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10 Policies and
Procedures in 10 Minutes
1. Preliminary Pretrial
Conferences

6. Case-specific proposed
jury instructions

2. Contacting Chambers 7. Exhibit list
3. Statement of material
facts
4. Exhibit indexes
5. Case-specific
proposed voir dire
questions

8. Pre-marking exhibits
9. Electronic Exhibit
Binders
10.Hyperlinking

CLE Materials
• Sample Statement of Material Facts
• Creating Text-based PDF files
• Scanning Best Practices
• Attorney Guide to Hyperlinking in Federal Courts
• LinkBuilder Add-In for MS Word
• Suggestions for Creating an Accessible Document

Statement of Material
Facts for a Motion for
Summary Judgment

Statement of Material Facts
• Each motion for summary judgment must include
a section titled, “Statement of Material Facts”
• List each material fact alleged not to
be disputed in separate, numbered
paragraphs
• Support each fact with pinpoint
citations to the record

Failure to submit
a statement of
material facts
constitutes
grounds for denial
of the motion

• Reference only material facts
necessary for the Court to decide the motion
• Do not include arguments

Response to Statement of
Material Facts
• Response to motion must include a section titled,
“Response to Statement of Material Facts”
• Mirror the statement of material facts by:
• admitting and/or denying each of the moving party's
assertions in
• matching numbered paragraphs

• Provide pinpoint citations to the record where facts
are disputed
• Additional facts alleged to be material must be
numbered and placed at the end of the response
• Include pinpoint citations to the record where the facts
are established

Scanned Documents
versus
Text-Based PDFs

Scanned Documents
• Printed and hand signed documents
• Creates a “picture”
• Cannot search the text
• Cannot use “copy and paste” function
• Diminished readability

Text-Based PDFs
• Two ways to create text-based PDFs:
• Native PDF from an electronic source
(e.g., Microsoft Word)
• Optical Character Recognition (“OCR”)

• Judge Chappell prefers:
• native PDF files; or
• files that have been OCR text recognized
prior to being uploaded into CM/ECF

Native PDF
• Sign documents electronically
and convert to PDF file
• Benefits of native PDFs:
• Higher resolution - clear and easier
to read
• Smaller file size - quicker to upload
and navigate

OCR Text Recognition
• Convert scanned images into text
• Able to “text-search” and
“copy and paste”
• Available in most scanning and
PDF creation software

PDF Bookmarks

PDF Bookmarks
• Navigation tools
• Each bookmark links to a
different page in document
• Bookmarks Panel appears
alongside the document
• Bookmark hierarchy

Benefits to Attorneys
Topic

PDF
bookmarks

OCR

Court

Attorneys’ Practice

• Follow exhibits being • Quick reference to
discussed/introduced important parts of
at trial or hearing
document, policy,
agreement, or
• Navigate arguments
deposition transcript
in a brief
• Text-search

• Text-search

• Copy and paste

• Copy and paste
• Annotate document
and email to
paralegal or
assistant

Electronic Exhibit
Binders

Electronic Exhibit Binder
• Electronic exhibit binder is only for
Judge Chappell
• Akin to the three-ring binder traditionally
provided to the Court

• Binder does not replace exhibits to be
introduced at trial or hearing
• Binder includes all individual exhibits and
joint exhibits each party intends to
introduce

Electronic Exhibit Binder
DO NOT

DO


Save each exhibit in PDF format



Save pictures as JPEG files



Compile all exhibits into single
PDF file





OCR text-recognize the PDF file

Attach each exhibit separately
in the email to Chambers’
inbox



Forget to bring separate
exhibits to introduce at trial
and the hearing because the
Electronic Exhibit Binder is
for Judge Chappell’s use
ONLY



Bookmark each exhibit



Reduce PDF file size



Email to Chambers’ Inbox


Include case number and case
name in the subject line

Reducing Size of PDF File
Click “File”
Select “Save As Other”
Select “Reduce Size PDF”
Click “OK”
Rename File (e.g. “XXX
Reduced Size”)

Hyperlinks

Hyperlinks
• Hyperlinks allow the Court to verify – and adopt –
an advocate’s position
• Types of permissible hyperlinks:
• Documents previously filed on CM/ECF
• Attachments and exhibits filed with a brief
• Case and statute citations
• Local Rules

• Create hyperlinks manually or using an automated
hyperlinking software

CM/ECF LinkBuilder Add-In
for Microsoft Word
• Automatically creates cross-document hyperlinks
• Searches a Word document for citations to
CM/ECF and inserts hyperlinks to
corresponding file in CM/ECF automatically
• To install LinkBuilder, use the link from the
United States District Court for the District of
Nebraska:
• http://www.ned.uscourts.gov/internetDocs/cmecf/Lin
kBuilderforMSWord.pdf

LinkBuilder Tips
• Use consistent citation format
• Cite to CM/ECF filing number and page number

• For example, cite to “(Doc. #13-1 at 1)”

Hyperlink Demonstration
• CM/ECF LinkBuilder
• Westlaw’s Drafting Assistant

Retaining Hyperlinks When
Converting to PDF
• Insert all links into the Word
document before converting
• Use “Save as Adobe PDF” or “Save
As” to convert to PDF
• Do not use the Print menu
• Do not print the document and scan
it to PDF format

Resources

Contact Information

Judge Chappell’s Website:

http://www.flmd.uscourts.gov/judicialinfo
/ftmyers/JgChappell.htm

Chambers’ Inbox:

Chambers_FLMD_Chappell@flmd.uscourts.
gov

Chambers’ Telephone:

239-461-2060

M.D. Fla. Website:

http://www.flmd.uscourts.gov/home.htm

Case and Trial
Management Forms
Case
 Case

Management Reports

 Consent

to Magistrate
Judge Form

 Instructions

Regarding
Statement of Material
Facts

 Middle

District Discovery
Manual

 Case

Management and
Scheduling Order

 LinkBuilder

Add-In

Trial
 Witness

Lists

 Exhibit

List

 Exhibit

Tags

 Instructions

Regarding
Exhibit Lists, Marking
Exhibits, Sensitive
Exhibits, and Electronic
Exhibit Binders

 Juror
 Trial

Questionnaire

Calendars

Helpful Websites

Chief Judge David Nuffer,
United States District Court
for the District of Utah:

http://www.utd.uscourts.gov/judges
/nuffer_resources.htm

United States District Court
for the District of Nebraska:

http://www.ned.uscourts.gov/attorn
ey/electronic-case-filing

Hyperlinking in Federal Court:

http://federalcourthyperlinking.org/
state-court-hyperlinking-resources/

Questions
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STATEMENT OF MATERIAL FACTS
1.

CANVS asserts that Nivisys indirectly infringes claims 4 and 5 of the ‘652 patent

by manufacturing and selling its TACS/TACS-M device for use with “currently fielded night
vision goggles (AN/PVS-7B/D, AN/PVS-14/14A, AN/PVS-18, AN/PVS-23, MUM-14/14A and
other image intensification (I2 goggles)).” See CANVS Infringement Contentions and Claim
Chart at 1-13.
2.

The Asserted Claims require a device that is capable of generating three separate

and distinct images—a “thermal image,” an “enhanced photon based image,” and a combined
“output image.” See ‘652 Patent at Claim 4 and 5.
3.

During prosecution of the ‘652 patent, the patentee distinguished his invention

from the prior art on the basis that the claimed invention allowed a user to independently and
separately control the intensity of a thermal image and enhanced photon based image developed
by the claimed device. Amendment in Response to Nonfinal Office Action (Exhibit 5) at 8-9,
Gillespie Dec. ¶ 8, Dumais Dec. ¶ 8; Court of Claims CANVS’s Opening Claim Construction
Brief (Exhibit 6) at 24.
4.

During litigation before the Court of Federal Claims, CANVS argued that claims

4 and 5 of the ‘652 patent should not be invalidated by the prior art on the basis that they require
a device that allows a user to independently and separately control the intensity of a thermal
image and enhanced photon based image generated by the invention. Court of Claims CANVS’s
Opposition to MSJ of Invalidity (Exhibit 7) at 10-15; Court of Claims CANVS’s Opening Claim
Construction Brief at 24.
5.

The Court of Federal Claims refused to invalidate Claims 4 and 5 of the ‘652

patent after determining that a fact question existed for the jury regarding whether the prior art
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teaches the independent adjustment feature required by the claims. Court of Claims Summary
Judgment Order (Exhibit 8) at 21; Court of Claims Order on Reconsideration (Exhibit 9) at 12.
6.

The Asserted Claims require a device that allows a user to independently and

separately adjust the intensity of a “thermal image” and an “enhanced photon based image”
before those images are merged into a single output image. See ‘652 Patent at Claim 4, 5.
7.

The Asserted Claims require a device that includes an “output image generation

assembly” whose role is to take, as inputs, a “thermal image” and an “enhanced photon based
image” and to combine those two pre-existing images to create a third “output image.” See ‘652
Patent at Claim 4, 5.
8.

The TACS/TACS-M is designed to clip on to an existing optical device, such as a

magnifying day scope or a traditional I2 night vision system in order to add thermal imaging
capabilities to that device.

See TACS-M Manual at 2-3 to 2-13 (Exhibit 10); see also

Declaration of M. Belanger at ¶ 7.
9.

The TACS and TACS-M function in the same way in all respects material to this

dispute. The TACS-M is simply a newer, miniaturized version of the TACS device. See
Declaration of M. Belanger at ¶ 6.
10.

When the TACS/TACS-M is attached to any of the I2 night vision devices

identified in CANVS’s infringement contentions, the combination device is only capable of
generating two images. See Declaration of M. Belanger at ¶ 10-11; see also, TACS-M Manual at
1-1, 3-4; AN/PVS-14 Manual (Exhibit 11) at 1-16; AN/PVS-14A Manual (Exhibit 12) at 1-1;
AN/PVS-7B/D Manual (Exhibit 13) at 1-19; AN/PVS-18 Brochure (Exhibit 14) at 1; AN/PVS23 Brochure (Exhibit 15) at 1; MUM-14/14A Manual (Exhibit 16) at 1-1.

12

Case 2:14-cv-00099-SPC-MRM Document 70 Filed 10/23/15 Page 16 of 36 PageID 1220

11.

The first image is the thermal image generated by the TACS/TACS-M that is

projected into the input lens of the I2 night vision device. See Declaration of M. Belanger at ¶
10; see also, TACS-M Manual at 1-1, 3-4; AN/PVS-14 Manual at 1-16; AN/PVS-14A Manual at
1-1; AN/PVS-7B/D Manual at 1-19; AN/PVS-18 Brochure at 1; AN/PVS-23 Brochure at 1;
MUM-14/14A Manual at 1-1.
12.

The second image is the I2 image generated by the I2 device itself.

See

Declaration of M. Belanger at ¶ 11; see also, TACS-M Manual at 1-1, AN/PVS-14 Manual at 116; AN/PVS-14A Manual at 1-1; AN/PVS-7B/D Manual at 1-19; AN/PVS-18 Brochure at 1;
AN/PVS-23 Brochure at 1; MUM-14/14A Manual at 1-1.
13.

The Accused Device lacks the ability to generate thermal and I2 images that are

separate and distinct from one another. See Declaration of M. Belanger at ¶ 12-14; see also
TACS-M Manual at 1-1, AN/PVS-14 Manual at 1-16; AN/PVS-14A Manual at 1-1; AN/PVS7B/D Manual at 1-19; AN/PVS-18 Brochure at 1; AN/PVS-23 Brochure at 1; MUM-14/14A
Manual at 1-1.
14.

The I2 image generated by the I2 night vision component of the Accused Device

necessarily also includes thermal information provided by the TACS/TACS-M. See Declaration
of M. Belanger at ¶ 13; see also TACS-M Manual at 1-1, AN/PVS-14 Manual at 1-16; AN/PVS14A Manual at 1-1; AN/PVS-7B/D Manual at 1-19; AN/PVS-18 Brochure at 1; AN/PVS-23
Brochure at 1; MUM-14/14A Manual at 1-1.
15.

The Accused Device includes two brightness controls—one is on the

TACS/TACS-M itself and the other is on the I2 night vision device to which it is attached. See
Declaration of M. Belanger at ¶ 12; see also, e.g. TACS-M Manual at 3-4, AN/PVS-14 Manual
at 1-14; AN/PVS-14A Manual at 3-3, 3-8.
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16.

The brightness control on the TACS/TACS-M controls the brightness of the

thermal image that is projected into the input lens of the I2 night vision device. See Declaration
of M. Belanger at ¶ 16; TACS-M Manual at 1-1, 3-4.
17.

The brightness control on the I2 night vision device controls the brightness of both

the information from the thermal image presented to the user as well as the image generated by
the I2 night vision system. See Declaration of M. Belanger at ¶ 15-16; see also, e.g. TACS-M
Manual at 3-4, AN/PVS-14 Manual at 1-14; AN/PVS-14A Manual at 3-3, 3-8.
18.

It is impossible to use the brightness controls of the Accused Device to adjust the

intensity of the I2 image without also affecting the brightness of the thermal image that is
presented to the user. See Declaration of M. Belanger at ¶ 15, 17-18; see also, e.g. TACS-M
Manual at 3-4, AN/PVS-14 Manual at 1-14; AN/PVS-14A Manual at 3-3, 3-8.
19.

It is impossible to configure the brightness controls of the Accused Device to

present a thermal image to a user without also presenting an I2 image to that user.

See

Declaration of M. Belanger at ¶ 17-18; TACS-M Manual at 1-1, AN/PVS-14 Manual at 1-16;
AN/PVS-14A Manual at 1-1; AN/PVS-7B/D Manual at 1-19; AN/PVS-18 Brochure at 1;
AN/PVS-23 Brochure at 1; MUM-14/14A Manual at 1-1.
20.

If the brightness control on the I2 night vision system is turned completely down,

the thermal image generated by the TACS/TACS-M is not visible to the user. See Declaration of
M. Belanger at ¶ 21; TACS-M Manual at 1-1, AN/PVS-14 Manual at 1-16; AN/PVS-14A
Manual at 1-1; AN/PVS-7B/D Manual at 1-19; AN/PVS-18 Brochure at 1; AN/PVS-23
Brochure at 1; MUM-14/14A Manual at 1-1.
21.

The Accused Device does not generate parallel thermal and enhanced photon-

based images representative of energy received from the environment. See Declaration of M.
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Belanger at ¶ 12-14; TACS-M Manual at 1-1, AN/PVS-14 Manual at 1-16; AN/PVS-14A
Manual at 1-1; AN/PVS-7B/D Manual at 1-19; AN/PVS-18 Brochure at 1; AN/PVS-23
Brochure at 1; MUM-14/14A Manual at 1-1.
22.

The Accused Device first creates a thermal image using the TACS/TACS-M

(“thermal image” in the above diagram) which then becomes an input that the I2 night vision
system later analyzes, along with other light from the environment, to create an I2 image. See
Declaration of M. Belanger at ¶ 15, 17, 23; TACS-M Manual at 1-1, AN/PVS-14 Manual at 116; AN/PVS-14A Manual at 1-1; AN/PVS-7B/D Manual at 1-19; AN/PVS-18 Brochure at 1;
AN/PVS-23 Brochure at 1; MUM-14/14A Manual at 1-1.
23.

The thermal image created by the Accused Device is destroyed before the I2

image generated by the device is created. See Declaration of M. Belanger at ¶ 24; TACS-M
Manual at 1-1, AN/PVS-14 Manual at 1-16; AN/PVS-14A Manual at 1-1; AN/PVS-7B/D
Manual at 1-19; AN/PVS-18 Brochure at 1; AN/PVS-23 Brochure at 1; MUM-14/14A Manual at
1-1.
24.

The Accused Device does not contain any structure that receives, as inputs,

separate thermal and enhanced photon-based images. See Declaration of M. Belanger at ¶ 30;
TACS-M Manual at 1-1, AN/PVS-14 Manual at 1-16; AN/PVS-14A Manual at 1-1; AN/PVS7B/D Manual at 1-19; AN/PVS-18 Brochure at 1; AN/PVS-23 Brochure at 1; MUM-14/14A
Manual at 1-1.
25.

The Accused Device does not contain any structure that is capable of combining

separately-created thermal and enhanced photon-based images to create a third fused image for
viewing by a user. See Declaration of M. Belanger at ¶ 30; TACS-M Manual at 1-1, AN/PVS-14
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Creating Text Based PDF Files
CM/ECF prefers text based PDF files. Some PDF files must be created from scanned images.
This is true of pre-existing exhibits. But many documents exist in digital form, and all newly
created documents, such as motions and memoranda should be created as text PDF files. Text
based PDF files allow the use of copy-and-paste text selection, and searching for key words.
Text PDF files are much smaller than scanned PDF files.
50 page text document
PDF output from word processor
Scanned document

To create a text based PDF
document, create the
document normally in your
word processor.

Then, print the document, to a PDF
printer program. (This handout later
describes some programs you may
use.)

File Size KB
≈ 100 K
≈ 1000 – 2000 K

Then, a SAVE dialog box appears. Find a
location to SAVE the file where you can
find it later to upload to CM/ECF. Note the
file will save with a PDF suffix.

It is a good idea to VIEW
the document in PDF
format, to ensure that it
"printed” correctly:
(Just as printing to a
different printer may cause
different output formatting,
printing to PDF may cause
different output
appearance.)

You now have TWO versions of the document, one in word processing format, and another in
PDF format:

Recommendation.doc

Recommendation.pdf
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WordPerfect includes a Publish to PDF
feature. You do not need any special
PDF creation software if you use
WordPerfect.
Microsoft announced October 1, 2005,
that its next version of MS Office will
include PDF creation.

PDF Creation Software
If you are using a current version of MS Word, or another word processor, you will probably
need PDF creation software. Check first to see if you already have PDF creation software you
may have received with another software program, such as PaperPort. Free standing PDF
creation software is available. Some examples are:
Adobe Acrobat Standard/Pro http://www.adobe.com/products/acrobat/main.html
Cute PDF Writer/Cute PDF Plus (free)
http://www.acrosoftware.com/Products/CutePDF
pdfFactory/pdfFactory Pro http://www.softwarelabs.com/pdf/pdffactory.htm
PDF Viewing Software
–Adobe Acrobat Reader – free
http://www.adobe.com/products/acrobat/readstep2.html

For More Information:
http://www.utd.uscourts.gov/cmecf/documents/ecfpage2.htm#TechnicalInformation
PDF Issues
PDF Creation Software
Using Adobe PDF Printer to Convert Documents to PDF Format
Setting Acrobat Preferences
Creating PDF Documents with a Scanner
Scanner Comparison
Scanning Tips
Checking PDF Document Properties
Optimizing PDF files in WordPerfect® 11
http://www.pdfforlawyers.com/
rev. 10.4.05
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Scanning, Best Practices
Avoid
scanning when
possible

Scanned documents are not searchable and are considerably larger in size
than documents electronically converted to PDF.
C Convert electronic documents directly to PDF instead of printing then
scanning.
C Request depositions on floppy disk and convert to PDF using a word
processor.
C Use the Insert Pages function of Adobe Acrobat to combine scanned
and unscanned PDF files into a single PDF. (Such as when only the last
page of a document contains a signature.)

Organize and
prepare
documents

Organize and group the attachments in a way that makes them easiest to use.
Use your best judgment. If you have five, 1-page documents, and one 50page document, combine the five, 1-page documents into one PDF, and keep
the 50-page document as a separate PDF. If a single document cannot be
scanned as a file smaller than 10MB try to divide it in logical places (such as
between chapters or sections).
Check documents for content that may not scan clearly, such as pencil
markings or blue ink. Consider making a copy of the document before
scanning to darken such markings.
Use white or light colored exhibit stickers. The blue exhibit stickers often
turn black when scanned and become illegible.

Use correct
scanner
settings

With the proper settings, a 10MB pdf document can contain over 100
scanned pages.
C
C

Resolution (DPI): 300dpi
Image or Picture Type: Black and White (Do not use grayscale or color
unless scanning a photograph)

Note: Do not use a scanner's OCR settings as this can alter the scanned
document.

Check file size

To determine the file size of a PDF, open it in Adobe Acrobat. From the
File menu, click Document Properties.
If the document is larger than 10MB, use the Extract Pages feature of
Adobe Acrobat to split the PDF into two or more files.
Note: 10MB = 10024 KB

Attorney Guide to Hyperlinking in the Federal Courts
(for Microsoft Word users)
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Overview of Hyperlinking in Federal Court
In the internet research world, hyperlinks are a standard way of “drilling down” for
more detail or specific information. Just as all web pages contain links to other pages,
cases downloaded from legal research services such as Westlaw or Lexis contain links
to the cases, statutes, articles, or other sources cited within the opinion. The links allow
immediate access by the reader to these referenced materials.
Attorneys can include links to cited law and Case Management/Electronic Case
Filing (CM/ECF) filings in their documents filed in CM/ECF, adding another level of
persuasion to their writing. Hyperlinks in briefs and other court filings provide quick,
easy, and pinpoint access to particular sections of a case, or to specific filings in the
court’s record. The attorney can thereby highlight the precise issue presented, and the
specific evidence and controlling or persuasive law the court should consider.
Hyperlinks in court filings are very beneficial for court chambers. Court
submissions which include links to relevant case law and case filings are easy for
chambers staff to review. The attorneys’ arguments can be immediately verified in the
context of the relevant law. The judge or judicial clerk is able to read the text of the
cited case law on one screen while reading the attorney’s brief on the other. And if a
brief contains links to referenced exhibits, and even to specific pages within those
exhibits, the judge or judicial clerk can access the relevant evidence without having to
navigate through the CM/ECF record. Particularly when dealing with large and complex
cases, links save chambers considerable time and effort. Links make it easy for the
court to verify – and adopt – the positions taken by an advocate.

Attorney Guide to Hyperlinking in the Federal Courts
Revised on March 15, 2016

Page 2 of 31

Types of Permissible Hyperlinks
Subject to the court’s local rules, the following types of hyperlinks are typically
allowed in court documents.
Internal Links

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

Links to documents
previously filed on
CM/ECF
Links to attachments and
exhibits being filed with
your brief
Note: Evidence must be filed of record. A hyperlink to
a public website where evidence can be found is not a
substitute for filing evidence in support of a motion.
Links to case and statute
citations
Note: Unless a cited case
cannot reasonably be
found from a public source,
it is not necessary to attach
copies of cases or statutes
to your brief.

For example:
Westlaw,

Lexis,

or court websites.

Links to Local Rules

Either to the entire document,

or to the specific page within the document where the
cited rule is located.
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Creating a Hyperlinked Table of Contents
A table of contents in a Word document can include internal hyperlinks for
navigating the document. When the document is converted to PDF format, these links
will become bookmarks in the PDF document.
Although there are several methods for creating a table of contents in Word
2010, the one most useful to attorneys (and discussed below), is to create the
document, include any headings as you write, and then:
• Mark and format the headings to be included in the table of contents;
• Generate and insert the table of contents; and
• Edit as needed.

Marking and Formatting Table of Contents Entries
To mark and format entries to be included in the table of contents:
STEP

ACTION

1

Create your document, inserting all headings with the format of your
choice.

2

Using your cursor, scroll over and
select the heading you want to include
in the table of contents.

3

From the Styles
section on your
Home tab,
Click the down arrow in the right
lower corner.
A drop down list will appear.
Note: There are 9 pre-formatted Heading Styles
available in MS Word, but only 2 may be visible in your
styles drop-down menu. Additional heading options (3
through 9) will appear, as you make your selections.
For example, when you select and apply Heading 2,
the Heading 3 option will appear and be available for
the next heading level, and so on.
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4

If…
You want the
text of the table
of contents
entries to
match the
headings
already
created within
your document
(e.g. font, font
color, bold,
etc.):
You want to:
Set a standard
format (e.g.
font, font color,
bold, etc.), for
all headings
and table of
contents entries
created with
your Word
program,

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

From the Styles list, Right-click the heading level you
wish to apply. In the box that appears, select:
Update Heading [x] to Match Selection.
Continue until a heading style has been applied to all
heading levels within your brief.
From the Styles list,
Right-Click the heading
level you wish to modify.
In the box that appears,
select Modify to open the
Modify Style box.

Choose text:
• font

Or
Change the
heading
format in the
brief already
created:

• font size
• appearance
• color
• justification

• line spacing

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

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

ACTION

Place your cursor
in the document at
the location you
want to insert the
table of contents.
Add a title for the
Table of
Contents.
Enter a few hard
returns.
Control + Enter to
insert a page
break.
Place your cursor
where the table of
contents entries
should begin.

From the
References tab of
your Word ribbon,
Select
Table of Contents,
and from the menu
that appears,
Select:
Insert Table of
Contents.
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Make selections for
the appearance of the
table of contents.
Click OK.
Note: If your table
has more than three
levels, you must set
Show levels to the
correct number.
Note: The “Use
hyperlinks instead of
page numbers” must
be checked or the
table of contents will
not have active links
upon conversion to
PDF.
The Table of
Contents, with active
section links, will be
inserted into your
document.
Note: You can
manually modify the
page numbers to
appear as other links
in your document,
(e.g. blue and
underlined).

Editing the Table of Contents (if needed)
Inserting the Table of Contents may result in page break changes. For example,
hard page breaks or extra lines that were added during drafting to adjust the
overall look of the document may no longer be needed, or some may now need
to be added.
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If the brief was modified after the table of contents was inserted:
STEP

ACTION

From the reference tab on the
Word ribbon, select Update
Table.

Select
Update page numbers only.
Click OK.
Note: If you have added or
changed a heading, choose
Update entire table.
When the entire document is complete, using MS Word, Save the document as a
PDF or Create PDF in accordance with the instructions in this Guide.
Note: Do not Print to PDF. All active links in your Word document become
inactive in PDFs created using Print to PDF.

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

ACTION

1

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

ACTION

2

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

3

When drafting your brief, cite to the CM/ECF filing number and
CM/ECF page number to which you are citing. For example:
Assume you are citing to the following page of evidence.
The citation within the brief could appear as follows:
The Plan included a Trust Agreement. (Filing No. 13-1, at CM/ECF p. 3).
Note: A consistent citation format is necessary when using CM/ECF
LinkBuilder, an automated method for adding links to CM/ECF filings.

Gathering URLs for Links for Citations to the Record
Now that the filing numbers and associated page numbers are in the brief, you
can manually add links to the electronic record. You may gather these links
from:
• saved Notices of Electronic Filing (no charge); or
• the docket sheet on PACER (PACER charge applies).
To obtain the url for the CM/ECF document without incurring a PACER charge:
STEP
1
2

ACTION
Collect and save on your computer the Notice of Electronic Filing
(NEF) for all filings in the case.
When you later need the link for the
document cited,
--retrieve the NEF for that document,
--right-click on the Document
Number, and from the drop-down
menu that appears,
Select Copy Shortcut.

To obtain the url for the document from the PACER docket sheet (PACER
charge applies):
STEP
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STEP
1

2

ACTION
Open the CM/ECF docket sheet for the case and scroll to the cited
docket filing.

If linking to the main CM/ECF filing,
right-click on the docket filing number,

and Copy shortcut.

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

A window will open which lists all subfilings for that docket filing number.
Place your cursor over the link for the
document you are citing,
right-click, and from the drop-down
menu that appears, and
select Copy Shortcut.
Or
Right-click on the subfiling number in the
docket text and,
select Copy Shortcut.
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Formatting the Appearance of the Links Inserted
Before inserting links into a document, you may choose how those links will
appear in the final document. For example, do you want them to appear:
blue and underlined,
bold and black,
black and italicized, or
some other appearance?
To select the appearance of the links in your document:
STEP

ACTION

1

On the Home tab,
click on the tiny arrow under
Changes Styles.

2

A drop down menu will appear.
Scroll down until you see Hyperlink.
Right-click on Hyperlink, and from the
choices that appear,
select Modify.

3

A Modify Style box will
appear.
Change the color, font, and
underlining, etc. for hyperlinks.
Note: Choose a specific font
and font size for the linked text
only if the linked text font and
font size should appear
different from that of the
document text. Otherwise,
leave the font and font size
selections blank.
Click OK.
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Linking to CM/ECF Documents
Using LinkBuilder to Insert Links to Documents Previously Filed on
CM/ECF
The CM/ECF LinkBuilder add-in for Word automates the creation of crossdocument hyperlinks between filings in the federal court’s CM/ECF system.
LinkBuilder will search a Microsoft Word document for citations to CM/ECF filings
and insert a hyperlink to the corresponding file in the CM/ECF system.
LinkBuilder can recognize and link to attachments to the record, as well as page
specific references to create pinpoint access to specific information in the case.
For more information and to download the LinkBuilder tool, visit
http://www.ned.uscourts.gov/internetDocs/cmecf/LinkBuilderforMSWord.pdf

Manually Inserting Links to Documents Previously Filed on CM/ECF
To manually add the links you have copied from the docket to the MS Word
document you are drafting:
STEP

ACTION

1

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

2

Select the Insert tab on the MS Word ribbon, then select Hyperlink.
An Insert Hyperlink dialog box will appear.

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

ACTION

3

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

4

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

5

To link to the specific page number of the CM/ECF filing that you are
citing,
In the address box, scroll to or place your cursor at the end of the link
address.
Add the following text: ?page=<page number> . For example,
To link to page number 3 of a filing, add ?page=3. Click OK and the
link to the page will be added to the citation in the brief.

Note: Use the page numbers assigned by CM/ECF when linking to
pages in documents filed in CM/ECF. Do not use Bates numbers or
other numbering assigned to the record by the parties.
Note: While the document remains in an MS Word format, the link will
go only to the first page of the document. But upon conversion to
PDF (see instructions below), the PDF link will go to the specific page
you cited.
6

Convert the brief to a PDF following the instructions below.

7

File the PDF version of the document in CM/ECF.
Note: It is not necessary to re-file or re-attach the documents to which
you are linking if they have been previously filed in CM/ECF.
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Adding Links to Attachments to the Document being Filed
If a document cited in your brief has not previously been filed on CM/ECF, you
may link to the document within your brief only if the document is filed as an
attachment to your brief. Follow the steps below to add active hyperlinks to
documents you will be filing as brief attachments in CM/ECF.
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STEP

ACTION

1

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

2

While drafting your brief, include the citations to the documents saved
in your computer.

3

Using your cursor, select the text to which a link will be added.

4

On the Insert
ribbon,
select Hyperlink.

5

In the Insert Hyperlink dialog box:
•
•
•

Navigate to cited
file saved on your
computer;
Select the file; and
Click OK.
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STEP

ACTION

6

A link to the file will be added to the text. If you hover over the link with
your cursor, you will see the link address.

Add links to all the citations in your brief accordingly.
Note: Specific page links can be added by following the directions in
the previous section. Use the PDF page number, not a Bates number
or footer page number, for the citation.
7

Save the brief as a PDF as described in these instructions.
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STEP
8

ACTION
File the brief and evidence as follows:
a

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

b

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

c

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

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

When all evidence attachments have been added to
the brief, click Next and complete the remaining steps
for filing the brief on CM/ECF. Once filed, the links in
the brief will link directly to the evidence filed of record
as attachments to the brief.
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Automated Links to Legal Citations
Links to legal citations can be added manually or, assuming the software is
compatible with your computer and word processing software, by using automated
linking software available through Westlaw or Lexis.

Access to Linking Software
Tool

Cost

URL

Westlaw InsertLinks

Must purchase a West
BriefTools subscription.
Estimated cost: $100/month
for small firms;
$300 to 500/month for larger
firms (10 licenses)

http://legalsolutions.thomsonre
uters.com/lawproducts/solutions/brieftools?searchterms=brief+tool

Shepard’s Links
2008

Lexis is currently not selling a
software subscription which will
insert links to documents that
will remain active upon
conversion to PDF. The last
version of such software was
created in 2008 and can be
downloaded from the
Lexis/Nexis website for free.

http://support.lexisnexis.com/ln
download/record.asp?ArticleID
=6056

Lexis for Microsoft
Office

This Lexis software product will
add links for research and
drafting purposes, but those
links are lost upon conversion
to PDF. Lexis is investigating
the issue.
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Linking Software—Compatibility Information
The following graph outlines the compatibility of Shepard’s Links 2008, West
InsertLinks, and Lexis Links for Microsoft Office for inserting links into MS Word
and WordPerfect documents with a Windows XP (SP3) 2GB Memory, Windows
Vista (SP2) 4GB Memory, or Windows 7 – 4GB Memory computer.*
Shepard’s Links
Lexis for
2008
Microsoft Office
MS Word 2016

X

West
Drafting
Assistant
X

MS Word 2013

X

X

MS Word 2010

X

X

MS Word 2007

X

X

WordPerfect X7

X

WordPerfect X6****

X
X

WordPerfect X4 – X5
WordPerfect X3

X

WordPerfect 10 – 12

X

* The West and Lexis linking software programs cannot be used on Apple computers.
Moreover, although Shepard’s Links was not designed to operate on Windows Vista
and Windows 7 (as reflected in the Lexis literature), it is working on these computer
systems.

Westlaw Drafting Assistant
Drafting Assistant is a Westlaw computer software program which scans
Microsoft Word or Corel WordPerfect 1 documents to locate legal citations, and
then automatically inserts hyperlinks to the Westlaw internet address (url) for
those citations into the word processing document. Drafting Assistant requires a
license or subscription from Thomson Reuters.

Using West Drafting Assistant
Once the Drafting Assistant software is installed, Westlaw links can be
installed automatically in Microsoft Word documents using the following
steps:
1

Currently, InsertLinks is not compatible with, and cannot be used for, automatically inserting links into
WordPerfect X6 documents. It does, however, work with prior versions of WordPerfect.
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STEP
1

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

Select the Drafting Assistant tab on the Word ribbon.
2

The Drafting Assistant options will open.

Select Drafting Assistant.
3

The Drafting Assistant panel will open on the left side of the
screen. Enter your Westlaw credentials and click Sign In.
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STEP

ACTION

4

Click on Flags & Links.

5

Choose the option
Insert/Update.

3

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

to

insert

Links,

and

then

click

When it’s a complete, a listing of all citations will appear on
the left and the document will display the links.

.

Shepard’s Links 2008
Shepard’s Links is a Lexis computer software program which scans Microsoft
Word or Corel WordPerfect 2 documents to locate legal citations, and then
automatically inserts hyperlinks to the Lexis internet address (url) for those
citations into the word processing document.

2

See compatibility graph above.
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Reminder: Although free, Shepard’s links has not been updated since 2008 and
provides inconsistent auto-linking results.

Installing Shepard’s Links
Shepards Links is part of the Shepard’s BriefSuite.
•

Shepard’s BriefSuite has not been updated since 2008.

•

The attached BriefSuite software download instructions
provide a step-by-step description on how to install Shepard’s
BriefSuite.
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Manually Inserting Hyperlinks
As previously described, hyperlinks to documents filed on CM/ECF can be
manually added to a document about to be filed. It is also possible to manually create
links to documents available through commercial legal websites (e.g., Lexis or
Westlaw), and those posted on the court’s website (Local Rules).
Manually adding links can be labor intensive if the document is long, but the
process is not difficult. And even if you are primarily using software to add links to a
document, understanding the underlying mechanics of hyperlinking within WordPerfect
and Word documents is helpful and may be necessary if, for example, you need to
make corrections to the automatically created links.

Manually Creating Links to Online Research Resources
The process for manually adding links to Westlaw, Lexis, Google Scholar, or any
other online research resource (LoisLaw, FastCase, etc.,) is the same.
STEP
1

ACTION
In the brief, use your cursor to select the citation to which you are
adding a link.
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STEP
2

ACTION
Sign into the legal research website and open the cited document.
Select the url address for the document.
Right-click, and Copy the address. See e.g.,

OR

OR

Note: Check your local rules for any authority or limitations on the
legal research websites to which links are permitted.
Note: Some attorneys have reported difficulty using this method to
insert links to Lexis research. An alternative option is described in
Appendix A.
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STEP
3

ACTION
a

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

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

b

c

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

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

Manual Links to Court Websites
You may wish to cite to published opinions on a court’s website, or to the court’s
local rules. To do so:
STEP
1

ACTION
In your brief, select the text to be linked.
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STEP
2

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

OR

3

Referring to the previous section, “Manually Creating Links to
Online Research Resources,” complete Step 3.
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Hyperlinking Guide for Attorneys Practicing in US District Court
Create Bookmarks in a PDF
A bookmark is a type of link within Acrobat PDF documents. Each bookmark
goes to a different view or page in the document. They can mark places in a
document for easy access later. Follow the steps in the table below to add
bookmarks to your PDF files.
Step

Screen

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

2. Navigate to the page where you want
the bookmark.
In the Bookmarks pane, click the New
Bookmark icon.
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3. A new bookmark will appear as

Type a name for the bookmark.

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

4. Repeat steps 2-3 until all bookmarks
are placed.
To ensure that the bookmarks are
displayed when the document is
opened, we need to set the view
property.
5. From the File menu, choose
Properties.
6. Click on the Initial View tab.
7. From the Navigation tab list, choose
Bookmarks Panel and Page or
Attachments Panel and Page depending
on your situation.
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Final Editing
Removing Links
To remove a specific link in a Word document:
Place your cursor over the link,
Right-click, and from the drop-down
that appears,
click Remove Hyperlink.

To remove all links in a Word document:
Press Ctrl + A to select the entire document, then
Ctrl + Shift + F9.

Editing Linked Text
To make additions to or change hyperlinked text in a Word document:
1.

Place your cursor at the end of the linked text.

2.

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

3.

Type in your changes.
Or

Place your cursor over the link,
Right-click, and from the drop-down
that appears, and
click Edit Hyperlink.

In the Edit Hyperlink box that opens,
Type any changes in Text to display.
Click OK.
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Publish to PDF—Retaining the Hyperlinks
All documents filed in CM/ECF are in PDF format, so all documents created for
filing must be converted to a PDF document. To include hyperlinks in your filed
documents, place all the links into the document using your word processing system
before converting the document to a PDF format.
Once all links are in the word processing version of your document, use your
word processing software to save or convert your briefs, or other documents you have
created for filing, in a PDF format.
Note: Do NOT use the Print menu to convert a brief with hyperlinks–the
hyperlinks will be lost. Do NOT print the document and scan it to PDF format. Using
Word’s built-in “Create PDF/XPS Document” or saving as a PDF file type can break
links that include specific page number references. Only the Adobe Acrobat Create
Adobe PDF or Save as Adobe PDF methods shown below correctly converts the links.

Conversion to PDF
MS Word has several methods for saving (“publishing”) a document in PDF
format. It is recommended that you have Adobe Acrobat Standard or
Professional installed on the computer you will use to convert and follow the
steps below.
STEP
1

ACTION
Select the File
tab on the MS
Word ribbon;
from the dropdown menu,
select
Save and
Send;
and from the
choices now
available,
choose
Create Adobe PDF from the File Types list,

then
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STEP
2

3

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

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

Note: If you have Adobe Acrobat Standard or Pro loaded on your computer, you
may also add the Adobe Acrobat tab and ribbon to your MS Word ribbons and
use the Acrobat ribbon to convert documents to PDF.
To do so:
Select the File tab on the MS Word ribbon.
Choose Options.
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Select Customize
Ribbon.
Add the Acrobat tab.
Click OK

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

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

After the document is published to PDF, you may upload it to
CM/ECF using typical filing processes. With the exception of filing a
document with links to its own attachments (discussed previously),
no special steps are needed for filing a hyperlinked document on
CM/ECF.
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Additional Tips
Viewing a Website Location Opened from a Link in a CM/ECF Filing:
When opening a PDF document filed on CM/ECF, make sure you are opening
PDFs in your PDF software and not within the Web browser itself. Opening the
CM/ECF documents in the web browser will result in unnecessary toggling
between the document opened on CM/ECF and any website locations opened
from links within that CM/ECF document, and will make it difficult or impossible to
display the CM/ECF document on one screen and the website location on
another.
For those who use Adobe Acrobat, this setting adjustment is made as follows:
With an Adobe Acrobat
document open,
Click Edit,
then Preferences.

From the Categories,
scroll and select Internet.
Make sure Display PDF in
browser is not selected.
Click OK.

After you change this setting, you will need to close and reopen your Web
browser before opening CM/ECF filings.
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PDF/A documents
Depending on how a PDF/A document is produced, masked hyperlinks may not
be preserved. If the document will contain masked hyperlinks, the user should
create the document in Word 2007 or 2010 and use the “Save As” (2007 and
2010), “Save as Adobe PDF” (2010), or “Adobe PDF” (2007) methods to produce
the PDF/A file.

Optimized PDFs to reduce file size
Large documents or documents containing forms, photos or graphics should be
saved as an optimized PDF to reduce file storage size. Select File and Click
Save As. From the Save as type dropdown menu, select PDF. From the
Optimize for radio buttons, Select Minimum size (publishing online). Click
Save.

This Guide was produced through the collaborative efforts of judges,
IT and Clerk’s office personnel, educators, and library staff. Please
share your comments, questions, corrections, and experiences with
hyperlinking or using this Guide by contacting:
Cheryl Zwart, United States Magistrate Judge—Nebraska
cheryl_zwart@ned.uscourts.gov
(402) 437-1670
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LinkBuilder Add-In for MS Word
Description
The CM/ECF LinkBuilder add-in for Word (LinkBuilder) automates the creation of crossdocument hyperlinks between filings in the federal court’s CM/ECF system. LinkBuilder will
search a Microsoft Word document for citations to CM/ECF filings and insert a hyperlink to the
corresponding file in the CM/ECF system. LinkBuilder can recognize and link to attachments to
the record, as well as page specific references to create pinpoint access to specific information
in the case.

Before you begin
Before using the LinkBuilder program, there are a few things you should be aware of.
1. You must have a login and password for either CM/ECF or PACER.
2. LinkBuilder requires Internet access to obtain the data needed to create the hyperlinks.
3. Check to see if the court in which you are filing has the LinkBuilder Report installed. The
Report is not necessary, but will allow you to create hyperlinks without incurring PACER
fees. To determine if the report is installed:
1. Log in to the court’s CM/ECF system.
2. Click on Search.
3. Type LinkBuilder in the Search field and check the results. (Note: In some
courts it may be in a sub menu, such as “Local Reports” or “Other Reports”.
4. If the LinkBuilder Report is not installed, you can still use the LinkBuilder add-in,
but you must use the Docket Report option (described below).
4. LinkBuilder cannot create hyperlinks to more than one case number per document unless
the two documents are cited differently in text (ie., Criminal Doc. # and Civil Doc. #).
5. No links are created to “text only” entries in the court docket. If there is no PDF document
associated with the filing, no hyperlink will be created.
6. No links are created to sealed or ex parte entries.
7. LinkBuilder is compatible with Word 2007 - 2016 for Windows. It is not available for Mac.

Installing LinkBuilder
Follow the steps in the table below to install the LinkBuilder add-in for Word.

STEP
1
2
If you do not see
the attachment on
the left, click the
paper clip icon.
3
4

ACTION
If Word is currently running, close it and any open documents.
Save the attached LinkBuilder.dotm file to Word’s Startup folder:
In Windows 7, Windows 8, and Windows 10 the Startup folder is:
C:\Users\<user name>\AppData\Roaming\Microsoft\Word\STARTUP

In Windows XP the Startup folder is:
C:\Documents and Settings\<username>\Application Data\Microsoft\Word\Startup

Restart Word.
Check the ribbon for a new LinkBuilder tab which contains several buttons.

Developed by the US District Courts
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Using LinkBuilder
Follow the steps in the table below to create hyperlinks in your document.
STEP
ACTION
1
2

Open any Word document with CM/ECF citations.
Click the Insert CM/ECF Links button on the LinkBuilder tab.

3

Choose the court where the
case is filed.

4

Choose the citation “phrase”
used in the document. This is
what LinkBuilder will search for
when creating hyperlinks. The
following phrases are preentered. If your document
contains a different phrase you
can type a custom phrase in
the drop down box.

Possible phrases
Filing no. 1
Filing 1
Docket no. 1
Doc. #1
Doc. 1
ECF No. 1
ECF 1

5

Examples of recognized citations:
Filing No. 1
Filing No. 12 at ECF p.5
(links to filing 12 and opens to page 5)
Filing No. 21-5, at CM/ECF p.22
(links to attachment #5 of filing 21, and opens to page 22.)
Filing No. 3-1 at ECF pp. 5-6
(links to attachment #1 of filing 3, and opens to page 5.)

Choose the method of collecting the data for the links.
Log in directly
Use this option to access the report directly from the add-in screens. You will be
prompted to log in to CM/ECF or PACER. (Note: If you are currently logged in to
CM/ECF in a web browser you will be logged out of that session.) There are no
PACER charges for running this report.

Paste data from CM/ECF
Use this option if you are already logged in to CM/ECF in a web browser. In CM/ECF,
click on Reports then run the LinkBuilder Report (Use Search option to find it’s
location.) When the data is displayed, press CTRL+A to select all the data, then
CTRL + C to copy it. Return to the LinkBuilder window and click PASTE to paste the
data into the add-in window. There are no PACER charges for running this report.

Get data from Docket Sheet (CM/ECF v6.0 or higher only)
Use this option if the court in which you are filing does not have the LinkBuilder report
installed. Note: The standard PACER fees will apply for running the docket report.

6

Once your selections are made, click OK and follow the instructions on the
screen to access the data and create the hyperlinks.
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See example
document attached.

If you have a paper copy of this document, download a copy with working links at
http://www.utd.uscourts.gov/rad

Suggestions for Creating a Really Accessible Document
These are suggestions—and should be relatively easy to implement. After learned, they should not add significant time or expense to
any project. Start with one, move to another. Tips are listed in the sequence of document preparation and filing.

1. Finished PDF documents filed in CM/ECF should be entirely text-based to facilitate searching,
copying, and highlighting.
Because we read almost all submissions on computer or iPad, we really appreciate it if they are entirely
text-based PDF documents. A text based PDF can be word-searched, highlighted as read, and copied into
an order. Computer created documents (such as motions with memoranda) will be text based if output
from the computer to PDF format, but all scanned documents should have text recognition through Optical
Character Recognition (OCR) before submission to the court. Recognize Text in Adobe Acrobat.
2. Begin with an outline that becomes a Table of Contents.
An outline creates organization but it also makes navigation tools available in Microsoft Word while you
are drafting, and can automate a table of contents that has hyperlinks to locations in the document. The
outline feature is built in to all word processors, and the table of contents will survive the conversion to
PDF format. Outline in Word.
Table of Contents in Word 2010.
3. Create a List of Exhibits
An exhibit list included with the memorandum (as a
separate attachment) helps locate exhibits. The
importance of exhibits is clarified if the exhibit list
includes pages on which references to exhibits are
made.
4. Use Photos and Diagrams
Graphics clarify the written discussion. This is
particularly true if tangible objects are at issue, such as
in patent cases.
5. Use Permissible Hyperlinks
Hyperlinks may be internal to the document, such as table of contents; to the record, to other documents
already filed in the case; and to research resources. See DUCivR 7-5. See Attorney Guide to
Hyperlinking at http://federalcourthyperlinking.org. WestInsertLinks, part of West BriefTools or Link
to Cites in Lexis for Microsoft Office automate research links. A LinkBuilder Add-in for Microsoft
Word is also available to automate creation of links to documents already in the record. It is also
possible to create links to exhibits filed simultaneously, but this can be complicated and not worth the
effort.
6. Attach deposition excerpts and other exhibits in text-based PDF format
If deposition excerpts and other exhibits are in text-based PDF format (see point no. 1) the document is
easier to search and annotate and it is easier to copy text. Deposition transcript attachments should be
created by output to PDF format from a word processing or text file provided by the reporter. Use full
page deposition transcripts, not mini four pages-to-a-sheet transcripts. If the deposition excerpts or
exhibits are scanned, Optical Character Recognition should be run to recognize text. Recognize Text in
Acrobat X.
7. Attach opinions in single column format (text based)
West and Lexis allow download of cases in single-column format, which is easier to read on an iPad or
computer than the traditional dual column format. Make sure the cases you attach are text based PDF
documents, which Lexis and Westlaw also allow you to download – or you may convert to PDF from a

word processing version. It should never be necessary to scan an opinion for attachment to a brief. If
you use research hyperlinks (see point no. 5 above) no opinion attachments may be needed.
8. Convert the document to PDF in a way that preserves hyperlinks
It is a shame to put a table of contents and research links in your Word document and then lose them
because you Print to PDF, which may not not save links. Save As PDF in Word 2010 and later, or the
Acrobat Create PDF Ribbon in Word 2007 and later will preserve links. After you convert to PDF,
verify that the document links still work. Preserving Hyperlinks in PDF Conversion.
9. Change the properties of the PDF document so that the Initial View will show Bookmarks and the
Page at the same time.
Most PDF creation programs have the ability to force the PDF document to open with the Bookmarks
Panel showing. In Adobe Acrobat Standard and Pro, this is found on the File menu, Properties item,
Initial View tab, Bookmarks Panel and Page.
10. Consider additional manual changes.
It is possible and appropriate to add internal links manually, and to add additional bookmarks. If you do
not have access to the West and Lexis tools to create links to research links automatically, links may be
created manually by using Word’s tools. Create, format or delete a hyperlink in MS Word 2010.
Attorney Guide to Hyperlinking. Adding Bookmarks in Adobe Acrobat.
11. Save As Reduced Size PDF
As a last step before distribution of any PDF document,
reduce its size by using Save As Reduced Size PDF. You
may accomplish a 50% or more size reduction.
12. Attach a proposed order in PDF format – and email in
word processing format to chambers.
“Proposed orders . . . shall be (i) prepared as word processing documents; (ii) saved in WordPerfect or
Word format, and (iii) transmitted to the assigned judge via email. . . .
An additional copy . . . shall be saved as a PDF file and filed electronically as an attachment to the
motion . . . .” Admin E-Filing Procedures II. G. 1. The draft order makes clear what you want.
13. File attachments individually, with full descriptions
When filing in CM/ECF, take advantage of the ability to name your exhibits specifically rather than
using generic names. This helps chambers identify and locate your exhibits and provides a cross- check
to the index you included in the motion. (See point no. 3 above.) Cover pages for exhibits really are not
of much help. Instead, consider a text box on the first page of the exhibit that labels the exhibit with its
number and description. Don’t group exhibits in one attachment.
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