Quicklaw® Cheat Sheet: Document Delivery
Discover how to print, email, download and link to documents on Canada’s leading online legal
research service.
Once you have located a document or document(s) on the LexisNexis® Quicklaw® service, you can:

•• Print the document(s) to an attached or network printer
•• Email the document(s) to up to three new or up to ten prior recipients
•• Download the document(s) to your computer or network
•• Copy the URL for your search result for later viewing, bookmarking, or emailing
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To select documents for delivery:

1.

Click one or more checkboxes next to your results to choose the documents you would like to deliver. (If you are
viewing a single document, go to step 2.)

2.

Click the icon for the delivery method you would like to use. Choose from Print, Email, Download, or Copy Results Link.

Delivery Folder

3.

To save documents for later delivery (within 24 hours), use the delivery folder. Select one or more documents and
click the Add to
folder link.

4.

View any documents in the delivery folder by clicking the View

5.

Click the Arrange Documents button to rearrange the order in which documents appear in the delivery folder.
Click the blue buttons to move list items.

6.

Click the Print, Email, or Download icon to deliver selected documents.

7.

Click the Save & Exit Folder button to return to your list of search results.

link.
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Printing Documents
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Document delivery options may vary depending on the document you are printing.

1.

Click the Print

2.

Select the Document View. Choose from one of the following options:

icon from any document or document list to open the Print Documents window.

•• Full — Delivers the full text of the documents
•• List — Delivers a numbered document list of basic information (i.e., court, source, date)
•• List with Keywords — Same as List, but also includes keywords for the case (cases only, if keywords are available)
•• Search Terms in Context — Same as List, but includes text surrounding your search terms within the full text
(no keywords)

•• Headnotes — For cases only; prints only the headnote of the case (if headnotes are unavailable, the entire case
will be printed)

For Customer Support, please call 1-800-387-0899
or email service@lexisnexis.ca.

3.

Select Page Options, such as Cover Page and End Page, which display information such as the date, time, source
searched, number of documents, and Client ID. You can also add a personal message onto the cover page. Select
Each Document on a New Page if you wish to separate multiple documents.

4.

Select a Document Range from Current Document, All Documents, Tagged Documents, Select Items, or All
Documents in Folder.

5.

Select Font Options, including type (Arial, Times New Roman, or Courier) and the format of your search terms in
the printout for easier location of printed terms (Search Terms in Bold Type and/or Search Terms Underlined).

6.

Select Font Size. Choose from 12pt text or 10pt text.

7.

Click the Print button to print. Alternatively, click the Print Preview button to see the on-screen version before
printing (browser pop-ups must be enabled).
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Emailing Documents

Document delivery options may vary depending on the document you are emailing.

1.

Click the Email

2.

Choose to send the document as an Attachment or Inline Text. Attachments can then be sent as Word (DOC),
HTML, RTF, Text, or PDF. Inline text can be sent as HTML or plain Text, which is useful for sending to devices
(PDAs or BlackBerry® devices) that may not correctly display other formats.

3.

Enter the desired email addresses (up to three), or choose from one of the last ten email addresses used.
Note: Addresses must be separated by semi-colons.

4.

Select the Document View. Choose Full to email the full text, or choose to email the List, List with Keywords,
Search Terms in Context, or Headnotes only. (See step 2 under “Printing Documents” above for details on each
of these options.)

5.

Select Page Options, such as Cover Page, End Page, Each Document on a New Page or Deliver each document
as a separate file.

6.

Add a Brief Note to be included with the documents. The note will appear at the top of the cover page, along with
the time of the email request, search terms, etc.

7.

Select a Document Range from Current Document, All Documents, Tagged Documents, Select Items, or All
Documents in Folder.

8.

Select Font Options by style (Arial, Times New Roman, or Courier) and the format of search terms (Search
Terms in Bold Type and/or Search Terms Underlined).

9.

Select Font Size. Choose from 12pt text or 10pt text.

icon to open the Email Documents window.

10. Click the Send button at the top or bottom of the window to email your results.
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Downloading
Documents

Document delivery options may vary depending on the document you are downloading.

1.

Click the Download

2.

Select the document format from the Format drop-down list. Choose from Word (DOC), HTML, RTF, Text, or PDF.

3.

Select the Document View. Choose Full to download the full text, or choose to download the List, List with
Keywords, Search Terms in Context, or Headnotes only. (See step 2 under “Printing Documents” above for
details on each of these options.)

4.

Select Page Options. Cover Page and End Page display information such as the date, time, source searched,
number of documents, and Client ID. Add a Brief Note allows you to add a personal message onto the cover page.
Deliver each document as a separate file opens or saves a .zip file, which will open multiple documents. Each
Document on a New Page opens or saves a single file containing all selected documents.

5.

Select a Document Range from Current Document, All Documents, Tagged Documents, Select Items, or All
Documents in Folder.

6.

Select Font Options by style (Arial, Times New Roman, or Courier) and the format of search terms (Search
Terms in Bold Type and/or Search Terms Underlined).

7.

Select Font Size. Choose from 12pt text or 10pt text.

8.

Click the Download button. The Ready to Download page will open.

9.

Click the link to open the document, or right-click the link and select Save Target As…. In the pop-up window,
choose the location to save your documents.

icon from any search results page to open the Download Documents window.
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Copying Results Link

The Copy Results Link icon allows you to bookmark a single document or an entire search results list. You can also send
the URL to other Quicklaw users for quick access to the document or search results. This function is available for court
and tribunal decisions, summaries, The Canada Digest, NetLetters™, journals, and quantum digests. To use the Copy
Results feature:

1.

Click the Copy Results Link

2.

Right-click the hyperlinked title of the document and select Copy Shortcut from your web browser options. You
can then paste (Ctrl+V) the URL into an email or any other text document for later reference.

icon from any search results page to open the Copy the URL of this link window.
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Delivery Output

Delivery output will vary greatly depending on what format you have chosen for delivery (print, email, or download) and
what options you have chosen for the text formatting and display. See below for a Print Preview sample output:

1.

This area displays the cover page notes if you chose to Add a Brief Note in the page options section.

2.

This section lists the number of documents requested for delivery, and the time and date of the request, as well as
the user’s address information.

3.

This area shows the search terms, source information and the user’s Client ID. An invisible page break follows
this section.

4.

The body of the text will vary depending on which options were selected. This section will include search terms in
bold or underlined if those options were selected.

5.

If selected, the end page notes will indicate the last page in the document, and will display the number of
documents, date, and time of the delivery request.
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For Customer Support, please call 1-800-387-0899
or email service@lexisnexis.ca.
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