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Practical Law Canada
Annotations
Practical Law Canada enables you to add your own annotations to documents, either for your own reference or for the
benefit of colleagues.
For adding annotations at document level, when viewing a document, select the Add Annotation icon from the right-side
of the screen.

Figure 1: Annotation icon

A yellow-bordered editable text box appears at the top of the document. Enter your annotation into the text box.

Figure 2: Annotation text box

Simply select Save once you have finished your annotation.
Should you wish to share this annotation with others in your firm or organization, select the Share with contacts option
below the text box.
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The annotation will appear at the top of the document.
It can be hidden by selecting the – sign in the top right corner which then becomes a + symbol.

Figure 3: Sample hidden annotation

You can hide the annotation completely by using the Hide Annotation icon from the Actions list on the right side.

Figure 4: Hide Annotations icon

You can also annotate or highlight sections of the text within a document. Should you chose to create annotations at a
particular pinpoints within a document, such annotations will appear at the particular pinpoint where they were created
and not at the top of the document.

Figure 5: Pinpoint annotation

To add an annotation, select a piece of text. It could be a single word or several paragraphs. As soon as you release
your mouse button, a pop-up box appears.

Figure 6: Add an Annotation (Note) option
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From here you have various options:
1. Add a Annotation:
Having selected a colour for your annotation, the text you selected will be highlighted and an editable text box
will appear on the right. Enter your annotation and select Save.

Figure 7: Sample annotation

Once the annotation has been saved, the annotation icon appears on the right and can be selected to display,
edit or delete the text of the annotation.
2. Highlight:
You can choose the colour to highlight the selected text.

Figure 8: Highlighted text

3. Copy With/Without Reference
This tool copies the selected text to the computer’s clipboard so that it can be easily pasted into another
document or file. It can be better than using the browser options or Ctrl + C as it will maintain the formatting and
strips out any html coding for links.
Text as it appears in the document:

Figure 9: Text in document
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Text copied without Reference:

Figure 10: Text without reference

Text copied with Reference:

Figure 11: Text with reference

Delivering Annotations
If a document has been annotated, you can choose to include your annotations when delivering the document. It will
appear as an option in the Include section.

Figure 12: Include section - Annotations

You can tell if a document has been annotated by this icon ( ) appearing in a list of search results.
Where can I find help?
Our dedicated editorial, subscriber services and training teams are here to make sure you get the most from your
Practical Law Canada subscription. Contact Subscriber Services at 1-800-387-5164 (in Toronto 416-609-3800) or email:
PLorders.LegalTaxCanada@tr.com
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