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QUICK START GUIDE

STEP1

Make sure that your brief is complete and that you will not make any further changes to it.

If you want to put your cover, tables, and the rest of your brief in one document, make sure that
you insert section breaks and set page 1 of your brief properly in Word before inserting a TOA.

OnePass Sign In

STEP 2
Go to drafting.westlaw.com and sign in
with your usual OnePass.

Username
OnePass\Westlaw

Password

Forgot my username or passwaord

|- Save my Username
¥ Save my Username and Password

Sign In

Welcome to Drafting Assistant

Select a Word document to upload and start using Drafting
Assistant tools and features

STEP 3
Select Upload Word Document and choose the
document that you would like to work with.

STEP4
Click TOA Builder in the left navigation bar.

STEP 5

Assistant, a similar font will be used.

DRAFTING ASSISTANT

Cite Formatting
TOA Builder

Flags & Links

TOA Builder L

Click on Create New for Select Profile.

a. Name the profile

b. Choose your default jurisdiction

c. Under Table of Authorities Builder,
adjust your settings to comply with

Select Profile
Sample -

Jurisdiction: Alaska
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STEP 6
Click Save.
STEP 7 Run TOA Builder |ReELLE]
Click Run TOA Builder.
INSERT TOA
Appeal from the Superior Court for
INSERT TOA
San Francisco, Case No. 01-2345678
INSERT TOA
Hon. M. Cervantes
INSERT TOA
INSERT TOA
INSERT TOA
APPELLANT’S OPENING BRIEF
INSERT TOA
INSERT TOA
INSERT TOA
Select where you would like the TOA — INFRODUCTION
to be placed and click Insert TOA.
Select TOA Position x

STEP 9

The TOA will be inserted at the selected
position. To select a different position, click
on the desired location in the document.

Click Submit.

STEP 10

Table of Authorities Inserted

Verify TOA is in the correct position.

Click Finish.

STEP T

Click Download document and you
are all set.

Change Position

Completed Processing Document?
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