QUICK REFERENCE GUIDE

WESTLAW EDGE
How to use the Key Number System
On Thomson Reuters Westlaw Edge™, each legal issue in a published opinion is identified, summarized in a
headnote, and assigned a topic and key number in the West Key Number System®. When you find a relevant case in
your research, you can use the topic and key numbers from that case to search for other cases discussing the same
legal issues.

Using the West Key Number Digest
The West Key Number Digest contains the complete topic and key number classification system. You may use
this Digest to search for legal concepts or to expand your research from a relevant case that contains on-point
headnotes.
To access the West Key Number Digest, click Key Numbers in the Content Types tab on the Home page.
The West Key Number System page, which lists all the Key Number topics, is displayed.
Browse or search the list of topics to find a topic related to your issue. Click a topic to display its topic page,
and drill down through the list to locate your specific topic.

RETRIEVING CASE HEADNOTES

On a Topic page, you can select a Key Number
and then retrieve case headnotes classified under
that Key Number. Simply click a Key Number that
represents your issue.
To retrieve headnotes from another jurisdiction,
click Change next to the current jurisdiction.
The Jurisdiction selector is displayed. Make your
selections and click Apply.
To view the full text of a case in the list, click its
title. You can also click the KeyCite® status flag,
if available, to view the KeyCite result for the case.
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NARROWING YOUR RESULTS

You can narrow the list of headnotes to those that contain specific terms. Enter a term or a Boolean Terms and
Connectors search, e.g., fair honest /s election, in the Search within results field in the left column and click Search.

Searching with Topic and Key Numbers
If you have identified a relevant case for the legal issue you are researching, the West Headnotes section displays
topics and key numbers related to that case. For more information, click the title link of the headnote or the key
number in the classification hierarchy in the right column. Headnotes displayed within this section are retrieved
from the same jurisdiction as the case you are viewing. You can also view a list of other cases that cite that
headnote with the Cases that cite this headnote link.
NOTE: There are
different views for
headnotes; both allow
you to click the topic
and retrieve other
headnotes. Click the
Grid View or List View
buttons to alternate
between the two views.

Additionally, you can run a search using a topic and key number. For example, to search for cases with headnotes
classified under topic 115 (Damages) and key number 101 (Expenses), enter 115k101 in the Search bar at the top of
the page, change the jurisdiction if necessary, and click Search.
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Saving or Delivering Case Headnotes
You can save case headnotes in a folder or email, print, or download them.
SAVING HEADNOTES IN FOLDERS

When you are viewing a list of case headnotes, select the check box next to each headnote you want to save and
click the Save to Folder icon on the toolbar. Select the folder in which you want to save the headnotes and click
Save.
DELIVERING HEADNOTES

When you are viewing a list of case headnotes, select the check box next to each headnote you want to deliver. Click
the Delivery button and then select Email, Print, Download, Dropbox, or Kindle from the menu. In the window that
is displayed, you can choose to deliver the headnotes or the cases that contain the headnotes.

Looking for More Information?
To sign into Westlaw Edge, visit westlaw.com/edge.
For assistance using Westlaw Edge, call the Reference Attorneys at +1 800 REF ATTY (+1 800 733 2889).
For additional training materials, visit tr.com/westlawedge-training.
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