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Introduction to West BriefTools Chapter 1

What Is West BriefTools?

BriefTools is a legal research product from West that allows you to instantly view the status of cited cases, statutes,
regulations, and administrative decisions, and link to the full-text documents on Westlaw; retrieve all internal
documents that contain a particular citation; monitor the status of individual citations and citations within your

documents; and create an online report with KeyCite status flags and links to the full-text documents on Westlaw.

System Requirements

PC with 600 MHz processor or faster (Intel Pentium/Celeron family or AMD Ké/Athlon/Duron family)
2 GB of available hard disk space

At least 256 MB of available RAM

Internet connection

Windows Vista, Windows XP Professional, or Windows 2000 (Service Pack 4 or later)
Microsoft .NET Framework Version 1.1 or later

Microsoft Internet Explorer 5.0 or later

Microsoft Word 2007, 2003, 2002, 2000 or one of the following WordPerfect versions:
¢ WordPerfect X3 (13.0.0.406)

WordPerfect 12 Service Pack 2 (12.0.0.499)

WordPerfect 11 Service Pack 1 (11.0.0.300)

WordPerfect 10 Service Pack 3 (10.0.0.719)

e WordPerfect 9 Service Pack 3 (9.0.0.738)

Note: Not compatible with Novell

Features Available in BriefTools

Turning On/Off the BriefTools Server Connection

To turn off the connection to the BriefTools server, right-click the West BriefTools Server icon in the Windows system
tray and choose Exit. You can also click the Stop APS button on the System Options tab in Options. For more
information, see “Modifying the System Options” on page 26.

Interactive Citation Checking
Simply click a button in your legal document to insert KeyCite status flags and links from each citation in your
document to the full-text documents on Westlaw. For more information, see “Working with KeyCite Status Flags” on

page 12.

Local Documents Feature

The Local Documents feature retrieves all of your organization’s internal documents that contain a particular citation
or generates reports of all internal documents in selected directories containing that citation. This feature is available
only if you installed the version with Local Documents support. This version is recommended for organizations that
don’t have a document management system (DMS). For more information, see “Using the Local Documents Feature”
on page 13.

2 West BriefTools with Local Documents User Manual



Chapter 1 Introduction to West BriefTools

Monitor Citations with KeyCite
The Monitor Citations with KeyCite feature allows you to monitor the status of individual citations and citations

within your documents. For more information, see “Using Monitor Citations with KeyCite” on page 14.

Reports
You can create an online or offline summary report for each case, statute, regulation, and administrative decision

cited in your document. The online report includes a navigational index, KeyCite status flags, and links to the
full-text documents on Westlaw, as well as their KeyCite history and citing references. The offline report can be sent
to an e-mail address, a fax machine, or a Westlaw printer. For more information, see “Creating a Report” on page

18.
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Using BriefTools Administration Chapter 2

What Is BriefTools Administration?

BriefTools Administration is a tool that works in conjunction with the Local Documents feature and is only available
if you install the version with Local Documents support (recommended when your organization does not have a
DMS). The program runs in its own interface and stores document locations for indexing for use with the Local
Documents feature, which will retrieve all of your organization’s internal documents (Microsoft Word or Corel
WordPerfect documents) that contain a particular citation or generate a report of all internal documents in selected

directories containing that citation.

Starting BriefTools Administration
From the Start menu, select Programs, West Applications, BriefTools Administration.

Browse for documents [*= BriefTools Administration [BET
to add to your collections. e Tools eln
Browse My Network
<l ¥ [ Click to move up a level
= 2 Local Disk (C1) A | hame Modified Created Type Size ]
Bosen Basep 1j22j2008 2125 P File Folder
BriefTodls Usage BricfTaols Usage 1/10/2008 1:04 PV Fie Folder
. g;\(,:zm and ettings Documents and Settings /42008 12:55 P Fie Folder
Indicates the document =gl Drivers 9/11/2008 1:00 M Fie Folder
. @ ntel ETS 11§12/2007 10:2... File Folder
collection was @ ) Program Flks v me BI4/2007 5i11 A Fie Folder a
successfully indexed.
: anage My Collections Index My Collections
Indicates a shared \Kf. C:\Documents and Settings |UDDSOS04 My Documerts ~ Status: Ready
SthCir Ct Docs Remaining:

collection you can access.___|

Alexander Dubose WP Docs Estimated Time:

e
=@ shared (shared Callection)
02-05-04 Dave's Comwall Brief. doc

[ Indexing progress box

Currert Collection:

Indicates the document & bunDocs
W ) Div
was indexed @ FIND Rel C Current: Document:
: 4 Just For Indexing
KeyCite Resnginesting Voung Law Docs Indexed: 0
. @ My Documents . .
Shows collections owned 5 Progesava bocs Click to index all the
i Flagged ArmandoAcostaBrf wpd H

by oth_ers_m your T Prorasave sem S coe collections.
organization. TN WestCheck Draft Sereen Shets doc

p] 2004 MAP Form for Judy.doc

., oo-1092_ini.wpd
Indicates collections you éjﬁﬁf{fﬁﬂ Click to stop the
cannot access. ] 0101 2002 Wi LsLie2s.doc indexing process.

= Other Callections
=

Click to refresh your | (ot Calio s ] Cobeton deply curere s o eff008 45042 A Click to access the

collections. system options.

Figure 2-1. BriefTools Administration

Working with Documents

Working with Your Collections
In the Manage My Collections box you will see the collections that you have indexed. You may also see an Ozher
Collections heading; click the plus symbol (+) next to the heading to expand the folder. Other Collections houses the

collections owned by others in your organization, which you may or may not have access to, depending on whether

the folder is shared. If you don’t have access to a folder in Other Collections, a padlock icon (&) will be displayed
next to the path name. Document names that are gray indicate one of three things: that the folder is not shared, that
the folder is shared but the owner is no longer connected to the network, or that the folder was indexed and then

deleted.

6 West BriefTools with Local Documents User Manual



Chapter 2 Using BriefTools Administration

Adding Documents to Collections
You can add Microsoft Word or Corel WordPerfect documents to BriefTools Administration for use with the Local
Documents feature. All documents, including those to which you don’t have access, will be included in Local

Documents.

To add a document collection (folder) to BriefTools Administration, complete the following steps:

1. Locate and select the folder of documents you want to add. To switch network drives, click the down arrow ()
under Browse My Network. Click the up arrow () to move up a level.
2. Click Add.

3. A confirmation message is displayed; click OK.
4. A second confirmation message is displayed once the documents have been added; click OK.

The documents are displayed in the Manage My Collections box.

Removing and Restoring Documents and Folders from Collections
To remove a document or a folder from the Manage My Collections box, right-click the document or folder, then
choose Remove from the pop-up menu. A confirmation message is displayed; click OK. The document or folder will

be gray.

To restore a document or a folder once it has been removed, right-click the document or folder, then choose Restore

from the pop-up menu.

Viewing Collection Properties
To view information about a collection, right-click the collection in the Manage My Collections box, then choose

Collection Properties from the pop-up menu.

Indexing Collections and Documents
Your document collections need to be indexed before Local Documents will work. To index all the collections in the
Manage My Collections box, click the Index button at the bottom of the page.

An indexing progress box under the Index My Collections heading will show the status of the indexing process,
including how many documents remain to be indexed, the estimated time it will take to complete the indexing

process, and the document that is currently being indexed (see Figure 2-2).

Index My Collections

Status: Indexing.

Docs Remaining: 0

Estimated Time: 1 minute(s)

|

Current Collection: West: 100000 -
HPB\C$\Documents and SektingsiLO000My

Current Document:

‘west Docs Indexed: 35

Figure 2-2. Indexing progress box
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Using BriefTools Administration Chapter 2

If you are troubleshooting a particular document, and want to index that document only, right-click the document in

the Manage My Collections box, then choose Troubleshooting, Index Now from the pop-up menu.

When a document has been indexed, a check mark will be displayed within the document icon ( ).

Once a collection has been indexed, an icon will be displayed next to the collection, which represents the status of the
documents that were indexed.

®' This icon is displayed next to document collections in BriefTools Administration that were successfully

indexed. The collection may contain a few documents that are new, modified, or deleted or had problems
during indexing, but as a percentage of the total number of documents, this number is in the acceptable
range. You can set this percentage in Options (see “Modifying the Indexing Options” on page 26).

- This icon is displayed next to document collections in BriefTools Administration with an above average
number of documents that were not successfully indexed. Try re-indexing the documents to see if the status
changes. You can set this percentage in Options (see “Modifying the Indexing Options” on page 26).

© This icon is displayed next to document collections in BriefTools Administration with numerous
documents that were not successfully indexed.

Refreshing Collection Status
To refresh your collections after completing a task such as adding or deleting documents, click Refresh Collection
Status.

Troubleshooting Documents

Viewing Document Status
To view the status of a document, right-click the document in the Manage My Collections box, then choose
Troubleshooting, Status from the pop-up menu. A dialog box is displayed with information about the document and

suggestions for what to do next. Click OK to close the dialog box.

Viewing Estimated Time to Index
To view an estimate of how long it will take to index a collection or document, right-click the collection or document,
then choose Troubleshooting from the pop-up menu. An estimate of the number of minutes it will take to index the

collection or document is listed in the pop-up menu.

Viewing Log Files
A log file is created daily for every user. To view the log files for a collection, right-click the document or collection,

then choose Troubleshooting, View Log Files from the pop-up menu.

Indexing a Particular Document
To index a document that you are trying to troubleshoot, right-click the document, then choose Troubleshooting,
Index Now.
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Chapter 2 Using BriefTools Administration

Customizing BriefTools
Customize BriefTools in Options, which you can access by choosing Options from the Tools menu in BriefTools
Administration or clicking the Options button at the bottom of the page in BriefTools Administration. See Chapter 4,

“Customizing BriefTools,” for information on customizing BriefTools.
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Using BriefTools Chapter 3

Working with KeyCite Status Flags
You can instantly insert KeyCite status flags and create links from the citations in your document to the full-text

documents on Westlaw.

What Are KeyCite Status Flags?
A KeyCite status flag lets you know immediately the status of a case, statute, regulation, or administrative decision.

KeyCite flags are also available for patents.

Red Flag P
In cases and administrative decisions, a red flag warns that the case or administrative decision is no longer good law

for at least one of the points of law it contains.

In statutes and regulations, a red flag warns that the statute or regulation has been amended by a recent session law

or rule, repealed, superseded, or held unconstitutional or preempted in whole or in part.

Yellow Flag P
In cases and administrative decisions, a yellow flag warns that the case or administrative decision has some negative

history, but has not been reversed or overruled.

In statutes and regulations, a yellow flag warns that the statute has been renumbered or transferred by a recent
session law; that an uncodified session law or proposed legislation affecting the statute is available (statutes merely
referenced, i.e., mentioned, are not marked with a yellow flag); that a proposed rule affecting the regulation is
available; that the regulation has been reinstated, corrected, or confirmed; that the statute or regulation was limited
on constitutional or preemption grounds or its validity was otherwise called into doubt; or that a prior version of the

statute or regulation received negative judicial treatment.

BlueH H
In cases and administrative decisions, a blue H indicates that the case or administrative decision has some history.

Greenc C
In cases and administrative decisions, a green C indicates that the case or administrative decision has citing references

but no direct history or negative citing references. In statutes and regulations, a green C indicates that the statute or

regulation has citing references.

Red kc EC
A red KC indicates that a citation could not be verified. Click this icon to display a list of documents on Westlaw that

are potential matches.

Inserting Flags and Links
While viewing a legal document in Word or WordPerfect, click the Insert Flags & Links button on the toolbar.
KeyCite flags and links are added to the citations in your document. Click a KeyCite flag or link to move to the

KeyCite result or full-text document on Westlaw.
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Chapter 3 Using BriefTools

Inserting Links
While viewing a legal document in Word or WordPerfect, click the Insert Links button on the toolbar. Hypertext
links to the full-text document on Westlaw are added to the citations in your document. Click a link to move to the

full-text document on Westlaw.

Updating Flags
Click the Update Flags button on the toolbar to see whether there has been a change in the status of the documents

cited in your document. If there has been a change in the status of a cited document, it will be highlighted in yellow.

Hiding/Showing Flags and Links
Click the Hide/Show Flags & Links button on the toolbar to toggle between hiding and showing the KeyCite status
flags and links in your document.

Removing Flags and Links
Click the Remove Flags & Links button on the toolbar to delete all KeyCite status flags and links in your document.

Using the Local Documents Feature

This section is only applicable to you if you installed the version with Local Documents support (recommended when
your organization does not have a DMS). The Local Documents feature retrieves all of your organization’s internal
documents that contain a particular citation or generates a report of all internal documents in selected directories
containing that citation. Documents must first be added to and indexed in BriefTools Administration. See “Working

with Documents” on page 6.

1. Click the Local Docs button on the toolbar. In Word 2007, click the Add-Ins tab on the toolbar, click West
BriefTools on the Ribbon, and choose Local Docs.

Note:  You can also select the citation you want to find in a document and then click the Local Docs button and
the citation will automatically be entered in the Citation text box (see Figure 3-1 below).

The Local Documents dialog box is displayed (see Figure 3-1).

Type the citation you want to find and click
OK. If you select a citation in your document
and then click the Local Docs button, the West
citation will automatically be displayed here. Ciation |100 50t 2733

( Ok ) Cancel |

Local Documents

| Click to open BriefTools Administration.

Figure 3-1. Local Documents dialog box

2. Type the citation you want to find in the Citation text box and click OK.

The Local Documents Display window is displayed listing any documents containing the citation
(see Figure 3-2 on page 14).
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Click a document name to open it. West

1.0205-04 Dave's Comwall Brief, docs

Author: Created By:'West

Modified 7/3/2007 1:05:00 PM Created: 3/10/2008 2:21:03 Pk

\Document Path 40000331 -<PE\C$Documents and Settingstl 0000531 My Dac
2. Comrwall Brief doc

Author: Created By:'West

Modified 5/9/2008 3:56:21 PM Created: 3/10/2008 2:21:04 Pk

Document Path 4»U00005931 -<PBAC$AD ocuments and SettingsyJ 0000591 Wy Doc

Figure 3-2. Local Documents Display window

3. Click a document name to open it.

Using Monitor Citations with KeyCite
The Monitor Citations with KeyCite feature in BriefTools allows you to monitor the status of documents cited by

your document.

1. Open your legal document in Word or WordPerfect.

2. Click the Monitor button on the toolbar. In Word 2007, click the Add-Ins tab on the toolbar, click West
BriefTools on the Ribbon, and choose Monitor.

A message is displayed indicating that BriefTools is finding and validating citations in your document. The
Monitor Citations with KeyCite window is then displayed (see Figure 3-3).

Select if you do not want
any results outside of your
subscription.

Clear if you want to
manually select specific
check boxes.

Click if you do not want to
include statutes in your
request.

Select the check box next to
each citation you want to
monitor.

Monitor Citations with KeyCite

1
M~

| —

1 286 U5,
2 3734, 426

319 IlApp.3d 825
4 370 md. 525
5 329 md, 370

]

Deselect statute check boxes

BEEEERE

Figure 3-3. Monitor Citations with KeyCite window

El Select KeyCite Options:
KeyCite Negative Histary Only

KeyCite History Only

Limit Citing Refs |
Rl R

Select KeyCite options.

Click to limit KeyCite citing
references.

Click Edit to change the
delivery settings.

Complete the entry details,
then click Go.

3. Select the Do Not Deliver Results Outside of Subscription check box if you do not want any results outside of
your subscription plan included in the request.

4. Make sure the check box next to each citation you want to monitor is selected. (All check boxes are automatically
selected.) If you want to manually select the check boxes next to the citations you want to monitor, clear the
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KeyCite Alert check box and then select the check boxes next to the citations you want to monitor.

5. Click Deselect statute check boxes if you do not want to include statutes in your request.

6. Select KeyCite options.

m  For cases, select a KeyCite option from the For cases drop-down list: KeyCite Negative History Only,
KeyCite History with Citing Refs (References), KeyCite Negative History with Citing Refs, KeyCite
History without Citing Refs, or Citing References Only.

m  For statutes, select a KeyCite option from the For statutes drop-down list: KeyCite History Only, KeyCite
History with Citing Refs, or Citing References Only.

m  Click Limit Citing Refs to limit citing references. The Limit Citing References page is displayed (see

Figure 3-4).

Click to restrict the citing
references to a specific
jurisdiction.

Restrict the citing references to
cases from a jurisdiction’s highest
court or its lower courts.

Restrict the citing references to
one or more depth of treatment
categories.

Limit Citing References Help
Origin

Document Type

rial

M Trial Tr:

Search the text of citing references and limit your KeyCite result to those documents that
contain specific terms.
Clear the check box If you do not want the Locate terms to appear in the same paragraph
as the citing reference.

Figure 3-4. Limit Citing References window

Include or exclude citations from
American Law Reports (ALR)
annotations, law review articles,
and other secondary sources.

Restrict the citing references to
specific court documents.

®  Click Jurisdiction to restrict the citing references to those from a specific jurisdiction. The Jurisdiction
window is displayed (see Figure 3-5).

Select one or more check
boxes to restrict the list of
citing references to the
jurisdictions that have issued
cases citing your case or
statute.

West BriefTools with Local Documents User Manual

Jurisdiction

Clear all
Federal Cases

O Puerta Rico

[ connecticut

O second Circuit Ct. App.

State Cases

[ZU.5.Supreme Court Oalsbama
Oalaska
[First circuit Ct. App. Oarizona
Omaine Oarkansas
[OmMassachusstts Ocalifornia
[INew Hampshire O colorado
[Jrhode 1sland O connecticut

Ooelaware
[ pistrict Of Columbia
OFlorida

Oceorgia
O new Yark O Hawaii
Overmant Oidaho

Ollinais
CIhird Circuit ct. App. Oindiana
Ooelaware Oiowa
CInHew Jersey O«ansas
O pennsylvania Okentucky
Ovirgin 1slands Oiousiana

Omaine
[ Fourth Circuit Ct. App. CMaryland
Owaryland [OMassachusetts
ONarth Carolina Omichigan
ESuuth Carolina [CIMinnesata

Figure 3-5. Jurisdiction window
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¢ Under Document Type, restrict the citing references to cases from a jurisdiction’s highest court or its
lower courts. Include or exclude citations from ALR annotations, law review articles, and other
secondary sources.

e Restrict the citing references to one or more depth of treatment categories by selecting the check box
next to the desired category. See “Depth of Treatment Categories” below for more information.

e The Locate feature enables you to search the text of citing references and limit your KeyCite result to
those documents that contain specific terms. Type your Locate terms in the Locate Query text box as
you would a Terms and Connectors query (see “Formatting a Terms and Connectors Query” on page 17
for more information). If you want the Locate terms to appear in the same paragraph as the cited
reference, select the check box below the Locate Query text box.

7. Leave the delivery settings as they are or change them by clicking Edit. Click Save after you have finished making
your changes.

m  Select how often you want citations monitored from the Frequency drop-down list: Weekly, Daily,
Weekdays/M-F, Biweekly, or Monthly.

m  Select where you want the request delivered from the Destination drop-down list: E-mail, Attached
Printer, Download to Disk, Fax Machine, or Save. If you select Fax Machine or E-mail, click Properties to
enter the fax machine number, e-mail addresses, or wireless device e-mail addresses.

m  Select the Inform me of no results check box if you want to be notified when no results are retrieved by
your request.

m  Click the calendar icon next to Next Run Date to select the date you want the request to run or type the
date in the text box.

m  Click the calendar icon next to End Date to select the date on which you want the request to end or type
the date in the text box.

8. Complete the entry details.

m  Type a name for the entry in the Alert Name text box.
m  Type a client identifier in the Client ID text box.
m  Type any notes in the Notes text box.

9. Click Go.

Depth of Treatment Categories

* % %% Examined. The citing case, administrative decision, or brief contains an extended discussion of the cited case
or administrative decision, usually more than a printed page of text.

*%* Discussed. The citing case, administrative decision, or brief contains a substantial discussion of the cited case
or administrative decision, usually more than a paragraph but less than a printed page.

*%* Cited. The citing case, administrative decision, or brief contains some discussion of the cited case or
administrative decision, usually less than a paragraph.

* Mentioned. The citing case, administrative decision, or brief contains a brief reference to the cited case or
administrative decision, usually in a string citation.
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Formatting a Terms and Connectors Query

Searching for Compound Words
A compound word may appear as one word, as a hyphenated word, or as two separate words. If your search term is

a compound word, use its hyphenated form to retrieve all variations.

Type To retrieve

whistle-blow whistleblow

whistle-blow

whistle blow

Searching for Abbreviations
Abbreviations may appear with or without periods or spaces. To retrieve the various forms of an abbreviation, enter

it with periods and without spaces.

Type To retrieve
h.i.v. H.I.V.
H. I V.
HIV
HIV

Using the Root Expander
Use the root expander (!) to retrieve words with variant endings. The root expander must always be placed at the end

of a term.
Type To retrieve
contribut! contribute
contributed
contributor

contributing

contribution

contributory

Note: Plurals and possessive forms are automatically retrieved without a root expander.

Using the Universal Character
Use the universal character (*) to represent one variable character. You can place the universal character anywhere in

a term except at the beginning.

Type To retrieve
griw grew
grow

Note: When you place one or more universal characters at the end of a term, you specify the maximum length
of that term.
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Using Connectors
Use connectors to specify the relationships that should exist between search terms in your retrieved documents.

Type To retrieve documents that contain

& (and) both terms

a space (or) either term or both terms

/s terms in the same sentence

/p terms in the same paragraph

/n terms within 7 terms of each other (where 7 is a number)
+n the first term preceding the second by 7 terms (where 7 is a number)
+s the first term preceding the second within the same sentence
“» terms appearing in the same order as in the quotation marks
Type To exclude documents that contain

% (but not) search terms following the percent symbol

Creating a Report

You can create a summary report for each case, statute, regulation, and administrative decision cited in your
document. You can choose to view a report online and then print or save it or deliver an offline report to a
Westlaw printer, e-mail address, or fax machine. The online report includes the KeyCite flags and links to the

full-text documents on Westlaw, the KeyCite history and citing references, and a navigational index.

1. Click the Report button on the toolbar. In Word 2007, click the Add-Ins tab on the toolbar, click West BriefTools
on the Ribbon, and choose Report.

A message is displayed indicating that BriefTools is finding and validating citations in your document. The
Westlaw Report page is then displayed in a new browser window (see Figure 3-6 on page 19).

2. Select the check box next to each citation under the services (KeyCite, Find, and TOA (Table of Authorities)) in

which you want to check that citation. If you want to check the entire citations list in the same service, select the
check box next to its heading (e.g., KeyCite).

If you do not want to check statutes in the services, click Deselect statute check boxes.
3. Select KeyCite options.

m  For cases, select KeyCite options from the For Cases drop-down list: KeyCite Negative History Only,
KeyCite Negative History with Citing Refs (References), KeyCite History without Citing Refs, or KeyCite
History with Citing Refs.

m  For statutes, select KeyCite options from the For Statutes drop-down list: KeyCite History Only, KeyCite
History with Citing Refs, KeyCite History with Annos (Annotations), or KeyCite History with Citing Refs
and Annos.
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Select a KeyCite option for

Westlaw Report cases.
Frint/Save List | Add Mew Citation{s) Select a KeyCite option for
1
5 KeyCite Options: statutes.
Note: Some selected content may be outside of your subscription. I KeyCite Magative History Only 3
= O O KeyCite History Only -
) Select to view, print, or
Deselact statute check boxes i h i P
save the online report.
Select the check box next to 1286 .S, 417 — [ O O P
each citation under the 2 Joramdaze 5] O | O _
service in which you want to T [318 1l.App.3d 825 | O O — Select to deliver the report
check that citation g b i = = to a Westlaw printer,
) 5 [325Md. 370 o] o o e-mail address, or fax
If you do not want to check & |es Uscagiaar = & & i '
statutes, click Deselect 7 |Tx LaBOR 5 451.001 ] 0 0 machine.

statute check boxes.

Select a sort order.

Type your Westlaw
password and a client
identifier, then click Go.

About Westlaw Report | About Westlaw Repart Security | Pricing Infa | Help| @ | Feedhack

Figure 3-6. Westlaw Report page

4. Select a report option.

Select Online report display to view the report online. The online report includes a navigational index,
summary report and detail report sections, KeyCite status flags, depth of treatment stars, and KeyCite
quotation marks.

The report will be displayed in a new browser window. From there you can save the report using your
browser’s save function; you can also print the report by clicking the Print Report button in the report or
by using your browser’s print function. When saving the report, make sure that Web Page, complete
(*.htm; *.html) is selected in the Save as type drop-down list; the report will be saved in HTML format
so you can open the report in your browser.

For more information on reading report results, see “Reading an Online Report Result” on page 21.

Select Offline report delivery to send a report to a Westlaw printer, e-mail address, or fax machine. Select
the desired delivery destination from the drop-down list. If you select E-mail, type the e-mail address to
which you want the report sent in the E-mail Address text box.

Note: You can print an offline report for a Find result in dual-column format if you send it to a
Westlaw printer or to a fax machine and the printer or fax machine properties are set to dual-column
format on Westlaw.

To change your Westlaw printer or fax machine properties to dual column, complete the following steps:

a. Click Preferences at the top of any Westlaw page.
b. Click Print and Download.

c. To change your Westlaw printer properties, scroll down to Westlaw Printer, choose your options
from the drop-down lists, and select Dual from the Columns drop-down list. To change your fax
machine properties, scroll down to Fax, type the necessary information in the text boxes, and select
Dual from the Columns drop-down list.
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d. Click Save Changes.

m  Select a sort order for the report. Select Citation order to sort the report by citation or select Services
(KeyCite, Find, TOA) order to sort the report by service.
5. Type your Westlaw password and client ID in the appropriate text boxes.

m  Select the Save this password check box if you do not want to have to retype your password when you sign
on again.

Note: Anyone with access to your computer will be able to sign on with your password if this option is

enabled.

m  Click Sign on using My Sign-On to create a personalized password and username to be used when signing on.
6. Click Go.

Adding a Citation to a Citations List

To add a citation to a citations list, complete the following steps:

1. Click Add New Citation(s) at the top of the citations list page. The page in Figure 3-7 is displayed.

Westlaw Report

Bolded items are required.

Citation: |
Title:
Date:
Court:
History Phrase: |
citation in the text boxes and click
1st Parallel: . A
Add Citation.
2nd Parallel:
3rd Parallel:
4th Parallel:
Cancel Add Citation

ahout Westlaw Report | Ahout westlaw Repart Security | Pricing Info| Help| @ | Feedback

Type known information about the

Figure 3-7. Add New Citation page

2. Type known information about the citation in the text boxes (e.g., Citation, Title, Date, Court) and then click
Add Citation.

Note: You must enter information in the Citation text box.

The citation is added to the top of the citations list.

Printing a Citations List
1. Click Print/Save List at the top of the citations list at the Westlaw Report page.

2. Click Print Citations List.

3. Make your selections in the Print dialog box that is displayed, then click Print.

Saving a Citations List
1. Click Print/Save List at the top of the citations list at the Westlaw Report page.

2. Click Save Citations List.
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Specify where you want to save the citations list in the Save HTML Document dialog box that is displayed.
Make sure that HTML File (*.htm; *.html) is selected in the Save as type drop-down list.

In the File name text box, type a name for the report and change the extension to .htm (e.g., Cornwell Brief.htm).

3.
4.
S.
6.

Click Save.

Reading an Online Report Result

Reading a KeyCite Result

[P R Cornwall Brief.doc

IE Approximate number of fin

The blue H indicates that
this case has some history.

T

The green C indicates that
this case has citing
references but no direct
history or negative citing
references.

The red flag warns that
this case is no longer good
law for at least one of the
points of law it contains.

ZFEHNDER Date and Time printing starfed:
KeyCite Request: 286 U.S. 417

Top of Report Citation: [> 286 U.5. 417

P 2603417

P 73 0Md. 426

P 310 1App3d82s
P 270 0Md. 335

I~ H 328 0Md 370

P 28 USCA 1341

¢ TZLABORS
451.001

Billing

Worth At Oil Conselidated . Burnet, 286 US. 417, 52 5 Ct 613, 76 LE. 1197, 3 USTC P 943, 11
AFTR 16, 1932-1 CB. 293 (U £, May 23, 1932) (0. 575)
History

Duect History

u L North Am_Oil Consolidated v Bumet, 286 U.S, 417,52 S.Ct 513, 76 LEd. 1197 , 3 USTC P943 11 AFTR 16,
19321 C.B. 293 (U.S. May 23, 1932) (NO. 575)

Negative Citing References

Declined to Ertend by

2 Burke v. C.LR., T.C. Memo. 2005-297 , 2008
TC Memo 2005-297 (U.5.Tax

Disfinguished by

figv. St. Louis Southwestern Ry. Co., 65 F.2d633 , 12 AF.T.R. 1269 (C.C.AB Aug 17, 1933) (NO. 9541,

9645) (Additional History)

Clinton Hotel Realty Corp. v. G 1R, 128 F.2d 988 , 42-2 USTC P 9553 , 29 AF.T.R. 758 (C.C.A5 (Fla.) Jun 27, 1842)
{NO. 10237) (Additianal History)

¢ 2 Greenwaldv. US. 102 C1.CI. 272 , 57 F Supp. 569 , 44-2 USTC P 9501

7,90 T.C.M. (CCH) B35 , T.C.M. (RIA) 2005-297 , 2005 RIA
T2005) (NO. 14904-04) (Additional History)

e

32 AF.T.R. 1680 (Ct.Cl. Nov 0, 1944)

(NO. 45511) HI: 4 (S.Ct)
& & Wellsv. United States, 106 C£Cl. 378 , B4 F Supp. 476 , 46-1 USTC P 8199, 34 AF.TR. 990 (CL.C1. Mar 04, 1345)
(NO. 45830)
P> 1 PLR 55042652004 , 1956 WL 12275 (IRS PLR Apr 26, 1955)tAdditional History)
8

1972 WL 122368 | TAM 72122214104 (IRS TAM Dec 22, 1972 HN: 1,34 (3.Ct) ) HM: 1,34 (S.CL)

| — The yellow flag warns
that this case has some
negative history but
hasn't been reversed or
overruled.

Figure 3-8. Sample KeyCite result
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Reading a Table of Authorities Result

The citation as it appears on
Westlaw along with its
KeyCite status flag

22

Chapter 3

Westlaw Report
Crtations (2% Cornwall Brief.doc|

Appraximate number of lines:

Top of Report
P 603 417
P 373 0d 426
P 310 10.App3d 82
P 370 0d 525
H 329 Md 370

2 USCA §1341

TXLABORE
451001

Billing

Date and Time printing stared:

[Citation Entry: 1
Your Inforration:  Morth American Ol Consolidated v. Burnett, 286 U.5. 417
Westlaw
Infarmation: North Am. Qil Consolidated v. Bumnet, 286 U.5. 417,52 5.Ct. 613, 76 L.Ed. 1197, 3 USTC P 943,
T AFTR 16,1932-1 C.B 293 (U5, 1932)

Table of Authorities Request: 265 .S, 417

Citation: 285 U.S. 417

F> North Am. Oil Conselidated v. Bumet, 286 U.S. 417,52 S.Ct. 613, 76 L.Ed. 1197, 3 USTC P 943, 11 AF.T.R. 16, 1932-1
C.B. 293 (U.S., May 23, 1932) (NO. 575)

— The citation that was
checked in the Table of
Authorities

The cases cited by the

Cases Cited in North Am. Oil Consolidated v. Burnet

H 1 Board v. Commissioner of Internal Revenue, 51 F.2d 73 (C.C.AB 1931) 615
P 2. U5, v. Brookshire Oil Co., 242 F. 718 (5.0.Cal. 1917) B13+

P 3. Bumetv. Logan, 51 5.Ct. 550 (U.S.N.Y. 1931) 615

H 4. Bumetv. North American Oil Consolidated, 50 F.2d 752 (C.C.A9 1931) 614
P> £ Bumet v. Sanford & Brooks Co., 51 5.Ct. 150 (ULS, 1931) 615

P B Lucas v. American Code Co., 50 5.Ct. 202 (U.S. 1930) 615+ /
P I Noth American Oil Consol. v. C.LR., 12 B.T.A. 68 (B.T.A 1926) 614

H 8 U5 v. Noth American Oil Consolidated, 242 F. 723 (S.D.Cal. 1917) 614

H 5. U5, . Noth American Oil Conselidated, 254 F. 336 (C.C.A9 (Cal) 1920) 614
H 10, s, v. Noth American Oil Consolidated, 42 5.C1. 315 (U.S.Cal. 1922) 614

H 11. North American Oil Consolidated v. Bumet, 52 S.Ct. 208 (U.S. 1932) 614

P> 12, The varanger, 50 F.2d 724 (C.C.A.4 (Md) 1931) 613

P13

U.S. v. 3.8, White Dental Mfg. Co. of Pennsylvania, 47 2.Ct. 5898 (U.S.CL.CI. 1927) 618

case

| __Depth of treatment stars

indicate the extent to
which the citing case
discusses the cited case.

Figure 3-9. Sample Table of Authorities result
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Reading a Find Result

The citation of the
document you requested
]

Top of Report
P ssus a7
P 3731d 426
P> 310 Tl App 3d 835
P> 3701d 525

H 339 Ma, 370
= 26 USCA 51341

¢ LELABORG
431001

EBilling

The full text of the
document retrieved by
your Find request

Approximate number of lines:

FEHNDER Date and Time printing started:

Citation Entry: 1

Your Information:  North American Oil Consolidated v. Bumett, 288 U.S. 417

Westlaw

Infarmation: Morth Am. Oil Consolidated v. Burnet, 286 U.S 417 52 5.Ct 613,76 LEd. 1197, 3 USTC P 943,
11 AFTR 16, 19321 CB 293 (U5, 1932)

FIND Request: 236 L5 417

(C) 2008 Thomson ReutersWest. No Claim to Orig. US Gov. Waorks
Citation:* 52 5.Ct. 613

52 5.0t B13
76 LEd 1197 3 USTC P 943, 11 AFTR 16, 1932-1 C.B 293
Supreme Court of the United States
NORTH AMERICAN OIL CONSOLIDATED
V.

BURNET, Commissioner of Intemal Revenue.
No. &75.

o
Argued April 20, 21, 1932
Decided May 23, 1932

On Certiorari to the United States Circuit Court of Appeals for the Ninth Circuit

Proceedings by David Bumet, Commissioner of Intemal Revenue, to reviev a decision of the United States Board of Tax
Appeals with ralation 1o a dsficiency tax of the North American Oil Consolidated, a corporation, for income and profits taxes
for the year 1517, To review an order of the Cirouit Gourt of Appeals (50 F.(2d) 752), reversing the order of the Soard of Tax
Appeals, the taxpayer brings certiorari

Ordr affirmed

West Headnotes

[1] Internal Revenue k4030
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| The citation as it appears
on Westlaw

Figure 3-10. Sample Find result
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Modifying the System Options
From the System Options tab, you can modify the user name, firm or organization name, and Westlaw password that

were entered during installation.

1. Choose WestBriefTools, Options from the Tools menu. In Word 2007, click the Add-Ins tab on the toolbar, click
West BriefTools, and choose Options.

The Options dialog box is displayed.
2. Click the System Options tab (see Figure 4-1).

System Dptions | Indering Options | Logging | Cite Finding Options |

User Name Uiser Stopaps 7 Click Stop APS to disable the
i e Owganizaton connection to the West servers.
If you have a long firm or organization — FimMameShot  [og  Lessthan 20 characters. Ussd for display in

. o constrained Ul areas.
name, type a shorter version of it in

the text box (less than 20 characters).

‘Westlaw Password : ’—

0K Cancel

Figure 4-1. Options dialog box-System Options tab

3. To change the user name, select the existing text in the User Name text box, and type the new name over it.

4. To change the firm or organization name, select the existing text in the Firm Name text box, and type the new

name over it.

5. Ifyou have a long firm or organization name, you will want to enter a shorter version of the firm or organization
name (less than 20 characters) in the Firm Name Short text box. This name will be displayed in Find Local
Documents. To change the short version of the firm or organization name, select the text in the Firm Name Short
text box, and type the new name over it.

6. To change the Westlaw password, select the existing text in the Westlaw Password text box, and type the new
password over it.

7. To disable the connection to the West servers, click the Stop APS button. The connection to the West servers is
reestablished when a user invokes a BriefTools function.

8. Click OK.
Modifying the Indexing Options
From the Indexing Options tab, you can edit index options.

1. Choose WestBriefTools, Options from the Tools menu. In Word 2007, click the Add-Ins tab on the toolbar, click
West BriefTools, and choose Options.

The Options dialog box is displayed.
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2. Click the Indexing Options tab (see Figure 4-2).

3.

Options E]!l

System Options {17

# Logging | Cite Finding Options |

o

Collection Yitals Indicators

@ Beow: [5% Enter percentages to define the
& Bebw: [11% status of document collections
O Above: 12z following the indexing process.

You can change this number to
match the actual time (in seconds)
it is taking to index your

documents. oK. Cancel

— Estinsisd Tms/KB: g5 Seconds

Figure 4-2. Options dialog box-Indexing Options tab

In the Collection Vitals Indicators section, you can enter percentages to define the status of document collections
following the indexing process.

®' This is considered an acceptable number of document errors. Collections with errors equal to or below
this percentage will have this icon displayed next to them in BriefTools Administration.

] P . . . .
-~ This is considered an above average number of document errors. Collections with errors between this
percentage and the percentage in the first text box will have this icon displayed next to them in BriefTools

Administration.

© This is considered an unacceptable number of document errors. Collections with errors equal to or
greater than this percentage will have this icon displayed next to them in BriefTools Administration.

The number entered in the Estimated Time/KB text box represents the estimated number of seconds per kilobyte that

it takes to index. You can change this number to match the actual time it takes to index your documents. (You can

see an estimate of how long it will take to index your documents by right-clicking a document or collection and

choosing Troubleshooting, Est. Time to Index from the pop-up menu.)

4.

Click OK.

Modifying the Logging Options
The Logging tab includes settings for log files. A log file is generated every day.

1.

Choose WestBriefTools, Options from the Tools menu. In Word 2007, click the Add-Ins tab on the toolbar, click
West BriefTools, and choose Options.

The Options dialog box is displayed.
Click the Logging tab (see Figure 4-3 on page 28).
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Select the desired level
of detail for log files.

Options

System Options | Indsxing Options  Logging | Cite Finding Options |

-

Days to Keep Log Files

Chapter 4

Logging Level

£ Minimum
" Standard

* Detailzd [recommended]

Enter the number of days you
want to keep log files stored on
your computer.

Goto Log File Folder

Ok Cancel

Click to go to the location
where log files are stored on
your computer.

Figure 4-3. Options dialog box-Logging tab

3. Inthe Days to Keep Log Files text box, enter the number of days you want to keep log files stored on your
computer. The default is 30; there is no maximum.

4. Inthe Logging Level section, select the level of detail for log files. Select Minimum to create log files with the least

amount of detail (takes up the least amount of space on your computer). Select Standard to create log files with a
standard amount of detail. Select Detailed to create log files with the greatest amount of detail (takes up the most
space on your computer).

Click Go to Log File Folder to go to the location where log files are stored on your computer.

Click OK.

Modifying the Citation Finding Options
From the Cite Finding Options tab, you can add, modify, delete, or search for publications; add, modify, or delete

explanatory phrases; and edit citation verification options.

1.

Choose WestBriefTools, Options from the Tools menu. In Word 2007, click the Add-Ins tab on the toolbar, click
West BriefTools, and choose Options.

The Options dialog box is displayed.
Click the Cite Finding Options tab, if necessary (see Figure 4-4).

Options

When this check box is
selected, citations within
parentheses are identified.

When this check box is
selected, pro forma
citations are identified.

28

System Options | Indesing Options | Logaing  Cite Finding Options |

Publications f

Explanatory Phrases

\IV |dentifu Citations within parentheses

—— v Identify Pro Forma Citations

oK Cancel

Click to add, modify, delete, or
search for publications.

T Click to add, modify, or delete

explanatory phrases.

Figure 4-4. Options dialog box-Cite Finding Options tab
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o8}

Click Publications to add, modify, delete, or search for publications.
4. Click Explanatory Phrases to add, modify, or delete explanatory phrases.

5. Clear the Identify Citations within parentheses check box if you do not want BriefTools to identify citations
within parentheses.

6. Clear the Identify Pro Forma Citations check box if you do not want BriefTools to identify pro forma citations
(citations introduced by an explanatory phrase, e.g., cert. denied).

7. Click OK.
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