UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF OHIO

Cross-Document Hyperlinks

CM/ECF users can file PDF documents that include hyperlinks to:
. Previously filed documents in the same case.

. Previously filed documents in other cases that reside in
the Northern District of Ohio’s CM/ECF database.

. Previously filed documents in cases that reside in
other courts’ CM/ECF databases.

. Documents being filed as attachments to your current
filing.
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Hyperlinking Highlights:

. A document can be linked to
another document in the
Northern District of Ohio’s
CM/ECF database or to any
CM/ECF database in the federal courts:
District, Bankruptcy, and/or Appellate.

. The hyperlink, as set by you as the filer, may link to the start of
the document or to a specific page in the document.

. You can file a document that includes a hyperlink to a document
that is being filed simultaneously (in the same docketing
transaction). For example: A main document can contain a
hyperlink to an attachment/exhibit which is e-filed in the same
transaction.

. Immediately after a document is filed in CM/ECF, that document
will be available to be linked as a hyperlink in a subsequently
filed document.

. Hyperlinks to restricted documents are not accessible unless
users have appropriate permissions. So linking to sealed or
restricted documents may be beneficial to the court but not
accessible to outside users.

. The changes for CM/ECF Version 3.1 only pertain to hyperlinks to
ECF documents; the ability to file documents with hyperlinks to
any external URL (e.g., Westlaw, Lexis) is not affected by the
new cross-document hyperlink functionality.



Information About Cross-Document Hyperlink Use:

. When you insert cross-document hyperlinks, you must also cite
the title of the document, the court record number, and if
applicable, the page number. The hyperlink is a convenience,
not a citation replacement.

. CM/ECF does not verify the hyperlinks within the documents.
Therefore, they must be correct or they will not work.

. This functionality has been tested and works properly with Corel
WordPerfect 11 or higher and Microsoft WORD 2002 or higher.
Hyperlinks added to documents created in other word processing
programs may not function properly once the documents are
converted to PDF format.
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CREATING HYPERLINKS TO PREVIOUSLY FILED

DOCUMENTS (USING WORDPERFECT)

STEP 1 Access the appropriate CM/ECF system and run the Docket
Report for the case that contains the document you want to
link to. (Any CM/ECF report that contains document links may
be used.)

STEP 2 Locate the document on the docket sheet.
STEP 3 Copy the URL of the document:
1. Place the mouse cursor over the document link
and right click. The document link is represented by a

number with an underscore - it is not the NEF “silver
ball”.

2. Select Copy Shortcut (Internet
Explorer/Netscape)(Figure 1)
OR
Copy Link Location (Firefox) (Figure 2)

NOTE: If you want to link to an attachment to a primary
document filed in CM/ECF, you must select the hyperlink to the
attachment from the Document Selection Menu. (Figure 3).

For example, if you are linking to an attachment (exhibit) filed
with a declaration, you must first select the declaration from
the docket sheet. When the Document Selection Menu
appears copy the URL of the attachment by following the
procedure outlined above.

You should not copy hyperlinks from Notices of Electronic Filing.
The document hyperlinks in NEFs contain special information
that allows them to provide one “free look” to qualified
recipients of the NEF. Instead of copying hyperlinks in NEFs,

you should run a report in CM/ECF, such as the Docket Report,
and copy the document number hyperlink from the report.

U.S. District Court, Northern District of Ohio July 2009



CM/ECF District Court Cross - Document Hyperlinks - Page 6

: i i - i i - -
UECF Civil Criminal Query Reports
Date Filed # Docket Text
01/05/2008 @1 | COMPLAINT for Patent Infrincement against James Watt by Leonarndg
01/15/2008 @2 ANSWER to Complaint with jury demand by James Watt (LAM. ) (Ents
01/20/2008 @ 3 MOTION tn Dismiss by Tames Watt. # 1 Proposed Order (LAM. ). (Ex
Open
01/20/2008 34 OpeninNew Tab e 3 MOTION to Dismiss filed by James
Cpen in Mew Window
01/20/2008 B save Target As... er in Support re 3 MOTION to Dismiss

o Print Target _ L .
01/20/2008 26 re 3 MOTION to Dismiss : Motion Hea

man (LAM. ) (Entered: 01/25/2009)

01/25/2008

iZopy Shorkcut PTIOMN to Dismiss filed by Leonardo Fil

3 MOTION to Dismiss filed by James W

[==]

add ko Favarites. ..

* ]
01/30/2008 .
02/04/2008 .

(kY]

Convert link karget to Adobe POF Requesting Additional Briefing. Signed by
Convert link karget to existing PDF

03/05/2008 3 10 Cher kb Aok ardo Fibonacci (LAM, ) (Entered: 01/2]
03/05/2008 D11 peoperties e 10 MOTION to Continue filed by Leg
03/05/2008 312 | AFFIDAVIT of Alice Mauk by Leonardo Fibonacci. (LAM., ) (Entered:
03/09/2008 313 | DECLARATION of Dr. Phil D. Fish by Leonardo Fibonacei (LAM. ) (|
04/01/2008 3 14 | OBJECTIONS re 10 MOTION to Continue Hearing by James Watt. ([
fasa s nnan - amATTANT. e 4T TET o T AR N T . 4 AaaEianAns
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U.S. District Court, Northern District of Ohio
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CM/ECF District Court

Query Reports ~ Utilities - Search Logout

EECF Civil~  Criminal -

Document Selection Menu
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1 Ilain Document 1 page
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Figure 3: Copy URL of Attachment to Document

July 2009
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STEP 4 Open WordPerfect and locate the document to which the

hyperlink should be added.

- Select and highlight the appropriate text to be
hyperlinked, such as “Motion to Dismiss” shown in

Figure 4 below.

- Click Tools on the menu toolbar.

- Select Hyperlink from the drop-down list.
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Figure 4: Highlight Text to Create the Hyperlink

U.S. District Court, Northern District of Ohio

July 2009
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STEP 5 Next, the Hyperlink Properties dialog box appears. (See
Figure 5).

. Click in the Document/Macro field.

. Right Click and Paste the URL of the document
copied in Step 3 into the Document/Macro field.

. Click the OK button.

HE

Define links to ather documents or bookmarkz in thiz or ather documents. Or, define a
macro to be executed when the user clicks on the link.

Docurment/Macro: |ht|2|:ISZ.-".-"ECf-WﬂEE|.USCDurtS.QD'\-‘.-"dDCE.-"'I 95 EI| Browse Weh... |

Bookmark: | j

T arget frame: |

k., | Cancel | Help

Figure 5: Hyperlink Properties/ Paste URL

STEP 6 Save the Word Perfect document.
STEP 7 Publish the WordPerfect document to PDF format.
. Click File on the menu toolbar.
. Select Publish to . . . or Publish to PDF function

(this selection depends on the version of
WordPerfect you are using) (See Figure 6).

U.S. District Court, Northern District of Ohio July 2009
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]
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int Watt’s and Greer’s Motion to Dismiss (Ct.
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Figure 6: Publish to PDF

. Do not “print” a document to a PDF writer. The hyperlinking
will fail.

. “Publish to PDF...” must be used if a document contains a
hyperlink.

STEP 8 Save the PDF document.

STEP 9 E-file using the appropriate CM/ECF event and attach the
PDF document as usual.

U.S. District Court, Northern District of Ohio July 2009
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CREATING HYPERLINKS TO SPECIFIC PAGES WITHIN
PREVIOUSLY FILED DOCUMENTS (USING

WORDPERFECT)

Complete Steps 1 through 4 as instructed on pages 5-9 (above).
STEP 5 Next, the Hyperlink Properties Dialog Box appears.
. Click in the Document/Macro field.

. Right Click and Paste the URL of the document copied
in Step 3 into the Document/Macro field.

. Using the arrow keys, advance your cursor to the end of
the URL line.
. Type “?page=" and insert the page number you wish

the hyperlink to directly go to. (For an example, see
Figure 7 below. In this example, we are linking to page 3
of a document). Reminder: If you are linking to a
specific page in a document, cite to the page number,
e.g., Motion to Dismiss (Ct. Rec. 6 at 3).

. Click the OK button.

2]

Define linkz to ather documents or boakmarks in thiz or other documents. Or, define a
macro to be executed when the user chcks on the link.

Documnentt acro: |.usu:u:uurts.gu:w.-"d|:u:2.f'1 95027619%page=3 B3| Browse'web..

Bookmark: |

T arget frame: |

Ok | Cancel | Help

Figure 7: Linking to a Specific Page

Publish your document to PDF and e-file following Steps 6 through 9
as instructed on pages 10-11 (above).

U.S. District Court, Northern District of Ohio July 2009
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CREATING HYPERLINKS BETWEEN DOCUMENTS FILED IN

THE SAME EVENT (USING WORDPERFECT)

In order to create a hyperlink between the main WordPerfect
document to a secondary document (attachment) filed in the same
event, the secondary document must be in PDF format.

STEP 1 Using WordPerfect, create the secondary (attachment)
document to which the main document will be linked. An
example of a secondary document is a proposed order,
such as the one shown in Figure 8.

STEP 2 Save the secondary WordPerfect document.

STEP 3 Publish the secondary (attachment) document to PDF

Format.
. Click File on the menu toolbar.
. Select Publish to . . . or Publish to PDF function

(this selection depends on the version of WordPerfect
you are using)(See Figure 8)

mEdlt Wiew Insert Format Table Tools indow  Help

@: Mew Chrl+M
Mew fram Praject. .. Chrl+Shift 4+

[ Mew %ML Documert... Rwl@m A S EriEE-E Dk | 2 e wr
Open... Chr+-O 2 5 4 5 . =

| Close Ctrl+F4 L3 LS L3 LS LS S K LS 'S S S L
Save Ctri+s UNITED STATES DISTRICT COURT
Save As... F3 EASTERN DISTRICT OF WASHINGTON

Save Without Metadata, .,

O FIBOMACCT,
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Signature 4 Plaintiff,
Document 3

CV-08-00575-XYE

Page Setup...
Print... Ctr+P
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HTML. .. .
&nd 1o Publish the document ko PDF Format |
]

(PROPOSED ORDER)

1 proposed arder.wpd

2 Warking Draft Hyperlink Instructions.wpd
3 9rw312 Memorandurm of Law.wpd

4 response ko motion ko dismiss,wpd

5 test document.wpd ORDERED granting the Plaintiff’s Motion for
& demo document brief wpd

7 9cw31Z Greer Declaration.wpd

& motion ko dismiss case as Frivolous,wpd
9 attachment.wpd

Exit AlbF4 Dated this day of . 2009,

EDGAR...

Judgment for the reasons stated in the

|

Figure 8: Sample Secondary (Attachment) Document / Publish to PDF

U.S. District Court, Northern District of Ohio July 2009
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will fail.

. Do not “print” a document to a PDF writer. The hyperlinking

. “Publish to PDF...” must be used if a document contains a
hyperlink.

STEP 4 Create and save the main WordPerfect document. (The
document that will have the hyperlink to the attachment
document.)

STEP 5 Open the main WordPerfect document.

STEP 6 Select and highlight the appropriate text in the primary
document that will be displayed as the hyperlink to the
secondary document (Figure 9).

- Click Tools on the menu toolbar.
- Select Hyperlink from the drop-down selection.
Edit “iew Insert Format Table BGEEN ‘Window Help
DDH Q g @ &] @ g{l__} Spell Checker. .. ChrF1
arammatik,,.  Ak+Shift+F1
HE &S| & R - Thesaurus... Alk+F1 #For =i -E-  EAEE - | 2 & %P
ﬂ 1' Dictionary... Ale+CrH-F1 4 5 & -
e 1 * QuickCorrect, .. = - . = = - =
= QuickMiords... STATES DISTRICT COURT
2 whord Count... DISTRICT OF WASHINGTON
Proofread 3
3 Lo Language 3 Y
il e O ] cv-os-00975-xvz
S s . Wisual Basic 3 g
6 Address Book. . ; MOTION FOR SUMMARY
7 Bl Sart... Alt+Fa ! JUDGMENT
Highlight Pl g
3
? !Hcrieaﬂtetaihytpetr"?k by and through counsel and
v res) ;:i::::: : or Summary Judgment and herewith
n sSubl  waorkspace Manager. .. oposed order felaliesl=SeielBlahelis-]
12 con| Settings.. AlL+F12
13
14 DATED this dav of , 2005,
15 ik Dal il

Figure 9: Highlight Text/ Create Hyperlink

U.S. District Court, Northern District of Ohio

July 2009
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STEP 7 Displayed next is the Hyperlink Properties dialog box. Click
the folder icon located to the right of the Document/Macro
Field as shown in Figure 10.

HE

Drefine links to other documents or bookmarkz in this or othier documents. Or, define a
macro to be executed when the user clicks on the link.

Document/Macro: |<|:urrent document: [ | Browse YWeb. .. |
Boakmark: | j
T arget frame: |

ak | Cancel | Help

Figure 10: Hyperlink Properties Dialog Box

STEP 8 Navigate to the directory/folder in which the secondary
document you wish to link is located. (Note: The
document selected as the link must be in PDF format.)
. Highlight the PDF document.

. Click on the Select button. (See Figure 11)

U.S. District Court, Northern District of Ohio July 2009
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UL Lo SLlALLS ULlollkliol wJunRl
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X
3| LEONERDO &
4 Define links to other documents or bookmarks in this or ather documents. Or. define a
macro o be executed when the uzer clicks on the link.
5 WS
[Docurment/M acro: |<Cu[[ent document: F1| Browse'weh.
& e WMARY
ool
L[ oAMES WAT a 0| x|
Targ
2 = 5 ==
F ¥ X9 | E B E = @&
9 = =
oW Look in: |q_i CW-08-975=2 SummalyJudgrrj I=h
10 -
respect lell} draft motion.wpd
11 - proposed arder, pdf |
submits a - response bo mation o dismiss, pdf
162 consideratic
13
14 DATED i
15 \
ie File name: |proposed arder. pdf | Select
File: type: |@ 2l Files j Last modified: Ay Time - Close
17
Find Moaw | Advanced... | Mew Search |

Figure 11: Linking PDF Document

. The Hyperlink Properties box will reappear. Click OK
on the Hyperlink Properties dialog box and the
hyperlink text will be underlined.

STEP 9 After you have created all of your document hyperlinks,
save the primary WordPerfect document.

STEP 10 Publish the WordPerfect document to PDF format.
. Click File on the menu toolbar.

. Select Publish to . . . or Publish to PDF function
(this selection depends on the version of WordPerfect
you are using) (See Figure 6).

STEP 11 E-file using the appropriate CM/ECF event and attach the
PDF document and attachments as usual.

U.S. District Court, Northern District of Ohio July 2009
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CREATING HYPERLINKS TO PREVIOUSLY FILED

DOCUMENTS (USING WORD 2003)

STEP 1 Access the appropriate CM/ECF system and run the Docket
Report for the case that contains the document you want
to link to. (Any CM/ECF report that contains document
links may be used.)

STEP 2 Locate the document on the docket sheet.
STEP 3 Copy the URL of the document:

1. Place the mouse cursor over the document link
and right click.

2. Select Copy Shortcut (Internet
Explorer/Netscape)(Figure 1)
OR
Copy Link Location (Firefox) (Figure 2)

Note: The document link is represented by a number
with an underscore - it is not the NEF “silver
ball”.

NOTE: If you want to link to an attachment to a primary
document filed in CM/ECF, you must select the hyperlink to
the attachment from the Document Selection Menu.
(Figure 3). For example, if you are linking to an
attachment (exhibit) filed with a declaration, you must first
select the declaration from the docket sheet. When the
Document Selection Menu appears copy the URL of the
attachment by following the procedure outlined above.

You should NOT copy hyperlinks from Notices of
Electronic Filing. NEFs contain special information
associated with the “free look” to qualified recipients
and should not be used for cross-document hyperlinks.

U.S. District Court, Northern District of Ohio July 2009
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STEP 4 Open WORD and locate the document to which the
hyperlink should be added.

. Select and highlight the appropriate text to be
hyperlinked, such as “Motion to Dismiss” shown in
Figure 12.
. Click Insert on the menu toolbar.
. Select Hyperlink from the drop-down list.
i OFlle  Edit  Wiew Insert | Format  Tools  Table ‘Window Help  Adobe PDF - Acrobat Comments Tvpe a question for help =
EY g 2 Break... Lof |9 - -8 ] [ OE S 4G O oo v@|.;u3nead!§CourierNew -4 - B I U]
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[L] . BEibi s i 7 w0 1 B0 gL ZEz s 28 324 0 B0 W TR - T
°.E sl ' )| PLAINTIFF 'S RESPONSE TO
: Eiedis }| DEFENDANTS® MOTION TO
z Symbal... S WATT, et al., ) DISMISS
Comment }

T SR EROr e v 3R 0 @RS 0 FED 0

RS

T

Reference

G : ‘Web Component
Picture
Diagram. ..

|| Text Box

File...

Object...
Eookmark,

Defendants. )

FPlaintiff hereby files this formal response to

dant Watt’ s and Greer’s [Ualmke)iuRnsRia3 =% |1 .

Hyperlink...  Chrl+k |

HEl .

this Response, a Motion for Dismissal of Defendant
Hank Greer and a Request for Leave to Zmend the

Complaint to remove all allegations against

3). Plaintiff has filed contemporaneously with

Figure 12: Highlight Text / Insert Hyperlink

U.S. District Court, Northern District of Ohio July 2009



CM/ECF District Court Cross - Document Hyperlinks - Page 19

STEP 5 The Insert Hyperlink dialog box opens.

. Paste the URL of the document copied in Step 3 into
the Address window by clicking the right mouse
button and selecting Paste, or by using the Ctrl +V
command. (See Figure 13)

. If you wish to link directly to a specific page within
the document that is being hyperlinked, at the end of
the URL insert “?page=" and the page number.
In the example in Figure 14, we are linking to page 3
of a document.

Reminder: If you are linking to a specific page in a
document, cite to the page number, e.g., Motion to
Dismiss (Ct. Rec. 6 at 3).

. Click the OK button.

. The hyperlink text is now underlined indicating a
hyperlink has been created.

Insert Hyperlink @@

Lirk, to: Text to display: |M|:|I:i|:|n ko Dismiss | ScreenTip. ..
Loak in: |[|f:| My Documents V|
s

Existing File or

Web Page | Attormey Training 2009 Bookmark. ..
Current =

) CCWin —

S Folder | =) oM ECF OPERATIONS FORLM NOTES Target Frame. ..

| Corel User Files

Place in This

Docurnent Browsed | [[5) Cyberlink

Pages | |5 ECF Attorney Training Changes
s [ ECF CHAMBERS training

Create New Recent [C2) ECF User Manual Changes

Docurnent Fil=s D HTML

|2 Hyperlink Training Documents bt
address: |I‘|I:I:|:us:,l',l'eu:F-I:est.waed.uscnurts.gu:uv,l'du:ucE,l'lQSElS?E-lQ w |

E-mail Address

[ ok ] [ Zancel

Figure 13: Paste URL

U.S. District Court, Northern District of Ohio July 2009
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fddress: htkps:/fecf-test waed, circ9, denfdocz 1950376697 page=3 w

Figure 14: Linking to a Specific Page

STEP 6 Save your WORD document.

To convert a WORD document to be filed in CM/ECF to
a PDF that contains a hyperlink, the Adobe Acrobat
application must be used. No other PDF conversion
software can be used.

. Click the Convert to Adobe PDF icon or Adobe PDF button
depending on which version of WORD you are using.

. Save your PDF document.
. E-file using the appropriate CM/ECF event and attach the

PDF document as usual.

OR

. Save and close the WORD document. Your WORD
document has to be closed for the conversion to PDF and
the hyperlinks to remain in your document to function.

. Open the Adobe Acrobat Application.

. Click on File from the main menu. See Figure 15.

. Select Create PDF

. Select From File. ... from the menu.

U.S. District Court, Northern District of Ohio July 2009
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Edit Wiew Document  Comments Forms  Tools  Advanced  Window  Help
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\-_fj Export 2

fktach ko Email, ..

Close el
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Figure 15: Creating PDF from Acrobat

. Navigate to the appropriate directory/folder where the
WORD document is stored.

. Select the document by Highlight the file name.

. Click the Open button (See Figure 16).

. A series of windows opens as the
document is converted.

U.S. District Court, Northern District of Ohio July 2009
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Loak in; | (7 Hypearlinks v | (€] ﬂf % M-
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{ W Mation to Dismiss, doc
My Recent W Testing 1.doc
Diocuments
Deszktop

ty Documents

8

tdy Computer

-

File name: |M0ti0n to Dizmizs.doc b | [ Open

|

My Network | Files of type: &l Files %) v | Ccance

|

il

Type: Microsaft Word Document
File: Size: 24 KE
Modified: 01272009 1:02 PM

Settings...

Figure 16: Opening WORD Document for Conversion to PDF

. When the conversion is completed, the document is
displayed in an Adobe Acrobat window. (Note: The
hyperlink is converted automatically. Save the PDF
document. Respond Yes to the save changes message.

. E-file using the appropriate CM/ECF event and attach the

PDF document as usual.

U.S. District Court, Northern District of Ohio

July 2009
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CREATING HYPERLINKS BETWEEN DOCUMENTS FILED

IN THE SAME EVENT (USING WORD 2003)

In order to create a hyperlink from the main WORD document to a
secondary document filed in the same event, the secondary document
(the attachment) must be in PDF format.

STEP 1 Using WORD, create the secondary (attachment) document
to which the main document will be linked. An example of
a secondary document is a proposed order, such as the one
shown in Figure 17.

STEP 2 Save the secondary document before converting it to PDF
format.

STEP 3 Convert the secondary (attachment) document to PDF
format and save it. (See instructions at Step 6 on Page 20
for converting your document to PDF).

I File Edit ‘Wiew Insert Format  Tools  Table  Window  Help crobat Comments Type a
NG E R RITE L B S0 e TR = S e - @) Jired ]
X B

(L)oo B E ----- E s P2 108 - - TR G- - - - - N 288 Iz o+ BEQ ¢ v 396 0 43
3 6

IN THE UNITED STATES DISTRICT COURT
7

E . FOR THE EASTERN DISTRICT OF WASHINGTON

VLR 80 o

)

& 1o LEONARDC FIBONACCI, } CASE NO. CV-08-00975-XYZ
: )

3 11 Platiff, }

= )| (PROPOSED) ORDER

B 12 || v. )

)

: | JAMES WATT, et al., )

£ 14 )

: Defendants. }

& 15 )

16

g

IT IS SO ORDERED granting the Plamtiff’ s Motion for Summary

17

Figure 17: Sample Secondary (Attachment) Document

U.S. District Court, Northern District of Ohio July 2009



CM/ECF District Court

Cross - Document Hyperlinks - Page 24

STEP 4

STEP 5

Create and save the primary WORD document. (The
document that will have the hyperlink to the attachment

document.)

Open the primary WORD document that will contain the
hyperlink to the secondary (attached) document.

Select and highlight the appropriate text to be
hyperlinked, such as “proposed order” shown in Figure 18.

Click Insert on the menu toolbar.

Select Hyperlink from the drop-down list.

-'_iewl Insert | Farmak  Tools Table ‘Window Help Adobe PDF  Acrobat Comments

2| Bresk... L |9 - (& A EE ST 0 @) ,ugeadainmesmewmn
= Page Mumbers. ..
&
J Date and Time. ..
108 CE Freoee 05 o L v B0 e BlE vt BEZ v L SR S v 3EQ v J96e ¢ v
fukoText [ e L .
Eield. ..
el FOR THE EASTERN DISTRICT OF WASHINGTON
4 Comment
Reference 3
ONARDO FIBONACCI, )| CASE NO. CV-08-00975-XYZ
Picture 3
)
{:: Diagram... Plﬂﬂltlﬁ )
al 7ot Box ) MOTION FOR. SUMMARY
- ) TUDGMENT
Chject... i )
MES WATT, et al., )
. Bookmark, )
B wpenple, ik H| Defendants )
13 )
14
i Now comes the Plamtiff, by and through counsel, and files this Motic
15 | Summary JTudgment and herewith submits the attacheJUYUMEEGTERI o1 {]

Figure 18: Highlight Text/Insert Hyperlink

U.S. District Court, Northern District of Ohio July 2009



CM/ECF District Court Cross - Document Hyperlinks - Page 25

STEP 6 Displayed next is the Insert Hyperlink Box as shown in
Figure 19.

STEP 7 Navigate to the directory/folder in which the secondary
document is located. (Note: The document selected as the
link must be in PDF format.)

. Highlight the PDF document (document must be in
PDF format.

- Click OK on the Insert Hyperlink box and the
highlighted text will be underlined.

2 [X]

Link. to: Text to display: |proposed order ScreenTig. ..

;ﬂ Look in: [ CV-03-975-2%Z Summary Judgment | »

Existing File or

weh Page ™ draft mation.pdf Boakmark. ..,
current | B draft motion.wpd
Folder *
'iﬂ t: proposed order,pdf Target Frame. ..
Place in This t response ko mokion ko dismiss, pdf
Drocument Browsed
Pages
Create Mew Recent
Document Files
Address: “C'u'-IJS-E‘?S-XYZ surnmary Judgmentiproposed order ., pdf W 1

E-mail Address

(a4 || [ Cancel

Figure 19: Insert Hyperlink Box - Creating Hyperlink to Secondary Document

STEP 8 Save the main WORD document.

STEP 9 Convert the main document to PDF. (See instructions at
Step 6 on Page 20 for converting your document to PDF).

STEP 10 E-file using the appropriate CM/ECF event and attach the
PDF document and attachment(s) as usual.

U.S. District Court, Northern District of Ohio July 2009



CM/ECF District Court Cross - Document Hyperlinks - Page 26

CREATING HYPERLINKS TO PREVIOUSLY FILED

DOCUMENTS (USING WORD 2007)

Complete Steps 1 through 3 as instructed on page 17.

STEP 4 Open WORD and locate the document to which the
hyperlink should be added.

STEP 5 Select and highlight the appropriate text to be
hyperlinked such as “Motion to Dismiss” shown below in
Figure 20.

STEP 6 Click Insert on the top tab toolbar.

STEP 7 Select Hyperlink and click.

@ H 9~ = Response to Motion to Dismiss.doc [Compatibility Mode] - Microsoft Word

L — "_

Home Page Layout References Mailings Review W Acrobat

emere 1T [ B8 @ P DEEEE
ol @) W L2 ) ==

Chui
1 Blank Page A5 Bookmark Al wo

= Table Picture Clip Shapes SmartArt Chart Header Footer Page Text A=
%= Page Break - Art - | [ Cross-reference - - Mumber ~ Box~ == Dro
Pages Tables Ilustrations Links | Header & Footer

FOR THE EASTERN DISTRICT OF WASHINGT

9
.o | LEONARDO FIBONACCL, ) CASE NO. CV-08-00975

)]
11 Plaintiff, )

) PLAINTIFF*S RESPONS
12 | . ) DEFENDANTS® MOTIOI]
. ) DISMISS
B JAMES WATT, et al., )
14 )

Defendants. )

15 )
16

Plaintiff herebw files this formal response to Defendant W
18 || Greer’s Motion to Dismiss (Ct. Rec. 3). Plaintiff has filed cont

1% | with this Response, a Motion for Dismissal of Defendant Hank

Figure 20: Highlight Text/Insert Hyperlink

U.S. District Court, Northern District of Ohio July 2009



CM/ECF District Court Cross - Document Hyperlinks - Page 27

STEP 8 The Insert Hyperlink dialog box opens.

. Paste the URL of the document copied in Step 3 into
the Address window by clicking the right mouse
button and selecting Paste, or by using the Ctrl +V
command. (See Figure 21)

. If you wish to link directly to a specific page within the
document that is being hyperlinked, at the end of the
URL insert “?page=~" and the page number. In
the example in Figure 22, we are linking to page 3 of a
document.

Reminder: If you are linking to a specific page in a
document, cite to the page number, e.g., Motion to
Dismiss (Ct. Rec. 6 at 3).

. Click the OK button.

. The hyperlink text is now underlined indicating a
hyperlink has been created.

Insert Hyperlink @@
Link, ko Texk to display: |Mu:utiu3n ko Dismiss | ScreenTip. ..
Loak in: |E] My Docurnents V|

”

Ezxisting File ar
Web Page |5y Attormey Training 2009

Current | == cowin T
arget Frame. ..
Folder M ECF OPERATIONS FORUM MOTES Target F

|3 Corel User Files

Flace in This
Document Browsed | |25 Cyberlink
Pages || =) ECF Attorney Training Changes
0 [ ECF CHAMEERS training
e Recent |5 ECF User Manual Changes
Document File:s 0 HTML
|71 Hyperlink. Training Documents b
Address; |https:,l',l'eu:F-test.waed.usu:u:uurts.gDVIchEIlQSDS?GlQ w |
E-mail Address
[ (8] 4 l [ Cancel

Figure 21: Paste URL
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fddress: https: | /ecf-test, waed, circd, donfdocz) 1950376697 page=3 v

Figure 22: Linking to a Specific Page

STEP 9 Save your WORD document. In WORD 2007, you may
convert your document to PDF and the hyperlinks will
remain in your document.

To convert a WORD document to be filed in CM/ECF to
a PDF that contains a hyperlink, the Adobe Acrobat
application must be used. No other PDF conversion
software can be used.

STEP 10 To convert your WORD document to PDF, click on the
Acrobat tab on the top menu bar.

(O \ il 2 - T ‘(
2
— Home Insert Page Layout References Mailings Review WView L7
=] Cover Page ~ B2l Shapes =| Header ~ Quick Parts ~ - JT Equation
Bl 7 || ) BB @ el = Ald 2
_] Blank Page [ I3 smartart =] Footer - Wordart - (53 2 symbal ~
= Table Picture  Clip Links
= Page Break = Art  §Ul) Chart = #] Page Number ~ Boxv AZ Drop Cap -~ Pgd -
Pages Tables INustrations Header & Footer Text Symbols

Figure 23: Acrobat Tab

STEP 11 Click Create PDF button from the menu and SAVE your
PDF.

E’*’a H9-0 )+

— Home Insert Page Layout References Mailings Review View Acrobat
- E = % 1 - D— =

[' - [ - il il- : - {l-. It

Create |Preferences Create and M ail Create and 5end  Acrobat Start

PDF Attach to Email Merge For Review Comments = || Meeting

Create Adobe PDF Create and Email Review And Comment Connect

Figure 24: Create PDF

STEP 12 E-file using the appropriate CM/ECF event and attach the
PDF document as usual.

U.S. District Court, Northern District of Ohio July 2009
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CREATING HYPERLINKS BETWEEN DOCUMENTS

FILED IN THE SAME EVENT (USING WORD 2007)

In order to create a hyperlink from the main WORD document to a
secondary document filed in the same event, the secondary document (the
attachment) must be in PDF format.

STEP 1 Using WORD, create the secondary (attachment) document to
which the main document will be linked.

STEP 2 Save the secondary document before converting it to PDF
format.

STEP 3 Convert the secondary (attachment) document to PDF format
and save it. (See instructions on Page 28 for converting your
document to PDF). An example of a secondary document is a
proposed order, such as the one shown in Figure 25.

I-/tqa il -8 )7 Proposed Order Cv-08-00975-XYZ.doc [Compatibility MWslg] - piccnsa Table Tools
- Home Insert Page Layout References Mailings Review View Acrobat Design Layout
=L J e o
j 'T’ Times Mew Roman rjia - |AA A'll\i.‘JJ |EE G %E i ",___'H‘EE igllﬁﬂ@ AaBbCel AaBb( AaBbCcl | AaF
5] 23 o = Z |
S50 ¥ |B I U -abe x, x* Aa~| ¥~ A= = =||}=-|| & - 88+ | emphasis  Headingl | T Normal st

Clipboard = Font = Paragraph (F] Styles

IN THE UNITED STATES DISTRICT COURT

FOR THE EASTERN DISTRICT OF WASHINGTON

&
< | LEONARDO FIBONACCI. ) CASE NO. CV-08-00975-XYZ
9 Plaintiff, )
) (PROPOSED) ORDER
10 ] v. )
11 )
JAMES WATT, et al.. 3
12 )
Defendants. )
13 )

ITIS SO ORDERED granting the Plaintiff’s Motion for Summary

Figure 25: Sample Secondary (Attachment) Document

U.S. District Court, Northern District of Ohio July 2009



CM/ECF District Court Cross - Document Hyperlinks - Page 30

STEP 4 Create and save the primary WORD document. (The
document that will have the hyperlink to the attachment
document.)

STEP 5 Open the primary WORD document that will contain the
hyperlink to the secondary (attached) document.

Select and highlight the appropriate text to be hyperlinked,
such as “proposed order” shown in Figure 26.

. Click Insert on the menu toolbar.

. Select Hyperlink from the drop-down list.

U

™ B "l_j) F= w 8, Hyperlink =n E 1 [A 2] Quick Parts ~ | sid
Fiall i i := = 5

e A Bookmark — = ] wordart ~ %Da
Table Picture Clip Shapes SmartArt Chart ader Footer Page Text

- Art - ['f] Cross-reference - -  MNumber~ || Box~+ A= Drop Cap ~ rgd O
Tables Tllustrations Links Header & Footer Text

l& | Insert | ge Layout References Mailings Review View Acrobat

IN THE UNITED STATES DISTRICT COURT

FOR THE EASTERN DISTRICT OF WASHINGTON

o | LEONARDO FIBONACCI, ) CASE NO. CV-08-00975-XYZ
)
9 Plaintiff, )
) MOTIONFOR SUMMARY
10 ] v, ) JUDGMENT
11 )
JAMES WATT, et al., )
12 )
Defendants. )
13 )

Now comes the Plaintiff, by and through counsel, and files this Motion

Summary Judgment and herewith submits the attached proposed order for the

Figure 26: Select Text/Insert Hyperlink
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STEP 6 Displayed next is the Insert Hyperlink Box as shown in Figure

27.

STEP 7 Navigate to the directory/folder in which the secondary
document is located. (Note: The document selected as the
link must be in PDF format.)

. Highlight the PDF document (document must be in
PDF format.

- Click OK on the Insert Hyperlink box and the
highlighted text will be underlined.

Insert Hyperlink

2]

| ScreenTip. ..

Bookmark. ..
Targek Frame...

Link, £ Texk bo display: ||:|r|:||:u:|seu:| order
] Lok in: |E;| CY-05-975-XY¥Z Summary Judgment IJ_'|
Exisking File or
weh Page =% draft mation, pdf
Cyrrent draft maotion, wpd
Folder
.. proposed order, pdf
Place in This - response o motion to dismiss, pdf
Drocument Browsed
Pages
Create Mew Recent
Docurment Files

E-mail Address

Address: IlC'-.-'-EIB-B?S-XYZ Surnmnary Judgmentiproposed order, pdf

Figure 27: Create Hyperlink to Secondary Document

STEP 8 Save the main WORD document.

STEP 9 Convert the main document to PDF (see instructions on page
28 for converting the document to PDF).

STEP 10 E-file using the appropriate CM/ECF event and attach the PDF
document and attachment(s) as usual.

U.S. District Court, Northern District of Ohio

July 2009
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ACCESSING DOCUMENTS VIA
HYPERLINKS / PACER BILLING

Accessing documents via a hyperlink from within a document filed in
CM/ECF works the same as accessing a document hyperlink from the
docket sheet or query.

If you click on a hyperlink to a CM/ECF document, but have not
logged in to PACER on that CM/ECF system, a PACER log in screen appears
before the document can be displayed. A billing receipt and confirmation
will be displayed to users logged in with a PACER account before the
document can be displayed.

Any document you receive via a Notice of Electronic Filing that
contains your “free look” can be accessed via PACER without incurring a
fee, but access to any hyperlinked document viewed by clicking on the
hyperlink within the “free look” document (whether a hyperlink to a
document filed as an attachment to the “free look” document or a
document filed on any CM/ECF server) will incur a PACER fee. (See Figure
28).

Document Selection Iem

Multiple Documents

T wiew the mam document and itz attachments without mcurnng a PACER fee, chick on the hyperlinks displayed on this memi. ¥ ou may meur a PACER fee to new
CM/ECE documents from hyperlinks within the documents.

Select the document you wish to view.

Part  Description

1 Iamn Document 1 page

3 Bibi Batibith-
Pages 7-12 page

Figure 28: PACER fees
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CM/ECF HELP DESK &

ADDITIONAL RESOURCES

If you have any questions about filing or accessing documents with cross-
document hyperlinks, please call our Help Desk toll-free at 1-866-236-

5100.

Please visit our web site at www.waed.uscourts.gov and look under
“CM/ECF” to access our Administrative Procedures for Electronic Filing and
to view online training modules regarding cross-document hyperlinks.

U.S. District Court, Northern District of Ohio July 2009


http://www.waed.uscourts.gov
http://www.waed.uscourts.gov/cmecf/index.html



