ANNOTATING DOCUMENTS GUIDE

Westlaw NZ

Guide to Annotating Documents

Westlaw NZ now allows you to personalise your research further and make it even more productive by annotating
Documents. With Westlaw NZ you are able to add notes to a document or part of the text notes, highlight parts of
the text of a document.

Adding Document Notes
Add a note to a document

1. Open a document you wish to annotate.
2. From the document view page, click on the Add note icon from the tool bar
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Court: Court of Appeal

Judges: France P, Clifford J, Katz |

Judgment Date: 4/8/2016

Jurisdiction: New Zealand (NZ)

Court File Number: CAT739/15

Citations: [2016] NZCA 371

Party Names: Gavin Graham Jardine (Appellant), The Queen (Respondent)

Legal Representatives: Appellant in Person; ] £ L Carruthers for Respondent; Crown Law Office, Wellington for Respondent

Classification: » Criminal justice > Sentencing > Appeal

3. Write your note in the space provided in the Add Note box and click the Add Note button to save. The
maximum number of characters is 1024.

Date: 04/10/2016 16:17

This is a document notd *—6
Note: max 1024 characters.
e_~ | Add note Cancel

4. When you add a Document Note, you can choose to add the document to a folder. If you choose yes, the
document, with the note attached, will be saved to the folder that you choose. For help with using folders,
see our Guide to My Folders

Add this document to a folder

Do you want to add this document to a folder?
[CJDo not show me this message again for current session.
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Add to Folder
Create New Folder

-

- My Folders
+ Commercial
Employment
+ Family Law

Fraud <& o

+ My Searches

Name: JardinevR

cancel

5. Once added, a Document Note will appear at the top of the document
6. You can edit the text of a note by clicking on the Edit Note icon, or delete a note by clicking on the Delete

Note icon .
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Note number (1) (04/10/2016 16:17)

This is @ document note

Court: Court of Appeal e

Judges: France P, Clifford J, Katz
Judgment Date: 4/8/2016
Jurisdiction: New Zealand (NZ)

7. You can add further notes by using the Add Note button (up to a maximum of 10 notes, including both
Document Notes and Text Notes)

Adding In-line Text Notes
To add a note to part of the text:

1. Click and select the text that you would like to attach the note to
2. . After you have selected the text, a shortcut menu will appear. Select Add Note from the menu.
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BriefCase Sentencing Tracker Judgment Text Cited Documents Related Documents
Counterclaim is denied by Maclean.

* D. The parties have agreed to resolve certain matters between them cn the terms below.”

[131 he agreed terms of the settlement provided for:

. M Maclean Computing to enter judgment against Mr Jardine in the total sum of $538.224.92;

o [ b) v Jardine was to make reparation payments totalling $440,000 commencing 1 June 2012 and ending 1 December 2017; Add Highlight
. provided Mr Jardine met those payment obligations, Maclean Computing would take no steps to enforce its judgment; 92‘ Add Hote
Add Snippet

. m Mr Jardine agreed to waive any rights he might have had under the counterclaim; and

. @ here was no admission of liability by either party ]

Copy with Reference

3. Write your note in the space provided in the Add Note box and click the Add Note button to save. The
maximum number of characters is 1024. As with Document Notes, when you add a Text Note you can choose
to add the document to a folder. If you choose yes, the document, with the note attached, will be saved to the
folder that you choose.
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Date: 04/10/2016 16:44

This is a text note| =@

Note: max 1024 characters. \
Add note Cancel

4. The text to which the note relates will be highlighted and the note will appear in the margin next to the text.

The Show/Hide Notes icon ’ will display in the text next, allowing you to display or hide the note.

5. You can edit the text of a note by clicking on the Edit Note icon ",

Delete a note by clicking on the Delete Note icon x
JardinevR
| ] .i. a A (().‘ :: E Browse @

BriefCase Sentencing Tracker Judgment Text Cited Documents Related Documents h h
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Show/Hide Notes. This in a text note

6. You can add additional notes to the same piece of text by clicking on the highlighted text and selecting Add
Note from the shortcut menu, or add notes to other parts of the text by repeating the process of highlighting
text and selecting Add Note from the shortcut menu.

A document can have up to a maximum of 10 notes, including both Document Notes and Text Notes.

Highlighting Text
Applying a highlight to text

1. Click and select the text that you would like to attach the note to.
2. Afteryou have selected the text, a shortcut menu will appear. Select Highlight from the menu.
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BriefCase Sentencing Tracker CiteCase Judgment Text (2010) 24 CRNZ 966 Cited Documents Related Documents
SENTENCING TRACKER a

-Guideline Judgment- Add Highlight
ﬂ Add Note *

Principal Offences: Nine counts of sexual conduct with young persons under 16 (s 134(1] Crimes Act 1967 Add Snippet

Copy with Reference
Plea: Guilty Py
Custedial Sentence: 2 years, & months

3. When you highlight the text of a document, you can choose to add the document to a folder. If you
choose yes, the document, including the highlighted text, will be saved to the folder that you choose.
4. To delete a highlight, click on the highlighted text and select Delete Highlight from the shortcut menu.
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Including Notes and Annotations in Delivered Documents
When delivering (printing, downloading or emailing) documents that have Notes or Highlights, you can choose

whether to include or exclude your annotations.

Creating a Snippet
A snippet is a section of text which may include a quote, legal principal and/or relevant text. Snippets are saved to a
folder and when you click on a saved snippet it will take you directly to that section of the document referenced.

1. Select a section of text you want to save. If you choose to create a new folder you must do this first before
saving the search.

2. Choose Add Snippet from the menu.

Select or create a New Folder to save the snippet to then click Save.

4. Click X from the Success menu.

W

Copy with Reference
1. Select a section of text you want to save. If you choose to create a new folder you must do this first before
saving the search.
2. Choose Copy with Reference from the menu.

1
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BriefCase Sentencing Tracker CiteCase Judgment Text (2010) 24 CRNZ 966 Cited Documents Related Documents
Charges, pleas and sentence

[2]

he appellant and his co-offender were charged with sexual offending against two girls aged 14 and 15. The co-offender was the mother of the 14 year

old complainant. The offending took place on 22 September 2007 and both offenders were arrested and charged on 3 October 2007. Following a
r

deposition hearing they were committed for trial in the High Court on 9 April 2008. 1

Add Highlight
[3] The first call-over took place on 28 May 2008, when an amended indictment was filed. The co-offender pleaded guilty Add Note faced, on
which she was jointly charged with the appellant. She was sentenced on 9 October 2008 ta 12 months' home detenti Add Snippet elease

conditions for six months. 2 'ﬁnpy with Reference

3 Press ok and Paste into Word document.

Copy with Reference x

Text is copied to clipboard

The-appellant-and-his-co-offender-were-charged-with-sexual-offending-against-two-girls-aged-14-and-15.-The-co-offender-
was-the'mother-of-the'14-year-old-complainant..The-offending-took-place-on-22-September-2007-and-both-offenders:
were-arrested-and-charged-on-3-October-2007.-Following-a-deposition-hearing-they-were-committed-for-trial-in-the-High-
Court-on-9-April-2008.9]

Hessell-v-R!-,-[2010]-NZSC-135,-(16/11/2010 lh
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