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What Is CiteAdvisor?
CiteAdvisor checks citations in legal documents and suggests the correct citation format. CiteAdvisor

* identifies legal citations (cases, statutes, court rules, regulations, constitutions, administrative
decisions, and journal and law review articles) in the user’'s Microsoft Word document.

* suggests citations from The Bluebook: A Uniform System of Citation, the ALWD Citation Manual, or
a citation style specific to a specifc state.

* gives the user complete control over which citation changes to make—no changes are made
without the user’s approval.

* applies correct formatting directly to the user's document.

* creates a properly formatted table of authorities in the user's document.

Features Available in CiteAdvisor
CiteAdvisor offers you

* letter-perfect accuracy. Your citation formats will meet the standards of the appropriate court,
publisher, or law professor.

» effectiveness. Quickly and almost effortlessly, it builds and inserts a table of authorities.

« efficiency. You can complete document editing and proofreading in a fraction of the time ordinarily
required.

* flexibility and full control. Select the formatting rules you want to use: The Bluebook, ALWD
Citation Manual, your jurisdiction’s rules, or your personal preferences; CiteAdvisor scans your
Microsoft Word document and suggests formatting changes you can accept or reject.

Accessing CiteAdvisor
Access CiteAdvisor at citeadvisor.westlaw.com.

System Requirements
* Internet connection

* One of the following browsers with Javascript and cookies enabled:
* Microsoft Internet Explorer 6.0 or later
* Firefox 1.0 or later
* Netscape Navigator 7.0 or later
» Safaril.1or later

* Microsoft Word 2007 (.docx documents must be converted to .doc documents for processing),
2003, 2002, or 2000

* Windows Vista, Windows XP, or Windows 2000
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Using CiteAdvisor

1. Access CiteAdvisor at citeadvisor.westlaw.com. The West CiteAdvisor sign-on page is displayed

(see Figure 2-1).

West CiteAdvisor

Sign On

Typeyour —— Westlaw Password: _

Westlaw E—
paSlSWOI'd and M Save this Password B Retur to last Research Trai
a client

Switch to sign on using your own OnePass Usemame and Password

identiferin the
text boxes and

then click Sign FEDERAL
On. LEGISLATIVE
HISTORIES
GAQ coverage of most public laws enacted between 1915 and 1995,
Westlaw.

What's New on Westlaw

High Profile Cases. Courtroom Videos &
Trial Docs

Vestlaw PeopleMap

estlaw Patents

Resources

Database Directory

Content Highlights & User Guides

Training Options

My t Information

Featured Tools
West CiteAdvisor
Online CLE Programs
WestCheck
\Westlaw CourtExpress
WestFind&Print
Key Humbers

Figure 2-1. West CiteAdvisor sign-on page

2. Type your Westlaw password and a client identifier in the appropriate text boxes.

3. Click Sign On. The West CiteAdvisor home page is displayed (see Figure 2-2).

West CiteAdvisor

1 Set Options:
Current Option Set: Default

2 gelect Services:

Change current options -

i~ Click to change the options.

[¥] Citation Format advisor
[Table of authorities Builder

3 Select the document to be processed:

| Browse...

Select the services you want
to run.

Process Request

MNote: For assistance call 1-800-REF-ATTY {1-800-733-2889).

Click to browse for the
document you want to
check in CiteAdvisor.

West Citetdvisor Help
West CiteAdvisor Demo

Figure 2-2. West CiteAdvisor home page

4. Set the options. The current option is listed.

To change your options, click Change current options.

See "Setting CiteAdvisor Options” on page 5 for more information.

5. Specify the services you want to run. Select the Citation Format Advisor check box to run
CiteAdvisor and select the Table of Authorities Builder check box to create a table of authorities.
See "Using the Citation Format Advisor” on page 8 and “Using the Table of Authorities Builder” on
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page 9 for more information. It is considered best practice to use the Citation Format Advisor and
the Table of Authorities Builder together; it's also less expensive than using just one of the services.

6. Select the document you want to check by clicking Browse. Select the file and click Open.
7. Click Process Request.

Your results are displayed.

Setting CiteAdvisor Options
WORKING WITH OPTION SETS

Creating a New Option Set

1. To create a new option set, click Change current options on the home page. The West CiteAdvisor
Options Entry page is displayed (see Figure 2-3.).

West CiteAdvisor

West CiteAdvisor Options Entry

To Edit or Delete your options, select the desired entry name. Click Create to add a new option.

Click Create to create

Edit Delete a new option set.

Default

Select Cancel

Figure 2-3. West CiteAdvisor Options Entry page

Click Create. The West CiteAdvisor option details page is displayed (see Figure 2-4 on page 6).
Type a name for the option settings in the text box.

Choose a default jurisdiction from the Default Jurisdiction drop-down list to help identify citations.

ok wN

Select the check box next to each type of coverage you want: Caselaw, Statutes, Administrative
Decisions, Regulations, Court Rules, and Law Reviews and Bar Journals.

6. Set the options under Citation Format Advisor and Table of Authorities Builder, as described on
pages 7-9.

7. Click Save.
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West CiteAdvisor

Name for these option settings:  |Bankruptey court

Default Jurisdiction {to help identify citations): | Minnesota v

Scope of Coverage:

[ caselaw [ Regulations
[ statutes [ Court Rules
[ Administrative Decisions [ Law Reviews and Bar Journals
Citation Format Advisor Table of Authorities Builder
Rules for ditations: | Bluebook Formatting Preferences:
[Funderline Title
Citation Style: | Legal Briefs v Dlitaliize Tide
Formatting Preferences: [FCase Name on Separate Line
[ underline Title Oinclude Subsequent History from Text
[ italicize Title [FUse Passim for Frequently Cited Sources
@include Subsequent Histary [Fcambine Federal and State Categaries

parallel Citations [Junderline TOA Headings

@ allow West CiteAdvisor to suggest which
citations to include
O Include only one ditation per authority cited Tableader [ ¥

Heading Font Style | Regular ¥

CiHInclude citations to all available reporters

Cancel | Reset Defaults

Figure 2-4. West CiteAdvisor option details page

Editing an Option Set
To edit an option set, complete these steps:

1. Select the option set from the list on the West CiteAdvisor Options Entry page (see Figure 2-3) and
then click Edit.

2. Make your changes and then click Save.

Deleting an Option Set

To delete an option set, select it in the list and then click Delete. The option set is immediately deleted.

SELECTING CITATION FORMAT ADVISOR OPTIONS

Figure 2-5 shows the available options for the Citation Format Advisor.

Citation Format Advisor

Rules for citations: | Bluebook
Citation Style: | Legal Briefs v

Formatting Preferences:
[“lunderline Title
[1talicize Title
[l Include Subsequent History
Parallel Citations
& allow West Citeadvisor to suggest which

citations to include
3 Include only ome citation per autharity cited

2 Include citations to all available reporters

Figure 2-5. Citation Format Advisor options
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1. Choose the desired citation rules from the Rules for citations drop-down list: Bluebook, ALWD,
California, New York, Florida, Texas, or Illinois.

2. Choose the desired citation style from the Citation Style drop-down list: Legal Briefs or Law
Reviews.

3. Select the desired formatting preferences under Formatting Preferences. Select one or more of the
following check boxes: Underline Title, Italicize Title, and Include Subsequent History.

Note If you have a document limit, clearing the Include Subsequent History check box will free up
space in your documents.

4. Select the desired type of parallel citations:
* Allow West CiteAdvisor to suggest which citations to include.

* Include only one citation per authority cited and then select either Cite to the official reporter if
possible or Cite to West's National Reporter system if possible.

* Include citations to all available reporters.

5. Click Save.

SELECTING TABLE OF AUTHORITIES BUILDER OPTIONS

Figure 2-6 shows the available options for the Table of Authorities Builder.

Table of Authorities Builder

Formatting Preferences:
[Funderline Title
[italicize Title
[F case Name on Separate Line
[JInclude Subsequent History from Text
[Fluse Passim for Frequently Cited Sources
[“] Combine Federal and State Categories
Ounderline TOA Headings

Tab Leader |.. b

Heading Font Style | Regular v

Figure 2-6. Table of Authorities Builder options

1. Select the desired formatting preferences for the table of authorities under Formatting Preferences.
Select one or more of the following check boxes.

* Underline Title to underline the title in the table of authorities.

* ltalicize Title to italicize the title in the table of authorities.

* Case Name on Separate Line to print each case name on a separate line.

* Include Subsequent History from Text to include history in citations in the table of authorities.
* Use Passim for Frequently Cited Sources to use passim rather than citing specific pages.

* Combine Federal and State Categories to combine state and federal citations in each table of
authorities category. (For example, if this option is selected, federal and state cases will be listed
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together under Cases. If this option is not selected, federal cases will be listed first under Federal
Cases, and state cases will be listed next under State Cases.)

* Underline TOA Headings to underline the headings in the table of authorities.
2. Choose the desired tab leader from the Tab Leader drop-down list.

3. Choose the desired font style for headings from the Heading Font Style drop-down list: Regular,
Italic, or Bold.

4. Click Save.

Using the Citation Format Advisor

The Citation Format Advisor identifies citations in your legal document and suggests the correct
citation format if necessary.

1. At the home page, select the Citation Format Advisor check box (see Figure 2-7).

West CiteAdvisor

1 set Options:
Current Option Set: Default Change current options
2 gelect Services:
Select the [ [ Citation Format Advisor
Citation [Table of Authorities Builder
Format
. 3 select the document to be processed:
Advisor
check box to [ Browse
review your
document in
Citation
Format Note: For assistance call 1-800-REF-ATTY (1-800-733-2889). \West Citeadvisor Help
. West Citefdvisar Demo
Advisor.

Figure 2-7. West CiteAdvisor home page with the Citation Format Advisor check box selected

2. Click Browse to select the Word document containing the citations you want CiteAdvisor to review.

3. Click Process Request. The first citation that is recognized is highlighted in yellow in the text box at
the top of the page (see Figure 2-8 on page 9). The citation is also displayed in the Citation text
box. If the citation is not correctly displayed in the Citation text box, click Edit Citation Range to
make corrections to the boundaries of the citation. Highlight the desired text and click Accept
Change.

Note You can edit the citation range only if you accept the suggestion.

4. The CiteAdvisor suggestion is displayed in the Suggestion text box. To accept the suggestion, click
Accept. If there are multiple suggestions, first select the desired suggestion, then click Accept. Or,
click lgnore Suggestion to ignore the suggestion and move to the next suggestion. If the citation is
not valid, click Not a Citation to move to the next suggestion. This will ensure that the citation will
not be included in the table of authorities.

Note The reporter citation to very recent cases may be unofficial and could change.

5. Click Cancel Process to quit or to check a new document.
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Note Billing starts at the first suggestion.

If you selected both the Citation Format Advisor and Table of Authorities Builder services at the West
CiteAdvisor home page, you can go directly to the Table of Authorities Builder after you finishing
checking the citations in your documents in Citation Format Advisor. At the end of your document, click

Select TOA Point of Insertion.

West CiteAdvisor
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dontine the hraad i the sxchusion as ursd b

o1d in that o
this case demonstrates, the mploy

~

distinctions of the Cormy
225 onfl

ensical
meaning (o the
for cach working

sroll method m
from th

and the amici curias ic

Citation:

Confirming Citation 3 of 27 citations identified so far in your document

Fsy. Lab.Cade Ann. § 451.001

boundaries

Suggestion:

) Tex. Labor Code Ann. § 451,001 {(Vernan)

If your citation is not identified correctly, click "Edit Citation Range" to correct

Accept
Edit Citation Range
‘ T SsEsE
Mot a Citation :l
Cancel Process

Recognized citations
appear here.

Click to edit the
/citation boundaries.

Click if the citation is
not valid.

| The CiteAdvisor
suggestion is
displayed here.

Figure 2-8. Sample Suggestion page

TEXT BOX HIGHLIGHTING LEGEND

Citation highlighted in yellow

Current citation

Citation highlighted in green

The citation suggestion was accepted

Citation highlighted in blue

The citation suggestion was not accepted

Using the Table of Authorities Builder
1. At the home page, select the Table of Authorities Builder check box (see Figure 2-9 on page 10).

2. Click Browse to select the Word document containing the citations you want reviewed.

3. Click Process Request. A page is displayed at which you can specify the table of authorities (TOA)
insertion point (see Figure 2-10 on page 10).
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West CiteAdvisor

1 Set Options:

Current Option Set: Default Change current options
2 gelect Services:

[¥] Citation Format Advisor

I Table of suthorities Builder

3 Select the document to be processed:

‘ Browse...
Process Request

Note: For assistance call 1-B00-REF-ATTY (1-800-733-2889).

West CiteAdvisor Help
West CiteAdvisar Demo

Select the Table of Authorities Builder
check box to insert a table of
authorities in your document.

Figure 2-9. West CiteAdvisor home page with the Table of Authorities Builder check box selected

West CiteAdvisor

STATE OF NEW ENGLAND
GENERAL COURT OF LAW

HITE OAK COUNTY NO. XX-CR-XXXXX
PETITIONER'S BRIEF

STATE OF NEW ENGLAND,

TOA Insertion Point

Select your desired TOA insertion paint by dlicking on one of the TOA images in the dacument abave. If
you do not select an insertion point, the TOA will not be inserted,

Build TOA
Cancel

Figure 2-10. TOA insertion point page

4. Specify the desired TOA insertion point by clicking Insert TOA here at the desired insertion point. If

you don't specify an insertion point, the table of authorities will be inserted at the top of the

document.
5. Click Build TOA.
Note Billing starts after you click Build TOA.

6. A message is displayed informing you that all citations have been processed. Click Download
Document to download the document to your computer. Click Print highlighted html version of

document at the top of the page to print an HTML version of the document. This HTML document

allows you to review the changes you made in your document; it does not include the TOA.

Note If the highlighted text in your document does not appear when printing the document using the
Print highlighted html version of document option, you may need to change your browser options

by completing the following steps:

1. Choose Internet Options from the Tools menu.



2. Click the Advanced tab.
3. Scroll down to the Printing section and select the Print background colors and images check box.
4. Click OK.

Note The table of authorities is in alphabetical order. Page breaks are inserted before and after the
table of authorities. Pagination is the same as the surrounding text in the document.
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