Westlaw® Canada
Quick Reference Card
Setting up your Preferences

Click Preferences located in the upper right corner of the Navigation bar to customize many of
your Westlaw Canada features.
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Time Zone and Date Format

Click Location & Reporting on the left side, if necessary.

Select the Time Zone and Date Format you wish by using the drop-down lists and then click Save

Changes.

Preferences ® Location & Reporting Preferences

Location & Reporting Location
Time Zone: [ 1

Change Client 1D | Eastern v/
Date Format: [ ; 1

Document Display | DOMMAYYYY 3

Result List Display Find Jurisdiction: _CA - Canada v/

Search Reporting System

Print & Download Clicking on the Go to Reporting System link will open a new browser window. To return to Westlaw Canada, close the
Reporting System browser window to reveal the open Westlaw Canada browser.
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Go to Reporting System
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Number of Documents Displayed in your Search Result List

Click Result List Display located on the left side.

Select the number of citations to display on your result list by using the drop-down list provided
and then click Save Changes.

Preferences @ Result List Display Preferences
- - Result List
Location & Reporting
Change Client ID O Hide search terms in result list.
DN\eument Display ® show search tgrms in result list. @ )
Display |20 ¥ words before and after the |first3 ¥ |instance(s) of your
Result List Display Terms and Connectors search terms.

Matural Language will return “Best” portion.

Search r 0
Display up to |50 ¥ citations at a time.

Print & Download
NewsRoom Sort Order (applies to Terms and Connectors s

KeyCite Canada
® By Date, then alphabetically by Publication (default option)

Alerts

O By Publication Name, alphabetically
Trail

O By Article Name, alphabetically
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Change Print Format and Exclude Printing Cover Page
Click Print & Download located on the left side.

Un-check Include Cover Page, in the Content Options section. Scroll down the page and select PDF
from the Format drop-down list in the Print section and then click Save Changes.

Preferences @ Print & Download Preferences

Content Options

Location & Reporting ent 4
Highlight Search/Locate Terms

Change Client ID [ Include Images

Document Display [ Include Live Links
Oinclude Cover Page
Regult List Display [Oinclude Duplicate Documents
garch [ Include Index Terms
[ include KeyCite Flags
et A oo Oinclude List of Briefs, Motions, atc.

KeyCite Canada
KeyCite Content Options

Alerts Oinclude KeyCite Full History
[Oinclude Direct History (Graphical View)
[Oinclude KeyCite Citing References
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Time of Delivery
@ Now
O At Sign OFf
Print
Attached Printer

Paper Size: [Letter (215.9 % 279.4 mm) |
Faormat: |PDF (Adobe Acrobat Reader required)
Font Size: |10 v‘
Line Spacing: Single Line |+
hd
[SEveChanges—]|
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Your Email Address and Download Formats
Click Print & Download located on the left side.

Scroll down to the Email section. Enter your email address into the E-mail Address field. Select a
format using the Email Format drop-down list. Scroll down to the Download section and select a
format from the Download Format drop-down list and then click Save Changes.

Preferences L
Email
Locatson & Reporting _— . -
E-mail addrassies) [ T ——— j——

Change Chent 10 Seoarain rulbcle sddresnes with sami-cslen SMgmma. 4.0, janaBhome.com: johnBhome,com
Documant Display e na;
esult List Display Fraper S Letter {215 9 x 2794 mm] &

SaNgeh Email Format: FOF Attserenem - /
Print & Download P T 1o ¥
KevCite Canada Line Spating: Singla Line ¥
alerts Columnis: Dum ™
Trad Download
Paper Soe Leger {215 9 % 2794 mm) &
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Automatically Email Research Trail at Sign Off
Click Trail located on the left side.

Enter your email address into the E-mail Address field. Select E-Mail my last Trail at sign off and
then click Save Changes.

Preferences @ Trail Preferences

E-Mail Information
Lescation & Reportng

E-mail addressfes): -
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For assistance using Westlaw Canada or to arrange
training call 1.800.387.5164 0211




