Westlaw® Quick Reference Guide

Researching with westlaw.com’

When you research with westlaw.com, you get the convenience of the Internet combined with
comprehensive and accurate Westlaw content, including exclusive editorial enhancements, plus features
found only in westlaw.com, such as enhanced statutes research, KeySearch®, and ResultsPlus®.
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your research trails or Help, click
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Using the tabbed Westlaw page

4. To view your previous research pages, click the Back button in your browser.

Ending a Westlaw Session
5. To sign off from Westlaw, click Sign Off at the top of any page. Then close your browser window.

Westlaw is available
on the Web at
www.westlaw.com.

For technical assistance,
call West Customer
Technical Support at
1-800-WESTLAW
(1-800-937-8529).

For search assistance,
call the West Reference
Attorneys at
1-800-REF-ATTY
(1-800-733-2889).



Beginning Your Research with KeySearch

KeySearch is a tool powered by the West Key Number System” that identifies key numbers and terms related to your legal issue and
runs a query created by a West attorney-editor for you. KeySearch can retrieve both reported and unreported cases and secondary
sources, such as law reviews and treatises. For a complete discussion of KeySearch, download a free copy of Using KeySearch in
westlaw.com, Material #40249052, at west.thomson.com/westlaw/guides.

1. To access KeySearch, click KeySearch on the
toolbar.
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Browsing KeySearch topics and subtopics

3. Once you’ve selected a topic or subtopic to search,

|The KeySearch topic you selected is: All Topics > Health > Mental Health > Competency to Stand Trial
choose the source from which you want to retrieve

Choose a source:

documents, such as cases, encyclopedias and  Casos with west N tes @
treatises, or law reviews. ™ [Minnesota Grate =l
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entered in the Add search terms text box.

&dd search terms {optional):

5. Click Search to run the KeySearch query. o 3 _seae @)
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Choosing a source to search

Retrieving a Document by Citation or Party Name
To retrieve a specific document when you know the citation or at least one party name, click Find on the toolbar to display the Find
a Document page.

N L. Find a Document @ Find a Case by Party Name
1. When you know the document’s citation, type it in

Find this document by citation: 1 Enter at least one party name:

the Find this document by citation text box and | and |
click GO. To print the document immediately after e 2 gutect o Turisdiction:
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Find this document by citation text box and click n Ties Qe e :::: i j‘
GO to display a fill-in-the-blank template. [0S et Steee 3]
2. To retrieve a specific case when you know one or 30
more parties’ names, click Find a Case by Party
Name. Retrieving documents by citation or party name



Accessing a Database

To view a list of all databases on Westlaw, click Directory on the toolbar. The Westlaw Directory provides several methods for

accessing databases:

1. Click a link in the left frame to select a directory
view. (My Databases is available with some
Westlaw subscription plans.) Then click the links in
the right frame to browse the directory, or type one
or more terms in the text box and click Search to
search for a database.

Type all or part of a database name or a
description of the database in the Search these
databases text box in the left frame and click GO.

Example: Type texas insurance or insurance
cases from texas to access the Texas Insurance
Cases database (TXIN-CS).

Or, to access up to 10 databases at one time, type
the database identifiers separated by commas or
semicolons in the Search these databases text box
and click GO.

Example: Type txin-adc,txin-cs to access the Texas

Insurance Administrative Code (TXIN-ADC) and
Texas Insurance Cases (TXIN-CS) databases.

Yestlaw

Westlaw Directory =

My Databases
All Databases =»

Hew Databases
Change Directory Layout

I"W.la'Westlav\l | Research Trail | Help @

Business
Practitioner

Business &
News

Welcome | Find | KeyCite | Directory | Table of Contents | KeySearch IMure vl
Search the Westlaw Directory: =
1)
U.S5. Federal Materials Litigation

Dockets, Pleadings, Motions, Yerdicts
Briefs, ...

Cases, Statutes, Rules, ...

U.S. State Materials
Minnesota, Cases, Statutes, Admin.

Mat, ...

Business & News
News, Companies, People, Industries

International/Worldwide Materials assets, pecple, pusinesses, Filings,...

Search these d. 3585;
Qe
Recent Databases = 6

Fawvorite Databases ™

M. &merica, EU, UK, Asia Pacific,...

T access a database, type all
lor part of a database name or

Directories, Reference
Topical Practice Areas Att'ys, Judnes, Gow't, Providers,...
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Treatises, CLEs, Practice Guides
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Search these databases text
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Accessing databases in the Westlaw Directory

3. Select a database from the Recent Databases or Favorite Databases drop-down list in the left frame.

4. Click Find a Database Wizard in the left frame to have a wizard help you select a database.

Searching Westlaw

Once you’ve accessed a database, complete these steps to search Westlaw:

1. Select a search method by clicking Terms and
Connectors or Natural Language.

2. Type your search in the text box, or select a search
you ran previously from the Recent Searches and
Locates drop-down list.

If you selected the Terms and Connectors search
method, type key terms from your issue, using
connectors to specify the relationship between those
terms. See page 4 for information on formatting a
Terms and Connectors query.

If you selected the Natural Language search method,
type your search in plain English; Westlaw identifies
legal phrases, removes common terms, and generates
variations of terms when your search is run.

Database: United States Code Annotated &9

Terms and Connectors | Matural Language

Change Database(s] | Motices | Tips

Standard Search | Find by Citation | Table of Contents | Statutes Index | Popular Name Table

taft-hartley

+| Search "

=l Thesaurus

|Recemt Searches & Locates

Connectors/Expanders:

=

Search statutory sections effective on:  [mm/dd/yyyy @6

AND &

OR space
phrase """
in same sentence
in same paragraph

/s
/n

Fields:
~| |Citation  CI -
Prelim PR
Caption  CA
Text TE
=l |credit  cr =]

Daouble-click on a selection to add an item to your search.

Searching Westlaw

. Depending on the database, you can restrict your search by field or to prior versions of statutes. You can also search for

documents using the Table of Contents service, the statutes index, or the Popular Name Table.

4. Click Search.




Using Connectors in Your Terms and Connectors Search

In Terms and Connectors searching, you must place connectors between your terms. Connectors specify the relationship that

should exist between terms in your retrieved documents.

Connector Type Westlaw retrieves documents that Example
AND & contain both search terms narcotics & warrant
OR a space  contain either search term or both terms car automobile
Grammatical /p contain search terms in the same paragraph hearsay /p utterance
Connectors /s contain search terms in the same sentence design /s defect
+s contain the first term preceding the second in the same sentence attorney +s fee
Numerical /n contain search terms within 7 terms of each other personal /3 jurisdiction
Connectors (where 7 is a number from 1 to 255)
+n contain the first term preceding the second by 7 terms 42 +71942
(where 7 is a number from 1 to 255)
Phrase “» contain search terms appearing in the same order “attractive nuisance”
as in the quotation marks
BUT NOT % do not contain the search terms following the percent symbol r.i.c.o. % “puerto rico”

Searching for Variations of Word Forms in Your Terms and Connectors Search

To search for Type Westlaw retrieves documents that contain
Compound words good-will goodwill, good-will, good will

such as goodwill

Abbreviations e.p.a. EPA,E.PALE.P.ALEPA

such as EPA

Words with multiple endings object! object, objected, objection, objecting
such as object

Words with variable jur®* jury, juror (but not jurisdiction)
characters such as jury

or withdraw withdr*w withdraw, withdrew

Using a Date Restriction (da) in Your Terms and Connectors Search

Listed below are some examples of date restrictions. Connect your date restriction to the rest of your Terms and Connectors

query with the AND (&) connector.

Type To search for

da(2004) Documents dated 2004

da(3/12/2005) Documents dated March 12, 2005
da(9/2000) Documents dated September 2000

da(aft 2002) Documents dated after 2002

da(bef 6/1999) Documents dated before June 1999

da(aft 2002 & bef 2005) Documents dated after 2002 and before 2005




Viewing the Result List
The result list displays the citations of documents retrieved by your search as well as ResultsPlus information, when available.

1. Edit your search or run it in a different database : Database: HIH

using the options at the top of the result list. s il

Causes of —
2. Click the title or the citation of a document to view | ¥ 2 DanRiver, Inc. v. ci E“SQ 2. Cauze of MMr

34 Wa.lpp. 297, 541 SE.2d 204, Wa Appy 13, 2001 Wrongful Discharge from
3 Employment in Retaliation
1ts full text. ...accident. [6] 412 Workers® Compensation 413VIII Injuries for Which for Exercising Warkers'
Compensation May Be Had 413VIII(E) Defenses Against Claims for Compensation; Compensation Rights

. Misconduct of Employee 413k786 Violation of Rules, Orders, or Warnings 413k795

3. YOur SCarCh result may lnClude ResultSPluS k. Use of Vehicles, and Modes of Transportation. Claimant's alleged driving too fast S ———yy—

for weather conditions was, at most, negligent and, thus, would not support finding

. . . . of willful misconduct so as to disqualify claimant from receiving workers® 4. Cause of Action to
lnformatlonl treatise and 13W review dOCumentS and compensation for his injuries from the ensuing accident, [7] 413 Workers' Recover Workers'
Compensation 413VI1I Injuries for Which Compensation May Be Had 413VIII{E) Compensation Benefits for
\x} M 3 Defenses Against Claims for Compensation; Misconduct of Employee 413k775 k. Injuries Suffered After
est tOplC and key numbers that haVe a hlgh Wwillful or Culpable Negligence, Serious Neglect, or Recklessness, | li e alone, Termination of Employment

even gross negligence, will not support a finding of willful misconduct, so as to
disqualify a claimant from receiving workers' compensation for his related injuries. =
8] 413 Workers’ Compensation ... Causes of Action
5 Caue of action
Motwithstanding Workers'
d M Compensation Statute
Against Emplayer ar Fellow

4. Click Locate in Result to search the documents in . Fmnimee for i b or
the result list for particular terms, whether or not [ P oe a
the terms appeared in your original search. Viewing the result list with ResultsPlus

statistical likelihood of matching the concepts in
your search.

5. Click Result Options to create a WestClip entry for your current Terms and Connectors search, show or hide search terms
and surrounding document text in Terms and Connectors search results or the best portion in Natural Language search
results, view a search summary, or go to a specific item in the result list.

o

Print documents directly from the result list: select the check box next to each document you want to print, then click the
arrow next to Print Doc and choose Selected Documents from the menu that is displayed.

Browsing a Search Result
Navigation features in westlaw.com allow you to easily browse your documents.

1. Click the Term arrows to view your search terms, 3 Result List

Links for £ se Drake v. Com., Unemployment Compensation
470 A.2d 1115 : / ; Bd. of Review ol
i >

and click the Doc arrows to display the next or setul srcen it Ul %0 ps.Coulth. 34, 470 2.2d 1123 wesr
. . Jan 26, 1984 (Approx. 3 pages)
previous document in your search result. x z
PND longer gaod for at KeyC]E-,_ j
least ane paint of law \West Reporter Image (PDE}
M Histaory
In a Natural Language search result, click the Best b o5 P it 34, 470 .28 1118
: : Hanitor With keyLite Alert Commonwealth Court of Pennsylvania,
arrows to view the portion of each document most —e_ o ey A A
. : : : =Full-Text Document V.
ClOSClY matChlIlg the concepts in your deSCﬂPUOH- » Cass Outline COMMONWEALTH of Pennsylyaria, UNEMPLOYMENT COMPENSATION BOARD
OF REVIEW,
. . . . . sm [xX dent.
2. The Links tab displays links to related information, | ResultsPlus thot e, 2804 €0, 1981,

o Submitted on Briefs Oct, 3, 1983,

e.g., KeyCite and ResultsPlus sources, for the current | |&tiorkRelated hnefficency, Decided Jan. 26, 1954,

Incompetence, or Megligence as
"Misconduct” Barring

dOCument. Clle a llnk to dlsplay the related Unemployment Compensation Claimant appealed from order of Unemployment Compensation Board of
95 ALRSTH 329 Review denying him unemployment compensation benefits on the ground
information in the rlght frame that he had been discharged from employment because of willful
* ALR misconduct. The Commonwealth Court, No, 2503 C.D, 1921, Barbieri, J.,
, held that: (1) evidence was sufficient to support Board's finding that two 5
. . . . . 2. Employee's sct or threst of N A .
. VIEW u physical violence as bar to + M & Prirt Doc Ja Bl Term D/ED B
3. Click the Result List tab to view the result list in I |
the left frame. Browsing a search result
4. Click Full Screen List in the left frame to return to the result list in full-page view, or click the Full-Page icon to display the

document in the right frame across the entire page.

5. Select an option from the Tools menu to locate specific terms in retrieved documents, go to a specific page of a print
publication, restrict your document display to specific fields, view documents in sequence, or copy document text including its
citation. The options vary depending on the type of document you are viewing.



Checking a Document in KeyCite
Click KeyCite on the toolbar to determine whether a case,
statute, administrative decision, or regulation is good law

and to retrieve citing references. For an in-depth discussion

of KeyCite, download a free copy of Using KeyCite in
westlaw.com, Material #40249053, at
west.thomson.com/westlaw/guides.

1. Type a citation in the KeyCite this citation text box
and click GO.

2. KeyCite history for the document is displayed in the
right frame.

3. To view a list of documents that cite your document,
click Citing References.

4. Click Monitor With KeyCite Alert to be automatically
notified of changes in the KeyCite result for the
document.

5. Click Limit KeyCite Display to display the KeyCite
Limits page from which you can restrict the list of
citing references. Alternatively, click the arrow next to
Limit KeyCite Display and choose a restriction from
the menu that is displayed.

KeyCite Flags for 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.

A yellow flag warns that the case or administrative decision has some
negative history, but hasn’t been reversed or overruled.

A blue H indicates that the case or administrative decision has some
history.

A green C indicates that the case or administrative decision has

citing references but no direct or negative indirect history.

KeyCite Flags for Statutes and Regulations

A red flag indicates 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.

A yellow flag indicates that the statute has been renumbered or transferred
by a recent session law; that an uncodified session law or pending legislation
affecting the statute is available (statutes merely referenced, i.e., mentioned,
are not marked with a yellow flag); 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
treatment from a court.

A green C indicates that the statute or regulation has citing references.

I"”f.lﬁ'Wla!stlav\l | Research Trail | Help @ m

Business & Business
pestiaey News Practitioner
Welcome | Find { KeyCite) | Directory | Table of Contents | KeySearch |Maore hd
KeyCite (i ] KeyCite is the citation research service developed by West, =l

KeyCite this citation:

15173717 ‘, D

KeyCite for casesfpatentsfadministrative decisions covers all cases/patents on
westlaw, including unpublished opinions and selected administrative decisions,

KeycCite for statutes fregulations covers United States Code Annotated (USCA),
Code of Federal Regulations (CFR), selected state regulations and statutes from all

Overview 50 states.
Publications List
KeyCite Tins KeyCite Alert monitors the status of your case or statute and automatically sends

you updates at the frequency you specify when KeyCite information changes.,
Keutite slert €D

KeyCite provides the following information:

+ Direct appellate history of a case, patent, selected administrative decisions
and the ALR

s MNegative indirect history of a case and selected administrative decisions

Checking documents in KeyCite

. Links for Southworth v. Grebe ic)
ol (LUt 151 F.3d 717 ] Keyclt"g_ 151F.3d 717 THOMSON
TN | FSer eI 22 . GAT (Wis),1998 wesT

fug 10, 1538

KeyCite citation: @

= Q History ﬂ
Mo longer good for at vCite —
L least one point of law KETC (Showing 60 documents)
wHistory ) .
Citing References Direct History
Monitar With KeyCite A\erta
= 1 KeyCited Citation:
Eull-Text Document Southworth v. Grebe, 151 F.3d 717, 128 Ed. Law Rep. 624 (7th
*® Case Outline Cir.(Wis, ) Aug 10, 1998) (NO, 97-3548, 97-3510)
Petitions, Briefs % Filings Rehearing Denied by
H 2 Southwarth v, Grebe, 157 F.3d 1124 (7th Cir.{Wis.) Oct 27, 1998}
ResultsPlus= About (MO, 97-3510, 97-3548)
] AND Certiorari Granted b
1. Colleges and Universities v
Students, Admission, Tuition and H 3 Board of Regents of University of Wisconsin System v, Southworth,
Eees, Incidental Fees and — 526 .S, 1038, 119 5.Ct, 1332, 143 L.Ed.2d 497, 67 USLW 3436, 67
Espenses USLyy 3502, 67 USLW 3593, 133 Ed, Law Rep. 687, 99 Cal. Daily op.
Sery. 2242 (U.S, Mar 29, 1899) (NO. 98-1189) =
Tahla nf futhnritioc ;II& (il et l‘
Viewing KeyCite history
) Links for Southworth v. Grebe [TE|
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<= Full Screen List [ AT (Wis,1,1998, wEsT

Aug 10, 1938

KeyCite citation: @
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Histary
= Citing References
Maonitor With KeyCite Alert

Citing References
(Showing 107 documents)

N

Negative Cases (U.S.A.)
Distinguished by

H 1 Entergy Arkansas, Inc. v. Nebraska, 358 F.3d 528, 555, Nuclear Reg.
Rep. P 20,633, 20633, 57 ERC 2135, 2135 (8th Cir.(Neb.) Feb 18,
2004) (NO. 02-3747) W HN: 8 (F.3d)

Full-Text Document
® Case Qutline

Petitions, Briefs & Filings € 2 Rounds v. Oregon State Bd. of Higher Educ., 166 F.3d 1032, 1037+,
132 Ed. Law Re| . . . Serv. 1351, 1351+, 1999
ResultsPlus™ about Daily Journal b, 4/ HEadnotes Or.) Feb 23, 1999) (NO.
Am.Jur.2d 97-35189) K H|Locate
1. Colleges and Universitias Jurisdiction )
Students, Admission, Tuition and Date -
Fees, Incidental Fees and
Expenses = Document Type
H 2 Southworth v, B Denth of Tres t Eity of Wiscaonsin System, .
a7A F3d 757 7 104 ( 7tk Cie (o 10l o T
able of Dt Lll@, Print Dac ]AIL\mil KeyCite Display

Viewing KeyCite citing references

Depth of Treatment Categories

Examined The citing case or administrative decision contains an extended

22,2 29 discussion of the cited case or administrative decision, usually
more than a printed page of text.

Discussed  The citing case or administrative decision contains a substantial

J %k k discussion of the cited case or administrative decision, usually
more than a paragraph but less than a printed page.

Cited The citing case or administrative decision contains some

*k discussion of the cited case or administrative decision, usually
less than a paragraph.

Mentioned The citing case or administrative decision contains a brief reference

* to the cited case or administrative decision, usually in a string

citation.



Printing Documents
There are several options for printing your documents
in westlaw.com:

1. To print or save the document you are viewing, click
Print Doc. (You may see E-Mail Doc, DLD Doc,
Fax Doc, or Save Doc, depending on your default
destination).

To print one or more documents in your search
result or to print the result list, click the arrow next
to Print Doc and select what you want to print from
the menu that is displayed.

2. When available, click West Reporter Image (PDF) to
print a PDF image of the document you are viewing,
exactly as it appears in the West reporter.

After you select a print option, the Print dialog box is

displayed. (The Print dialog box may not be displayed if

you click Print Doc, as in step 1).

3. To change the destination for the current print
request, select an option (e.g., Download to Disk,
E-Mail, Attached Printer, Save on Westlaw) from
the Current Destination drop-down list.

To change the default destination for your print
requests, click Properties. (You can also change the
default print destination at the Options—Print and
Download page.)

4. Verify or change the selections in the Range and
Content sections.

5. Click Send Request to print the documents or, when
available, click West Reporter Image (PDF) to print
a PDF image of the document currently displayed in
the right frame of your result, exactly as it appears
in the West reporter.

Returning to a Result or Research Session
Use the Research Trail to keep track of your research
and return to previous work.

1. Click Research Trail to view information about the
tasks you’ve completed in the current session,
including the citations of documents you retrieved
and the Westlaw databases and services you used.

2. Click a hypertext link to return to a previous result.

3. To view all research trails associated with your
Westlaw password from the last 14 days, click List
of All Research Trails.

4. To e-mail the current research trail, click E-Mail
Trail. Click Download Trail to save the current
research trail and view it in your browser or
word-processor.

Links for Tase Drake v. Com., Unemployment Compensation
0 470 A.2d 1115 Bd. of Review THOMSON
== Full Screen List e = 80 Pa.Crawlith, 34, 470 A.2d 1115 wesT
Edit Search | Locate in Result Pa Crwlth., 1924,

Jan 26, 1984 (Approx, 3 pages)
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least one point of law - West Reporter Image (PDF
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Citing Refarences 80 Pa.Cmwlth. 34, 470 A.2d 1115

Monitor With KevCite Alert Commonwealth Court of Pennsylvania,
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