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Shrink Wrap Agreement

The software described in this book is furnished under a license agreement and may be used only in
accordance with the terms of the agreement.

Copyright Notice

Copyright © 1997-2003 Sidebar Software, Inc.
All Rights Reserved.

Any technical documentation that is made available by Sidebar Software is the copyrighted work of Sidebar
Software and is owned by Sidebar Software.

NO WARRANTY. The technical documentation is being delivered to you AS-1S, and Sidebar Software makes
no warranty as to its accuracy or use. Any use of the technical documentation or the information contained
therein is at the risk of the user. Documentation may include technical or other inaccuracies or typographical
errors. Sidebar Software reserves the right to make changes without prior notice.

No part of this publication may be copied without the explicit written permission of Sidebar Software, Inc., 63
Summit Avenue, Suite 301, Brookline, MA 02446.

Trademarks

Sidebar Software, Citelt!, BriefOutline, and the Citelt! logo are trademarks or registered trademarks of Sidebar
Software, Inc.

Windows, Windows NT, Windows 95, Windows 98, Windows 2000, Windows XP, Microsoft Word and Word XP
are all either trademarks or registered trademarks of Microsoft Corporation. Corel and WordPerfect are
registered trademarks of Corel Corporation.

The Bluebook: A Uniform System of Citation is a copyrighted work owned by, and The Bluebook is a trademark
owned by, the Harvard Law Review, The Yale Law Journal, The Columbia Law Review Association and the
University of Pennsylvania Law Review. Neither Sidebar Software, Inc. or Citelt! are affiliated, sponsored by, or
otherwise associated with The Bluebook, or any of the aforementioned law reviews.

ALWD Citation Manual: A Professional System of Citation is a copyrighted work owned by and ALWD is a
trademark owned by the Association of Legal Writing Directors.

Westlaw, Westlaw.com, WestMate, and WestGroup are trademarks or registered trademarks of WestGroup
and/or West Licensing Corporation. Lexis and Lexis-Nexis is a registered trademark of Reed Elsevier
Properties, Inc. Loislaw and Loislaw.com are trademarks of Loislaw.com, Inc

Other brands or products are the trademarks or registered trademarks of their respective companies and are
hereby acknowledged. Neither Sidebar Software, Inc. or Citelt! are affiliated, sponsored by, or otherwise
associated with any third-party entity listed in this section.

Sales Information

For more information on Sidebar Software’s products, please visit our website at www.sidebarsoft.com or e-mail
to info@sidebarsoft.com.

Sidebar Software License and Warranty

SIDEBAR SOFTWARE LICENSES THE ENCLOSED SOFTWARE TO YOU ONLY UPON THE CONDITION
THAT YOU ACCEPT ALL OF THE TERMS CONTAINED IN THIS LICENSE AGREEMENT. PLEASE READ
THE TERMS CAREFULLY BEFORE OPENING THIS PACKAGE, AS OPENING THE PACKAGE WILL
INDICATE YOUR ASSENT TO THEM. IF YOU DO NOT AGREE TO THESE TERMS, THEN SIDEBAR
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SOFTWARE IS UNWILLING TO LICENSE THE SOFTWARE TO YOU, IN WHICH EVENT YOU SHOULD
RETURN THE FULL PRODUCT WITH PROOF OF PURCHASE TO THE DEALER FROM WHOM IT WAS
ACQUIRED OR SIDEBAR SOFTWARE WITHIN THIRTY DAYS OF PURCHASE, AND YOUR MONEY WILL
BE REFUNDED.

Terms and Conditions

The software which accompanies this license (the “Software”) is the property of Sidebar Software. The
Software in its entirety is protected by copyright law and the Software also contains trade secrets of Sidebar
Software. While Sidebar Software continues to own the Software, you will have certain rights to use the
Software after your acceptance of this license. You are granted a limited, non-exclusive license to use a copy
of the Software on a single computer.

Except as may be modified by a license addendum which accompanies this license, your rights and obligations
with respect to the use of this Software are as follows:

You may:

1) use only one copy of one version of the Software contained on the enclosed floppy disks or CD-ROM
on a single computer;

2) make one copy of the Software for archival purposes, or copy the Software onto the hard disk of your
computer and retain the original for archival purposes;

3) use the Software on a network, provided that you have a licensed copy of the Software for each
separate computer on which the Licensed Program is installed or used. You may not install, use, or
share a single copy of the Software on more than one computer concurrently;

4) after written notice to Sidebar Software, transfer the Software on a permanent basis to another person
or entity, provided that you retain no copies of the Software and the transferee agrees to the terms of
this agreement;

5) if this Agreement is included with a trial version of the Software, use the Software for the specified
number of uses or for the time period specified; thereafter, you may purchase the right to use a non-
limited version of the Software by contacting Sidebar Software or an authorized dealer;

6) if this Agreement is included with an academic edition of the Software, use the Software only for
educational, non-commercial purposes.

You may not:

1) use an academic edition of the Software for any commercial or non-educational purpose.

2) copy the documentation which accompanies the Software;

3) sublicense, assign, loan, rent, lease, or distribute any portion of the Software;

4) reverse engineer, decompile, disassemble, modify, adapt, translate, make any attempt to discover the
source code of the Software, or create derivative works from the Software;

5) install, use, or share a single copy of the Software on more than one computer concurrently.

Limited Warranty

Sidebar Software warrants that the Software will perform substantially in accordance with the user
documentation provided to you by Sidebar Software for a period of ninety (90) days from the date of receipt.
Some states and jurisdictions do not allow limitations on duration of an implied warranty, so the above limitation
may not apply to you. To the extent allowed by applicable law, implied warranties on the Software, if any, are
limited to ninety (90) days.

Sidebar Software’s entire liability and your exclusive remedy shall be, at Sidebar Software’s option, either (a)
return of the price paid, if any, or (b) repair or replacement of the Software to the extent that it does not meet
Sidebar Software’s Limited Warranty so long as the Software is returned to Sidebar Software with a copy of
your receipt within the warranty period. The Limited Warranty is void if failure of the Software has resulted from
accident, abuse, or misapplication. Any replacement Software will be warranted for the remainder of the
original warranty period or thirty (30) days, whichever is longer.
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Disclaimer of Warranties

EXCEPT AS PROVIDED ABOVE, THIS SOFTWARE AND ANY RELATED SERVICES ARE PROVIDED “AS-
IS” AND TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, SIDEBAR SOFTWARE
DISCLAIMS ALL OTHER REPRESENTATION AND WARRANTIES, EXPLICIT OR IMPLIED, REGARDING
THIS SOFTWARE, DISKETTE, RELATED MATERIALS AND ANY SERVICES, INCLUDING THEIR FITNESS
FOR A PARTICULAR PURPOSE, THEIR QUALITY, THEIR MERCHANTABILITY, OR THEIR NON-
INFRINGEMENT. SIDEBAR SOFTWARE DOES NOT WARRANT THAT THE SOFTWARE IS FREE FROM
BUGS, ERRORS, OR OTHER PROGRAM LIMITATIONS. SOME STATES DO NOT ALLOW THE
EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE EXCLUSIONS MAY NOT APPLY TO YOU. THIS
WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS, AND YOU MAY HAVE OTHER RIGHTS AS WELL
WHICH VARY FROM STATE TO STATE.

Disclaimer of Liabilities and Damages

THE ENTIRE LIABILITY OF SIDEBAR SOFTWARE AND ITS REPRESENTATIVES FOR ANY REASON
SHALL BE LIMITED TO THE AMOUNT PAID BY THE CUSTOMER FOR THE SOFTWARE AND RELATED
SERVICES PURCHASED FROM SIDEBAR SOFTWARE OR ITS AUTHORIZED RESELLERS. TO THE
MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, SIDEBAR SOFTWARE AND ITS SUBSIDIARIES,
AFFILIATES, LICENSORS, THIRD-PARTY CONTENT OR SERVICE PROVIDERS, DISTRIBUTORS,
DEALERS OR SUPPLIERS ("REPRESENTATIVES") ARE NOT LIABLE FOR ANY ADDITIONAL DAMAGES,
INCLUDING ANY INDIRECT, SPECIAL, INCIDENTAL, OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT
NOT LIMITED TO: DAMAGES FOR LOSS OF BUSINESS, LOSS OF PROFITS OR INVESTMENT,
BUSINESS INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR THE LIKE), WHETHER BASED ON
BREACH OF CONTRACT, BREACH OR WARRANTY, TORT (INCLUDING NEGLIGENCE), PRODUCT
LIABILITY OR OTHERWISE, EVEN IF SIDEBAR SOFTWARE OR ITS REPRESENTATIVES HAVE BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, AND EVEN IF A REMEDY SET FORTH HEREIN IS
FOUND TO HAVE FAILED OF ITS ESSENTIAL PURPOSE. SOME STATES DO NOT ALLOW THE
LIMITATION AND/OR EXCLUSION OF LIABILITY FOR INCIDENTAL OR CONSEQUENTIAL DAMAGES, SO
THE ABOVE LIMITATION OR EXCLUSION MAY NOT APPLY TO YOU.

THE LIMITATIONS OF DAMAGES SET FORTH ABOVE ARE FUNDAMENTAL ELEMENTS OF THE BASIS
OF THE BARGAIN BETWEEN SIDEBAR SOFTWARE AND YOU. SIDEBAR SOFTWARE WOULD NOT BE
ABLE TO HAVE PROVIDED THIS SOFTWARE OR SERVICES WITHOUT SUCH LIMITATIONS.

U.S. Government Restricted Rights

This Software and documentation are provided with RESTRICTED RIGHTS. Use, duplication, or disclosure by
the Government is subject to restrictions as set forth in subparagraph (c)(1)(ii) of the Rights in Technical Data
and Computer Software clause at DFARS 252.227-7013 or subparagraphs (c)(1) and (c)(2) of the Commercial
Computer Software-Restricted Rights clause at 48 CFR 52.227-19, as applicable. The manufacturer is Sidebar
Software, Inc., 63 Summit Avenue, Suite 1, Brookline, MA 02446.

General Provisions

This Agreement sets forth Sidebar Software and its Representatives’ entire liability and your exclusive remedy
with respect to the Software. You acknowledge that this Agreement is a complete statement of the agreement
between you and Sidebar Software, and that there are no other prior or contemporaneous understandings,
promises, representations, or descriptions regarding the Software or any related services. This Agreement
does not limit any rights that Sidebar Software may have under trade secret, copyright, patent or other laws.
The Representatives of Sidebar Software are not authorized to make modifications to this Agreement, or to
make any additional representations, commitments, or warranties binding on Sidebar Software and you should
not rely upon such statements. If any provision of this Agreement is invalid or unenforceable under applicable
law, then it is, to that extent, deemed omitted and the remaining provisions will continue in full force and effect.
The validity and performance of this Agreement shall be governed by Massachusetts law (without reference to
choice of law principles), except as to copyright and trademark matters, which are covered by federal laws.
This Agreement shall be construed as to its fair meaning and not strictly for or against either part.
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Welcome

Chapter 1. Introduction

to Citelt!

Citelt!™ is the first software program that enables a user to instantly import citations and research information

that

is found online, in a legal database or in an existing document, into a powerful database. In addition, Citelt!

intuitively automates the task of creating correct citation in legal documents by correctly formatting entered and
imported source information. Benefits of using Citelt! include:

§
§

wn

wn W W W

Citations can be imported instantly from online legal databases such as Westlaw™ and Lexis™ and from
existing Word™ or WordPerfect™ documents.

Citelt! can import all of the citations in an entire document, citations in selected text, or from the main citation
of an online source.

For each imported citation, Citelt! breaks down the source information into individual elements (such as
volume number, starting page, etc.) so that it can be easily edited and updated.

The paragraph in which a citation was found can be placed into the citation’s notes tab automatically, making
it easy to organize your research.

Citelt! makes it easy to manually enter citations by prompting you for the relevant source information and
providing you with pull-down menus for frequently entered information.

Citelt! automatically adds all punctuation and text formatting such as underline, italics, and small caps.

All imported or entered citations can be inserted in correct citation form with one mouse click- never type a
citation again!

Support for over 30 types of sources and thousands of individual citation sources make citing even obscure
sources easy.

In minutes, Citelt! can create a table of authorities for any Word or WordPerfect document.

Citelt! allows users to create a powerful Brief Outline™, which organizes your sources by keywords and
includes your research notes.

Citelt!s notes feature allows an unlimited amount of notes to be saved for each citation.

Organizing research is easy with Citelt!'s powerful keyword feature.

Locate specific information quickly with Citelt!'s Find feature.

With a single click of the mouse, Citelt!'s Web Capture allows you to take a snapshot of any web page in
Internet Explorer.

What-You-See-Is-What-You-Get displays allows you to see the citation exactly as it will appear in your
document.

User-friendly and intuitive design allows Citelt! to be learned in minutes.

Citelt! allows you to create custom citation styles - so your citations can conform to local court rules or specific
law review or journal requirements.

About This Manual

This user's manual gives you an overview of Citelt!’s main features and tools and will also provide you with step-
by-step instructions on how to use the most commonly utilized features of Citelt!. All chapter headings and
subheadings are listed in the Table of Contents. At the beginning of each chapter we provide a quick outline of all
the topics that will be covered in that chapter. You will also be able to find information about a specific feature or
function by referring to the Index at the back of the manual. This manual also includes numerous pictures of
Citelt!s screens to help guide you through the step-by-step tutorials.

Throughout this manual, you will see many tips formatted like this. They are designed to alert you to important
information about various Citelt! functions.
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Learning More About Citelt!

Here are some other ways you can learn about Citelt!:

Citelt! Help
As you use Citelt!, you can get help by pressing F1 or by choosing Help from the Help pull-down menu.

Website

The Citelt! website offers a wealth of information and updated news about Citelt!. From the Citelt! Help pull-down
menu, click Help on the Web, or visit Citelt!’s website at www.citeit.com.

Installation

Hardware and Software Requirements

To install and use Citelt!, you need the following:

IBM-compatible personal computer

486 processor or higher

Microsoft Windows '98, ME, 2000, NT or XP

Minimum of 64MB of RAM is recommended

3v2" floppy disk drive

CD-ROM drive

25 MB of free hard disk space

Microsoft® Word™ '97, 2000, XP or Corel WordPerfect® 2000 or 2002

Installing Citelt!
Make sure you are running Windows 98, ME, NT, 2000 or XP before you start the installation process.

To install Citelt!:
1) Close all open applications.
2) Insert the Citelt! CD-ROM into your CD-ROM drive, and wait for the installation program to begin.
If the installation program does not begin automatically, click the Start button and select Run...
Enter d:\setup (if necessary, substitute your CD-ROM drive for letter d), and click OK.
3) Follow the on-screen instructions.

4) The installation program may require you to reboot your machine. If this is the case, make sure that you
remove the CD-ROM before rebooting.

5) After the installation process, launch your word processor (Word™ or WordPerfect®) to use Citelt! or run
Citelt! from your Windows Start button.

Registering Citelt!

After you install Citelt!, it will run as a trial version until you register the program using a registration code or a key
diskette.

To register Citelt!:

© 2003 Sidebar Software Page 8
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|"ve purchazed Citelt.

nlack it rowval

1) On the initial trial version screen, click the button.

2) Citelt! will then ask you whether you have a key diskette or a registration code. If you purchased Citelt! in
a retail box then you should register with the key diskette that was included with Citelt!. If you purchased
Citelt! online, then you should have been issued a registration code which you will enter into Citelt! to
complete your registration.

3) After registering Citelt!, you will need to close Citelt! and restart the program again to complete the
registration process.

In the event that you have to reinstall your operating system, it is possible that your registration code might not
work. In this case you should contact Sidebar Software to receive another registration code. If you did not
purchase Citelt! online, or have not sent in your registration card, you may be asked to provide proof of purchase
information.

If you have any problems installing or registering Citelt! please visit www.citeit.com for troubleshooting
information, or contact Sidebar Software.

Registration Card

If you purchased a retail version of Citelt!, please fill out and send in the registration card that was included with
the software, so that you will be a registered Citelt! user. Sending in your registration card makes you eligible to
receive technical support, notice of free Citelt! updates as well as special offers on upgrades to Citelt!. If you
purchased Citelt! electronically, then you are automatically registered at the time of purchase.

Updating Citelt!

At Sidebar Software, we are constantly improving our products, and as part of that commitment, we often offer
free product updates to registered users of our software. To find out about the latest updates available for Citelt!,
visit www.citeit.com.
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Chapter 2: Citelt! Basics

In minutes, Citelt! can help you automate the task of creating properly formatted legal citation. This chapter will introduce
you to Citelt!’s basic functionality, as you will learn how to:

Start Citelt!

Import Citation Information from an Online Source

§
§ Import Citation Information from an Existing Document
§
§

Insert a Citation Into Your Document

Starting Citelt!

To use Citelt! to create legal citation:

1) Start your word processor, (Word or WordPerfect) and open the document you would like to create

citations for.
&

2) Click the =1 or Citelt! button which was installed on your word processor’s standard toolbar and the
Citelt! splash screen will appear.

If your document has not yet been named, Citelt! will prompt you to use your word processor’s Save As
command to name the document first.

3) You will then see the following dialog box:

B Citelu! |
@ “tppellate Brief cit' not found in:
C: 4w IMD 0w ShDeskioph
Brawse for an existing citation file, or create a new citation file?
Browsze. .. | Create Mew File |
. Create New File | . . N .

4) Click on the — button and Citelt! will create a cite file in the directory where your word
processing document is located. The name of the cite file created will have the same name as the name
of your document, but with a “.cit” extension.

For example, if your document is named “Appellate Brief.doc” (Word) or “Appellate Brief.wpd”
(WordPerfect), Citelt! will create a cite file named “Appellate Brief.cit” which holds all of the citation
information associated with that document. (For more information on cite files, see Chapter 9.)
5) Now the Citelt! screen will appear:
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M8 citeit: - Appellate Brief.cit B =]
Fie Inzert View Tools Help

= |!InternetE:-:pInrerj|3 | o fhE - N |

Fu:urmsl [ ata | Nu:utesl Wweb Capture |

I.ﬁ.dcl‘lﬂp‘tbn.s TI

| 7

6)

To make sure that Citelt! is configured properly to insert citations in your word processor, from
Tools>Options click on the General tab. From the Insert Citations Into pull-down select the
appropriate choice

Importing Citations into Citelt! from an Existing Document (Professional Edition Only)

If you already have citations in an existing document, Citelt! makes it easy to import that information. To import
citations from an existing Word or WordPerfect document:

1) Open the document in Word or WordPerfect.
2) Ifthe Import Citation Toolbar is not visible, select View>Import Citation Toolbar from the pull-down
menus.
3) Use the pull-down menu on the Import Citation Toolbar to select either Microsoft Word or WordPerfect
as the import source.
Microzoft word j E B |
lrternet Explarer
iMicrozaft 'Word
YWordPerfect 3
WordPerfect 10
Clipboard
4) Click one of the following buttons to start the import process:
El - Import all citations that appear in the document.
El - Import only citations that appear in the currently-selected text in your word processor.
When importing citations from selected text in your word processor, you must use your cursor to select
the text in your word processor before pressing on the QI button.
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When Citelt! has finished importing citations from the word processing document, a folder titled Recently

As Citelt! is importing citations from your word processing document, you should be careful not to access
your word processor while Citelt! is processing. When Citelt! says that importing is completed, then you

can return to working in your word processor.

Imported will contain all the sources from your most recent import process. In addition, the status bar located at
the bottom of Citelt!, will indicate how many sources were imported, and the number of duplicate sources that
were found.

B Citelt! - Appellate Brief.cit
File

= K |!Mi-:r|:usnftW|:urd L!la Q | T‘u;, | th =

Ingzert Wiew Tools

Help

N |

EET

4]

18 U.5.C. § 1962(c)
18 U.5.C. § 1962(d)
281508130

28 U.5.C. § 1962(c)

.-’-'-. Johnzon & Co. v, Aetn
?----.-’-‘-.dams v, Hpannis Harbo
?----.-’-‘-.genu:_l,l Halding Carp. v,
?----.-’-‘-.Iteriu:u v. Biltmare Caonstr,
?----.-’-‘-.ndrade v, Jamnestown H
?----.-’-‘-.rzuaga-liu:ullazn v, Orienl
?----.-’-‘-.ulsu:un v, Blanchard, 831
Bank v. Fluar Corp., 808 _

Recently Imported
3USC 51961

o

moa !

N

Forms | Data ] MNotes |
See 18 U.5.C. § 1961,
See 18 LL5.C. § 1961,
See U.S.C. tit. 18
See id. 5 1961,

See id.

|ﬁdd'| Options v!

| Impar

ted 85 citations.

! Double-click on a cite formn toinsert it inko your docurnent,
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In addition, below the Recently Imported folder, Citelt! will place all imported citations into folders according to

their type of source (i.e. Cases, Statutes, etc.):

A Citelt! - Appellate Brief.cit

File Inzert “iew Toolz Help

LS |!Mi-:r|:usnftW|:urd L!la [ | o E N |

71 (%] Recently Imported Formz | Data ] hHotes |
=
__j Statutes L Admmlstratl See 18 U.S.C. § 1961,

;....1,3 UsC § 1552[,3] See 18 U.S.C. § 1961,
1810.5.C §1962(d) See U.S.C. tit. 18.
2805081331 See id. § 1961,
“-28U.5.C. §1962(c) Y

7 0] Case s

7 ] Case [Pending & Unreg

! v Iﬁdd'l Options v!

! Double-click on a cite formn toinsert it inko your docurnent, o

Importing Citations into Citelt! from Internet Explorer

Citelt! allows you to easily import citations from a variety of web sources including Westlaw.com™, Lexis.com™,
Loislaw.com™ and other popular legal research websites which are viewed in Internet Explorer. To import
citations:

1)

Make sure that the document you would like to import citations from is open in Internet Explorer.

If you are importing from Internet Explorer, ideally, you should only have one browser window open, or
Citelt! will have to prompt you for which browser window you would like it to import from.

2) If the Import Citation toolbar is not visible, then select View>Import Citation Toolbar from the pull-down
menus.
3) Select Internet Explorer as the import source from the pull-down menu on the import toolbar:
IInternetEHpInrerJ [ [ab] | [1d | AL
Mlu:rn:uscuft Wr
WiordPerfect 3
YWordPerfect 10
Clipboard
4) Click one of the following buttons to start the import process:
&l - Import From Selection - Import only the citations that appear in the currently-selected text in the
import source. (See below for more detailed information about importing from selected text.)
- Import Main Citation - Citelt! will only import the citation of the source that you are viewing in the
online document. For example, if you are viewing a case, Dandridge v. Williams, then this option
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would import only the citation for that case: Dandridge v. Williams, 397 U.S. 471 (1970) (See
below for more detailed information on importing the main citation)

When Citelt! has finished importing citations, the status bar at the bottom of Citelt! will indicate how many citations
were imported, and the number of duplicate citations that were found.

If you select Clipboard as the import source, you can copy any citation information to the Windows Clipboard and
Citelt! will import any citations that it finds in the contents of the clipboard. This allows you to import citation
information from any Windows program.

Obviously, because there is an infinite combination of citation sources, forms, and styles, importing citations is a
difficult and complex task. Citelt!’s import engine is constantly being updated to allow it to recognize more
citations and import citations more accurately. To make sure that you are always using the latest version of
Citelt!, and to download free updates, visit www.citeit.com on a regular basis.

If for some reason, Citelt! is unable to import a citation, you can easily enter that citation into its database
manually, see Chapter 3 on how to enter citation information manually.

Importing from a Selection in Internet Explorer

Citelt! makes it easy to import citations from text that appears in Internet Explorer. For example, if, while reading
a case in an online legal database, you find a paragraph which has a number of citations in it which you wish to
import into your citation file, simply do the following:

1) Make sure that Internet Explorer is selected as the import source from the pull-down menu on the import
toolbar:

Fll
L]

IInternetEHpInrerj @ | | ALL

tdicrozaft Wiard

WiordPerfect 9
WordPerfect 10
Clipboard

2) Use your cursor to select (highlight) the text in Internet Explorer which you wish to import citations from.

If you would like to import ALL of the citations from an Internet Explorer document, then you can click the

Select All button ELZII on the import toolbar. You should see all of the text in Internet Explorer become
selected. If you don't see all of the text become selected, you may need to click inside the text of Internet
Explorer and then click on the Select All button again to select all of the text.

3) Once you have selected the text in Internet Explorer, click on the Import From Selection button &l and
Citelt! will import all of the citations in the text you had selected.

When you click off of Internet Explorer and back to Citelt!, it may appear that the text that you selected is
no longer highlighted. Actually, the text remains selected even though it may not appear highlighted, and
if you click on the title bar of the Internet Explorer window, the highlighting will appear again and you can
see that the text is still selected.

When Citelt! has finished importing citations, the status bar at the bottom of Citelt! will indicate how many citations
were imported, and the number of duplicate citations that were found.
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Importing the Main Citation in Internet Explorer

As you are researching in an online legal database, often you will want to capture information about the source
that you are current viewing. For example, if you are viewing a case, Dandridge v. Williams, then you may want
to import the citation information for that case: Dandridge v. Williams, 397 U.S. 471 (1970). To import this "main
citation", do the following:

1) Make sure that Internet Explorer is selected as the import source from the pull-down menu on the import
toolbar:

Fll
L]

IInternetE:-:pI-:urerJ Q . | [1d | BLL

Mu:r-:usu:uft Wu:uru:l
YWordPerfect 9

WiordPerfect 10
Clipboard

2) As itimports the main cite, Citelt! will automatically place any text which you have selected (highlighted)
in Internet Explorer into the notes field. Using our example, if as you are reading the Dandridge case, you
find a paragraph that you know you want to put in the notes, you should simply select that text in Internet
Explorer before clicking on the Import Main Citation button in the next step.

3) Click on the Import Main Citation button to import the main citation, and add any selected text to the
notes for that citation. (As described in the previous step.)

When Citelt! has finished importing citations, the status bar at the bottom of Citelt! will indicate how many citations
were imported, and the number of duplicate citations that were found.

When you import a Main Citation, Citelt! also automatically activates its Web Capture feature to take a snapshot
of the page that you are viewing in your browser. The Web Capture will store the full-text of the source that you
were viewing in your citation file for later reference, which means that you having to retrieve the source document
from the online source again. See Chapter 4 for more information on the Web Capture feature.

Importing Text into the Notes Field

When you are importing citations from a document or online database, you can have Citelt! automatically place
the entire text of the paragraph where each citation was found into the Notes field for each citation. This will
provide you with an easy way to recall the context in which the citation was found and allow you to keep track of
the actual proposition of law for which each citation was cited. To use this feature:

1) Pressthe Save Surrounding Text to Notes @l button on the Import Citation Toolbar, so that it
remains pressed down:

||InternetE:-cph:nrerj B ”ﬁ|

2) Now, when you import citations, the Notes field for each citation will include the text surrounding the
citation.

If you are importing from an entire document, then Citelt! will import the paragraph of text surrounding each
citation. If you are importing from a selection in a document, then Citelt! will import the paragraph of text
surrounding each citation or just the selected text, whichever amount of text is shorter.

© 2003 Sidebar Software Page 15
www.citeit.com


http://www.citeit.com

Citelt! Version 3 User Manual Chapter 2 - Citelt! Basics

Inserting a Citation Into Your Document

Once citation information has been imported into Citelt!, inserting a correctly formatted citation into your word
processing document is very simple.

1) Place your cursor in your word processor where you want the citation to be inserted.
2) Click on the Forms tab.
3) Select the citation source that you want to insert from the tree display on the left hand side of the Citelt!.

In the tree display, Citelt! intuitively groups all of the sources by the type of source. Here, we have
selected the "Agency Holding Corp." case:

B Citelt! - Appellate Brief.cit

Eile Inzert Yiew Toolz Help

= |!Mi-:ru:usu:-fth:urd j@ Q | T'E;, | dh = - & |

|7 (51 Recently Imported =] ' Forms | Data | Mates |

clf ini .
= ““‘i slatules £ Admnihs See Agency Holding Corp. v, Malley-Duff 8 Assocs,, Inc., 483 LS,
= (O Case 143 (1987}

o Johnzon & Co. v, Astn ST

i See 4283 LS, 143,

-Adams v. Hyanniz Harbo

-'1'-.|Eer'|l::',' Hn:nln:lir'u Carp. +. Sﬁ 433 LS, 143,
-Alterio v. Biltmare Constr. See id.

F-Andrade v. Jamestown H
t-Arzuaga-Callazo v. Orienl
“-Aulzan v. Blanchard, 83|
~~Bark v. Fluar Corp., 808
i~ Baternan Eichler, Hill Ricl

~-Bernstein v. IDT Carp., 5

F-Bonnie W, v, Commorwe
*J I -u—| Iﬁddl Options T!

| | Double-click an a cite form to insert it into your document, o

4) Citelt! now displays all of the citation forms for the selected citation. Select the desired citation form by
clicking on the citation form. The citation will be highlighted in yellow.

For this example, if we assume that this is the first time that the "Agency Holding Corp." case has been
cited in this document, you will want to click on the first citation form.

5) Double-click on the citation form you want inserted, and Citelt! will automatically place the correctly
formatted citation into your document where you had previously placed your cursor.

When Citelt! enters a citation into your document, the citation is normal text just like the rest of your document.
Therefore, you can modify or delete information in the citation, or you can use your word processor’s “undo”
command to remove a citation.

The first time you use Citelt!, you should make sure that Citelt! is configured to work with the correct version of
your word processor. From Tools>Options click on the General tab. From the Word Processor pull-down select
the appropriate choice. (See Chapter 5 for more information.)

To create citations in different styles, create endnotes or footnotes, or use different signal styles, see Chapter 5
on how to configure Citelt!
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Chapter 3: Manually Entering
New Citations

In this chapter you will learn how to manually enter citations as well as delete and edit any citation that has been
previously imported or entered into Citelt!. This chapter will teach you:

Enter New Citation Information

Save Citation Information

Delete an Existing Citation

Edit an Existing Citation

Create Parallel Citation

Create Prior and Subsequent History Citations

wy W W W W W

Entering New Citation Information

As an example, let's assume that you want to use Citelt! to cite the following Minnesota state case:
Drennan v. Star Paving Company, 198 N.W.2d 242, 248 (Minn. 1979).

We will continue to use this example as we take you through all the necessary steps of entering a citation into
Citelt!.

1) To create a new citation, click the New Citation E button located on the far left side of the Main
Toolbar. Pressing the New Citation button will automatically select the Data tab and a new blank
citation will be created.

If the Main Toolbar is not visible, then choose Main Toolbar from the View pull-down menu.
2) Select the type of citation source from the Type of Source pull-down menu.
For this example, you would select “Case”.
3) Select “Minnesota” from the Jurisdiction pull-down menu.
4) Since the Drennan case is found in the Northwest Reporter 2nd Series, select “N.W.2d” from the Source

pull-down menu. (Notice that the reporters listed reflect only those reporters in which a Minnesota case
would appear.)

If you encounter a pull-down menu that does not include the data value that you would like to insert,
simply type in the new value and Citelt! will use that value to create proper citation. For example, if a
reporter is not included in one of Citelt!'s pull-down menus, you can type a new reporter name into the
Source field, and Citelt! will use that reporter name in creating the citation.

Citelt! now provides a complete list of all of the data fields necessary to cite a Case, so you can quickly
enter the citation information.

© 2003 Sidebar Software Page 17
WwWw.citeit.com


http://www.citeit.com

Citelt! Version 3 User Manual Chapter 3 - Manually Entering New Citations

B Citelt! - Appellate Brief.cit
File Inzert iew Toolz Help

=8 |!Min:ru:usu:ufth:urd RIESES o M iE - N
IIMHH ~]| Foms ] Data | Naotes l

7 [=¥] Recently Imported
7 [ Statutes & Administr

=1 (] Case Type of Source Caze -
- Johnzon & Co. v. Aetn__| [Jurisdiction Minneszota -
- Adams v. Hpanniz Harbo Source Mo 2d -

~Agency Holding Corp. .
A lkerio . Biltrmore Constr,
~Andrade . Jamestown H

Full Caze Mame

Shaort Caze Mame

~Arzuaga-Collazo v. Orient Yalume Humber
—Aulzon w. Blanchard, 83 Starting Page
~Bark w. Fluor Carp., 803 Pinpoint Bage
B ateman Eichler, Hill Ricl —
- Bernstein v. IDT Corp., 5 Deciding Court i
~Bonnie W, v, Commorise rear of Decizion
~Carter v Berger, 777 F.2 | [
~Compagnie de Reazsural w ﬂlﬂl
~Curtiz v, Duffy, 742 F. Su , WA 2d
~Diluinzio v. Panciera Le X
4] D| *
| | Enter an asterizk [l in a field and Citelt! will prarnpt pou for a walue later. o

5) Inthe Full Case Name field, enter “Drennan v. Star Paving Company.”
Notice that when you leave the Full Case Name field, Citelt! will immediately alert you that the word

“Company” is generally abbreviated as “Co.” By clicking the Yes button, Citelt! will automatically replace
“Company” with “Co.”

Citelt] - Abbreviate? |

@ "Company" is generally abbreviated az "Co."

Do you want ta replace it?

Tesz Mo

Citelt! automatically checks case names for proper abbreviations, so it is best to type the full case name.
If you type an abbreviation incorrectly, Citelt! will not be able to correct it.

6) Now, enter the Short Case Name which is the name used for short citation forms. In this example, we
will cite this case as “Drennan.”

7) Enter the Volume Number (“198") and the Starting Page (“242").

8) Enter the Pinpoint Page (also referred to as a “jump cite”), which is the specific page of the case that you
are citing.

If you know that you will be citing multiple pages in the Drennan case, enter an “*” (a single asterisk) in
the Pinpoint Page field.
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By entering an “*” in the Pinpoint Page field, Citelt! will prompt you to enter the pinpoint page number
each time the citation is inserted. See the “Ask Me Later” section later in this chapter for information on
this feature.

Instead of entering specific information into any field, if you enter an “*” (a single asterisk) in the field,
Citelt! will prompt you to enter the information when you insert the citation.

9) Select “Minn.” from the Deciding Court pull-down menu. (Notice that the pull-down menu only lists
courts which might preside over a Minnesota case.)

A Citelt! - Appellate Brief.cit

File Inzert “iew Toolz Help
te ¥ |Micosolt Word ~ | B [ | [ % | 84 52 - N |
m ~1 Fomgs l [rata | M otes |

7 (=] Recently Imported
[ (0] Statutes & Administrative C

= CJ Case Tupe of Source | Caze T
-, Johnson & Co. v, Aetna Casuz__|| |Junisdiction Minnezata Z
-Adams v, Hyanniz Harborview, Ir Source M. 2d i

?----.-“-‘-.gency Holding Corp. v, b alley-C
~lkerio v. Biltmare Constr. Corp., 1
- fndrade v. Jamestown Housging ¢
~hrzuaga-Collaza v. Oriental Fed. ! Volume Number | 135
- Aulson v, Blanchard, 83F.3d 11 Starting Page 42
~-Bark v, Fluor Corp., 808 F. 24 95

Full Caze Hame | Dirennan v. Star Paving

Short Caze Mame | Drennan

: Pinpoirt P .

- Bateman Eichler, Hill Richards, Ir | [ oo

~~Bemstein v. IDT Corp., 582 F. 51 Deciding Court ¥
=-Bannie W, v. Commonwealth, 41 Year of Decision | Bth Cir.

- Carter v. Berger, 777 F.2d 1173
E----Enmpagnie de Reazsurance [Vl

- Curtis . Duffy, 742 F. Supp. 34 Drennan v. Star Paving, 198 MN.wY.2d 242, Pinpoint Page
- Diduinzio v. Panciera Lease Co., T

4| | >

| | In addition to choozing a value from the list, you can bpe in pour owe va 2

Farallel & Histary | | Minn. Ct App.

10) Enter “1979” in the Year of Decision field.

As you type citation information into Citelt!, it automatically creates a properly formatted citation in the What-You-
See-Is-What-You-Get display at the bottom of the screen.

Drennan v, Star Paving, 198 M.WW.2d 242, Pinpoint Page {inn. 1979

11) Your citation is now complete. You can click on the Forms tab and Citelt! will show you all of the cite
forms for your citation.

Saving Citation Information

To save the citation information you have just entered into Citelt!, either:
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1) Click the Save button ﬂl at the lower right hand corner of the Data tab; OR,
2) Upon exiting the Data tab, or selecting another citation from the tree menu, click Yes when asked
whether you want to save your changes.

T |

@ Do you want to gave changes to thiz citation’?

Ha | Cancel |

“Ask me later” Feature

Instead of entering specific information into any field, if you enter only an “*” (a single asterisk) in the field, Citelt!
will prompt you to enter the missing information when you insert the citation into your document. For example, by
typing an “*” in the Pinpoint Page field, each time this citation is inserted, Citelt! will prompt you to enter the
pinpoint page number with this dialog box:

g[ﬁitelt! - Enter Pinpoint Page Number

Pinpoint Fage Mumber
198 M.wf 2d 242'

™ | relude BaralellEitation 0K

I | I helude Subseguent Histamy Cancel |

After entering the pinpoint page number and clicking OK, Citelt! will insert the fully formatted citation into your
word processor.

Optional Fields

Each citation source requires different citation information to be entered into Citelt!. Citelt! provides you with a
list of fields when entering a citation to make this process easier. In some cases, citation information may not be
required for a citation, but instead may be optional.

When entering citation information, a field name with an “(O)” that appears in blue text indicates that the
information for that field is optional, and can be entered at the user’s discretion.

For example, when you select “Book” as your Type of Source in a new citation, Citelt! will list six optional fields
that can be filled in at your discretion. Any information that you enter into an optional field will be inserted into the
citation according to proper citation format.

Hereinafter Title (0] |
Hereinafter Author [0] |
E ditor/Tranzlator [0] |
Publizher [I0] |

Edition [0 [i.e."2d"] |
Yolume Mo, [0] |
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Parallel Citation or Prior/Subsequent History

If a case you are citing has parallel citation or prior/subsequent history, Citelt! still allows you to easily create
properly formatted citations. In fact, Citelt! allows you to create a total of seven parallel or prior/subsequent
history citations for each case.

g[ﬁitelt! - Parallel Citation / Subzequent History

#3

Type
’V &+ Pardllelcite ¢ Prior ar Subsequent Histary

Jurizdiction I
|

RIJEN

Reparter

Yolurme Mumber

I—
Starting Fage I Finpoint Page I“

ok, | Clear | Eancell

On each of the seven numbered tabs, you can enter one additional parallel or prior/subsequent history citation.

Parallel Citation

To enter parallel citation for a case:
1) On the Data tab, click the Famlisl & Histary | 1y tton,
2) Click the Parallel Cite radio button on the appropriate tab.

3) Select the correct Jurisdiction and Reporter from the pull-down menus, and enter values into the
Volume Number, Starting Page, and Pinpoint Page fields.
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BACitelt -

Parallel Citation / Subszequent History

Yolurme Mumber

Starting Fage

Cite #2 #3 Ha b1 43] HE H7 #3
Type
’V &+ Parallelcite ¢ Prigr or Subzeguent History
Jurizdiction IMinnesuta j
R eparter IMinn. j

I?B
|1 32 Pinpoint Page I

ok | Clear | Eancell

If you entered an “*” in the Pinpoint Page field for the primary citation, Citelt! will automatically ask you for
pinpoint page numbers for parallel citations when inserting the citation.

4) If a citation requires an additional parallel citation (or has prior/subsequent history), select the next
numbered tab and repeat steps 1-3.

5) After entering all parallel citations for the case, click the OK button and Citelt! will save the information.

To enter Prior/Subsequent History for a case:

1) On the Data tab, click the _Pamliel & History | 1y tton,

2) Click the Prior or Subsequent History radio button on the appropriate tab.

3) Select the appropriate Explanatory Phrase, Jurisdiction, Reporter, and Deciding Court from the pull-
down menus, and enter values into the Volume Number, Starting Page, and Year of Decision fields.
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g[ﬁitelt! - Parallel Citation / Subszequent History
Cite 12 #3 #a #5 #E HY #a

Type
’V " Pardllel cite &% Prige or Subzeguent History

Explanatory Phraze Iaff'd by an equally divided court, j
Jurizdiction IMinnesuta j
R eparter IMinn. j

Yolurme Mumber |1 17
Starting Fage IEE

Deciding Court IBth Cir. j

Year of Decizion |1 955

Clear | Eancell

If you encounter a pull-down menu that does not include a value that you would like to insert, simply type
in the new value and Citelt! will use that information to create proper citation.

4) If a citation requires an additional prior/subsequent history (or parallel citation), select the next numbered
tab and repeat steps 1-3.

5) After entering all prior/subsequent and parallel citations for the case, click on the OK button, and Citelt!
will save the information.

When creating a citation, Citelt! will place the parallel/subsequent citations in the same order in which you entered
them into the tabbed screens. Therefore, if a court requires that parallel citations appear in a specific order,
make sure that you enter the citations in that order on the tabbed screens.

You will notice that the display on the bottom of the screen now reflects the parallel citation according to the
information you just entered.

Inserting a Citation with Parallel Citation and/or Prior/Subsequent History

When inserting a citation which has parallel citation and/or prior/subsequent history, Citelt! will prompt you
whether to include these additional citations.

Eitelt! - Enter Information

V¥ Include Parallel Citation

¥ Include Subzequent Histar Fares| I

To include parallel citation or prior/subsequent history, simply check the appropriate box or boxes.

Citelt! only includes prior/subsequent history citations in the long citation form, since that is the only situation in
which it is appropriate.

© 2003 Sidebar Software Page 23
www.citeit.com


http://www.citeit.com

Citelt! Version 3 User Manual Chapter 3 - Manually Entering New Citations

If you do not want a citation’s prior/subsequent history or parallel citation to be inserted into your document you
can configure Citelt! accordingly. For more information, read the section in Chapter 5: Configuring Citelt!

Deleting a Citation

To delete an existing citation and all of its corresponding information such as Notes simply:

1) Select the desired citation from the tree menu on the left.

2) Click on the Delete button on the Main Toolbar E
3) Citelt! will then prompt you to make sure you in fact want to delete the selected citation. Click “Yes”.

Citelt ]

H Are yoL gure pou want to delete this citation?

Editing Citation Information

To quickly edit a citation simply
1) Select the desired citation from the tree menu on the left.
2) Click on the Data tab.

3) Perform the necessary editing.

If you are working in Citelt! but would like to get back to your word processor, the fastest way to do so is to simply
click on your word processor’s window in the background. When you do this, Citelt! will automatically go to the
background. To activate Citelt! again, simply press the Citelt! button on your word processor’s toolbar, or click
on Citelt! on your Windows Taskbar.

As with most applications, Citelt! allows you to use shortcut keys to access many functions. To access these
shortcuts, use the Control key and the underlined letter on a menu item or button. For example, you can use
Control+F to use Citelt!'s Find feature, or Control+L to insert a Source List.

If you have imported citations and want to quickly edit or delete several citations, the Recently Imported folder
makes it very easy and quick to delete and edit numerous sources.
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Chapter 4. Storing and
Organizing Legal Research

In addition to making creating legal citation easy, Citelt! also has a number of advanced and powerful features designed
to allow you to easily store and organize your legal research information. This chapter will show you how to:

Enter Notes for a Citation

Assign Keywords to a Citation

Use Find to Locate Information

Save a Snapshot of a Web Page with the Web Capture feature
Create a Source List

Create a Brief Outline™

wn W W W W W

Notes Feature

The Notes tab allows you to enter notes for each and every source in your citation file. To enter notes simply
select the appropriate citation from the citation tree display on the left side of the Citelt! window and then press
the Notes tab. Type in the space provided and Citelt! will automatically save the information as soon as you
exit the Notes tab.

B Citelt! - Appellate Brief_cit
File Inzert “iew Tool: Help

= |!I'-.-1|n:r|:|3|:uftW|:|ru:| B3 LY #M=E-N |

;---.-’-'-.ulscum-' Blaru «| = Fomms ] Data ] |

Bank v Fuorl | Drennan v, Star Paving, 198 NAV.2d 242, Pinpoint Page (Minn. 1979)
i B ateman Eichl

E----Berngtein v D Keywurds:| | Ustl
e Baninie W
Carter v, Berge |
- Compagnie de

The ahsence of consideration is not fatal to the enforcement of such a -
protmise. [tis trae that in the case of unil ateral contracts the Restatement finds
conaideration for the implied subsidiary promise in the part performance of

E:Jlf:!tiinzfrff; the bargained-for exchange, but its reference to section 90 makes clear that
é----D"-I'tt : -E ; cotusideration for such a prothise iz not always necessaty. The very putpose of
oo e section 90 is to make a promise binding even though there was no

E":'D':'-'"le v Hasbr M. cidaration Yin the sence of something that is bargained for and given in

exchange " (Gee | Corbiry, Contracts 634 et seq)) Eeasonable reliance serves
to hold the offeror in lien of the consideration ordinarily required to make the

E----Elias Brathers | offer binding,
b Falmouth M at'|

E""FHHEQE” w. Bz Defendant contends, howeswer, that its bid was the result of mistake and thatit
b Fleet ErEditj_vJ nraz therefore entitled to revoke it. [t relies on the rescizsion cases of ML F. ;I
3

4 |

! | Double click o the notes field for advanced features o

~E agtemn Corpor

If you would like more advanced notes features, like text formatting, tables, and bulleted lists, simply double-click
on the Notes field. Citelt! will open a large Notes Window that has much of the same functionality as your
word-processor, making it easy for you to format and organize your notes:
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Eitelt! Motes for Drennan . Star Paving, 198 N.%._2d 242, Pinpoint Page [Minn. 1979]

File Edit “iew Fomat Table Help

MESk =R o ¢ BE:EB @ g ooz |

|TimesNeth:nman j I1EI L‘ B | I | ul E _EI | | I I
+_

¥ 3 3 3 3 3 3 3 3 3 3 3 1
o : I 2 3 I i it
The absence of consideration is not fatal to the enforcement of such a promise. It is troe that in the case of vndlate «
contracts the Festatement finds consideration for the implied subsidiary promise in the part performance of the
bargained-for exchatige, bt its reference to section 90 makes clear that consideration for such a promise is not
always necessary. The very purpose of section 90 is to make a promise binditng even though there was no
consideration "it the sense of something that is bargained for and given in exchange." (See | Cothin, Contracts 6

et zeq) Eeazonahle reliance serves to hold the offerorin liew of the consideration ordinarily required to make the
offer binding.

Iifslt
LFTATS

Defendant contends, howewer, that its bid was the result of mistake and that it was therefore entitled to revwoke it |
telies on the tescission cases of ML F. Kl emper Const. Co. v, City of Loz Angeles, 37 Cal 2d 696 [235 P24 7], ane
Brunzell Const. Co. v, G, ] Weishrod, Ine., 134 Cal App 2d 278 [285 P24 989]. (See also Lemoge Electric v, 3a
hiateo County, 46 Cal 2d 659, 662 [297 P.2d 638].) In those cases, however, the biddet' s mistake was known or
should have been tothe offeree, and the offeree could be placed in statns quo. OF course, if plaintiff had reason tow
4| | »
‘Page 1 |Line 10 [Col 47 [100% | | | |

From the large Notes screen, you can choose File>Export As to create a standard Microsoft Word document out
of your notes for that source. To import information from Microsoft Word, you can choose File>Insert File and
Citelt! will prompt you to choose a Microsoft Word document, and will then insert the text from that document into
your notes.

You can also import information into the Notes field from outside applications, such as online legal databases.
(See Chapter 2 for more information on using Citelt! with legal databases.)

If you use the Notes field, you can use Citelt!'s Find feature to search for specific words associated with a
citation. (For more information, see the section on the Find feature later in this chapter.)

In addition, information entered into the Notes fields can be included in a Table of Authorities or Brief
Outline™. (For more information, on how to create a Table of Authorities or a Brief Outline™, refer to the
sections on those features later in this chapter.)

Keywords Feature

Citelt'’s Keywords feature is designed to help you organize your legal research. As you enter citation
information, you can assign an unlimited number of keywords to each source.

Once you have created keywords, the tree menu on the left hand side of the Citelt! screen will have a By
Keywords folder that will provide you with a list of all of the keywords that you have created in the file, and
underneath each keyword will be the sources that have been assigned that keyword.
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Ml citeit: - Appellate Brief.cit
Fie Inzert View Tools Help

=10] x|

= |!InternetE:-:pInrerj|3 | | il ki - N

I=] ¢== By Keywords |
.'f}ii,-*---r breach of contract
: - Compagnie de Reassurance D'lle de
i “Hayduk v. Lanna, 775 F.2d 441, 44
.'f}ii,-*---r bribes
- ““Hellenic Lines, Ltd. v. 0'Heam, 523
.'f}ii,-*---r causzal nexus |
: “Holmes v. Securities Imvestor Protec
.'f}ii,-*---r conclusory allegations
; Hal,u:luli. v, Lanna, 770 F.2d 441, 44
i “-New England Data Serv., Inc. v. Be
.'f}ii,-*---r continuity
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Hapduk, v. Lanna, 775 F.2d 441, 44

Cl¢= deceit _Iﬂ
]

d |

Faorms | [rata | Maotes l YWeh Capture |
Hayduk v. Lanna, 775 F.2d 441, 444 (1st Cir. 1985)

Kez.wrds:l breach of contract; concluzory allegations; =
damages; particularity v

without a description of any time, place or
content of the communication. New
England Data Serv._ Inc. v. Belcher, 829
F.2d 286, 292 (1st Cir. 1987); Hayduk v.
Lanna, 775 F.2d 441, 444 (1st Cir. 1985).
See dlso Steiner v. Unitrode Corp., 834 F.
Supp. at 43. The defects in the Amended
Complaint are abundant and clear. With
respect to any claim of conspiracy to

Conclusory allegations are insufficient j

I 4

Note that if you have assigned multiple keywords to a source, that source will appear under EACH keyword.

For example, in the screen shot above, you can see that on the tree view on the left, the Hayduk case is listed

under three visible keywords: "breach of contract”, "conclusory allegations”, and "damages".

To access the keywords for a source, press the Keywords: | button on the Notes tab. This will bring up the Select

Keywords dialog:

Citelt! - Select Keywords

Hayduk v. Lanna, 775 F.2d 441, 444 (15t Cir. ]

- Keywords Selected

breach of contract, concluzory allegations,
damages, particularity

=
Ez

breach of contract

[ ]bribes

[ causal nexus
concluzon allegations
[ continwity

damages

[]deceit

[ 1 derwing relief to wrongdoers
[ emplovment at wil

[ ]enterprise

[ ]factual specificity

[ hierarchical stucture
[ Tid kit

lielete I
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This dialog provides a list of all of the keywords that you have used, and allows you to assign or un-assign
keywords to a source and also allows you to create new keywords or delete existing keywords.

Selecting Keywords for a Source

1)
2)
3)

4)

5)

Select the citation to add keywords to from the tree menu on the left.

Click on the Notes tab.

Click on the MI button.

To assign a keyword to a source, simply check the checkbox next to the keyword. To un-assign a
keyword, uncheck the box next to the keyword.

The keywords that you have selected for that source will be displayed at the top of the Select Keywords
dialog.

Heywords Selected
breach of contract, concluzory allegations, ;I
damages, particularity

[e

When you have finished assigning keywords, click on the OK button.

Creating a New Keyword

1)
2)

3)

4)

Click on the Notes tab.
Click on the &= | ) yiton.

Click on the ™ | putton.

A "New Keyword" entry will be added to the end of the keyword list. Type in the text of the new keyword.
In this example, we have typed "remedies" as our new keyword.
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M citelt - Select Keywords

Haydulk v. Lanna, 775 F.2d 441, 444 (15t Cir. 1

- Keywords Selected
conclusory allegations, particularity

=)
¥

[ Inegligent supervision
particularity

|:| pattern

[ predicate acts
[]reasonable fear

[ reliance

[ requisite continuity
[Jrespondent superiar
[ restitution

[ Jscope of appeal

|| statute of limitations
[ Jremedies |

New | | Delete | GCancel |

s

-

ox_|

5) Press "Enter" or click off of the new keyword to add the keyword.

Once you have created a new keyword, to assign that keyword to a source, simply check the checkbox next to

the keyword.

Deleting a Keyword

Deleting a keyword will delete that keyword from ALL of your sources and from the keyword list. To do this:

1) Click on the Notes tab.

2) Click on the F&eE= | 1 tion,

3) Click on the _22=% | pytton.

4) Citelt! will provide a dialog which confirms that you want to delete this keyword from ALL of your sources.

If you do NOT wish to delete the keyword from ALL of your sources, but just wish to un-assign a keyword for a
particular source, then simply open the keywords for that source and un-check the checkbox next to that keyword.

In addition to helping you organize and find source information quickly, using keywords allows you to create a
Brief Outline™, which is a subject matter outline of all of your citations and research information. (See the Brief

Outline section later in this chapter for more information.)

Find Feature

Once citations have been entered into Citelt!, you can use Citelt!’s Find feature to locate words or phrases that

have been entered into a citation.
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To use the Find feature:

1) Select Tools>Find from the pull-down menu or click on the Find button E on the Main Toolbar.

2) Type the word or phrase that you are trying to locate in the Search For field.

M citeit! - Find |

Search for: |hon-compete and "employment contract'| ;I
=
Example: auto and [Minswrance premium' or Fault]
and not zettlement

Find in: I.-'i'-.ll Fields j Find I
LCancel |

You can use standard Boolean searching in Citelt’s Find feature. Using the following conventions:

X and Y = returns a match when both strings X and Y are found

X orY = returns a match when either X or Y, or both, are found

not X = returns a match when X is not found

X xor'Y = returns a match when X or Y are found, but NOT if both X and Y are found
X and (Y or Z) = use parenthesis to create complex searches

X and Y or Z = same as above, since "or" is ALWAYS parsed before "and"

X orY or Z =returns a match if any of X, Y, or Z are found

(X'and Y) or Z = returns a match if 1) both X and Y are found, OR; 2) Z is found

(X and not (Y or Z)) or A = You can have nested parenthesis

4) In the Find In pull-down select the fields you would like Citelt! to search. You can have Citelt! search
specific combinations of fields, or if you choose All fields, your terms will be searched for in every citation
field.

5) Click on the Find button

6) Citelt! will display your results in the Find Results folder. The search results can be navigated using the
find arrow buttons _4|Find ¥ Citelt will highlight the search terms in each record

Citelt! will display the total number of records found and the search term on the Find Results folder.
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EH Citelt! - Appellate Brief.cit

File Ingzert iew Toolz Help

e ¥ | |Microsoft word ~| (B [ | o E N |

= ﬁ Find Results [11] - 1983 and fraud| Fomms | Data | Motes ]
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a. Bpp 221, B25-6 (1984); Wade v Thomaswille Orth.

lindc, 167 Gra. App. 278 (1983); Sutltee . Hackney, 164 Ga.
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1] | i AFind P|

[ | 7

If you enter information into the Notes and Keywords fields for each citation, the Find feature will allow you to
quickly locate sources which relate to a certain subject or point of law.

Web Capture

Since a significant portion of legal research is now done through web-based interfaces (i.e., Westlaw.com,
Lexis.com, Findlaw.com, state and federal court websites, on-line statue collections, etc.), Citelt!'s Web Capture
feature allows you to easily take a snapshot of any web page and save a web page for each source.

This allows you to store all of your primary research and notes for a particular matter in a single citation file, and

also provides you the ability to review your research without having to retrieve each source document again, or
even having to go on-line.

Capturing a Web Page

To use the web capture capability:

1) Make sure that the web page that you would like to capture is open in Internet Explorer.

Ideally, you should only have one Internet Exporer window open, or Citelt! will have to prompt you for
which IE window you would like it to import from.

2) Select the citation to add the web capture to from the tree menu on the left.
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3) Click on the Web Capture tab.

4) On the Web Capture toolbar, click on the Web Capture @ button.

5) If you do NOT have any text selected in Internet Explorer, then Citelt! will take a snapshot of the ENTIRE
page and place it into the Web Capture browser.

If you DO have text selected in Internet Explorer, then Citelt! will take a snapshot of JUST the selected
text.

MH citelt! - New Demonstration.cit
Fie Inzert View Toole Help

= |!InternetE:-:pInrerj|3 | | il ¢k = - A |

I+] &= By Keywords Farmz ] [rata ] Mates | wieh Capture |
=l [ By Type of Source =
E‘"DEESE @|§§|%

=7 Case [Pending & | URL: hitp:iizupctlaw. cornell edu/zupct/himl02-5864.Z5 him
. “F.DLC. v LeBlanc, N

Captured: July 27, 2003 05:11 P

EERATISEEER | SUPREME COURT OF THE UNITED STATES
o Teiseira vw. Car Cab Th

rﬂ'lj Law Reviews_Jo
i1 Rules of Evidenc| | SELL v. UNITED STATES J

E+{7] Statutes & Admini

CERTIORARI TO THE UNITED STATES COURT OF
APPEALS FOR THE EIGHTH CIRCUIT

No. 02—5664. Argued March 3, 2003—Decided June 16, 2003

A Federal Magistrate Judge (Magistrate) initially found petitioner
Sell, who has a long history of mental illness, competent to stand

trial for fraud and released him on bail, but later revoked bail

because Sell's condition had worsened. Sell subsequently asked

Kl | X1 | the Magistrate to reconsider his competence to stand trial for hd

I | 4

In addition to capturing the web page, Citelt! automatically saves the URL of the page captured and the
date and time which it was captured:

URL: hitp:izupctlaw.cornell.edu/zupct/htmli02-5664 25 himl
Captured: July 27, 2003 056:11 PM

If you only want to capture a portion of a page (For example, you want to capture just the text of an online case,
but not all of the navigation menus, frames, images and other non-text objects), then inside Internet Explorer
select the text which you wish to capture before clicking on the Web Capture button.

When capturing a complex web page, Citelt! will remove such items as JavaScript, VBScript, Flash animations,
in-line frames, and other advanced web objects and add-ins. This process ensures that the content of the page
will be saved in a format that will allow it be viewed off-line.
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To view the page with these elements intact, you should open the web capture URL (see below) to display the
"live" page in a normal browser window.

Retrieve the "Live" Version of a Web Capture URL

If you want to retrieve the "live" version of the page that you have captured (For example, to see if the page has

been updated since your web capture), click the % button on the Web Capture toolbar and Citelt! will
automatically launch a new Internet Explorer window and navigate to the URL of the web capture.

Removing Images from the Web Capture

In many instances, when a website is captured, it may include a number of images including navigation and menu
bars, frames and other complex sets of images.

Since most of the time when doing legal research, it is the text of a web page that is important, Citelt! provides an
easy way for you to remove images from your web capture if you so choose.

After you have completed a web capture, click the Remove Images button on the Web Capture toolbar and
Citelt! will permanently remove the images from the web capture.

Clearing the Web Capture

To clear the existing web capture, click the Clear button £ on the Web Capture toolbar.

Creating a Source List

A source list is a quick way of reviewing all of the sources that have been saved in a citation file. To create a
source list:

iz

1) Select the pull-down arrow from the button "= on the Main Toolbar

Z[- N

[nzert Source List
[nzert T able of Authorities
[nzert Brief Outline

2) Select Insert Source List.

3) If you would like the Source List to include the notes and keywords fields for each source, check the
appropriate checkbox or checkboxes.
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Eitelt! - Source List I

& Source List iz a list of all of the citahons in pour cite file
zorted alphabetically.

You can insert a Source List into ANY docurment.

Include Fepwords

| Inzert Source List I Cancel

4) Place your cursor in your word processing document where you would like to insert your Source List and
click the Insert Source List button.

Creating a Brief Outline™

Citelt! can automatically create a Brief Outline, which groups all of your sources by subject matter. Under each

keyword that you have used in your citation file, Citelt! will list all of the sources which contain that keyword. To
create a Brief Outline:

1) Select the pull-down from button =2 on the Main Toolbar

S
=~ N
|nzert Source List
[nzert T able of Authorities
|nzert Brief Outline

2) Select Insert Brief Outline.

3) If you would like the Brief Outline to include the notes and keywords fields for each source, check the
appropriate checkbox or checkboxes.

Citelt! - Brief Dutfine

& Bnef Outhne iz a list of all of the citations in pour cite
file grouped and saorted by keywardz.

You can inzert a Brief Outling inta ANY document,

| Inzert Brief Outline I Cancel

4) Place your cursor in your word processing document where you would like to insert your Brief Outline and
click the Insert Brief Outline button.
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Chapter 5: Additional Citation Features

Citelt! has many additional features which allow it to create complex legal citation. In this chapter, you will become
familiar with:

Introductory Signals

In-Text, Footnote and Endnote Citations
Parenthetical Phrases

Cite Sentences and String Cites
Configuring Citelt!

Customizing Citelt!

wn W W W W W

Introductory Signals

If you would like to use introductory signals in a citation:

1) Inthe Additional Options pull-down at the bottom of the Forms tab, select Signals

Add'l Options I

1Add'| Options

| Parenthetical

1 Punctuation
Citation Type

2) Select the desired signals. There are checkboxes provided for the two most common signals, "But" and
"See". Additional signals can be chosen from the pull-down menu to the right of those signals.

[ Bt [ See ;I
ko inzert it into wg Cf.

Compare

Contra

E.g.

Ses alzo

See generally

If you attempt to select multiple signals that are logically or grammatically incompatible (such as "See" and "See
also" together) Citelt! will automatically remove the inappropriate signal to assure correct signal use.

In-Text, Footnote and Endnote Citations

In addition to inserting citations in the text of your document, Citelt! can also automatically create your citations in
footnotes or endnotes. To change this function,

1) Inthe Additional Options pull-down at the bottom of the Forms tab, select Citation Type
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Citation Type I

Add’l Options
Signals

Parenthetical
Punctuation

2) Select In-Text, Footnote, or Endnote from the pull-down menu.

I Ini- Teact - I

Fin-T

Footnote -
Endnote

Parenthetical Phrases
To include a parenthetical explanation in a citation:

1) Inthe Additional Options pull-down at the bottom of the Forms tab, select Parenthetical

Add'l Options I

1Add'l Options
Signals

Punctuation
Citation Type

2) Enter the appropriate phrase in the space provided. (Itis not necessary to type the parenthesis around
the phrase, Citelt! will insert them automatically.)

Parenthetical I FAdd |

3) Click the Add button.

Since a given parenthetical phrase is typically only used once, Citelt! will only save the text of a parenthetical
phrase until you select a different source or create a new citation.

Cite Sentence

If you would like a period to appear at the end of a citation, because you are only citing one source, or the cite is
the last cite in a string cite:

1) Inthe Additional Options pull-down at the bottom of the Forms tab, select Punctuation.

Punctuation - I

Add'l Options
Signals

Parenthetical
: Punictuation

Citation Type |

2) Select Cite Sentence from the pull-down menu that appears to the right of the Additional Options pull-
down.

Cite Sentence W I

:Cite Sertence

String Cite
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When Cite Sentence is checked, Citelt! will place a period at the end of the citation. After inserting a cite, Citelt!
will be minimized and your word processor will be the active window.
String Cite

If you are citing to more than one citation in a string cite and would like a semi-colon to appear at the end of that
citation then:

1) Inthe Additional Options pull-down at the bottom of the Forms tab, select Punctuation.

2) Select String Cite from the pull-down menu that appears to the right of the Additional Options pull-

down.
String Cite - I
Mone
Cite Sentence

When String Cite is checked, Citelt! will place a semi-colon at the end of the citation. In addition, your computer

will “beep” to alert you that the citation has been inserted, and Citelt! will remain active so that you can insert the
next citation in the string citation.

Before inserting the last citation in the string citation, check the Cite Sentence checkbox so that Citelt! will place
a period at the end of the citation.

If you do not want any punctuation at the end of your citation then Select None from the pull-down menu that
appears to the right of the Additional Options pull-down.

INu:une vI

|| Cite Sentence

Configuring Citelt!
Configuring Citelt! can be done by selecting the pull-down Tools>Options. The Options window has three tabs:

Citation Format, Table of Authorities and General. All changes will be saved by either pressing the OK button
or, in case you have several changes to make, the Apply button.

Citation Format Tab
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Citeltl Dptions |

T able of Autharities l Generall

Citation Style: I Leqal Memoranda j

Font for Citationz: Times Mew Roman - 12 pt Change Faont |

Signal Formatting: B I I IE #c)  Anf sag also

Type of Citation: IIn-Te:-:t j

When Inzerting Citations
[nzlude Parallel Citation IP‘ru:umpt When Inserting j

Include Frior/Subzequent History IPrDmptWhenlnserting j

The Cuztom Caze Citation “Wizard allows pou

. : S Customize Case Wizardl
ko cugtomize the formatting of caze citations.

|'Eustnmize Case Citations

] Apply | Cancel |

Citation Style

Citelt! allows you to choose between “Law Review” or “Legal Memoranda” and any other custom citation styles
that you have created. To change citation styles:

1) Select the Citation Format tab.
2) Inthe Citation Style pull-down select the appropriate choice.

Font for Citations

Before creating citation in a document, you must select the font and font size which Citelt! will use in creating
citations. (Typically, these should be the same font and font size used in your word processing document.) To
choose the font and font size to be used for your citations:

1) Select the Citation Format tab.
2) Click the Change Font button.

3) Choose the desired font.
4) Click the OK button.

Signal Style

Citelt! also allows you to choose how introductory signals such as “See” and “Compare” are formatted. To
change the signal style:

1) Select the Citation Format tab.
2) Where it says Signal Formatting, choose any combination of the four buttons (bold, italic, underline or
small caps) provided on the dialog box.

Citelt! will automatically update the example signal “But see also” to reflect your selected Signal Style
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Including Prior/Subsequent and Parallel Citation when Inserting Citations

Citelt! allows you to choose whether, when inserting a citation, to include a citations prior/subsequent and/or
parallel history. There are three options, Never, Always, and Prompt When Inserting. To set this function:

1) Select the Citation Format tab.
2) Where it says When Inserting Citations, for both the Include Parallel Citation and Include
Prior/Subsequent History pull-down choose:

Never - Citelt! will never insert, nor prompt you to insert, any entered parallel citation or prior/subsequent
history.
Always - Citelt!, without prompting, will always insert any parallel citation or prior/subsequent history that
you have entered.
Prompt When Inserting - Prior to inserting Citelt! will prompt you asking whether you want to include the
entered parallel citations or prior/subsequent history.

Table of Authorities Tab

This tab allows you to configure and customize how Citelt! creates Table of Authorities. For more on these
settings, see Chapter 6.

General Tab
B} citeit: options |
Citatior Format | Table of Authorities ; _____ E eneral '''''
Inzert Citations Inta; lMicr-:ns':uft waord ;I
Drefault Jurizdiction for Sowrces: IFederaI L‘

Document Management Sptem: [V Lze ODMA Compliant DMS

] Apply Cancel

Word Processor Selection

In order for Citelt! to work correctly, you should make sure to configure Citelt! to work with the correct version of
your word processor. To select the appropriate word processor:

1) Select the General tab.
2) Inthe Insert Citations Into pull-down select the appropriate choice.
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If Copy to Clipboard is selected then when the Insert button is clicked, Citelt! will place the correctly formatted
citation in the Windows clipboard. The citation can be inserted into any Windows application using the
application’s Paste command or a Control+V keystroke.

Default Jurisdiction for Sources

Citelt! allows you to specify a default jurisdiction for imported citations. This is important since when importing
citations, Citelt! may find citations that do not allow Citelt! to absolutely determine their jurisdiction. For example,
regional case reporters (N.E.2d, A.2d, P.3d, etc.) may include cases from seven different states.

By designating a default jurisdiction, when Citelt! finds a citation in a regional reporter, it will use the default
jurisdiction to more accurately assign the correct jurisdiction. If the default jurisdiction is in fact covered by the a
regional reporter, Citelt! will consider it a match and will enter the default jurisdiction in the Jurisdiction field on the
Data tab. If however, it is not a match, Citelt! will enter “Unknown State”, in the Jurisdiction field, leaving it to you
to manually select the appropriate jurisdiction. In any case, you can later change the Jurisdiction for any case
citations.

Setting the default jurisdiction can be helpful if you are going to be creating a Table of Authorities where sources
will be separated into state and federal citations.

To select a default jurisdiction:

1) Select the General tab.
2) Inthe Default Jurisdiction for Sources pull-down select the appropriate jurisdiction.

Customizing Citelt!'s Display

There are several features that allow you customize the Citelt! display to your own preferences.

Toolbars

Citelt! provides two different toolbars.

The Main Toolbar:
ERRE . RN

And the Import Citation Toolbar :
et Explore i §@||@

These toolbars can be turned on and off in any combination:

1) Select View from Citelt!" pull-down menus
2) Select Import Citation Toolbar and/or Main Toolbar.

Wiew Tools Help
Compact Mode
v Import Citation T oolbar
v Main Toolbar
Alwayz On Top
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Always on Top Setting

Because Citelt! is designed to work closely with your word processor and Internet Explorer, you will find that you
will often be switching between those applications. To make it easier to use Citelt!, you can set Citelt! to be
"Always On Top".

When Citelt! is Always On Top then Citelt! will remain the foreground - in front of any other applications that you
have running.

This is useful when you are importing citations from on-line sources, and it is also useful when you are writing
your word processing document and want to keep Citelt! easily available to insert citations into your document.

To have Citelt! always on top:

1) Select the pull-down View.
2) Select Always on Top.

Wiew Tools Help
1 Compact Mode
Import Citation T oolbar
tain Toolbar
v Alwayz On Top

Compact Mode

Designed to be used with the Always On Top feature, the Compact Mode reduces the size of Citelt! so that you
can have Citelt! remain visible while using other applications such as Internet Explorer or your word processor.

Putting Citelt! into Compact Mode will make the Citelt! Window a smaller size. In addition, to make more room
available, Citelt! will no longer show the What-You-See-Is-What-You-Get-Display on the Data tab.

To place Citelt! in Compact Mode:

1) Click on Compact Mode button M , OR
2) Select the View>Compact Mode from the Citelt! pull-down menus, OR
3) Grab the corner of the Citelt! window and resize it so that it is very small.

To take Citelt! out of Compact Mode

1) Click on the Full Mode button E OR
2) Grab the corner of the Citelt! window and resize it larger.

To maximize the information you can see on Citelt!'s tabs while in Compact Mode, you can may also want to
remove Citelt!'s toolbars from the View pull-down menu.
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Chapter 6. Creating a Table of
Authorities

Citelt! automates the process of creating a table of authorities, both in documents where citations have been created by
Citelt! and in documents where citations have been previously created. In this chapter you will learn how to:

§ Create a Table of Authorities for Existing Documents
§ Create a Table of Authorities for Documents Created Using Citelt!

Create a Table of Authorities for Existing Documents (Professional Edition Only)

Citelt! makes it easy to create a table of authorities for documents which already have existing citations. As
Citelt! is importing citations from the document, simply have Citelt! automatically mark found citations with your
word processor’s table of authorities fields. To do this:

1) Ifthe Import Citation Toolbar is not visible, then select Import Citation Toolbar from the View menu.

2) Use the pull-down menu to select either Microsoft Word or WordPerfect as the import source.

Microzoft Ward j El@l |1Tul|r=||
|

Internet Explorer
iMicrosoft Word :
YWiesthd ate Software
Lexiz Saftware
Clipboard

*’
3) Pressthe Mark Table of Authorities Iﬂl button on the Import Citation toolbar, so that it remains
pressed down:

IMin:rn:ns::-fth:nrd j @l@l @ITTJ;I

4) Press El to import all of the citations that appear in the document. As Citelt! locates each citation in
your document, it will import that citation and also mark the citation with your word processor’s table of
authorities field.

As Citelt! is importing and marking citations in your word processing document, you should be careful not
to access your word processor while Citelt! is processing. When Citelt! says that importing and marking
is completed, then you can return to working in your word processor.

5) To generate the table of authorities, see the section later in this chapter.

If you have already previously imported or marked citations in a particular document, when you import or
mark the document again, Citelt! may incorrectly think that the citations are duplicates and not import or
mark the citations in the document. If this occurs, simply select New from the File pull-down to start with
a new citation file and then try the import process again.
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To speed up the marking process, you may want to disable your word-processor's automatic spelling
checker which checks spelling as you type.

Create a Table of Authorities for Documents Created Using Citelt! (Advanced & Professional
Editions only)

When you use Citelt! to insert citations into your word processing document, Citelt! can automatically mark those
citations with your word processor’s table of authorities fields. To configure this feature:

1) Select Tools>Options from Citelt!'s pull-down menu.

2) Select the Table of Authorities tab.

3) IfInsert Table of Authority Tags when inserting citations is checked, when Citelt! inserts citations into
a document, it will automatically mark each citation with a table of authorities tag so that the citation will

automatically be included when you create a table of authorities.

¥ Inzert Table of Autharity tags when inserting citations

If citations have been previously entered into your document manually, or were inserted by Citelt! while the Insert
Table of Authorities Fields was not selected, then simply use the method described in the previous section to
mark the existing citations, or reinsert them with the Insert Table of Authorities Fields feature selected.

Generating a Table of Authorities (Advanced and Professional Editions Only)

Once citations have been marked with Table of Authorities fields by one of the methods described in the previous
two sections of this chapter, to have Citelt! generate a Table of Authorities in your word processing document:

1) Select the pull-down arrow from the button tZ - on the Main Toolbar

.
AN

I Imzert Source List

|nzert T able of Authorities

| [rzert Brief Outline

2) Select Insert Table of Authorities.

B Citelt! - Table of Authorities I

& Table of Authonties listz all of the citations that appear
in a document and includes the page number where
each citation appears.

You can only inzert a T able of Authaorities inta a
document where Citelt! haz created T able of Authority
tags either by inzerting citations ar uzing Citelt's impart

feature with the TOA tag feature on.
LCancel |
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3) Place your cursor in your word processing document where you would like to insert your table of
authorities and click the Insert Table of Authorities button.

Citelt! will insert a Table of Authorities into the document. Citelt! will automatically group all of the
sources by the type of source together, so that all of the cases will be listed together, then all of the
statutes and so on. It will also include all the page numbers that each source appears on in your
document.

The Table of Authorities feature is NOT available in the Student Edition of Citelt!. To purchase the Advanced or
Professional Edition of Citelt!, visit www.citeit.com or contact Sidebar Software.

A table of authorities can only be generated in documents where Citelt! has marked the citations with Table of
Authorities fields. This can be done either by Citelt! marking the citations as it is inserting citations or by having
Citelt! mark the Table of Authorities fields while importing the citations from a document.

Because Citelt! relies on citations being marked, when you are generating a Table of Authorities, you must do so
in the same document that the citations appear in. If you want to place your table of authorities in another
document, simply create your table of authorities in the same document as the citations and copy and paste the
entire table of authorities into a new document.

Configuring the Table of Authorities

To configure how Citelt! creates the table of authorities:

1) Select Tools>Options from Citelt!'s pull-down menu.

2) Select the Table of Authorities tab.

3) IfInsert Table of Authority Tags when inserting citations is checked, when Citelt! inserts citations into
a document, it will automatically mark each citation with a table of authorities tag so that the citation will
automatically be included when you create a table of authorities.
¥ Inzert Table of Autharity tags when inserting citations

4) |If Include Parallel Citations or Include Prior and Subsequent History are checked Citelt! will include

that information in table of authorities tag, therefore parallel citation and/or prior and subsequent history
information will be including it when it generates a table of authorities.

T able of Autharity T ags
¥ Include Parallel Citations
™ Include Prior and Subsequent Histong

5) If Divide state and federal material is checked, when creating a table of authorities, Citelt! will divide the
sources by state and federal sources. You can specify what sources you would like divided between
state and federal by selecting either Only Cases; Only Case, Statutes & Administrative Codes; and All
Material.

¥ Divide state and federal material
" Only Cases

% Only Cazes, Statutes & Administrative Codes
= Al Material
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Chapter 7. Managing Cite Files

With Citelt!, citation information can easily be transferred between anyone involved in the process of legal research and
writing. To help you manage citation information effectively, in this chapter, you will learn how to:

Save and Retrieve Citation Information

Find a Cite File

Change a Document’s Name and or Directory
Open Other Cite Files

Run Citelt! Outside of a Word Processor

wn W W W W

Saving and Retrieving Citation Information

Files that are created by applications often have specific file extensions associated with those files. (A file
extension is the three letters or numbers that follow the period in a flename.) For example, Microsoft Word
documents, by default, have a “.doc” extension, and WordPerfect documents have a “.wpd” extension.

Although Citelt! is closely integrated into your word processor, citation information is NOT stored in your
document, but is stored in a separate Citelt! database called a “cite file”. Cite files have their own extension: “.cit”.

Usually, the information that you enter into Citelt! is automatically stored in a cite file which has the same file
name as the document you are citing, except the cite file has a “.cit” extension (instead of “.doc” or “.wpd”).

For example, if you are working on a Microsoft Word document named "ApellateBrief.doc" the citations for that
document will be stored, by default, in a file named "ApellateBrief.cit".

Similarly, if you are working on a WordPerfect document called “ApellateBrief.wpd”, the corresponding cite file
that will be created by Citelt! will be named “ApellateBrief.cit”.

Document Name Cite File Name

ApellateBrief.doc ApellateBrief.cit

ApellateBrief.wpd ApellateBrief.cit
C:\Windows\MyDocuments\Reply.doc C:\Windows\MyDocuments\Reply.cit
C:\Documents\Johnson\Briefs\Brief#4.wpd C:\Documents\Johnson\Briefs\Brief#4.cit

If you open Citelt! in a document which has not yet been named, Citelt! will prompt you to use your word
processor’'s Save As command to name the document first.

When you have a document open and run Citelt! from your word processor’s toolbar, Citelt! will automatically
look in the directory where the active document is located for the cite file associated with that document.

For example, if your document is named “ApellateBrief.doc” and it is located in the “C:\MyDocuments” directory,
Citelt! will look in the “C:\MyDocuments” directory for “ApellateBrief.cit”.

If Citelt! is unable to locate a cite file with the same name in the current directory, the following screen will display:
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Citelt |
@ “tppellate Brief.cit" not found in;
Ly MDD 0w S Deskboph
Browse for an existing citation file, or create a new citation file?

Browsze. .. Create Mew File

In this dialog box, you are presented with two options:

. Browse... . . . . .
1) Clicking the ;l button will allow you to navigate through your directories and files to locate and
open an existing cite file.

Create Mew File |

2) Clicking the button will create a new cite file.

The cite file will be located in the same directory as your document and will have the same name as your
document, except instead of a “.doc” or “.wpd” file extension, the cite file will have a “.cit” extension.

Changing a Document’s Name or Directory

If you use your word processor’'s Save As command to change the name or directory of a document (or manually
move or rename the file), you must remember that this does NOT change the name of the related cite file.

Therefore, the next time you open Citelt! from that document, Citelt! will not be able to automatically open the cite
file, since the document file and cite file would have different names and/or directories.

To avoid this situation, any time that you change the name or directory of a document, you should immediately
use Citelt!’'s Save As command from the File pull-down menu (or rename the cite file manually) to make sure that
the cite file remains in the same directory with the document and that it has the same name as the document (with
a “.cit” extension). If you do not follow this procedure, then, each time you open the document, you will be
required to open the cite file manually.

Opening Other Cite Files

Once Citelt! is running you can open any previously created cite file by selecting the Open command from the
File pull-down.

This feature allows you to use cite files interchangeably in other word processing documents.

Finding a Cite File

If you are unable to find a particular cite file, one of the best ways to locate the file is using the Windows Find
feature.

1) From the Windows Start button, select Find...Files or Folders.

2) Onthe Name & Location tab, enter the name of the cite file you are looking for in the Named field (i.e.,
“Brief.cit").

3) Make sure the drive you want to search is selected from the pull-down menu in the Look In field.
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4) Click the Find Now button and Windows will attempt to locate the cite file.

If you want to find a cite file, but have forgotten the name of the file, you can do a search to find all cite files
residing on your hard-drive. To do this, follow the directions above, but type “*.cit” in the Named field.

Running Citelt! Outside of a Word Processor

There may be times when you wish to use Citelt! independently from Word or WordPerfect. This can be done by

launching Citelt! from a shortcut on your desktop or in your Start button menu. Whenever you use Citelt! in this
manner, Citelt! will prompt you to name your cite file when you exit the program.

If you have created a cite file and now want that file to be associated with a particular document, simply place that

cite file in the same directory and give it the same name as the document substituting a “.cit” extension for “.doc”
or “.wpd”.
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Chapter 8: Customizing Citations
(Advanced & Professional Editions Only)

The Professional and Advanced Editions of Citelt! allow you to customize or create sources, cite forms and citation
formatting styles using two features- Custom Case Citations and the Custom Source Wizard. In this chapter you will
learn how to:

Create Custom Case Jurisdictions, Reporters, Styles and Forms
Use the Custom Source Wizard to Create New Styles

Use the Custom Source Wizard to Create New Sources

Use the Custom Source Wizard to Create New Cite Forms

w W W W

Creating Custom Case Styles and Forms

Since some courts, jurisdictions and individuals prefer to format case citations a particular way, Citelt! makes it
easy to customize the style of case citation forms.

While the Custom Case Citations feature allows you to easily change the style of case citation forms (i.e. bold,
italic, underlining, etc.), the general form of a case citation [e.g., Drennan v. Star Paving Company, 198 N.W.2d
242, 248 (Minn. 1979)] cannot be changed.

Accessing the Custom Case Citation feature

You can access the Custom Case Citations feature to add a new case jurisdiction or case reporter in two
different ways:

1) Select Tools>Options from Citelt!'s pull-down menus. On the Citation Format tab, press the

Customize Caze YWizard button.

2) When entering a new case citation, select "*** Add or Delete a Source ***" from the Source pull-down
menu

Adding a New Jurisdiction

To add a new jurisdiction:

1) Open the Case Reporters screen using one of the methods outlined above.
2) Click on the New button to the right of the Available Jurisdictions pull-down menu.

Available Jurizdictions:

I j MHemw... |
HEemame... |
elete |

3) Type in the name of your new jurisdiction and click OK.
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Add Junsdiction

MHew Junzdiction Mame

IEIan:k Aorel

| ok I Cancel |

4) Now, your custom jurisdiction will be available in the Jurisdiction pull-down menu when you want to
enter a new citation.

Alabarma -
Alazka =
American Samoa

Arizona

Arkanzas

:Black Acre
Califarnia
Canal £one -

You can rename or delete any custom jurisdiction that you have created by using the Rename and Delete
buttons located to the right of the Available Jurisdictions pull-down menu.

Adding a Custom Case Reporter

1) Open the Case Reporters screen using one of the methods outlined above.

2) Select the jurisdiction that your new reporter should be associated with. In this example, we will use the
custom jurisdiction ‘Black Acre’ that we just created above.

3) Click on the New button to the right of the Available Case Reporters pull-down menu.

Available Caze Beparters:

I j MHemw... |
Hename:.. |
[Eelete |

4) Type in the name of your new case reporter and click OK

Add Hew Caze Reporter

Mew Caze Reporter Mame

IEIa-:k Acre Reporter

| ok I Cancel |

5) Now, your custom reporter will be available in the Source pull-down menu when you are entering a new
case citation
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Type of Source | Casze -
Jurizdiction Black Acre -
Source -

Black Acre Reparter
== ddd or Delete a Source =

You can rename or delete any custom case reporters that you have created by using the Rename and Delete
buttons located to the right of the Available Case Reporters pull-down menu.

Creating a Custom Case Styles and Format

To create a custom citation format for cases:

1)
2)

3)

4)

5)

Select Options from the Tools pull-down menu.
Click on the Citation Format tab and click on the Custom Case Wizard button.

Choose whether you want to modifying an existing style or create your own new style. In this example,
we will create a new style, called “Internal Memo Style”, so you should click on the New button to the right
of the Style pull-down menu.

Stule:
’7| Legal Memaoranda j Mew... |

Enter “Internal Memo Style” in the New Style Name field and click the OK button.

Add Hew Style Hame

MHew Style Mame

Ilnternal Memo Style

Cancel |

Now you should create the custom case format for your new “Internal Memo Style” For this example,
assume that we want to have case citations appear in the following format:

Drennan v. Star Paving Co., 198 N.W.2d 242, 250 (Minn. 1979).

To change the long citation form, you make changes in the Long Cite Form section that looks like this:

Long Cite Form:
odadel v, etworlkis, Inc|, 152 F.3d 1209, 1211 (%h Cir. 19%8)

This area shows a sample citation where you can change the format of all of the individual citation
elements that make up the long form of a case citation. Notice the box around “Kodadek v. MTV
Networks, Inc.” This box indicates that the case name is the active element, so any formatting changes
that you make will be applied to the case name element.
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6) For our example, we want case name to be in bold type. Therefore, make sure that the case name
(“Kodadek v. MTV Networks, Inc.”) has the box around it as illustrated above and then click on the bold

button EI under the Current Element Style Attributes to make the text bold.

The example case name will now appear in bold to indicate that the chosen style has been applied:

Long Cite Form:
||KuHaHEEV. MTV Networks, Inc|, 152 F.3d 1209, 1211 ( %h Cir. 19987

7) You now need to customize the reporter name, since in our example, the reporter name should be
italicized. Therefore, on the long cite form, click on “F.3d” to make that the active element:

Long Cite Form:

| Eodadek v. MTV Networks, Inc. | 152 1209, 1211 (%hCir. 1998)

8) Now click on the italics button il to italicize the reporter name:

Long Cite Form:

| Kodadek v. MTV Networks, Inc. | 152 [F13d 1209, 1211 (%hCir. 1998)

9) Continue to customize all of the additional elements, by making them the active element in the example
case and then clicking on the appropriate formatting buttons. Do the same for the short citation form and
also for explanatory phrases.

10) When you have completed creating your custom case format, click the OK button.

Note that if you customize one of the pre-existing case styles, (e.g., Law Review/Legal Memorandum for The
Bluebook or Italics/Underline for the ALWD Citation Manual) but later want to go back to the default styles, simply

Restore Defaulk:

select the style that you would like to restore, and then click on the button.

Creating a Custom Citation using the Custom Source Wizard

When you want to customize sources other than cases or customize more than the style of case citation forms,
you can use the Custom Source Wizard. For instance, suppose you are practicing tax law in the state of
Greenacre, and the Greenacre Tax Code is cited in the
following manner:

TitleNumber G.T.C. 8 SectionNumber (Year)

Therefore, if you were citing to Title 41, Section 77 of the 1997 Greenacre Tax Code, your citation would look like
this:

41 G.T.C. § 77 (1997)

To start creating this custom citation with Citelt!, open the Custom Source Wizard:
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1) Select Custom Source Wizard from the Tools pull-down menu.

Selecting a Style

The first step in the Custom Source Wizard is determining what Style you would like your custom source saved
under. Citelt! includes Law Review or Legal Memoranda, which are default styles from The Bluebook. You can
choose one of these styles or create a new custom style.

Eitelt! - Cusztom Source Wizard: Select Style M= E3 |

Cuztom zowrces only appear in the citation style in which they were created.
Faor example, if yau create a new zource called My Source' in 'Legal
Memoranda’ stule, then "ty Source’ will only appear when ‘Legal
Memoranda' iz the selected style.

Y'ou may use an exizting Style by zelecting it fram the list, or create a new
Style by clhicking 'Hew'.

Once you have zelected the Style that vour Cugtom Source will be
azsociated with, click ™est.'

Anailable Styles:

Hename...

elete

I

LCancel < Back | MHest > | it I

Using an Existing Style

To use an existing Style:

1) Select the Style from the Available Styles pull-down list.

>
2) Click the |22 button.

Creating a New Style

Because we only intend to use the Greenacre Tax Code in internal memos, we will want to create a new Style.

To create a new Style:

1) Click the New button, and the following dialog box will appear:
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Add Mew Style Hame
Mew Style Mame

IInternaI kema

Cancel |

2) Type “Internal Memo” in the text box.
3) Click the OK button.

Notice that the Available Styles pull-down list now contains an “Internal Memo” entry.

Aveailable Styles:
|nternal kemo j

Law Feview
|Ledal Memaranda

- , . Pl >
4) With “Internal Memo” selected, click the button.

Custom sources will only appear in the citation style in which they were created. For example, if you create a
Style called “Internal Memo” then any citations you create in this Style, will only be available for creation and
inserting when “Internal Memo” is the active Style in Tools>Options>Citation Format.

Selecting the Type of Source

A “Type of Source” is a broad category which groups sources together in order to make a specific source easier
to find. For example, the “Interview” Type of Source category includes three types of interview sources: “In-
Person Interview,” “Telephone Interview,” and “Third-Person Interview.”

You may create a custom source in an existing Type of Source category or you can create a new Type of Source
category.
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Eitelt! - Cusztom Source Wizard: Select Type of Source [_ | =] |

& ‘Tupe of Sowrce' iz a broad categony which helps grouping and finding a
zpecific source eagzier. For example, if vau want to create Custom Sources
for books you are citing, vou may firzt want to create a Type of Source
called 'ty Books'. Under 'y Books,' you could then create Cugtom
Sources for My Mormal Books', 'ty Muli-Yolume Books,' and 20 on.

Select the Tepe of Source under which your Custorn Source will appear and
then click ™est',

Yol may use an existing Tope of Source by selecting it fram the lizt, or
create a new Tope of Source by clicking 'Mew'.

Arailable Types of Source:

[~

Hename... |
elete |

LCancel ¢ Back | [HEnt > | it I

Using an Existing Type of Source

To use an existing Type of Source category:

1) Select the Type of Source from the Available Types of Source pull-down list.
[Mewxt »

2) Click the button.

Creating a New Type of Source

In the Greenacre Tax Code example, in order to make this source easy to find in the future, we might want to
create a new “State Tax Codes” Type of Source category. By making this category broad, we will be able to add
any other state tax codes to this category in the future.

To create a new Type of Source category:

1) Click the New button, and the following dialog box will appear:

A.dd Mew Type of Source Mame
MHew Type of Source Hame

IState Tax Codes

Cancel |

2) Type “State Tax Codes” in the text box.

3) Click the OK button.
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Notice that the Type of Source category pull-down list now contains a “State Tax Codes” entry.

Ayailable Types of Sounze;

State Tax Codes j

Law Reviews, Journals & Magazine: .
Legizlative Materialz

Letter

Mewszpaper

Sezsion Laws

iState Tax Codes
Statutes & Adminiztrative Codes .
T ax Codes =

_ - . [Hext >
4) With “State Tax Codes” selected, click the button.

After you create a new Type of Source category you will be required to determine whether the Type of Source is
“Jurisdiction Specific”.

Iz the Source you have created jurisdiction specific?

Esamples of jurizdiction specific sources are 'Cazes’ and 'Constitutionz’ in that they
require the uzer to specify the particular state that the 'Caze’ or 'Constitution’ iz from.
‘Booksz' and 'Magazines' are naot particular o a certain state and therefore

not jurizdiction specific.

|2 the Source wow have created junizdiction specific?

Examples of Jurisdiction Specific sources are “Cases” and “Constitutions” in that they require you to specify the
particular state that the ‘Case’ or ‘Constitution’ is from. Conversely, “Books”, “Magazines”, “Interviews”, and
“Internet Sources” are examples of sources that are not particular to a state and therefore are not jurisdiction
specific.

In our example, the Greenacre State Tax Code is obviously specific to the state of Greenacre, so we would want
to click the Yes button when Citelt! asks if this Type of Source is jurisdiction specific. By doing this, Citelt! will
then prompt you to select which jurisdiction the source should be used with.

Selecting a Jurisdiction for your Custom Source

If you made your source Jurisdiction specific in the previous step, than you now need to select the Jurisdiction for
which your custom source will be associated with.

If your source is not Jurisdiction specific then you should skip this section and proceed to the section entitled,
“Selecting a Source Name”.

You can create a custom source in an existing Jurisdiction or you can create a new Jurisdiction.
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Eitelt! - Cusztom Source Wizard: Select Source and Junzdiction [_ | =] |

Select the Jurisdiction and Source that pou would like to customize and then

click Hent'.

“ou may use an exizting Junzdiction or Source by selecting it from the list, or
create a new Junisdiction or Source by clicking 'Hew'.

—Available Jurisdictions:

[
Hename...

elete

—Available Sources:

Hename...

L

elete

<Back || Hexs | U Ereh |

Using an Existing Jurisdiction

To use an existing Jurisdiction:

1) Select the Jurisdiction from the Available Jurisdictions pull-down list.

2) Click the

Creating a New Jurisdiction

et »

In the Greenacre Tax Code example, we will need to add “Greenacre” to the list of jurisdictions.

To create a new Jurisdiction:

button.

1) Click the New button, and the following dialog box will appear:

EH Add Jurisdiction

MHew Jurizdiction Mame

IG [eenacre

2) Type “Greenacre” in the text box.

3) Click the OK button.

Notice that now the Jurisdiction pull-down list now contains a “Greenacre” entry.
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“Beallable Junsdictions:

Greenacre

[

Flarida

| Guam
H awwaii
{ldahao
[lliroi=
Indiana

e

[Feorgia
M_I

| |

4) Make sure that the “Greenacre” entry is selected, and then follow the steps in the next section.

Selecting a Source Name

Now, that the Style, Type of Source and Jurisdiction have been selected, you will now name the Source. You
may select an existing Source name or you can create a new Source name.

Eitelt! - Custom Source Wizard: Select Source

Select the Source that pou would ke to customize and then click ‘Wext'.

Yol may use an exizting Source by selecting it fram the list, aor create a new
Source by clicking Mew'.

Aevailable Sources:

Hemame... |
elete |
LCancel < Back et Bttt

P S |

Using an Existing Source

To use an existing Source:

1) Select the Source from the Available Sources pull-down list.

2) Click the

et >

button.
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Creating a New Source

In the Greenacre Tax Code example, we will now want to add the name of the source to Citelt!. In creating the
source name, you may want to use the full name of a source such as “Greenacre Tax Code”. However, because
you have already have selected the Type of Source (i.e. “State Tax Codes”) and the Jurisdiction (i.e. “Greenacre”)
it is generally easier to use the correct abbreviation for the source, which users may be more accustomed to
seeing. In this case, let's name the source, “G.T.C".

To create a new Source:

1) Click the New button, and the following dialog box will appear:

Add Mew Source Ed

MHew Source Mame

||3.T.|:.

2) Type “G.T.C."” in the text box.
3) Click the OK button.

Notice that the Available Source pull-down list now contains a “G.T.C.” entry.

Ayvailable Sources:

[GTC =l

>
4) Make sure that the “G.T.C.” entry is selected, and click the blext button.

Creating and Arranging Fields

Now that you have defined the Style, Source Type, and Source that you want to customize, you must now create
and arrange the Fields for the source.

Fields are all of the individual items of information which must entered in order to create a new citation for the
source. For example, when you are citing a case, Fields that you fill out for a citation to be accurate and
complete, include the Case Name, Reporter, Volume, Starting Page, Pinpoint Page, Deciding Court and Year of
the Decision.
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Eitelt! - Cusztom Source Wizard: Select Field Hames [_ | =] |

Create a Field Hame for each field of information to be included in this custom
Source.

Field Mamez can be added by selecting one of the lizted Pozsible Field
Mames and clicking ‘Add' ar by clicking Mew',

The order in which the Field Hames appear below will be the zame order that
they will appear wheh entering citation information into thiz source. Arange
the Field Mames by clicking the 'Move Up' and 'Move Down' buttons.

Fozszible Field Hames Field Hames

A thior il Mew. ..
'ear

Book Title Bemove |
Yaolume Seld

E dition S =» |

Pinpoint Page Ml
Starting Page bave Down
E ditar —_I
Tranzlataor ﬂ

LCancel ¢ Back | [HEnt = I it I

In our example, given that the citation form for the “Greenacre Tax Code” is:

TitleNumber G.T.C. § SectionNumber (Year)
The fields that need to be created are “Title Number,” “Section Number,” and “Year”.

You will notice that Citelt! provides some commonly used field names in the Possible Field Names list on the left
hand side of the screen. You may select Fields names from this list, or create new Field names if your desired
Field names are not provided.

Using Existing Field Names

To use an existing Field name, either:
1) Double-click on the appropriate Field name in the Possible Field Names list, or;
2) Select the appropriate Field name, and click the Add button.

3) Verify that the Field name that you selected shows up in the Field Names box on the right side of the
screen.

Creating a New Field Name

In the Greenacre Tax Code example, “Title Number” and “Section Number” were not in the Possible Field
Names list, so we will need to add these two Field names.

To create a new Field name:

1) Click the New button, and the following dialog box will appear:
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M Add New Field
MHew Field Name
ITitIe MHurnber

Cancel |

2) Type “Title Number” in the text box.
3) Click the OK button.

4) Verify that the Field name that you entered shows up in the Field Names box on the right side of the
screen.

For our example, repeat the above steps to add the “Section Number” field also.

To remove a Field name that you accidentally selected or entered, highlight that field name and click the Remove
button.

When you are finished, the Field Names box should look like this:

Field Mames

'ear
Title Mumber
Section Humber

Ordering the Field Names

Now that you have created the proper Field names, you will want to arrange them in a logical order, because the
order in which the Field names appear in the Field Names box will be the same order in which they will appear
when entering the citation information.
For example, since we are creating the cite form:

TitleNumber G.T.C. § SectionNumber (Year)

You would want to arrange the Field names accordingly to look like this:

S ection Murnber
Year
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To change the order of the fields:

1) Highlight a Field name.

kdowe Lip or kone Dowen

2) Click the buttons, until the Field name is in the right order.

3) Repeat steps 1 & 2 with the other Field names as necessary.

Mt >

4) Once the order of the Field names appears as you would like, click

Creating Citation Forms

You will now create and format the cite forms for the source that you have created. You do this by selecting the
citation information and then applying the necessary formatting and punctuation.

B Citelt! - Custom Source Wizard: Create Citation Forms M= E3 |

lze the humbered tabs to define up to five different citation formes [i.e.. lona,
zhart, 'id.", etc.] far pour Custam Source.

Toinzert afigld or text, click on the appropriate formatting buttans [bald,
italic, ete. ], then zelect the field or type in the text and click, 'Inzert’.

Cite Farm

|1T2T3T4T5

T ite Murnber
L . Space Section uml:uer -
( ) §| " Year Unda |

[ Copptesll saurces 1| i| 1' E|

LCancel < Back x> Einizh

Citelt! allows you to create five different cite forms for each source. Typically, the first cite form is the “long form”

and the fifth cite form is the “short form”.
To create a citation for each form, you should first select the appropriate tab from the five numbered tabs at the

top of the screen:
[ V207 370 47 5

With the appropriate cite form tab selected you can begin formatting your citation.

For our example, let's continue to assume that the long form of the citation is:

TitleNumber G.T.C. 8§ SectionNumber (Year)
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To create a cite form:

1) Select the appropriate cite form number from the numbered tabs. In this case make sure to select “1”
since we will be creating the long cite form.

[ [ 2] 3] 415

2) Since the “Title Number” Field is the first information in the citation, you can insert it into the citation form

S N . Insert
by double-clicking it or by selecting it and clicking the e button.

Notice that once you insert a selection it becomes visible in the What-You-See-Is-What-You-Get display
at the bottom of the screen. Since this display is showing you what your citation will look like, you can
use it as a reference when creating cite forms.

Title Mumber

Space
3) Toinsert the space between “Title Number” and “G.T.C.”, click on the p4| button.

Any of the characters on the left of the screen (comma, period, space, parenthesis, section symbol, or
paragraph mark), can be inserted into the citation form by clicking on the appropriate button.

Any additional text or symbols can be inserted into the citation form by typing the information into the text
Insert

box below the Field list and clicking

4) Now we need to insert “G.T.C.” Since “G.T.C.” appears in bold type in the citation, after selecting
Insert

“G.T.C” from the pull-down list, click il to put it into bold type and then click

The What-You-See-Is-What-You-Get display should now look like this:

Title Mumber G.T.C.

Space
5) To insert a space between the “G.T.C.” and the section symbol (8), click the p4| button.

§

6) To insert the section symbol (8) into the citation form, click the _| button.

Insert

7) Now insert “Section Number” by selecting it from the menu and clicking

The What-You-See-Is-What-You-Get display should now look like this:

Title Mumber G.T.C. §

L Spacel
8) Insert a space by clicking the button.

9) To place an open parenthesis “(“ into the citation click the LI button.
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lngert

10) Insert “Year' into the citation by selecting it from the menu and click

11) Finally, place a closed parenthesis after “Year” by clicking the Ll button.

12) Check that the citation form is displayed properly in the What-You-See-Is-What-You-Get Display.

Title Mumber G.T.C. § (Teat)

13) To create the other four cite forms for the source, select a different numbered tab and then repeat steps 2
through 12.

14) When you have finished creating all of the cite forms for the source, click the &l button.

If you make an error while creating a cite form you can undo the steps you have taken by clicking the

Undo .
— button until the error has been removed.
. ' . ' . Insen
Double-clicking on a field name has the same effect as selecting the field name and then clicking
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Chapter 9: Troubleshooting

While we are confident that you will find using Citelt! easy and effortless, the following chapter is designed to address
some basic questions that you may have about installing or using Citelt!.

Frequently Asked Questions

INSTALLATION

Q:

Is Citelt! compatible with my operating system and word processor?

Citelt! has very basic system requirements. It requires Windows 98/NT/2000/XP and is compatible with
Microsoft Word 97/2000/XP and Corel WordPerfect 9/10. Internet Explorer 4.0 or later is also required.

When | attempt to install Citelt! on my Windows NT or Windows 2000 computer, | receive an "Access
Denied" error or an error message appears stating that the system administrator needs to install the
program.

Citelt! installation requires that files be written to areas that are only available to someone with administrator
level access. Log in as a system administrator and install Citelt!. Users can then log in and Citelt! will run
normally.

Can our firm simply install Citelt! once on our network server and run it from there?

Because Citelt! is closely integrated with your word processor, it needs to be installed locally on each
individual computer. Citelt! can, of course, user your network to access and share citation files, just like you
use it to access and share your word processing documents.

Why doesn't the Citelt! button appear on my Microsoft Word toolbar?

When you install Citelt!, the installation program should automatically detect your installed versions of
Microsoft Word and should automatically place a Citelt! toolbar button on the far left side of your Standard
Word toolbar.

If the Citelt! button does not appear on your Microsoft Word toolbar, first try re-installing Citelt!, making sure
that all instances of Microsoft Word are closed. When Install Shield displays a screen which asks whether
you would like to "Modify, Repair or Uninstall" Citelt!, choose "Repair." The Citelt! button should now appear
on your toolbar when you re-open your new word processor.

If the toolbar button still does not appear on the far left side of your Standard Word toolbar, try the following:

1) Using Windows Explorer, go to your Microsoft Office Startup directory, (generally, this is found at
"C:\Program Files\Microsoft Office\Office\Startup") and see if there is a file in that directory named
"Citelt_Word32". If this file DOES EXIST in your Microsoft Office Startup directory, then go to step 3,
if the file DOES NOT EXIST, then continue with Step 2.

2) Find the "Citelt_Word32" file in the directory where you installed Citelt!, which is generally
"C:\Program Files\Sidebar Software\Citelt!". COPY this file to your Microsoft Office Startup directory
that you found in the previous step.
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3) Open up Microsoft Word and see if the Citelt! button appears. It generally appears on the far left side
of your Standard toolbar in Word.

4) If the Citelt! button does not appear, then from the pull-down menus in Microsoft Word select
"Tools>Templates and Add-Ins"

5) In the bottom section of the Templates and Add-Ins dialog box, make sure that "Citelt_ Word32.wll" is
listed and that its checkbox is checked.

Q: The Citelt! toolbar button doesn't appear on my Microsoft Word toolbar, but Citelt! does appear under
the Tools pull-down menu in Microsoft Word. How can | create another Citelt! toolbar button in
Word?

In Microsoft Word, if there is a Citelt! entry in your Tools pull-down menu in Microsoft Word, you can easily
add a Citelt! button to your Word toolbar:

1) Right-click on any Word toolbar and choose Customize.

2) When the Customize Window appears, select the Tools pull-down menu from the top of the Word
screen.

3) While holding down the Control key, left click-and-drag the Citelt! menu entry from the Word pull-
down menu to the position where you would like the Citelt! button to appear on the toolbar. When
you release your left mouse button, Word will copy the Citelt! command from the pull-down menu to a
button on your toolbar.

Q: Citelt! seems to have difficulty interacting with my word processor. What can |1 do?

Citelt! is designed to work with the most updated versions of both Word and WordPerfect. In order to assure
compatibility with Citelt!, and to make sure that your system is as stable as possible when using your word
processor, it is HIGHLY recommended that users make sure that they have installed all of the available
updates for their word processor.

Service Packs are provided by both Microsoft and Corel to fix any bugs which are discovered subsequent to
the release of a version of Word or WordPerfect. These service releases are free, and they can be
downloaded from the Microsoft and Corel websites.

Q: When I try to insert a citation into my Word document, | get a string of errors including one that says
"Ambiguous name detected: TmpDDE" How do I fix this problem?

This error generally occurs as a result of attempting to insert a citation, a table of authorities, a brief outline or
a source list without having Microsoft Word open. If Word is not running when Citelt! attempts insert
information into Word, Citelt! will attempt to open Word. This generally results in a series of errors. After
these errors occur, if you try to insert a citation you may receive the "Ambiguous name detected: TmpDDE"
error. You can fix this error by doing the following:

1) Open Word and make sure that a document is also active.

2) From the Tools pull-down menu, select Macro or Macro>Macros (the entry will depend on your
Word version).

3) Onthe Macros dialog box, find and select the macro named TmpDDE.
4) Delete the TmpDDE macro.

5) Close the dialog.
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6) Citelt! should now be able to insert information into any Word document.

IMPORTING CITATIONS

Q: ljust used Citelt! to import citations and while most of the source information that was imported is
correct, there are few mistakes that | would like to correct.

Any information that is imported can be edited by simply clicking on the Data tab. To change any citation just
simply edit the information that is either not correct or that you want customized.

Q: lam having problems importing the main cite from a source on Westlaw or Lexis.

Unfortunately, Westlaw and Lexis do not provide citations for sources in a standard citation forms. Therefore,
Citelt! attempts to interpret these incorrect citations and create accurate citations. In these situations, you
might try finding the citation for the source in the text of a source. One way that this can be done quickly is to
Shepardize or KeyCite the citation, and then choose one of the sources that cites your desired citation.

Q: lcan't import citations from the Westlaw Link Browser.

Unfortunately, in some versions of Internet Explorer, the Westlaw link browser window does not allow third-
party applications such as Citelt! to communicate with it. In these situations, in order to import citations, press
the Maximize button which will bring your current document up in the main Westlaw window. You should then
be able to import citations from the main Westlaw window.

Q: Why does Citelt! sometimes not import a citation or make mistakes when importing?

Because there is an infinite combination of citation sources, forms, and styles, importing citations is a difficult
and complex task. Although Citelt! is designed to import a variety of citations, under some circumstances,
Citelt! may have difficulty importing citations. To assure maximum accuracy when importing citations, follow
these guidelines:

1) Citelt!'s import capabilities are constantly being updated to allow it to recognize more citations and
import citation information more accurately. To make sure that you are always using the latest
version of Citelt!, and to download free updates, visit www.citeit.com on a regular basis.

2) Import long citation forms. For most types of citations, Citelt! relies on long citation forms to import
citation information since they provide all of the information necessary to create a complete citation.
Therefore, if you find a short citation form, look earlier in the document and import the long citation
form.

3) Citelt! was designed to import citations which have common citation errors, however, some errors in
citations may prevent Citelt! from accurately importing citations. Citations which are missing citation
information or have incorrect punctuation such as extra commas or parenthesis may result in a
citation not being imported. To avoid this problem, if possible, try to import citations which are as
close to standard Bluebook or ALWD citation styles as possible.

4) Some online services such as Westlaw or Lexis provide numerous parallel citations to non-standard
citation sources. These types of citations can be difficult for Citelt! to import, so if possible, try
importing from a selection which doesn't include the parallel citations.

5) Because of they have fairly standard citation styles, cases and statutes are generally the most
accurate citations to import. Other sources may require more editing or correcting.

PURCHASING AND UPDATING CITEIT!
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Q:

I recently purchased a new computer or had to reinstall the operating system on my computer and
now my purchase code doesn't work. What do | do?

Each purchase code and key diskette is designed to only work on one computer. Therefore, if you purchase
another computer or reinstall your computer's operating system, you may have to obtain a new purchase
code from Sidebar Software.

To obtain a purchase code:

1) Download a trial version of Citelt! from http://www.citeit.com
2) Install the trial version

3) When you run Citelt!, you will see a trial information screen. At the bottom of this screen is a 16 digit
trial code

4) Email your trial code, and full name and contact information to sales@sidebarsoft.com

Sidebar Software will only provide new purchase codes to Registered Purchasers of Citelt!. You are a
Registered Purchaser of Citelt! software if you either: 1) purchased Citelt! directly from Sidebar Software; or
2) purchased a retail version of Citelt! and sent in your registration card provided with that retail version.

How do | update my purchased copy of Citelt! to make sure that | am using the most recent version?

If you are a registered purchaser of Citelt!, to update your version of Citelt! to the most recent version, simply
download and install any of the Citelt! trial versions available at http:\\www.citeit.com

All Citelt! downloads are the same for both registered purchasers and trial users. If you install Citelt! and do
not have a valid purchase code or key diskette, Citelt! will run as a trial version. If you have a valid purchase
code or key diskette, the software will unlock, and work as a fully purchased version.

As you install the trial version, Citelt! will automatically detect that you have already purchased Citelt! and it
will unlock itself to a purchased version. If you have not purchased Citelt!, after installing a trial version,
Citelt! will run operate as a limited trial version until a purchase code or key diskette is used to unlock Citelt!
into a purchased version.

CITATION STYLES

Q: What version of The Bluebook does Citelt! support?
Citelt! supports the 17th Edition of The Bluebook, which was published in 2000 and is the most current
edition.

Q: Does Citelt! support the ALWD Citation Manual?
Yes. There are two versions of Citelt! available for purchase. One supports The ALWD Citation Manual and
the other supports The Bluebook: A Uniform System of Citation.

Q: Can | have ALWD & Bluebook versions installed on the same computer?
Unfortunately, at this time, you cannot have ALWD and Bluebook versions of Citelt! installed on a computer at
the same time. However, if you need to use the other citation system for a specific project or writing
assignment, you can, for example, uninstall the Bluebook version of Citelt! and reinstall the ALWD version of
Citelt! (and vice-versa).
Warning: you must fully uninstall and reinstall the full Citelt! version, you cannot use a Citelt! update patch to
change citation manuals. If you need to change versions, you should contact Sidebar Software and we can
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provide you with more detailed directions for this procedure as well as provide you with an additional
purchase code for the new version.

Q: What do I do if | am creating a new citation and don't want to include information like the deciding
court or pinpoint page number?

Citelt! has been designed so that in certain cases, you can leave certain fields blank, and Citelt! will still
create the proper citation. There are a number of situations, where by leaving a field blank, Citelt! will be able
to figure out what your intent is and create a proper citation.
An example of how leaving a field blank will result in a proper citation is if you wanted to cite AN ENTIRE
CASE to make a general point. In this situation, if you leave the Pinpoint Page field blank, Citelt! will provide
you with a correctly formatted cite form that doesn't include the pinpoint page.
Another common example would be a situation where because the case reporter unambiguously indicates the
court name, therefore you don't want to include the court name in the year parenthetical. Again, if you can
simply leave the court name field blank and Citelt! will create a proper citation.
Therefore, if you run across a situation where Citelt! is including information that you don't want in the citation,
you can generally just omit that information on the "Add New Cite" screen and Citelt! will be able to come up
with the cite forms that you need.

Q: Citelt! is creating citations in the wrong font, what do | do?

Simply select Tools>Options and click on the Citation Format tab. Click on the Change Font button and
select your desired font.

Q: How can | change the formatting for my introductory signals, such as "But" and "See"?

Simply select Tools>Options and click on the Citation Format tab. Where it says Sighal Formatting use
the four formatting buttons to select the right text characteristics for your signals.

Q: How do linsert a paragraph or section symbol into a citation?

In any field in Citelt!, Control+P will create the paragraph symbol, and Control+S will create the section
symbol.

Q: In Microsoft Word, why is it that sometimes when | insert a citation into my document Citelt! creates
or deletes spaces before or after the citation?

Citelt! was designed to insert citations at the exact location of your cursor in your Microsoft Word document.
If it appears that Citelt! is inserting or deleting spaces between your cursor and the citation, this is likely a
result of Word's "Smart Cut and Paste" feature being enabled. To turn "Smart Cut and Paste" off, follow
these simple steps:

1) Choose Options from the Tools pull-down menu in Microsoft.

2) Click the Edit tab.

3) Uncheck "Use Smart Cut and Paste" then Click OK.
Note that when inserting a cite sentence, Citelt! will automatically add two spaces after the end period of the

citation.

TABLE OF AUTHORITIES
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Q:

| previously used Citelt! to mark a document for a table of authorities, but now when I try to mark the
table of authorities again, Citelt! doesn't find or mark all of my citations.

If you have already previously imported or marked citations in a particular document, when you import or
mark the document again, Citelt! may incorrectly think that the citations are duplicates and not import or mark
the citations in the document. If this occurs, simply select New from the File pull-down menu to start with a
new citation file and then try the import process again.

Why did Citelt! not mark my short case citation?

In order to accurately mark short citations, Citelt! must first find a long form of the citation which contain all of
the citation information. Therefore, if Citelt! does not mark a short form of a citation, make sure that there is a
corresponding long form for that citation and that the long citation appears before any short form for that
citation, which this is also a requirement for accurate citation.

Citelt didn't mark one of my citations for the Table of Authorities, what should | do?

Because Citelt! uses your word processor's table of authorities functionality, if you are familiar with how to
mark citations manually with your word processor, you can mark the citations using that method. If you are
not familiar with that process, you can insert the citation into your document with Citelt!, and Citelt! will
automatically mark the citation. If you don't yet have the citation in your Citelt! database, you can enter that
citation into Citelt! manually and then insert the citation into your document.

| have the Professional Edition of Citelt!, what are the weird characters that appear after my citation in
Microsoft Word?

The Advanced and Professional Editions of Citelt! can automatically create table of authorities tags in Word
and WordPerfect. The characters that you seeing after the citation which look like "{/ta /1... etc.}" is the
Microsoft Word table of authorities fields.

If you don't want to see these fields in Word, choose Tools>Options>View from the Word pull-down menus
and make sure that the Hidden Text and All check boxes are unchecked.

If you don't want Citelt! to insert Table of Authorities fields as you insert citations, then you can select
Configure in the Citelt! pull-down menus and uncheck the Insert Table of Authorities Fields entry.

CITATION FILES

Q:

Q:

| opened up a document which | had previously cited with Citelt!, but when | brought the document up
later, none of my citations were there. What happened?

When you open up Citelt! from within your word processor, Citelt! looks in the same directory as that
document and attempts to open the ".cit" file with the same name as your document. If it is unable to locate a
".cit" file with the same name, then it will ask you if you would like to create a new ".cit" file.

What probably happened was that the ".cit" file that you had created earlier is not in the same directory, or it
has a different name than your document. Simply find the previous ".cit" file on your system and copy or
move it into the same directory as your document, making sure that it is named the same as the document
but with a ".cit" file extension.

Can | use a previously created cite file to create citation in a different document?
Absolutely. Simply select "Open" from the File Menu and select the cite file you would like to use for the
document. If you want to associate that cite file with that document, you should use the "Save As" feature to

save the information with the same name as the document, with a ".cit" extension.

| have trouble opening citation files that are on floppy disks.
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SIT

Because Citelt! stores citation information in a database format, the size of a citation file can grow and shrink
dramatically as Citelt! opens, manipulates, and closes files. Because of the limited storage space available
on floppy disks, you should not try to open citation files on floppy disks, but instead move all citation files to
your hard drive before opening them.

E LICENSES

Q:

Do we receive better pricing if we buy a multi-seat license for Citelt! versus a single copy at atime?

Yes. Sidebar provides site license discounts for Professional Edition purchases. Contact Sidebar Software
for more details.

We would like to buy a small number of seat licenses to evaluate Citelt!. Would those initial seats
purchased be credited towards a quantity discount if we buy additional copies?

If within thirty days after your initial purchase you decide that you would like to buy additional seat licenses,
Sidebar will total the copies of Citelt! purchased in the first and second transaction and provide you with a
volume discount on the total purchase. If you decide that you would like to order additional copies of Citelt!, or
have any questions about this policy, please e-mail sales@sidebarsoft.com or call Sidebar Software for more
details.

Our firm uses a systems integrator or consultant to help us with our information technology needs.
Can we acquire the program from them or must we buy direct from Sidebar Software?

Sidebar can either work with your systems integrator or with your firm directly. Also, if you do not have an
integrator and are looking for technology assistance, Sidebar will be happy to offer a recommendation to one
in your area.

For

more frequently asked questions, visit www.citeit.com.
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Chapter 10: Technical Support

If after reading this manual you still have questions about installing or operating Citelt!, Sidebar Software offers technical
support and services to provide assistance. In this chapter you will learn about:

§ Sidebar Software’s Technical Support Policy

§ Free Technical Support
§ Fee-Based Technical Support

Technical Support Policy

Users can contact our staff via phone, fax or e-mail. In addition, users are invited to visit our web site at
www.citeit.com where we provide extensive support information.

Sidebar Software’s technicians can help you with problems related to:
Installation of Citelt!
Configuration of Citelt!
Errors in program operation

However, our technicians are unable to assist with problems related to:

Citation questions about The Bluebook or ALWD Citation Manual
Issues related to Word or WordPerfect

Free Technical Support

Manual

Before contacting Sidebar Software, we encourage you to double check to see if this user manual addresses your
concern. In many cases, the answer can be found immediately by using the table of contents or the index.

Help Files
To access Citelt!'s help files press “F1” at any time, or select the Help pull-down menu.

On-line Support

Online support helps you find the answers you need, quickly and easily. Because we are constantly improving
Citelt!, we encourage you to periodically check Citelt!'s website at www.citeit.com for additional technical support
information, frequently asked questions, and information on updates.

E-mail

In order to provide timely and accurate information, please consult the Technical Support Request at the end of
this manual (or on the Citelt! website) to make sure that your e-mail provides all of the requested information.
Technical support questions can then be e-mailed to support@citeit.com.

At Sidebar Software, we are striving to make Citelt! the most efficient and accurate way to create proper legal
citation. But, because legal citation is very complex, we need your help. If you have suggestions for future
improvements or enhancements to Citelt! or have discovered a situation where you believe Citelt! is not
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creating correct citation, please e-mail us at citation@citeit.com.

Fax

Using the Technical Support Request at the end of this manual, you can fax your technical support questions to
(617) 975-0028. Fax support is available Monday through Friday from 9am to 5pm Eastern Standard Time.

Fee-Based Technical Support

Sidebar Software can provide phone technical support for purchasers of site license technical support plans or on
a “Pay-Per-Incident” basis. To find out about these two types of support, please send an e-mail to
support@citeit.com, or visit the Citelt! website at www.citeit.com.
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Technical Support Request

Citelt! Version:

Windows Version: _ 98 =~ ME _ 2000 _ NT __ XP

Word Processor: __ Word™ _ WordPerfect™ Version:

Additional Applications:

Detailed description of problem (please include the steps needed to duplicate the problem):

Exact text of error messages received:

Other information:

Fax this form to (617) 975-0028
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