WestlawNext speech notes
A few search tips:

· In plain language searches, use + to require terms, - to exclude terms

· If you do a search for "no merit letter" in the search box on the front page, it searches for an exact phrase  in PRIMARY sources but  not in secondary sources.  If you use advanced search and put the phrase into the exact phrase box it searches for an exact phrase in both primary and secondary sources. 
1.  Copy with Reference –
· Highlight text in a case – click Copy with Reference, select desired format – Standard = Bluebook.  Ohio format is not yet an option

· Adds text to the clipboard

· Paste it into your document

If want to pick Bluebook law review, go to preferences at the bottom right of the screen, click on Citations.

2.  Highlight or add a note

-  select text in a document

-click highlight to highlight part of document and highlight will remain on the document

-click on note, and note remains on the document

-notes and highlights will be on the document when you print or download it (select document and annotations) or not 
3.  Folders
· Create New Folder – Click on Folders, New … and make one
· Click on Folder displayed in upper right of research screen – Click on Change Folder Icon

· Highlight text in a document  and click Save to Sue’s Research

· Click on documents from the results list and save to folder by clicking on folder icon with green arrow

· Document Saved in Folder Forever

· Free updates for one year

4.  Adding Favorites

-Pull up a Database and click Add to Favorites (next to database name)

5.  West digest –

Underneath TOOLS tab – West Key Number System
Use Search box on Right to search only the title areas 

Use Search box at top to search text of the digest squibs

6.  Pricing and cost recovery pricing

· Flat rate cost to access WestlawNext.  Charged if click on a document outside of  your plan. 
· Cost Recovery (charging clients): $60 per search plus a Find charge for everything you click on.  
7.  Printing

· Currently, WestlawNext DOES NOT PRINT TO THE WESTLAW PRINTERS.

· Cut and paste citations into regular Westlaw or use https://findprint.westlaw.com
· If you use the Shortcuts boxes from the Westlaw Law School Homepage - http://lawschool.westlaw.com. it goes to WestlawNext 
8.  My Research/History
