Westlaw Australia
Using and sharing folders

Using and sharing folders

Learn how to organise and manage your research by storing documents and snippets in folders
and sharing them with colleagues.

Accessing your folders

1. Click on Folders in the top menu or click on My Content tab and then the folders subtab in
the browsing menu in the middle of the screen.

2. Select View this folder to display all content in saved in a particular folder.
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Creating a folder from the Folders page

1. Access Folders from the top menu.
2. Select New in the left-hand panel to create a new folder

3. Enter a name for the folder, select a location, and click OK.
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Using folders Guide

Creating a folder from a document or search results list
1. Select the Save to Folder icon.
2. Inthe pop-up window, click New Folder.

3. Enter a name for the new folder, select a location, and click OK.
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Saving documents from search results into a folder
1. Select the check boxes next to the documents you want to save.
2. Click the Save to Folder icon.

3. Select the folder you want to save the documents and click Save. A confirmation message
displays on the screen.

WESTLAW - R lia v Save 2 Items To:

Ali contont data privacy
MY FOLDERS

& Jessica's Research

'
« -_— oS-
Content types SHARED WITH ME -
& Sele m (itigation [
I Overview 5 -
Case (57) 1
Cases 10,000
o= Key Numbers 10 u
Cancel J0IS WL 73535as
gt ase L=
Secordary Sources 1410 . Marke v Police (Vic)
Victorian Ol and Administeative Tribunal « VIC « SMay 2015 - [J016] VAT 704 & J0LEWL 2960800
Forms & Precedents 100 !
Practical Law 1519 /0- . e
/ Key Numbers - Points of Law Found in Cases vevaim
All results 17,574
- Humanrights
&7 W 42A+-27 Human rights > Privacy legistation
ety
<o Thomson
©2024 Thomson Reuters et %

,--*. Reuters™
LN



Using folders Guide

Saving the document you are viewing
1. From within the document, click the Save to Folder icon.

2. Select the folder in which you want to save the documents and click Save. A confirmation
message is displayed.
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Saving snippets into folders

A snippet is a section of text, such as a quotation, commentary extract or a clause from a
precedent. You can save a snippet instead of a whole document into a folder. Details of the
document where the snippet came from are also referenced in the folder.

1. To save a snippet into a folder, highlight the text you want to save by clicking and dragging
with your cursor.

2. Choose Save to Folder from the pop-up menu.

3. Select the folder into which you want to save the snippet.
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Using folders Guide

Viewing documents and text in a folder

1. To view documents or text in folders, click Folders from the top menu and then View All.
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View this folder

2. Click the folder containing the items you want to view.
3. Alist of your saved documents and text is displayed in the right column.

4. To email, print, or download documents, tick the checkbox beside the item(s) name, and
click the delivery tools icon to choose your preferred delivery method.
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Using folders Guide

Moving or copying a folder
1. Select the folder you want to move or copy in the My Folders list on the left.

2. Select Options and choose Move or Copy from the drop-down menu.
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3. The Copy Folder or Move Folder options to copy or move folders.

4. Click Move or Copy. A message will confirm the action has been completed.
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Using folders Guide

Renaming a folder
1. Select the folder in the My Folders list on the left.

2. Click Options and select Rename from the drop-down menu.
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3. The Rename Folder window will display where you can change the folder's name.

4. Click the Save button.
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Using folders Guide

Deleting items from folders

You can delete folders or selected items in a folder. Deleted items are moved to the Trash
folder, which are automatically deleted after 30 days.

1. Access the folder in the My Folders list on the left.

2. To delete an item, tick the checkbox next to the item(s) names.
You can select one at a time or delete all by selecting the check box in the table header.

3. Click the Delete icon on the top-right.
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Deleting a folder
Note: Your primary folder (i.e., [your name's] Research) cannot be deleted.
1. Select the folder in the My Folders list.

2. Click Options and select Delete from the drop-down menu.
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Using folders Guide

3. The Delete Folder will be displayed; click OK to delete the folder.

Delete Folder e o

Delete "Health research' and move all of its contents to Trash?

Cancel

Moving items from Trash into a folder

1. Torestore a folder or item into My Folders, select the Trash icon on the left of the screen.
Tick the checkbox beside the item(s) to restore.

2
3. Click the Folder icon.
4

Select the folder to return the content to. The selected item(s) will be restored to the new
folder location.

5. Click on the Move button to complete the action.
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Using folders Guide

Sharing folders

Sharing your research with colleagues is an efficient method of working with others. Share your
folders, sub-folders and associated items with others within and outside your organisation.

1. In the Folders menu on the left-hand panel, click the folder you want to share.

2. Select the Share Folder icon. If the folder has sub-folders that you do not want to share,
untick the ‘Apply to sub-folders’ check box.

3. Enter the names, group, or email addresses manually or find in Contacts.

4. Click Continue.
Share 'Domestic Animals Act 1994’

@Snare subfolders of "‘Domestic Animals Ac...

I Enter names, groups, email addresses or select from Contacts. ]

o=

5. If an added email address is not in your contacts, you will receive a notice that they need to
accept a sharing invitation before the folder can be shared.
Add your email address and click Continue.

Share 'Domestic Animals Act 1994' and its ... X

person@email.com does not appear in your Contacts.

Individuals who are not in your Contacts must accept a sharing invitation prior to sharing folders with them. An email invitation
will be sent on your behalf.

Email address (used to notify you when your invitation is accepted)
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Using folders Guide
6. Choose a role for the people you are sharing your folder with:
e Reviewer — View and download documents.
e Contributor — Reviewer access, add/delete own documents, create sub-folders.
e Owner — Contributor access, manage folder access, delete documents and folders.
7. Delete people or groups from the list with the X next to their name.
8. Once you have chosen the appropriate roles and the list is correct, click Share.
Share 'Domestic Animals Act 1994' and its ... X
Shared With Roles ®
FitzGerald, Jessica Owner e
person@email.com Pending
Reviewer
Contributor
Document Delivery: email, print or download folders
1. Select the appropriate folder in the left-hand Folders panel.
2. Tick the check boxes next to the items you want to email, print, or download.
3. Select the document delivery icon.
4. Choose email, print, or download.
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Using folders Guide

o Email: add email addresses, choose what to deliver (Recipients tab), change the layout
(Layout and Limits tab), and add references (Content to Append tab), then click Email.

Email Items X
Layout and Limits Content to Append
b ————————
To What to Deliver
(separate multiple email addresses with a comma or
semicolon) List of Items

B ® Documents

Include Research Summary Report (exclude snippets)

Cc
Format
PDF v
Subject as
2 full text items from Domestic Animals Act 1994 . -
Single merged file *

Email Note

optional notes

o Print: choose what to deliver (The Basics tab), change the layout (Layout and Limits tab),
and add references (Content to Append tab), then click Print.

' Print Items

The Basics Layout and Limits Content to Append

Page Layout Include
Dual column layout for Cases ¥ Original Image and Other Version Links
¥ Expanded Margin for Notes
Footnotes
# Headnotes
End of document ' Show the full Key Number hierarchy
Cover Page
Links Font Size
Blue y Normal ¥
Underline
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Using folders Guide

e Download: choose what to deliver, the format and as a single file or zipped folder (The
Basics tab), change the layout (Layouts and Limits tab), and add references (Content to
Append tab), then click Download.

Download Items

The Basics Layout and Limits Content to Append

[ Select All

KeyCite Lists

[ List of the first 500 Citing References

[ List of all History references

[ List of all Negative Treatments

() List of the first 500 Table of Authorities references

Looking for more information?

To sign into Westlaw Australia Precision, visit https://aulaw.thomsonreuters.com
For assistance using Westlaw Precision Australia, call 1800 020 548
To request training, click https://support.thomsonreuters.com.au/request-training

For additional training materials, visit https://support.thomsonreuters.com.au/product/new-
westlaw-australia
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