports «+ Utilities + Logout ?

UI.IIII., EVEIILS

103-cw-00045-DAK-SA McGarry v [ yman et al 2l

Docket Text: Final Text

NOTICE of HTML Coding by Earl Grey. The coding does not have full
effect in the preview, but has an effect on the NEF and docket. At

least, that is what | think. Notice that a carriage return has no effect,
but a break code

does. (Nuffer, David)

Attention!! Pressing the NEXT hutton on this screen commits this transaction.
You will have no further opportunity to modify this transaction if you continue.

Clear |
|@] Dione r’_’E|G Internet

N KO
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The full effect of the HTML code shows in the NEF and docket entry:

M otice of Electronc Filing

The following transaction was received from Muffer, Dawid entered on 4/19/2005 at :02 PI WDT and filed on

H19/2005

Case Name: MeGarry v. Lyman et al
Case Number: 1:03-cv-45

Filer:

Document Number: 52

Docket Text:
NOTICE of HTMIL Coding by Earl Grey. The coding does not hawve fill effect in the preview, but has an effect on

the NEF and docleet. Af least, that is what [ think, Notice that a carnage returnhas no effect, but a break code
does. (Muffer, Dawd)

04/18/2005 352 | NOTICE of HTML C oding by Earl Grey. The coding does not have fll effectin
the preview, but has an effect on the WEF and docket. 4¢ Jeast, that is what [
thirk. Motice that a carnage returnhas no effect, but a break code
does. (Muffer, David) (Entered: 0/15/2005%

Notice that a carriage return entered in CM docketing does not even create a space. So, don’t use
carriage returns in CM docketing.
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Finding Email Addresses:

CM/ECEF can help you find email addresses in Utilities, Mailing, Mailing Info for a Case.

MTailings

Ml Notification Eequests
MWaling Info for a Case
hiathng Labels by Caze

Note that you may copy and paste all email addresses for counsel from the lower part of this
screen:

Criminal . Query Reports . utilities . Logout

Mailing Information for a Case 2:03-cv-00255-TC
[Flectronic Mail Notice List

The following are those who are currently on the list to receive e-mail notices for this case. For those designated as E-Filers, this notice constitutes
service. Manual service should be made on the remaining counsel

+ Brian M. Barnard
uler2d2e 3po@utahlegalclinic. com

¢ David M Carlson
deatlsen@southsaltlabkcecity. com

s James L. Hamis, Jr

uler2d2e3po@utahlegalchinie. com
MNManual Notice List

The following is the lst of attorneys who are not on the list to recetve e-mail notices for this case (who therefore require manual noticing). ¥ ou may wish
to use your mouse to select and copy this list into your word processing program in order to create notices or labels for these recipients.

e [(MNo manual recipients)

List of Fmail Addresses for all Attormeys on this case, comma-separated:
uler2d2c3po@utablegalclinic. com, doarlson@s outhsaltlalke city. com

Back |

You may also find email addresses at
http://www.utahbar.org/forms/members directory search.html and
http://www.lawyers.com/find a lawyer/name search/

! Feature custom to District of Utah. Posted on Ed’s Place.
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