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An example of an ALR annotation is shown in Figure 10-1. 

Figure 10-1. ALR annotation

From the Links tab, you can

• check the history of an ALR annotation in KeyCite by clicking 
History. An annotation will be marked with a red flag if it has 
been superseded, or a yellow flag if it has been superseded in 
part, and will contain a link to the later annotation. 

• retrieve a list of citing references by clicking Citing References.

• view ResultsPlus information specific to the annotation.

• view a list of cases cited in an annotation by clicking Table of 
Authorities.
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American Jurisprudence 2d
The American Jurisprudence 2d database (AMJUR) contains the 
full text of American Jurisprudence 2d (Am Jur 2d), a multivolume 
legal encyclopedia of state and federal law that is published by 
West. Am Jur 2d contains more than 400 separate titles on a 
broad range of topics. Each title is updated annually. You can 
gather background information, determine the applicable primary 
law, and find leads to other secondary materials, such as forms 
and practice guides.

RESTATEMENTS

Restatements of the law are written by scholars under the auspices 
of the American Law Institute. Each restatement, covering one of 
13 fields of law, describes the law in a particular field and provides 
explanatory comments. The Restatements of the Law database 
(REST) contains the complete text of all available restatements, 
various tentative drafts of the restatements, various proposed final 
drafts, and draft-related documents published in The ALI Reporter.

UNIFORM LAWS ANNOTATED

One of the major aspects of the law reform movement in the 
United States has been a drive for the enactment of uniform laws 
by the states. The National Conference of Commissioners on 
Uniform State Laws meets annually to draft, promulgate, and 
promote uniform laws, which the states can then adopt, modify, or 
reject. West publishes Uniform Laws Annotated, which includes the 
complete set of all uniform laws that have been adopted by at 
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least one state, notes of decisions from adopting states, and 
references to law review commentaries. On Westlaw, the Uniform 
Laws Annotated database (ULA) contains documents from 
Uniform Laws Annotated.

BLACK'S LAW DICTIONARY

Black’s Law Dictionary, Eighth Edition, is available on Westlaw in 
the Black’s Law Dictionary, Eighth Edition database (BLACKS). To 
search the dictionary, access the database and type your search 
terms in the text box on the search template. Then click Search 
Westlaw. The document retrieved by the search “clean hands” is 
shown in Figure 10-2.

Figure 10-2. Entry in Black’s Law Dictionary
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Using FormFinder
FormFinder on Westlaw provides quick access to text forms, fillable 
PDF forms, checklists, and clauses. Legal editors have categorized 
hundreds of thousands of forms from national and state form sets, 
including legal and business, transactional, pleading and practice, 
and litigation forms, into relevant topics and subtopics. FormFinder 
also provides an easy-to-use template for your search.

To retrieve a form using FormFinder, complete these steps:

1. Click FormFinder at the top of any Westlaw page (Figure 10-3). 

Figure 10-3. FormFinder search template
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2. Select a topic, e.g., Litigation–Civil Trial, from the Select a Topic 
drop-down list.

3. Select a subtopic, e.g., State Courts–Pleadings, from the Select 
a Subtopic drop-down list, if desired.

4. By default, all document types under Document Type are 
selected. To remove a document type from your search, clear its 
check box.

5. By default, Westlaw will search all jurisdictions. To restrict your 
search to specific jurisdictions, select the appropriate check 
boxes under Jurisdiction Selection.

6.Type a Terms and Connectors search, e.g., share-holder /2 
derivative /2 action, in the Enter Search Terms text box, if 
desired.

7. Click Search Westlaw. The result list for your search is displayed.

8.Click the title of a form in the result list. The form is displayed in 
the right frame.

Searching Public Records
Public records databases on Westlaw provide the following types 
of information:

• information about individuals, including names, addresses, and 
phone numbers

• asset records, including real property records and records 
relating to the ownership or registration of motor vehicles, 
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aircraft, watercraft, and stock

• real property reports, deed images, and parcel maps

• reports about people and companies

• corporate records and business directories

• adverse filing records, including records of lawsuits and 
bankruptcies, liens and judgments, and Uniform Commercial 
Code (UCC) filings

• professional license and registration records

• criminal records and risk awareness

• death records

ACCESSING PUBLIC RECORDS

You can access public records databases in the following ways: 

• Type a public records database identifier in the Search these 
databases text box in the left frame of the Westlaw Directory 
page or a tabbed page and click Go.

• Click Directory at the top of any page to display the Westlaw 
Directory, then click Public Records to display the Public 
Information, Records, and Filings section. To access a database, 
click a database name in the right frame.

PERMISSIBLE USE REQUIREMENTS

Many public records databases require you to select one or more 
permissible uses under applicable laws and rules before you can 
run a search. When you have a permissible use, select the use from 
the Permissible Uses drop-down list at a database Search page.
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In some databases, you can select No Permissible Use from the 
Permissible Uses drop-down list, which enables you to search the 
database. Content requiring a permissible use will be excluded 
from the search result.

Figure 10-4. Database search template with Permissible Uses drop-down list

SEARCH METHODS

Public records databases provide search templates that make it 
easy for you to retrieve the information you need. Just type your 
search terms in the appropriate text boxes and click Search 
Westlaw. 
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In general, it is a good practice to use numerical connectors 
between your search terms. If your search terms constitute a 
phrase, place them in quotation marks. 

Most public records databases also offer the Terms and 
Connectors search method to accommodate your research needs. 
The Natural Language search method is unavailable in public 
records databases.

For further information, download a free copy of the 
Westlaw Public Records Research Guide at 
west.thomson.com/support/user-guide/westlaw/records.aspx.

News and Other Nonlegal Information

NEWSPAPERS AND MAGAZINES

The NewsRoom sources on Westlaw provide access to a 
comprehensive library of newspapers; business, financial, and 
trade publications; newswires; television and radio transcripts; and 
consumer magazines. Thousands of well-known and respected 
sources are available, including the New York Times, Orlando 
Sentinel, Chicago Tribune, Los Angeles Times, and USA Today. For a 
complete list of news and business sources on Westlaw, click 
Directory at the top of any page, then click Business and News. 
You can also easily access many NewsRoom sources using the 
tabbed News page. For information on adding the tabbed News 
page, see “Adding and Removing Tabbed Pages” on page 230.
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To help you quickly retrieve relevant news and business 
information from these sources, documents in NewsRoom sources 
are assigned index reference codes called SmartTerms. 
SmartTerms help you refine your search and retrieve only those 
documents that contain the type of information you specify. Using 
these predefined terms saves you searching and browsing time on 
Westlaw and makes your online searches more efficient.

Using the Limit Your Search Using SmartTerms Feature
The Limit Your Search Using SmartTerms feature makes it easy to 
create a focused query and retrieve relevant documents. Access 
any NewsRoom database, such as ALLNEWS (Figure 10-5), and 
follow these steps:

1. Click the Terms and Connectors tab if it is not already selected.

2. Select a category by clicking the Industry, Company, Subject, or 
Location tab. Then do one of the following:

• Choose Begins With, Contains, or Exact Phrase from the 
drop-down list and type a term or phrase in the text box. Then 
click Scan. A list of SmartTerms matching your search criteria 
is displayed.

• Click the plus (+) and minus (–) symbols to browse the list of 
SmartTerms. 

3. To add SmartTerms to your search, select the appropriate check 
boxes and click the right arrow button. (To delete SmartTerms 
you have added, click the left arrow button.)
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4. Type a Terms and Connectors query in the Search text box, if 
desired.

5. Click Search Westlaw.

Figure 10-5. ALLNEWS Search page

SCHOLARLY AND TECHNICAL INFORMATION

To help you locate scholarly studies, Westlaw offers databases 
such as SciSearch: Science Citation Index Expanded (SCISEARCH-
EXP), which contains bibliographic information, author abstracts, 
and cited references from articles found in 3,800 of the world's 
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leading scholarly science and technical journals covering more 
than 100 disciplines. 

In addition, news and information databases on Westlaw include a 
wide variety of scholarly and technical databases that have a 
topical focus in practice areas such as environmental law, 
communications, health and medicine, intellectual property, and 
science and computer technologies.

WESTCLIP

The WestClip clipping service makes it easy for you to stay up-to-
date on developments in law, politics, and business. You can set up 
a WestClip entry to run a Terms and Connectors query 
automatically at the frequency you select. You will receive only the 
newest documents because WestClip automatically updates the 
added-date restriction each time the search is run. You can have 
your results delivered to your e-mail address fax machine or 
printer, or you can choose to be notified when results are available.

To create a WestClip entry after running a Terms and Connectors 
search, click Add Search to WestClip at the top of the result list, or 
select Add Search to WestClip from the Result Options drop-down 
list on the Result List tab and click Go. To create a new WestClip 
entry, click Alert Center at the top of any page. For more 
information, see “Creating a WestClip Entry” on page 199. 
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11 Printing and Delivering Documents

Westlaw has the following features to help you print, e-mail, 
download, or save your documents:

• Delivery icons in the upper-right corner of your search results 
make it easy to select a print or delivery method.

• Quick Print lets you print the document or result list you are 
viewing in less time. See “Printing the Document You Are 
Viewing” below for more information. 

• Check boxes in your search and KeyCite results let you print 
selected documents.

The Print/Delivery Manager lets you save print or delivery requests 
for up to 30 days. You can also reprint documents and get 
additional copies of documents without having to re-create your 
search. 

Printing Documents in Your Search Result

PRINTING THE DOCUMENT YOU ARE VIEWING

Using Internet Explorer 5.5 or later, you can print a Westlaw 
document on your attached printer with just two clicks of your 
mouse. Some types of documents, such as court opinions, can be 
printed in an easy-to-read, dual-column format. Word-processing 
software or additional software plug-ins are not required.

When you want to print the document you are viewing, click the 
Quick Print to Attached Printer icon in the upper-right corner of 
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the page. When the Windows Print dialog box is displayed, click 
Print or Send Request to send the document to your attached 
printer.

PRINTING OR DELIVERING OTHER DOCUMENTS IN YOUR RESULT

To print or deliver other documents, follow these steps:

1. If desired, select the check box next to each document in a result 
list you want to print or deliver.

2. Click a delivery icon in the upper-right corner of a retrieved 
document or result list (Figure 11-1). A dialog box is displayed 
that allows you to choose print or delivery options.

Figure 11-1. Print and delivery icons in a search result

• Click the Print Document icon to print documents in your result. 

• Click the Email Document icon to send the documents in your 
result to one or more e-mail addresses. Documents can be 
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delivered in the body of the e-mail message or as attachments.

• Click the Download Document icon to save documents on your 
computer.

• Click the Other icon and choose Fax from the menu to fax a 
document. 

Note Some delivery methods may not be available. The delivery 
icons shown in the following example may differ from 
your Westlaw display.

3. Specify whether you want to print or deliver all documents, the 
current document, selected documents, or the result list. If you 
select Current Document, you can also specify whether you want 
to include KeyCite history and citing references (Figure 11-2).

4. In the Page Options section, specify which document pages you 
want to print or deliver (e.g., full text of documents, first pages 
only). To print or deliver specific pages from a print publication, 
select Star Pages and type the page numbers in the text box.

5. Click Settings to display a Settings dialog box for the print or 
delivery destination you selected. In the Content Options section, 
specify whether you want to include features such as KeyCite 
flags, highlighted search terms, and images in your printed or 
delivered documents. In the Format section, specify the format of 
your printed or delivered documents, such as font size and 
number of columns. Click Done when you finish selecting your 
settings.
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6.Click Print, Send, or Save depending on the print or delivery 
destination you selected. 

Figure 11-2. Print dialog box

Specifying Default Settings
The Print and Download Preferences page allows you to select 
default settings for the Printer, E-Mail, Download, and Fax delivery 
destinations. You can override these defaults when you deliver 
documents by selecting new settings. To select your default 
delivery settings, follow these steps:

1. Click Preferences in the upper-right corner of any page. The 
Location and Pricing Preferences page is displayed.
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2. Click Print and Download in the left frame. The Print and 
Download Preferences page is displayed.

3. Under Content Options, select the check box next to each option 
you want to include in your delivered documents (e.g., 
highlighted search terms, images, links to Westlaw, and KeyCite 
flags).

4. Under KeyCite Content Options, select the check box next to each 
type of KeyCite information you want to include in your delivered 
documents.

5. Select a delivery time.

6.Under each delivery destination (e.g., Attached Printer), specify 
your delivery settings using the text boxes and drop-down lists.

7. Click Save Changes to save your default delivery settings.

Using the Print/Delivery Manager
The Print/Delivery Manager stores pending, failed, and delivered 
requests so you can easily reprint your documents. All requests 
that were printed or delivered in the last 48 hours are shown in the 
Delivered Requests section of the Print/Delivery Manager. Saved 
and failed requests are shown in the Saved on Westlaw section of 
the Print/Delivery Manager.

To view your requests, click the Other icon in the upper-right corner 
of a document or result list, then choose Print Delivery Manager 
from the menu. Alternatively, click Site Map at the top of any page 
and then click Print/Delivery Manager under Manage your account 
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preferences or Tools. The Print/Delivery Manager page is displayed 
(Figure 11-3).

Figure 11-3. Print/Delivery Manager

Each entry in the Print/Delivery Manager shows the

• status of the request

• database or service in which the request originated

• description, query, or citation used to retrieve the result

• approximate number of lines requested (rounded up to an 
increment of 5)

• number of documents requested

• destination to which you sent your request (Delivered Requests 
only)

• number of images included in the request (Saved on Westlaw 
only)

• date and time the request was created

• number of days until the request expires (Saved on Westlaw 
only)
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PRINTING AN ENTRY IN THE PRINT/DELIVERY MANAGER

To print an entry in the Print/Delivery Manager, follow these steps:

1. Click Delivered Requests or Saved on Westlaw, if necessary.

2. In the Status column, select the check box next to each entry you 
want to deliver. You can deliver up to 10 entries.

3. Select the destination for your request by clicking the 
appropriate button, e.g., Email. In the displayed dialog box, 
enter the appropriate information, e.g., an e-mail address.

4. Click Send, Print, or Save depending on the delivery destination 
you selected.

DELETING AN ENTRY FROM THE PRINT/DELIVERY MANAGER

To delete an entry, select the check box next to the entry in the 
Status column. Then click Delete.
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12 Customizing Your Search Environment

Adding and Removing Tabbed Pages
Tabbed pages on Westlaw are organizational tools that help you 
focus your research and save you time. To select one or more 
tabbed pages, follow these steps:

1. Click Add a Tab at the top of any page. At the next page, click 
Add Westlaw Tabs to display a list of available tabbed pages. To 
preview a page, click the page name.

2. Select the check box next to the name of each tabbed page you 
want to add, e.g., the Ohio check box under Jurisdictional–State 
and the Litigation check box under Topical, and then click Add 
to My Tab Set.

3. A list of the pages you’ve selected is displayed under In Tab 
Display. One page is designated as your default page (the page 
that is displayed when you sign on to Westlaw). To select a 
different page as your default, click Set as Default next to the 
page.

4. To display a tabbed page, click its tab. 

As shown on the Ohio page below, the left frame contains useful 
shortcuts to common research tasks and the right frame contains a 
Search section followed by database groups. You can customize 
each of these sections to increase your Westlaw efficiency. 
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Figure 12-1. Tabbed Ohio page

To delete a tabbed page, click Add a Tab, then select the check box 
next to the name of the page and click Delete.

Customizing Content and Display Options
To customize content and display options, click Show next to 
Content and Display Options at the top of the page. Three sets of 
options are displayed, as described below.

TAB OPTIONS

Use the options in the Tab Options section to rename a page, save 
a copy of a page, delete a page, or e-mail a page.
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ADD CONTENT TO THIS TAB

Use the options in the Add Content to this Tab section to add 
individual databases and useful tools to your page.

• To add databases, click All Databases. Browse the Westlaw 
Directory by clicking the links. Then select the check boxes next 
to the databases or collections of databases you want to add 
and click Add.

• To add an individual database when you know its name, click 
Individual Databases and Folders. Then click Add a Database, 
type the database name in the Add a Database text box, and 
click Add. In the displayed list of databases, select the check box 
for the database you want, then click OK.

• Click Browse Common Tools to display a list of tools you can 
add to your page (Figure 12-2). Select the check boxes next to 
the tools you want to add and then click Add. For example, to 
add a shortcut to Black’s Law Dictionary, select the Definitions 
check box and click Add.
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Figure 12-2. Adding content and display options

You can also use the content and display options to add database 
collections, add tools and other resources from other tabbed 
pages, and browse the Westlaw Directory by WestlawPRO plan.

DATABASE DISPLAY OPTIONS

Use the options in the Database Display Options section to add 
options to your database display. Select the check box next to each 
option you want to display. For example, select the Table of 
Contents and Statutes Index check boxes to display links to the 
table of contents and statutes index for all the individual 
databases that contain these materials. Then click Save Options.

After you have selected content and display options, click Hide 
next to Content and Display Options, if necessary, to hide the 
options. Tools you added are displayed in the left frame and 
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databases you added are displayed in the right frame under 
Recently Added.

Customizing Tools in the Left Frame
You can customize the tools in the left frame to display useful 
options. To edit a tool, click Edit, where available. For example, 
click Edit next to Find by citation to display a list of options you can 
add to this tool (Figure 12-3). To add an option, select its check 
box; to remove an option, clear its check box. Then click Save.

Figure 12-3. Editing the Find by citation tool

To hide a tool you use infrequently, click the Hide button. For 
example, click the Hide button next to Alerts if you don’t want to 
display the list of alert services. Click the Show button to display a 
tool. Click the Close button to permanently delete a tool from the 
left frame.
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To move a tool in the left frame to another location on the page, 
hold your pointer next to the tool name, e.g., Find by citation, until 
the pointer indicator changes and then drag the pointer to move 
the tool.

Customizing the Search Section
You can customize the Search section to display features you can 
use when searching on Westlaw. Click Edit to display the available 
options (Figure 12-4). Select the check boxes next to the options 
you want to display; clear the check boxes next to the options you 
do not want to display. Then click Save.

Figure 12-4. Editing the Search section

Customizing Database Groups
You can customize database groups in the right frame in a variety 
of ways, as described below.
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EDITING A DATABASE GROUP

You can easily make changes to one or more database groups. 
Click Edit next to a database group name, e.g., Cases, to display 
available options (Figure 12-5), including the following:

• To rename the database group, type the name in the Rename 
text box and click Rename.

• To add a database, type one or more database names or 
identifiers, separated by semicolons, in the Add Database text 
box and click Add.

• To change the number of databases displayed in the group, 
select a number from the Show drop-down list and click Save.

Figure 12-5. Editing a database group
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DISPLAYING INDIVIDUAL DATABASE OPTIONS

You can also access options for individual databases within 
database groups. Hold your pointer over a database name and 
then click the Show button to display available options 
(Figure 12-6), including the following:

• To display the Search page for a database, click its database 
identifier, e.g., OH-CS.

• To view detailed information about a database, click Scope.

• To delete a database from the group, click Remove from List.

In addition to the options listed above, statutes databases include 
the following two options:

• To link to the statutes index for a database, click Statutes Index.

• To display the table of contents for a database, click Table of 
Contents.

Figure 12-6. Options for individual databases
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MOVING DATABASE GROUPS AND INDIVIDUAL DATABASES

You can move entire database groups as well as individual 
databases within groups. To move a database group, hold your 
pointer over the name of the group until the pointer becomes a  
and then drag your pointer to move the group (Figure 12-7).

Figure 12-7. Moving a database group

To move an individual database either within its group or to 
another group, hold your pointer over the database until the 
database name is highlighted, then drag your pointer to move the 
database.

Sharing a Tabbed Page with Others via E-Mail
Tabbed pages, including those you have personalized, can be 
shared with others via e-mail. 
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SENDING A TABBED PAGE

To send a tabbed page via e-mail, follow these steps:

1. Click Add a Tab at the top of any page. At the next page, select 
the check box next to the name of the tabbed page you want to 
send.

2. Click E-mail at the bottom of the page. The E-mail Tab(s) dialog 
box is displayed.

3. Type the address information in the text boxes and click Send to 
e-mail the pages.

RECEIVING A TABBED PAGE

To add the tabbed pages sent to you via e-mail to your Westlaw 
interface, open the e-mail message and click Save All Tabs to add 
all pages, or click Save Tab to add a specific page. Click Preview 
Tab to view a tabbed page without adding it. The links in the e-
mail message expire after two years.

To decline all tabbed pages that are sent to you, close or delete the 
e-mail message. 
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Choosing Your Research Preferences
You can customize many aspects of your research session using 
the Preferences pages. For example, you can designate either 
Terms and Connectors or Natural Language as your default search 
method; specify a pricing method; and tailor the display of your 
KeyCite, KeyCite Alert, Docket Alert, Profiler Alert, and WestClip 
results. 

To access the Preferences pages, click Preferences at the top of 
any page. The Location and Pricing Preferences page is displayed 
in the right frame (Figure 12-8). For other preferences, click a 
Westlaw feature or service in the left frame, as shown below.

Use the drop-down lists, buttons, and check boxes to customize 
Westlaw for your research needs, then click Save Changes.
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Figure 12-8. Location and Pricing Preferences page
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