Standard Procedure: Duplicating Court
Case Reports

Objective: To create a new legal case report by duplicating an existing one to maintain a
consistent layout and ensure all links are correctly routed.

Step 1: Duplicate an Existing Case

1. Log in to the WordPress dashboard and navigate to Court Cases > All Court Cases.
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2. Hover your mouse over the title of a recent, similar case (e.g., “Campaign Life
Coalition...”).
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3. Click the link that says Duplicate This.
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4. A new entry will appear at the top of the list titled "Draft"”. Click Edit to open it.
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Step 2: Update the Title and Web Address (URL)

1. Change the Title: Delete the old title at the top of the editor and type in the name of the
new case.
2. Edit the Permalink: This is the most important step for SEO. On the right-hand settings
sidebar (under "Summary" or "URL"), look for the URL/Permalink.
o Click the URL link.
o Change the "Slug" to match your new title (use dashes instead of spaces, e.g.,
new-court-case-title).
o Why? If you don't change this, the new report will have the old case name in the
web address.

Step 3: Categorize and Tag the Case

Use the right-hand sidebar to ensure the case is organized correctly so it shows up in site
searches:

e Author: Ensure the correct writer is assigned.
e Categories: * Select Active for ongoing cases.
o Select Achievement for finalized or won cases.
e Tags: Check the boxes for relevant legal rights (e.g., Freedom of Expression or
Freedom of Religion).




Step 4: Update Content and "Download PDF" Links

Inside the editor:

1. Replace Text: Swap out the old case summary with your new text.
2. Update Document Buttons:
o Go to Media in a new tab and upload any new court PDF documents.
o Copy the File URL of the uploaded PDF.
o Go back to your case report, click on the "Download Report" button (or link),
and paste the new URL into the link field.
3. Featured Image: Scroll down the right sidebar to "Featured Image." Replace the old
image with a new one representing the current case.

Step 5: Final Review and Launch

1. Preview: Click the Preview button at the top right to see how the page looks live.

2. Link Check: Click every button on the page. Ensure they open the new documents and
not the old ones from the duplicated template.

3. Publish: Once you are 100% sure, click the blue Publish button.



Pre-Publish Checklist

Before you click Publish, go through this list to ensure the report is perfect:

[J Permalink Check: Does the URL/Slug match the new title? (e.g.,
jccf.ca/court_cases/new-case-name).

[J Text Replacement: Have you scanned the page to ensure there are no mentions of the
old case name or date?.

[J PDF/Link Verification: If you click the "Download" or "Read More" buttons, do they open
the new documents/files you just uploaded?.

[J Category Selection: Is the case correctly marked as Active or Achievement?.

[J Tag Selection: Are the relevant legal tags (e.g., Freedom of Expression) selected so the
case appears in the website's filter?.

[J Featured Image: Did you replace the previous case's photo with a new one?.

[J Author Attribution: Is the correct staff member listed as the author?.



Example Duplication Process:
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Guide: How to Upload a New Court Case
Report

This guide explains how to use the "Duplicate" feature to create a new case report while
maintaining the exact styling and structure of previous JCCF entries.

Step 1: Duplicate an Existing Case

Navigate to the Court Cases menu in the left-hand sidebar.

Hover your mouse over a recent case title that has a similar structure.
Click the link labeled "Duplicate This".

A new Draft will appear at the top of the list. Click Edit to begin.
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Step 2: Update the Main Content & URL

1. Title: Highlight the old title at the top and type in your new case name.
2. Permalink (URL): Click the "Edit" button next to the Permalink (located just under the
title).
o Change the "slug" to match your new title.
o Note: If you skip this, your web link will still show the old case's name.
3. Body Text: Use the main editor box to replace the existing summary, "Constitutional
challenge launched," and "Court hearing scheduled" sections with your new case details.

Step 3: Update Case Documents & Files
Scroll down to the "Case Fields" section to update the legal documents:

1. Document Name: Update the labels for the files (e.g., "Notice of Application").
2. File Upload: Click the file icon or "Add Row" to upload new PDF documents from your

computer.
3. Videos: If there is a YouTube link for the case, update the URL in the Videos &

Podcasts section.

Step 4: Update Sidebar & Categories



Look to the right-hand sidebar to ensure the case is organized correctly:

1. Categories: Check "Active" if the case is ongoing, or "Achievement" if it is a
win/closed case.

2. Tags: Ensure the correct Charter Rights are selected (e.g., Freedom of Expression).

3. Featured Image: Scroll to the bottom right. Click "Remove featured image™ and then
"Set featured image" to upload a new thumbnail photo for the report.

Step 5: Review & Publish

1. SEO Check: Scroll to the Yoast SEO section to ensure the "Preview" looks correct for
Google.
2. Final Checklist:

[J Does the URL match the new title?
[J Do all "Download" buttons point to the new PDFs?

(] Is the correct Author selected at the bottom?
3. Click Publish (or Update) in the top right "Publish" box when ready.
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