FOLDERS GUIDE

Westlaw AU

Using Folders to Organise Your Research

Westlaw AU folders help you to organise, manage and share your research. This includes the ability to save searches,
documents and snippets, and includes the ability to share folders and content with colleagues within your
organisation.

Note: Your annotations will not be shared with others as these are unique to you.
Saving Research to My Folders
Snippets
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.

DIGEST S

» Industrial law > New South Wales = Unfair dismissals > Procedure = Time and extension thereof

refusal to exercise discretion to accept late applications — appellants unaware of time constraints for filing s 84 applications — ‘lgnorance of the
law is no excuse’ maxim — potential for error in rily applying maxim to ap J’:cat:ons to extend time in unfair dismissal matters — possible
failure to consider reasons and circumstances s [z — prospects of success — commission
required to be satisfied of sufficient reason’ to accept late applicatior Add nghllg ht 'se discretion ta accept applications out of time —
appeal allowed — Industrial Relations Act 1996 (NSW), ss 84, 85 Add Note

Add Snippet  E— 9

Copy with Reference

PR - AP

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

Add Snippet to Folder

Create New Folder

= & My Folders
& Criminial
= & My Searches
& Banks

A Employment
Shared with me

+ & 2015
+ & Research
+ & Freedman Case

& test note

Name: Hurrell v Queensland Cotton Corp Ltd \ e
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4. Click X from the Success menu.

The snippet has been saved in the selected folder.

The Snippet is now saved within My Folders to the selected folder.
Note: There is a minimum of 512 characters you can select to save as a Snippet.

Saving Research to My Folders

Q
Saving a Search

1. Conduct a Westlaw AU search.
Q

2. Click Save search to my folders icon from the main toolbar.

Search Results .¢__o

Results: 7467

«n2 3 4 5 6 7 » ww

Most v Relevance v

Q

L& X

[select Al e

o Hurrell v Queensland Cotton Corp Ltd

<‘->

[2003] NSWIRComm 139, (2003) 125 IR 145, [2004] ALMD 5487
Industrial Relations Commission of NSW, 8/5/2003, IRC 4869; 4881; 4882 of 2001, Wright P, Walton VP, McKenna Commissioner
Cases, Australia (New South Wales)

Documents: O FirstPoint, [J (2003) 125 IR 145
Classification: » Industrial law > New South Wales = Unfair dismissals > Procedure > Time and extension thereof
Hit terms in context: 1. FirstPoint

... of the law is no excuse maxim potential for error in arbitrarily applying maxim to applications to extend time in
unfair dismissal matters possible failure to consider reasons and circumstances surrounding delay evidence of
hardship or prejudice prospects of success commission required ...

3. Select a folder or create a new folder. If you choose to create a new folder you must do this first before saving
the search.

Create New Folder

- My Folders
+ Client Folders
+ Client Matters
- My Research
CONracts -efm—
+ migration

Training

Narme: Free Text ("unfair dismissal") Q ‘
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4. Click the Save button then click X from the Success menu.

Search saved successfully

Note: If you have Contributor rights to a shared folder, you can also save searches to that folder.

Saving Research to My Folders

0
Saving Selected Documents - Search Results

You can select documents from the search results list to save to a folder.

1. Conduct a Westlaw AU search
2. From the Search Results list click Select All to clear selection, then place a tick next to the required
document/s.

Search Results e o

Results: 7467

el «'23456?»»»
Ql B |, .

Most v Relevance v

-
i
g
X
S

Oselect All

@ Hurrell v Queegsland Cotton Corp Ltd

[2003] NSWIRComm 139, (200
Industrial Relations Commission

125 1R 145, [2004] ALMD 5487
NSW, 8/5/2003, IRC 4869; 4881; 4882 of 2001, Wright P, Walton VP, McKenna Commissioner
Cases, Australia (New South Wales)

Documents: O FirstPoint, ¥ (2003) 125 1R 145
Classification: » Industrial law > New South Wales = Unfair dismissals > Procedure > Time and extension thereof
Hit terms in context: 1. FirstPoint

... of the law is no excuse maxim potential for error in arbitrarily applying maxim to applications to extend time in
unfair dismissal matters possible failure to consider reasons and circumstances surrounding delay evidence of
hardship or prejudice prospects of success commission required ...

3. Click Save selected documents to my folders icon from the main toolbar.
4. Choose a folder location, or create a new folder.
5. Click the Save button then click X from the Success window.

Search saved successfully
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Save a Document - Document View

1. Navigate to a document via the Table of Contents, or by selecting a document from the Results list.

2. Click Add to Foldericon from the main toolbar.

Search Westlaw

Terms & Connectors

® FreeText © Title O Citation

e—)l R Content Type A

— U selectall
+ O & Cases
+ O + & Legislation and Commentary
+ O + & Journals
= U & Encyclopaedia

& @ Q The Laws of Australia
& 1. Aborigines and Torres Strait Islanders
& 2. Administrative Law
& 3. Bankruptcy
& 3.1. preliminaries
& 3.2. Bankruptcy Administration
& 3.3. Voluntary Bankruptcy
"] & 1 Introduction
0 & 2 Persons Who May Petition

o—) £ & [3.3.160] Any individual debtor may present a debtor's petition, subject to certain requirements.
&} & [3.3.170] A debtor’s petition against a partnership may be presented by all the partners or by a majority of the partners where that major

o & [3.3.180] A debtor's petition may be presented by joint debtors against themselves even where they are not in partnership.

+ + 8

+ + B ®
B E

1
+ B

+ O & 3 Declaration of Intention to Present Debtor's Petition
-

iy A R

3. Edit the document title if required then select a folder location, or create a new folder
4. Click the Save button then click X from the Success window.

Add to my folders x

EEN |

- My Folders

+ Client Folders
+ Client Matters
- My Research
Contracts
+ migration
Training
Shared with me
+ & 2015
+ |4 Research
+ & Freedman Case
4 testnote
4 Criminial
4 Banking
4 Matter 432556

4 new folder

Any individual debtor may present a debtor's petition, subject to ©

O—

Name:

THOMSON REUTERS
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My Folders

My Folders is located in the top tool bar, click My Folders to view and manage your folders.

THOMSON REUTERS

5 & s
WESTLAW AU & AertCentre @ MyFolders Mk myContacs @ History & ClientiD % preferences & Edit OnePass Profile

* WORKFLOW ~ TOOLS ~ NEWSROOM 4 JANINA - Logor

*
5 My Folders
New # Rename (& Share & y
My Quick Links 3O = 4
My Cleardocs Documents
= 5 My Folders [ select All

Banking

T Title Content Type Client id Date Added Added By

+  Client Matters a Goce o Heseareh Folder - 05/05/2015 Janina Leuii

Conveyancing

Employment L B Matter 12345 Folder 2 05/05/2015 Janina Leuii

Family - 4 Matter 567 Folder - 24/05/2015 Janina Leuii

Misc

a - Folder = 09/06/2015 Janina Leuii
+ [ My Research il

Property a natter 77777 Folder 2 24/06/2015 Janina Leuii
Tax & Accounting
Training
Wills & Estate
i Recycle Bin
Shared with me
+ & 2015
+ (& Research
+ & Freedman Case

My Quick links
This folder lists your Quick links and enables you to view and edit items.

My Cleardocs
This folder lists your Cleardocs documents, and enables you to link and edit items.

My Folders
This folder lists your personal folders and enables you to view and manage saved documents and/or searches.

Share with Me
This lists other Users folders that have been shared with you.

Managing Folders

When you save research in folders, it is stored for the life of your subscription. You can save an unlimited number of
documents and searches to your folders so organising your research is important. This will allow you to quickly and
efficiently locate and access your research.

The My Folders page provides a number of options for managing your folders including the ability to create and
rename folders, move, delete and restore items.

Create a New Folder New

You can create and name folders and subfolders to assist in organising your research.

1. Go to the My Folders page.

2. From the LHS select the location where you want the new folder to reside.
3. Click on the New icon.

4. Type in the new folder name and click Create Folder to create a new folder.
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Create New Folder

| Family o |

Create Folder Cancel

5. Click Create Folder then X to close the confirmation window.

The Folder has been added
The new folder will be created and appear immediately on the LHS and main screen

# Rename
Rename a Folder *

You can edit and rename folders you have created through the My Folders page.

1. Go to the My Folders page.

2. From the LHS select the folder you want to edit.
3. Click on the Rename icon.
4.

Type in a new name and click Rename then X to close the confirmation window.

Create New Folder

| Family |

Create Folder Cancel

Customer Care 1800 020 548 6
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Move Items in a Folder
You can move a folder, including all content and/or select individual items to move to another folder location.

1. To move a folder and/or item, tick the checkbox beside the item/s name. You can choose one or multiple
items to move at one time.

2. Click the Move Items icon

My Folders
n -
L & X |
[ select All
Content Type Client Id Date Added Actions
® e
. {1988) 164 CLR 662: Australia & New Zealand Banking Group Ltd v Westpac Banking Corporation! Document Cases i 12/0012016 [III
- 4 t S - il
. FirstPoint: Australia & New Zealand Banking Group Ltd v Westpac Banking Corporation! Documen Coses T2/0a/2018 |]I|
[m] t S = il
. FirstPoint: Bank of New South Wales v CampbellH Brsmr=y = (2520 |]I|
=3 t S - il
. FirstPoint: Barton v Bank of New South WalesH Documen Cases f2/m9/201 |]I|
[m] S h 5 h - 12/09/2016 il
Q Liability of Banks - Mistake sare sare [III
3. Select the new folder location from the Move to.. window then click the Move Items button.

»

Click X to close the confirmation window. The selected items will now appear in the new location.

Delete Items in a Folder

You can delete folders with all contents and/or select individual items to delete. Deleted items are moved to the
Recycle bin where you can reinstate or permanently delete at a later date.

1. Todelete a folder and/or item, tick the checkbox beside the item/s name. You can choose one or multiple
items to move at one time.
2. Click the Recycle Bin icon then X to close the confirmation window.

My Folders
n o
L oA = P
[ Select All T
Title 2 Type Content Type Client Id Date Added Actions
@ D t Cas: - 12/09/2016 i
1 . FirstPoint: Australia & New Zealand Banking Group Ltd v Westpac Banking Corporation! eeumen ases |I|]
v D t Cas - 12/09/2016 i
. FirstPoint: Barton v Bank of New South WalesH oeHmen == |I|]
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Restore item from Recycle bin

1. Torestore a folder and/or item back into My Folders, select the Recycle Bin folder in the LHS.
2. Tick the checkbox beside the item name. You can choose one or multiple items to move at one time.

3. Click the Restore to Foldericon

» -
New # Rename (& Share

My Folders
My Quick Links

My Cleardocs Documents
. fi| @ |«<—@
= & My Folders
A Banking

[ Select All
A Criminial
Content Type Client Id Date Added

A Matter 432556

+ & My Searches 4] D G 12/09/2016
v B Firstpoint Barcon v Bank of New South WalesH ceument ses

M@ Recycle Bin

=1

shared with me

=1

o D Cas: 12/09/2016
+ & 2015 B Fictpoint Australia & New Zealand Banking Graup Ltd v Westpac Banking Corporation! ocument ases

+ (& Research

4. Select the new folder from the Restore a copy to window and click the Restore to folder button.
5. Click X to close the confirmation window. The selected item(s) will be restored to the new folder location.

Delete Items from the Recycle Bin

1. To permanently delete a folder and/or item, select the Recycle Bin folder in the LHS.
2. Tick the checkbox beside the item(s) name. You can choose one or multiple items to move at one time.
3. Click the Manage drop down list and select Delete.

4. Click OK. The selected item will be permanently deleted.
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Document Delivery

Documents saved to My Folders can be Printed, Downloaded or Emailed.

Note: Only documents can be included in delivery options, saved searches is not an option.
If you select a folder all items including sub folders will be included in the request. There will be a max of 50
documents that can be included at one time.

To Print, Download or Email

1. Goto My Folders and select a folder
2. Tick the checkbox beside the item(s) name. You can choose one or multiple items at one time.

[}
L A X
3. Select the required delivery option to Download, Print or E-mail.
My Folders
m o
L= X | I
[ select AII\
Tide 3 Type Content Type Client Id Date Added Actions
D t Cas - 12/09/2016 i
. (1988) 164 CLR 662: Australia & New Zealand Banking Group Ltd v Westpac Banking Corporation! oeumen S |]I|
] D t Cas - 14/09/2016 i
: . (2009) 180 FCR 161: Commenwealth Bank of Australia v Deputy Commissioner of Taxation peumen ases |]I|
] t = = il
. FirstPoint: Australian Prudential Regulation Authority v Siminton (Mo 6)x Cocune &= LTI III]

4. Select the download options then click OK.

Download Options

Format & Word/ WordPerfect (RTF)
© PDF
& HTML
Left Margin Normal M

Options ¥ Display Status Flags

¥ Display Document Path
@ Underline Live Links

@ Highlight Search Terms
¥ Include Summary Page
¥ Include History Notes
¥ Include Head Notes

¥ Include Footnotes

# Include Document Annotations

Cancel m

5. Click the click here to complete download link in the Document(s) ready Window.

Document(s) ready

Your delivery request is complete, please click 'Open’ or 'Save' when prompted.
If you are not automatically prompted to save your document, please click here to
complete your download.

Close
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Folder Sharing

Sharing your research with colleagues is an efficient method of working with others. Westlaw AU provides the ability
to share your folders, sub folders and associated items with others within your organisation as well as view folders
that have been shared with you.

Share Permissions
There are 2 permission levels that can be assigned when sharing folders; Reviewer and Contributor.

1. Reviewer — Read only, a reviewer can only view documents.
2. Contributor — The same as reviewers but can also save documents and searches to the shared folder.

My Contacts
My Contacts allows you to create groups of contacts within your organisation for the purpose of folder sharing.

Share a Folder

1. Go to My Folders and select a folder you want to share

- My Research

Contracts (_o

+ migration

4
2. Click on the Share icon Share to display the Folder Sharing window

If this folder has sub folders and you don't wish to grant access, untick the ‘Apply to subfolders’ checkbox.
The default is for contacts to have access to folders and any sub folders

3. Toadd a new contact(s) click on the Add Members button

Folder Sharing x

AL Groups
¥ Apply changes to subfolders

Leuii, Janina Owner X

Add Members

THOMSON REUTERS
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In the Contacts list select the contact to add. You can search for a contact by entering their name in the Search
by name field.

Folder Sharing

A Contacts A Groups 4

| smith X Search by group name...

3

Lauren, Smith - alertGrp

Smith, James Commercial Team
Legal Trainers
Library Team
private group
public gropu
public gruop

s
Student Group
SUDHEER GRP
suman123
[Test

TestB

0O OROROEO0G x

4

Group Members

Close

4. Inthe Groups list select the group to add. You can search for a group by entering the name in the Search by
group name field. Refer to the My Contacts Quick Guide on managing Groups.

5. Click on the contacts name to add. This will be added to the Group Members list. Click Save & Close button
to exit.

6. On the Folder Sharing window, select the permission level for the newly added contact ie Reviewer or
Contributor.

Customer Care 1800 020 548 1 THOMSON REUTERS
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Folder Sharing X

A Groups
¥ Apply changes to subfolders

Leuii, Janina Owner X

Heaton, Tom Reviewer ¥ | X

Contributor

Reviewer

Add Members

7. Click the CLOSE button.

The Folder icon will now be updated to indicate this folder has been shared.

New ,# Rename (& share

My Quick Links
My Cleardocs Documents
- My Folders
Banking
+ ' Client Folders
+ [ Client Matters
Conveyancing
Employment
Family
Misc
- My Research
L Contracts e
+ migration
Property
Tax & Accounting
Training
Wills & Estate
ﬁi Recycle Bin
Shared with me
+ & 2015

+ (& Research

Changed Shared Permissions

1.  Goto My Folders and select a folder you want to share

2. Click on the Share icon 2 to display the Folder Sharing window

Customer Care 1800 020 548 12 THOMSON REUTERS




FOLDERS GUIDE

The My Contacts window will open and this will list the contacts that have access to this folder and their
permission.

3. If this folder has sub folders and you don't wish to grant access, untick the Apply to subfolders checkbox. The
default is for contacts to have access to folders and any sub folders

4. To edit permission select the new permission beside the contact ie Reviewer or Contributor.

5. To edit contact click on the ADD MEMBERS button

6. Toremove contacts click on their name in the Group Members box located at the bottom of the window.
Click the Close button to save and exit.

7. On the Folder Sharing screen, select the permission level for the newly added contact ie Reviewer or
Contributor.

8. Click Close

THOMSON REUTERS
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View a Shared Folder

Folders that have been shared with you will be visible immediately. Shared folders are located under the main folder
list under the Shared with me heading.

1. Toview the folder and contents, click on the folder name.
2. Toview Share settings, select the folder and the Share icon. In the Folder sharing screen, the contacts and
permissions will be listed.

THOMSON REUTERS

WESTLAW AU

# WORKFLOW  TOOLS

New ' Rename & Share

My Quick Links
My Cleardocs Documents
= XL My Folders
A Banking
A Criminial
A Matter 432556

+ AL My Searches
i Recycle Bin

Shared with me
= 4 2015
A 15R1Test
— AL Case # 1556e
+ & Appeal
e | L Appeal Research
+ A Case #14345

Note: If a folder has been shared, an additional Added by Column is visible so you can see who added that item.

My Folders
{} b 5
L oA = N
L Select All l
Content Client Date
Titl T Added B Acti
e £ Type 1d Added R ans
| Fold = 08/09/2014 Tom Heat il
4  Appeal Research eleer [;:Ib”: an [III
0] D t Unk - 20/09/2013 Tom Heat it
. Australasian Dispute Resolution oeumen fnewn [h.j?bil: an III]
" | D t Legislati = 04/10/2013 Tom Hear i
. Criminal Law, Investigation and Procedure Victoria: oeamen =gisiation [;;nh”:; an l]]]
Introduction
5] 5 h Search - 12/00/2013 Tom Hear i
Q Free Text ("Criminal Negligence”) =are =are [h::bil:; an III]
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