HOWTO CREATE CROSS-DOCUMENHYPERLINKS

LIJ Users should not copy hyperlinks from NEFs. The document hyperlinks in NEFs contain special

I_‘ information that allows them to provide one "free look" to qualified recipients of the NEF. Instead of
i copying hyperlinks in NEFs, users should run a report in CM/ECF, such as the Docket Report, and

% copy the document number hyperlink from the report. See below for more information on this
, process.

A.2.2.1.1 Using WordPerfect to Create Hyperlinks to Existing CM/ECF Documents

1. Access CM/ECF and run the docket report for the case that contains the document you want to
link to.

2. Locate the document among the docket entries.

3. Copy the URL of the document to the clipboard. To do this, hover over the document link and
click the right mouse button. Select Copy Shortcut (Internet Explorer/Netscape) or Copy Link
Location (Firefox) from the selection list. (Note: The document link displays after the filed date
and is represented by a number with an underscore, e.g. 2).
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4. In WordPerfect, open the document you want to add the hyperlink to. In the document, highlight
the citation text for which you wish to create the hyperlink.

5. Click Tools on the toolbar and select Hyperlink from the dropdown selection list.
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6. The Hyperlink Properties window opens. Paste the URL into the Document/Macro field (by
clicking the right mouse button and selecting Paste or by using the Ctrl + V command). (See the
screen below.) You can append to the URL a citation to a specific page number within the
document, if necessary.

To do this, enter ?page=<page number> at the end of the URL, for example,
https://usdc.uscourts.gov/doc1/00103032%incHeader=y?page=23. Click the OK button and the
dialog box will close. The hyperlink text now is underlined indicating a hyperlink has been created.
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7. Save the word processing document.

8. To convert the WordPerfect document to PDF format, click File on the toolbar, select Publish to
and then PDF... from the dropdown selection list or Publish to PDF (the selection depends of the
version of WordPerfect you are using). Navigate, if necessary, and store the PDF document in a
local directory. Do not print a WordPerfect document to Adobe PDF Writer. You must use
Publish to PDF if the document contains a hyperlink. Printing to PDF is permitted if the
document does not contain hyperlinks.
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9. Docket an event in CM/ECF and add the PDF to the docket entry as usual.

A.2.2.1.2 Using Microsoft Word to Create Hyperlinks to Existing CM/ECF Documents

1. Access CM/ECF and run the docket report for the case that contains the document you want to

link to.

2. Locate the document among the docket entries.

3. Copy the URL of the document to the clipboard. To do this, hover over the document link and
click the right mouse button. Select Copy Shortcut (Internet Explorer/Netscape) or Copy Link
Location (Firefox) from the selection list. (Note: The document link displays after the filed date
and is represented by a number with an underscore, e.g. 2).
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4. In Microsoft Word, open the document you want to add the hyperlink to. In the document,
highlight the citation text for which you wish to create the hyperlink.

5. Click Insert on the toolbar and select Hyperlink from the dropdown selection list.

Release Notes | District CM/ECF Release 3.1



File  Edit Wiew - X
D= HS Y
A4 Momal + Times

[

Inzert | Format  Tool: Table ‘window Help  Adobe PDF  Acrobat Comments Type a guestion for help
O o DY @EE @Y -0 - ow-Z- B | D-EEE- 2

Page Mumbers.. - =
'age Mumbers. {E i= D.ﬂ-&vz

= .
- o

£
1

1=
- =
H -

Date and Time..

EE T T T S T - B

N
AutaText » |
Field

Swmbol..
Comment

Reference »

I

Picture 3 3.

‘.J

Diagram...

4

John and Jane Does 1-8 are individuals, and are, upon information and belief,
¢ use of Plaintiffs' rights or aiding and abetting the Assoeciation's infringing

Test Box
File.
Object...

Bookmark.

% Hyperlink.... Chrl+K.

This Court has jurisdiction pursuant to £ ul-Nes

§1331 and 1338}

The Insert Hyperlink window opens. Paste the URL into the Address field (by clicking the right
mouse button and selecting Paste, or by using the Ctrl + V command). The URL of the CM/ECF
document is pasted (displays) in the address field. You can append to the URL a citation to a
specific page number within the document, if desired. To do this, enter ?page=<page number>
at the end of the URL, for example,
https://ap10-dev-dcn.td.ocads.ao.dcn/doc1/00103032?incHeader=y?page=23. Click the OK
button and the dialog box will close. The hyperlink text now is underlined indicating a hyperlink
has been created.

Type a question for help » X

- e Sl L T EEEE
2|

File Edit “iew |nset Format Tools Table ‘window Help Adobe PDF  Aciobat Comments
DxEHat gAY BR|w-«-OYFE=IEq 15 -

Insert Hyperlink
24 Nomal + Times » Times New Roman - 12+ | B 7 1 |[ el

e

n Link kot Text to display: IZE 1.5.C. §5 1331 and 1338 ScreenTip...
' |
Lok in: ] Case 04-cv-12345 Documents - @l =
Exsting Fils or | _ I J _I _I _I
Web Page W] ~ogmplaint Bookmark, ..
Current ~AMRL3TI4.Ep
Folder  |l== )
G qul Complaint Target Frame..,
Flace in This [ Complaint - Exhibit 2
Document EBrowsed
Pages
Create Mew Recent
Document Files
Defendants John and Ta
dire Ctillg the use of Plai Address: Ih‘;tps:p’,iad\stri:t:uurt.uscuurts‘guvfduclp’1237839246?3289046j
USES. E-mail Address
4.

28 U.S.C.
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Save and close the word processing document.

To convert the Word document to PDF format, the Adobe Acrobat application must be
used. There are a number of ways to convert a Word document; the following illustrates
conversion from within Adobe Acrobat. (Note: If the document is open when the next step is
executed an error message is returned. The Word file must be closed before converting it to
PDF.)

Open the Adobe Acrobat application. Click on File in the toolbar and select Create PDF and then
From File... .
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10. A navigation window opens. Navigate, if necessary, to the directory/folder where the Word
document is stored. Select the document and click the Open button.

11. A series of windows open as the document is converted. When the conversion is completed, the
document is displayed in an Adobe Acrobat window. (Note: The hyperlink is converted
automatically.)

12. Close the Adobe file. Respond Yes to the save changes message and store the PDF document in
the appropriate directory/file.

13. Docket an event in CM/ECF and upload the PDF file to the docket entry as usual.

A.2.2.2 Creating Hyperlinks between Documents Filed in the Same Event

It is possible to link two or more documents to be filed in the same event (e.g., create a hyperlink in the
main document to an attachment) even when those documents were not filed previously in CM/ECF. To
link documents being filed in the same docket event, follow the instructions in Section A2.2.2.1 (for Corel
Word Perfect) or Section A2.2.2.2 (for Microsoft Word).

A2.2.2.1 Using WordPerfect to Create Hyperlinks between Documents Filed in the Same Event

1. Create the secondary WordPerfect document(s) (i.e., the attachment) to which the main document
will be linked. Publish the secondary document(s) to PDF. See Step 8 in Section A2.2.1.1 above.

2. Create/open the main document (i.e., the document that will have the hyperlink to the secondary
document).

3. Select the text in the main document that will be displayed as the hyperlink. Click Tools on the
toolbar and select Hyperlink from the dropdown selection list. The Hyperlink Properties box is
displayed.
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Click the Folder icon next to the Document/Macro field.

Navigate to the folder in which the secondary document you wish to link to is located (i.e., the local
path name). Highlight the file and click the Select button. (Note: The file selected as the link
must be in .pdf format.)
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You can append to the file name a citation to a specific page number within the document, if
desired. To do this, enter ?page=<page number>, e.g., Exhibit 2.pdf?page=23.

Click OK in the Hyperlink Properties box. The hyperlink text will be underlined.

Save the main WordPerfect document. Publish the document to PDF. (See Step 8 in Section
A2.2.1.1 above.)

Docket an event in CM/ECF and upload the main document and attachments as usual.
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A.2.2.2.2 Using Microsoft Word to Create Hyperlinks between Documents Filed in the Same Event

1. Create the secondary Word document(s) (i.e., the attachment) to which the main document will be
linked. Publish the secondary document(s) to PDF. See Steps 8-12 in Section A2.2.1.2 above.

2. Create/open the main document (i.e., the document that will have the hyperlink to the secondary

document).

3. Select the text in the main document that will be displayed as the hyperlink. Click Insert on the
toolbar and select Hyperlink from the dropdown selection list.

4. Navigate to the folder in which the secondary document you wish to link to is located. Highlight
the file and click the OK button. (Note: The file selected as the link must be in PDF format.)
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5. The name of the selected file displays in the Address field.

You can append to the file name a

citation to a specific page number within the document, if desired. To do this, enter ?page=<page

number>, e.g., Exhibit 2.pdf?page=23.

6. Click the OK button and the dialog box will close. The hyperlink text will be underlined.
7. Save the Word document. Publish the document to PDF using Adobe Acrobat.
8.

Docket an event in CM/ECF and upload the main document and attachments as usual.

A2.2.3 Accessing Documents via Hyperlinks in Other Documents

Accessing documents via a cross-document hyperlink works the same as when documents are

accessed via a document number hyperlink in a report or query.

If the user clicks on a hyperlink to a CM/ECF document but has not logged in to a CM/ECF server, a
PACER login screen is presented before the document can be displayed. Once the user has logged in
to a CM/ECF server as a PACER user, this login ID will provide access to documents on other CM/ECF
servers for the duration of the browser session or until the user logs out of the CM/ECF application. The
billing receipt and confirmation will be displayed to users logged in with a PACER account before the

document can be displayed.
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If a document is restricted for any reason, the user must log in to the server on which the document
resides with an attorney login ID and have the appropriate access rights to the document. If a hyperlink
to a restricted document is created in a document stored on another server, the hyperlink will not access
the document from the other server.

If the user does not have access rights to a document, or a document cannot be found, an applicable
message will be displayed.
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