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Introduction

Westlaw Case Notebook is an electronic organizer and deposition tool for saving and working with
important documents, research, and transcripts. With Case Notebook you can

track key facts and their related issues
track the parties involved in the litigation

import and convert key documents to text-searchable formats using optical character recognition
(OCR) technology

send research documents from Westlaw or WestlawNext to a case file
check KeyCite status

create outlines and transcript summaries

build issues databases by creating categories and highlighting text
summarize issues by running reports

copy text from a Westlaw or WestlawNext document and paste the text along with the citation into
a word-processing document

connect to a deposition transcript in real time

File Types for Importing Transcripts
You can import the following types of transcript files into Case Notebook:

E-Transcript files (PTX or EXE)—transcript only format provided by court reporters; may include
court reporter’s signature

ASCII (text only) files—transcript only format

Portable Transcript (PTF) files—used to move a transcript with annotations to another program
that will accept that file type or another Case Notebook computer

LiveNote Evidence Format™ (LEF™) files—contain the transcript with linked exhibit files; may
contain synchronized video

Publisher Bundle (bundle.xml) files—contain the transcript with linked exhibit files; may contain
synchronized video

E-Transcript Bundle (PTZ) files—created with West Publisher version 5 or later; contain the
transcript with linked exhibit files; may contain synchronized video

Extensible Markup Language (XML) files—contain the transcript with linked exhibit files; may
contain synchronized video

CT Summation (TRN) files

Timaro Technologies Post-Production Time-Stamp (PTS) files

Introduction
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Introduction

File Types for Importing Documents and Pleadings
You can import the following types of files for documents and pleadings into Case Notebook:

* Images * Document review load files

* TIF/TIFF (Tagged Image File Format) .
+ BMP (Bitmap) .

* JPE/JPG/JPEG (Joint Photographic .
Experts Group)

* GIF (Graphic Interchange Format)
* PNG (Portable Network Graphics)
* JFX

* PDF (Portable Document Format)

* DOC/DOCX (Microsoft Word file)

* WP/WPD (Corel WordPerfect file)

* MSG (Microsoft Outlook file)

o HTM/HTML (Hypertext Markup Language)
* PEX (LiveNote document file)

o TXT (plain text file)

* RTF (Rich Text Format)

CaseCentral ASCII Load File (TXT)
Concordance ASCII Load File (DAT)
IPRO ASCII Load File (LFP)
Lextranet ASCII Load File (TXT)
Opticon ASCII Load File (OPT)
Summation ASCII Load File (TXT)

Note If your load file is not one of the types

listed, you still may be able to import
it using the Custom options or by
using conversion tools available for
free on the Internet.

An administrator can designate who can access the case file documents.

Getting Help

Online Help is available in Case Notebook to assist you. Simply click Contents on the Help menu.

You can also easily access free online lessons and webinars to help you learn Case Notebook. On the
Help menu, click Online Lessons to display the West eLearning Center page.
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Creating a New Local Case

Cases in Case Notebook can be created for one person to use (local cases), or they can be created
through the Westlaw Case Notebook Administration module to be available on a network so they can
be shared (secure cases). Local cases can be imported through the Westlaw Case Notebook
Administration module to also make them shareable. For further information on Westlaw Case
Notebook Administration, download a free copy of the Westlaw Case Notebook Administration User
Guide at store.westlaw.com/support/user-guide/livenote-case-notebook.aspx.

To create a new case, follow these steps:

1. Access Case Notebook to display the Open Case dialog box (Figure 2-1).

Open Case

[List pay Favarite Cases -

ﬁ il Boweer v, DC Carparation

==
Mew...

Remove

>

Figure 2-1. Open Case dialog box

2. Click New to display the Save As dialog box.

3. Click the location to use for storage of the case; type the file name, e.g., smithvjones; and click
Save. The New Case Properties dialog box is displayed.

4. In the Name box, type the name of the case, e.g., Smith v Jones.

Click OK.

Managing Cases
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The case window, which lists all the documents for the case, is displayed (Figure 2-2).

Main Menu
toolbar

File Edit View Realtime Search Annotste Issue Report Tools Help

i) New - gl Report~ o2 2% I Search P -
— m

Transcripts:

O] Sort By Title

Documents

Pleadings

Research

Key Facts

Characters

||| ® |« |«

Outlines

Figure 2-2. Case window

CREATING A NEW CASE FROM AN OPEN CASE
To create a new case from an open case, complete these steps:

1. On the Main Menu toolbar, click the New arrow, then click Case on the menu. The Save As dialog
box is displayed.

2. Click the location to use for storage of the case; type the file name, e.g., smithvjones; and click
Save. The New Case Properties dialog box is displayed.

3. Inthe Name box, type the name of the case, e.g., Smith v Jones.
4. Click OK.

Opening a Local Case

To open a case, on the File menu, click Open Case to display the Open Case dialog box. Click your case
in the list and click OK.

Importing a Case
To import a case, complete these steps:

1. Click the New arrow, then click Case (from File) on the menu. The Open dialog box is displayed.
2. Click your case and click Open. The Save As dialog box is displayed.

3. Inthe File name box, type a file name.
4

Click Save. The message Would you like to add the new case to your case list? is displayed. Click
Yes. The case is displayed in the case window.

Opening a RealLegal Binder Case

You can open a ReallLegal Binder case, version 5 or later, in Case Notebook. To open a ReallLegal Binder
case, complete these steps:

1. On the File menu, click Open Case to display the Open Case dialog box.
2. Click Add. The Open dialog box is displayed.
3. Click the RealLegal Binder Case (PXL) file you want to import and click Open.



4. The message This case was created with ReallLegal Binder. It must be imported before it can be
used. Do you want to continue? is displayed. Click Yes. The Save As dialog box is displayed.

5. In the File name box, type a file name and click Save. The case is listed in the Open Case dialog
box.

6. Click the case and click OK.

Note The Reallegal Binder case opens as a local case with no assigned users. For further information
on the conversion of Reallegal Binder cases to Case Notebook cases, see Appendix B.

Accessing Secure Cases
Note
* If you are working on a secure case with other users, all users must use the same version of Case

Notebook. Forexample, if a secure case is upgraded to Case Notebook 3.0, all users working on the case
must use Case Notebook 3.0.

* If you are working in a Case Notebook 3.0 case, then revert to using Case Notebook 1.0, you must
manually rebuild the search index for the case. To rebuild the search index, on the Tools menu,
click Advanced, then click Rebuild Search Index.

To access a secure case, complete these steps:

1. Access Case Notebook. Or in an open case, on the File menu, click Open Case. The Open Case
dialog box is displayed (Figure 2-3).

Open Case

[List Pty Faworite Cases -

=3 Gil Bower v, DC Corporation
Smith v Jones

EX5)
Hew...

Remove

=

Figure 2-3. Open Case dialog box

2. Click Repositories. The Repositories dialog box is displayed (Figure 2-4).

Repositories (]
Repositary Mams Server Nams Status Logged on as Class
£ ABCLawFim WINDOWSTX6#\WESTREPOSITORY  Logged off Logon
Edt...
Remove
Help

Figure 2-4. Repositories dialog box
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3. Click the repository that you want to log on to and click Logon. The Logon to [Repository Name]
dialog box is displayed (Figure 2-5).

Logon to ABC Law Firm (WINDOMYSTX64) =

Username: |
Password:

[T remember my logon settings

[ [0]4 ] [ Cancel

Figure 2-5. Logon to [Repository Name] dialog box

4. Inthe Username and Password boxes, type your username and the password that is assigned to
you in Westlaw Case Notebook Administration.

5. Select the Remember my logon settings check box if you want Case Notebook to remember your
username and password.

6. Click OK. The Repositories dialog box is redisplayed (Figure 2-6).

Repositories

Repositary Name Server Name Status Logged on as Close:
B9 ABCLawFim WINDOWSTXE4WESTREPOSITORY 0K Ismith r f
Help

It

Figure 2-6. Repositories dialog box

7. Click Close. The Open Case dialog box is redisplayed with a list of the cases to which you are
assigned (Figure 2-7).

Open Case =
(st Cases Alphabeticaly -
Bowler v Cabot [T
Davis v Systems, Corp.
i Bower +. DC Corporation
Smith v Jones

Remove

o

Figure 2-7. Open Case dialog box

Note Two types of case icons may be displayed:

* A brown case icon (ﬁ) indicates a local case or a secure case that is currently being accessed
through the network.

* A brown and blue case icon (ﬁ) indicates a secure case that was replicated offline and is
currently being accessed locally.
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To view only secure cases, click List Cases by Repository in the list at the top of the dialog box, then
click the plus symbol (+) next to the repository containing the cases you want to view.

8. Click your case and click OK.
ACCESSING SECURE CASES THROUGH WESTLAW CASE NOTEBOOK RAS
Westlaw Case Notebook RAS (remote access server) provides remote access to your Case Notebook
cases via the Internet. When you access a case remotely, most of the features in Case Notebook are

available. When you finish working on a case, your changes are saved to the server. After you close a
remote case, you must log on to another remote session to access the case again.

When you use RAS, you cannot:
* Copy a case
* administer remote cases using Westlaw Case Notebook Administration
* connect to LiveNote Realtime

Note To connect to LiveNote Realtime in a case you access through RAS, you must replicate the
case offline.

To access a secure case through RAS, complete steps 1through 8 above.

Viewing a List of Favorite Secure Cases

When you access secure cases in Case Notebook, all of the cases to which you are assigned are listed in
the Open Case dialog box. You can add one or more of these cases to your list of favorite cases, then
view only those cases when you access Case Notebook.

To view your list of favorite cases, complete these steps:

1. Access secure cases. The Open Case dialog box is displayed with the list of the cases to which you
are assigned (Figure 2-8).

Open Case

(st Cases Alphabeticaly -]

Bowler v Cabot Mew.s
Davis v Systems, Carp.

Remove

Add to My Favarite Cases

o

Figure 2-8. Open Case dialog box

2. Right-click the case you want to add to your list of favorite cases, e.g., Clelland v Anderson, and
click Add to My Favorite Cases.

Managing Cases
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3. Click List My Favorite Cases in the list at the top of the dialog box. Your list of favorite cases is
displayed (Figure 2-9).

Open Case (==
I\a.ustM Favarite Cases '”

Davis v Systems, Corp. Hew...

Gll Bower v, DC Corporation

Smith v Jones

Remove

=

Figure 2-9. List of favorite cases

Replicating Cases Offline and to the Network

Note If you replicate a case offline on one computer and want to access the case via the network on a

different computer, you must have a separate username assigned to you in the repository for
each computer.

REPLICATING A CASE OFFLINE
You can work on a secure case off the network by replicating the case offline in Case Notebook. To
replicate a secure case that you are currently working on offline, complete these steps:

1. On the File menu, click Replicate Case Offline. The Case Data dialog box is displayed
(Figure 2-10).

Feplication Wizard = =

Case Data
Select the case data you want ta replicate offine

Case: Davis ¥ Systems, Corp.

Type [T Title = Date
23 Transcripts
[ Documents
[ Pleadings
[ Research
3 outines

Figure 2-10. Case Data dialog box

2. Select the document type and data you want to replicate offline.

3. Click Groups to add the data you selected to a data group. The Data Groups dialog box is
displayed. Select the group to which you want to add the data and click OK.



Note You can use data groups to organize data in categories, which are displayed as folders
under data categories in the left pane. For more information on data groups, see "Working
with Data Groups” on page 104.

4. Click Finish. The Cases Replicated to Offline dialog box is displayed, informing you that the case
was successfully replicated offline.

5. Click one of the following:
* Open Case. The case is displayed in the left pane.
* Close. The case is closed.
REPLICATING A CASE TO THE NETWORK
To replicate a case you are currently working on to the network, complete these steps:

1. On the File menu, click Replicate Case Online. The Cases Replicated to Network dialog box is
displayed.

2. Click one of the following:
* Open Case. The case is displayed in the left pane.
* Close. The case is closed.
REPLICATING MULTIPLE CASES OFFLINE
To replicate multiple cases offline, you must first change your replication options, then close Case

Notebook and select the cases you want to replicate offline. To replicate multiple cases offline,
complete these steps:

1. Click Options on the Tools menu. The Options dialog box is displayed.

2. On the Confirmation tab, select the Replicate offline on closing Westlaw Case Notebook check
box, then click OK.

3. Close Case Notebook. The Cases dialog box is displayed (Figure 2-11).

Feplication Wizard = =

Cases
Select the cases you want ta replicate offine

[ st Cases alphabetically -

Cabot
) Davis v Systems, Corp.
[C1§3 Gil Bower v, DC Corparation
[C1§3 Smith v Jones

[ Dot shaws this wizard when T close Westlaw Case Motehook

Figure 2-11. Cases dialog box

4. Select the cases you want to replicate offline.

5. Click Next. The Case Data dialog box for the first case you selected is displayed.

Managing Cases 9



6. Select the document types and data you want to replicate offline.

7. Click Groups to add the data you selected to a data group. The Data Groups dialog box is
displayed. Select the group to which you want to add the data and click OK.

Note You can use data groups to organize data in categories, which are displayed as folders
under data categories in the left pane. For more information on data groups, see "Working
with Data Groups” on page 104.

8. Click Next. If you selected more than one case, the Case Data dialog box for the next case you
selected is displayed.

9. Repeat steps 6-8 for each case you want to replicate offline.

10. When you have finished selecting the document types for all the cases you want to replicate offline,
click Finish. The Cases Replicated to Offline dialog box is displayed, informing you that the cases
were successfully replicated offline.

1. Click Close. Case Notebook is closed.
REPLICATING MULTIPLE CASES TO THE NETWORK

1. If you replicated cases offline, the next time you access Case Notebook, the Offline Cases dialog
box is displayed (Figure 2-12).

Replication Wizard = =

Offline Cases
Select the offine cases you want ko replicate to the network

[List Cases alphabetically -

3 abot
Rl Davis ¥ Systems, Corp.

[T Don't show this wizard when I open Westlaw Case Notebook

Figure 2-12. Offline Cases dialog box

2. By default, all the cases that you replicated offline are selected. To exclude a case from being
replicated to the network, clear its check box.

Click Finish. The Cases Replicated to Network dialog box is displayed.
4. Select a case, then click one of the following:
* Open Case. The case is displayed in the left pane.

* Close. The case is closed.

Changing Replication Options

Case Notebook has replication options that prompt you to replicate the case offline when you close
Case Notebook or replicate the case to the network when you open Case Notebook. To change these
options, complete these steps:

10  Managing Cases



1. On the Tools menu, click Options. The Options dialog box is displayed (Figure 2-13).

Options (9 sl
Confimation | Realtime | Search | Send | Linking | Launch | Speling | Characters
Confimations
Delete ranseript, document, pleading o research Default @) ‘Yes () No

Delete Annotation
Delete Data Group

Delete Transeript Summary item
Disconnect fram Realtime

[Z] Replicats offfine on closing Westlaw Cass Notebook Default. () Yes @ No
Replicats to the network on opening Westlaw Case Notsbook Default. @ *es (0 No

Default. @ Yes ©) No
Default @ Yes ©) No
Default. @ Yes ©) No
Default. @ Yes ©) No

Figure 2-13. Options dialog box

ook W

Click OK.

Viewing Case Contents

Select the Replicate offline on closing Westlaw Case Notebook check box, if desired.
Clear the Replicate to the network on opening Westlaw Case Notebook check box, if desired.

Make your selection the default, if desired.

You can view a summary of your case contents in the Case Properties dialog box, shown outlined in
Figure 2-14. To access the Case Properties dialog box, on the File menu, click Case Properties.

While viewing the dialog box, you can copy the summary data and paste it into another application. To
copy the summary data, right-click at the top of the dialog box and click Copy Summary Data on the

menu.

Case Properties

Client-Matter:

Created: Oct 19, 2011

Mame: ',Sil Bower v, DC Corporation

(Case File:  CiiUsersiPublic\DocumentsiWest LiveNotelCasesiUpdate Gil Bower «

videno Paths. ..

SUMMANY! | panceripts § Summaries: 109 annotations: 100
Documents: 31 Key Facts: 21 Issues: 13
Pleadings: 15 Characters: 24 Groupst 24
Research: 11 Gutlines: 4 Dioc klotes: 30
Daoclssuest 24

Cormments:

Figure 2-14. Case Properties dialog box
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Creating a Case Report

This report includes the names of documents and any comments about the documents. To create a
Case report, complete these steps:

1.

On the Main Menu toolbar, click the Report button (aliRsrert - ), then click Case on the menu. The
Case Report Properties dialog box is displayed (Figure 2-15). By default, all document types and
data are selected. To exclude a document type from the report, clear its check box. To exclude
particular data from the report, click the document type containing the data, then clear the check
boxes for the data you want to exclude.

Case Report Properties (el ==
Data | Display

Type Title Date

& Transcripts ] Bower, GiR Jan 10, 2008
[ Documents L Evars, walter Dec 10, 2007
3 Pleadings L) Parker, sam Det 11, 2007
3 Research L) Roth, cynthia Dec 12, 2007
[ Key Facts [) Sweeney, Gerald Ph.c. Jan 17, 2008

[ characters

Figure 2-15. Case Report Properties dialog box

Click Groups to include only the data in a data group in your report. Select the group you want to
include in your report and click OK. For further information on data groups, see "Working with Data
Groups” on page 104.

Click the Display tab to view a list of display options. In the Title box, type a title for the report, if
desired. Then select or clear the appropriate check boxes.

Clear the Include cover page when printing or saving check box, if desired.

Click OK. The Case report is listed under Report in the left pane and the text of the report is
displayed on the Report tab in the right pane.



3 Managing Transcripts

Importing a Transcript
To import a transcript, complete these steps:

1.

On the Main Menu toolbar, click the New arrow, then click Transcript (from File) on the menu. The
Transcript File dialog box is displayed.

Click Browse to display the Browse for Transcript Files dialog box.

In the Files of type list, click a file type. Then click your transcript and click Open. The Transcript
File dialog box is redisplayed.

Click Next. A message warning that the transcript has not been signed electronically may be
displayed. Click Continue. The Transcript Properties dialog box is displayed (Figure 3-1).

Transcript Impart Wizard = =

Transcript Properties
Add the transcript detalls

Type: |Fact Witness v| status: |Final v]

Last: | Eower wol:

First: GIR Date: 01102008 B
Title:  Bowser, Gil R

Taking

attorney: Far: |Defendant -
Doc-Level b
Mokes:

e CEm ) Com

Figure 3-1. Transcript Properties dialog box

In the Doc-Level Notes box, type a note, if desired. The note will be displayed in the transcript’s
Annotations folder in the left pane and on the Overview and Doc-Level Notes tabs in the Transcript
Properties dialog box. Additionally, you can include the note text in a search. For further
information, see "Adding Doc-Level Notes” on page 83.

Click Groups to add the transcript to a data group. The Data Groups dialog box is displayed. Select

the group to which you want to add the data and click OK. The Transcript Properties dialog box is
redisplayed.

Note You can use data groups to organize data in categories, which are displayed as folders
under data categories in the left pane. For more information on data groups, see "Working
with Data Groups” on page 104.

Managing Transcripts
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7. Click Finish. The Import Summary dialog box is displayed. To import another transcript, click
Again. If you do not want to import another transcript, click Close. The transcript is listed under
Transcripts in the left pane and the text of the transcript is displayed in the right pane (Figure 3-2).

[ Smith v Janes - Westlaw Case Motebook ===
Eile Edit Wiew Realtime Search Annotate Issue Report Tools Help
¢ Mews - g Report - @t _ _ i Search -
« || O Bowen stk | =
Transcripts = Bower, Gil R
] Sort By Tile "N I8+ % dhPrint v 100% » | [y Update Transcript | il Quick Mark Report | 31 -
|1 Jan 10, 2008 Bower, Gil R _—
<0 Connect Pagelofzl A 4
: ability [
1:1 IN THE UNITED STATES DISTR * 107 10.12 20:6
FOR THE NORTHERN DISTRICT OF| | ghle
2 25:14 26:24
GIL R. BOWER, absolutely
3 Plaintiff, L8221
CASE N a;:;lgvmg
4 ve. actively
DC CORE., z4:22
5 Defendant. additional
/ 26:10,22
& advisement
Documents ¥ 7 18:24
Pleadings: ¥ 3 e G0o--- “;f"s’“:"-;
Research ¥ E] VIDEOTAPED DEPOSITION OF GI  afraid
Hey Facts v 10 Thursday, January 10, 13:20
11 -———00o--- ago
Characters ¥ B 1z + B:23 25:16
outlines i1 B b agree -

CAP MUM

Figure 3-2. Imported transcript

Note If you see ‘";" next to the transcript, the transcript has been signed.

Case Notebook automatically adds characters in the transcript to the list of characters in the case. If
characters are added when you import the transcript, the Characters tab is also displayed after you
import the transcript.

Opening an Existing Transcript
To open a transcript, complete these steps:
1. If necessary, click Transcripts in the left pane to display a list of all transcripts in the case.

2. Double-click the transcript you want to open. The text of the transcript is displayed in the right
pane.

Creating a Transcript Summary

The Transcript Summary feature allows you to summarize portions of a transcript and create a report of
the transcript summary items. To create a transcript summary, complete these steps:

1. Open the transcript you want to summarize.



2. On the Main Menu toolbar, click the New arrow, then click Transcript Summary on the menu. The

Summary Item section is displayed below the transcript in the right pane, shown outlined in
Figure 3-3.

[ Smith v Janes - Westlaw Case Motebook ===
Eile Edit Wiew Realtime Search Annotate Issue Report Tools Help
{ A Mew - g Report - ot _ _ i Search o -
« || B Bower, silR x| -
Transcripts = Bower, Gil R
] Sort By Tile "N I3+ % dhPrint v 100% - [y Update Transcript | il Quick Mark Report | £t -
= 1) Jan 10,2008 Bower, GilR A T
(3 Annatations (5 items) & Connect P e ability ||
(23 Exhibits (0 iterns) 1:1 IN THE UNITED STATES DI » o7 015 20:6
= 3 Summary Items (1 item]) |: FOR THE NORTHERN DISTRICT| | ghle
= 11-12 2 25:14 26:24
GIL R. BOWER, absolutely
3 Plaintiff, L8221
Ccas a;:;lgvmg
4 ve. actively
DC CORE., z4:22
. £ Nafandant " additional
K™ C 110,22
Summary ftem % advisement
- 1s:24
e 1 O Mewn | 11 - to 12 - e Bflfsm:c;
Pleadings v || ail Transcript Surmary Report aftaid
Research | subject: 13:20
aqo
eyifacts e diza z5:16
Characters ¥ aqree
Outlines ¥ 1N 6:3|i4:il|};5:19 N
o X
CAP| NUM

Figure 3-3. Summary Item section

The arrows in the left margin of the transcript designate the start and end positions of the
transcript summary item. By default, page 1, line 1is the start position and page 1, line 2 is the end
position of the first summary item.

To change the start position,

* in the Start Position box, type a new page and line number, e.g., 13:25

* click the arrow next to the Start Position box and click a page and line number in the list
To change the end position,

* in the End Position box, type a new page and line number, e.g., 15:9

* click the arrow next to the End Position box and click a page and line number in the list
* click a page and line number in the left margin of the transcript

Note You can set start and end positions only for portions of the transcript that you have not
summarized previously.

In the Subject box, type a name for the transcript summary item, e.g., Current employment, if
desired.

Under Subject, type a summary of the portion of the transcript you selected, if desired.

Note You can also copy transcript text and paste it in the summary item, if desired.
To check the spelling in a summary item, click the Spellcheck button (%) on the toolbar.
To create a new transcript summary item, click the New Summary Item button (Z&) on the toolbar.

To view consecutive summary items, click the Previous Item button (Q) or the Next Item button (b)
on the toolbar.

To close the Summary Item section, click the Close button ([x]).

Managing Transcripts
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All summary items are saved automatically when you click the New Summary Item button or close the
Summary Item section. They are listed in the Summary Items folder under the transcript in the left
pane.

Note Once you save a summary item, you cannot change its page and line numbers.

CREATING A TRANSCRIPT SUMMARY REPORT
The Transcript Summary report lists the page and line numbers, the subject, and the text of all
transcript summary items. To create a Transcript Summary report, complete these steps:

1. Click the Transcript Summary Report button (g Transcript Summary Repart) on the toolbar in the

Summary Item section. Or on the Main Menu toolbar, click the Report button ( @liRerart - ), then click
Transcript Summaries on the menu. The Transcript Summary Report Properties dialog box is
displayed.

2. All of the transcripts in the case are selected on the Data tab by default. To remove a transcript

from the report, clear its check box.

3. Click Groups to include the data in a data group in your outline. The Data Groups dialog box is
displayed. Click the group you want to include in the report and click OK. The Transcript Summary
Report Properties dialog box is redisplayed.

4. Click the Display tab to view a list of display options. In the Title box, type a title for the report, if
desired. Then select or clear the appropriate check boxes.

5. Click OK. The Transcript Summary report is listed under Report in the left pane and the text of the
report is displayed on the Report tab in the right pane (Figure 3-3).

[11], Gil Bower v. DC Corporstion -- Westlaw Case Motebook (=% ECR =<=|
File Edit View Realtime Search Annotate Issue Report Tools Help
¢ Mews - gl Report - @ _ 0 1 Atawill | B Not terrinated | (30 Work histary | 4 Missed deadlines | 8 Knowiledge of report _ f Search o -
<« || drepert x -
Transcripts ¥ Deposition Summary
ey ¥ 1| Properties | 100% - | deh Print = | [ Save &
Pleadings ¥ g
Research 3 Deposition Summary
Key Facts ¥ Taken: 1/10/2008 !
ena 5 il Bower v. DC Corporation 3
outines v| Exhibits: N
Report %« || PIP under protest Homer Plastics - Exhibit 51 2
Deposition Summary PIP from Homer Plastics - Ezhubit 5 2
0 Praperties Hit Jp ||| Eshibit® 2
‘;_)]Surt By Title _||| PIP from DC Corp - Exhibit 29 2
3 Transcripts Sort By Hits
Sart By Title .
PAGE:LINE SUBJECT SUMMARY
Sort By Date 111-57 Appearances Andrea T. Cowens, Cowen & Associates, Attorney
Sort By Reverse Date for the Plaintiff Preston McAvay, Attorney for the
Defendant Janet Goodwin (wia Internet), Hovan,
Wright and McClain, Attorney for the Defendant

Figure 3-4. Transcript Summary report

When viewing the report, you can
* click the Hit arrows in the left pane to view the next or previous summary in the report.
* click the Sort by arrow in the left pane to sort your report.

Saving a Transcript Summary Report

To save a transcript summary report, complete these steps:

1. Click Save As on the toolbar above the report in the right pane. The Save As dialog box is
displayed.

2. Click a location for the file.

3. Inthe File name box, type a file name.
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4. Inthe Save as type list, click a file type.
5. Click Save.

Printing a Transcript Summary Report
To print a transcript summary report, click Print on the toolbar above the report in the right pane to
display the Print dialog box. Then click Print.

OPENING A TRANSCRIPT SUMMARY ITEM
1. If necessary, click Transcripts in the left pane to display a list of all transcripts in the case.

2. Double-click the transcript containing the summary item you want to open. The text of the
transcript is displayed in the right pane.
3. Double-click the Summary Items folder under the transcript in the left pane to view a list of

summary items.

4. Double-click the summary item you want to open. The item is displayed in the Summary ltem
section below the transcript in the right pane.

DELETING A TRANSCRIPT SUMMARY ITEM
To delete a summary item, right-click the summary item in the left pane and click Delete. The message
Permanently delete the selected summary item? is displayed. Click Yes.

Closing a Transcript

To close a transcript so that it is no longer displayed in the right pane, click the Close button ([]) on the
transcript’s tab.

Deleting a Transcript

To delete a transcript, right-click the transcript in the left pane and click Delete on the menu. The
message Permanently delete the selected Transcript and all associated Annotations? is displayed. Click
Yes.

Printing a Transcript with Annotations

You can display annotations, Quick Marks, and Issue Marks in printed transcripts. For condensed
transcripts, you can also print annotations, including notes and author information, in the footer of the
document. To print a transcript with annotations in the footer of the document, complete these steps:

1. Open the transcript you want to print.
2. Click the Print arrow on the toolbar above the transcript and click Print Preview Condensed on the

menu. The Print Preview dialog box is displayed.

3. Click the Properties icon ( j) to display the Page Setup-Condensed Transcript dialog box.

Managing Transcripts



18

Managing Transcripts

4.

10.
1.

Click the Annotations tab (Figure 3-5).

Page Setup - Condensed Transcript -7 [3a]

[Pags | Border [ Test | Mumbsiing | Condsrsed | Adwarced | Annotstions |

Display Annotations | Select lssues...

Include Quick Marks
Include Annotations with no |ssuss

Display Annatations in fogtes

Display: | Highlight -

[ ok ) cawd | [ Ay |

Figure 3-5. Page Setup-Condensed Transcript dialog box-Annotations tab

Select the Display Annotations check box, if necessary.

To include or exclude annotations associated with specific issues from the printed transcript, click
Select Issues. The Select Issues dialog box is displayed. Issues will be listed in this dialog box only
if they have previously been created. See "Working with Issues” on page 86.

Select or clear the check boxes next to the issues you want to include or exclude and click OK. The
Page Setup-Condensed Transcript dialog box is redisplayed.

Select the Include Quick Marks check box, if desired.
Select the Include Annotations with no Issues check box, if desired.
Select the Display Annotations in footer check box.

In the Display list, click the option for how you want the annotations displayed in the transcript
text.



12. Click OK. The transcript with its annotations is displayed (Figure 3-6).

[ Print Preview
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& mew document,which [ll merk rightnow s Exhibi 51 »  P——
. Sir, T gotng t sk you 1 et your . Do you see taat?
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10 Blustics leterhend to yourself from Birett Beck, 10— patica i
1 eropage document n TR
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15 notation atthe bottom of the second page .
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2 BY MR MAVOY: Q. Sit,whit i Exhidbhiz 59 21 A Orthey'e setting up the case to fire you

22 | A Hs s Berformsnce bmprovement Plun, s FIP 22 Q. Andis- is ityour contention, sk, that the

22 Q. Andwher® it significnce orwhatwas s 20 Prfonmance Dmprovement Plan i Exhibe § end Exhibit 51
23 siguificonce st time? 23 ssup s lot of mnressoneble or unreslistc goul that

25 3. COWENE: Object to fonm.

you coulin‘tmestt

1. B Annotation Range: 1121 - 12:8

Tesues: || Work bistory
Poor work performance
Annotation Author: LocalUser
2. B Annotation Range: 12:11-12:13
Tssues: [1] Worlk history
Poor work performance
Note.

Bower indicated his impression of all
Pl

Page fi (6 of 14)

Figure 3-6. Preview of transcript with annotations
Note Overlapping annotations are highlighted in gray. The Annotation Range is available in the
footer to help you determine the length of the overlapping annotations.

13. Click the Print icon to print the transcript.

Printing Headers and Footers in Transcripts
You can add a header and footer to each page of a printed transcript, which can help you view transcript
information when printing selected pages. For example, to add a header, complete these steps:
1. Open the transcript you want to print.
2. Click the Print arrow on the toolbar above the transcript and click either Print Preview Full-Sized
or Print Preview Condensed on the menu. The Print Preview dialog box is displayed.

3. Click the Properties icon ( :) to display the Page Setup dialog box.

Managing Transcripts
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4. Click the Page tab (Figure 3-7).

Page Setup - Condensed Transcript 2 ==
Page | Boder | Tet | Mumbering | Condensed | Advanced | Annotations|
Margins

Left: 05 inches Right 05  inches

Top: 05 inches  Bottom: 05 inches

Font: [ Courier New v] see (13 ~] [leod

[Z] Print on each condensed page

Fiint cover page if available
Frint blank page after cover if printing duplex

[ox ][ canca [ aeow

Figure 3-7. Page setup dialog box-Page tab

5. Select the Print header and footer check box.
6. Click a different font and size in the Font and Size lists and select the Bold check box, if desired.
7. Click Edit Text. The Header and Footer dialog box is displayed.
8. Click Header 1. The Top Header Line dialog box is displayed (Figure 3-8).
Top Header Line @
Left  Law Firm ABC
Center: <TITLE>
Right: <CASENAMES| Transcript Title
Cancel Witness 3
Wolume Mumber
Proceeding Date 3
Pages 3
Case/Matter 3

Examining &ttorney's Marme

If Draft {conditional)
If Signed (conditional)

Print Date 3

Original Header/Footer 3

Figure 3-8. Top Header Line dialog box

9. Type your information in the boxes. To add field data to a box, e.g., case matter information, click
Insert Field and click a field in the menu (Figure 3-8).

10. Click OK. The Header and Footer dialog box is redisplayed.
1. Click Close. The Page Setup dialog box is redisplayed.

20 Managing Transcripts



2.

13.

Click OK. The transcript with the header is displayed (Figure 3-9).

17, Print Preview (B3 EoR 53
& B oo |[lomz =] MO 4 b b

I Law Firm ARC Bower, Gil R Gil Bower w. DC Corporation

Page 1 Page 2

I¥ THE UNITED STATES DISTRICT COURT L IFDEX

Figure 3-9. Preview of transcript with header

Click the Print icon to print the transcript.

Printing Exhibits Linked to Transcripts

The Batch Print feature allows you to print multiple documents at one time, including exhibits that are
linked to transcripts. To print exhibits that are linked to transcripts, complete these steps:

1.

On the File menu, click Batch Print. The Items to Print dialog box is displayed (Figure 3-10).

Batch Print Wizard

Items to Print O
Select the data items to print t;;"

Type Title Date

[ Tramscripts [ ] Bower, GiR Jan1...

[C] £ Documents ) Evans, walter Dec 1.,

[ 3 Pleadings 1] Parker, Sam Dec 1.,

[C] 3 Research ][] Realtime Feb2...

[ C3 outines O] ] Rath, Cynthia Dec ...

[ 3 key Facts ][] sweeney, Gerald Ph.D. Jant..

13 characters

[7] Print selected items condensed
Frint E shibits inked to Transcripts

Figure 3-10. Items to Print dialog box

Click Transcripts in the left pane, then select the check box for the transcript you want to print with
its exhibits in the right pane.

Select the Print Exhibits linked to Transcripts check box.
Click Print.

Viewing Transcript Properties

To view the properties for a transcript, right-click the transcript name in the left pane and click
Properties on the menu. For further information on properties, see "Working with Properties” on page

79.
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4 Updating Transcripts

Case Notebook transcripts can be updated using the following types of files:

» E-Transcript (PTX or EXE) files—files containing transcript text and, if the transcript is signed, the
signature details

+ ASCII (text only) files—files containing transcript text, usually received from the court reporter

 Portable Transcript (PTF) files—files containing transcript text and annotations, usually received
from another Case Notebook user

* LiveNote Evidence Format (LEF) files—files containing transcripts, exhibits, exhibit links, and
possibly synchronized video

Note You can also import CT Summation (TRN) files and Timaro Technologies Post-Production Time-
Stamp (PTS) files.

Any annotations, including Quick Marks and Issue Marks, are automatically transferred to the updated
transcript. No work product will be lost because all annotations are linked to the transcript text, not to
the page and line references. Therefore, annotations made in the old transcript are simply transferred
to the same text location in the updated transcript.

Starting the Updating Process

To update an transcript, you must first assign draft status to the transcript. To assign draft status to a
transcript, complete these steps:

1. Click the Transcript Properties button (&) on the toolbar above a transcript to display the
Transcript Properties dialog box.

2. In the Status list, click Draft.
3. Click OK.

Updating with a PTX or EXE File

1. Click the Update Transcript button (i Updats Transerint ) on the toolbar above a transcript. The Update
Transcript=Transcript File dialog box is displayed.

2. Click Browse to display the Browse for Transcript Files dialog box.

3. Select the PTX or EXE file that was sent to you and click Open. The Update Transcript-Transcript
File dialog box is redisplayed.

4. Click Next. A message warning that the transcript has not been signed electronically may be
displayed. Click Continue. The Update Transcript-Transcript Properties dialog box is displayed.

5. Click Finish. The Update Transcript—-Update Completed dialog box is displayed.
6. Click Close.

Updating with an ASCII File

1. Click the Update Transcript button (i@ Urdats Transerint ) on the toolbar above a transcript in the right
pane. The Update Transcript-Transcript File dialog box is displayed.

2. Click Browse to display the Browse for Transcript Files dialog box.
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Select the ASCII file that was sent to you and click Open. (Different Computer-Aided Transcription
(CAT) systems create different extensions on ASClI files.) The Update Transcript-Transcript File
dialog box is redisplayed.

Click Next. A message warning that the transcript has not been signed electronically may be
displayed. Click Continue. The Update Transcript—Import Details dialog box is displayed.

Click Next. The Update Transcript-Import Confirm dialog box is displayed.

Click Next. The Update Transcript-Transcript Properties dialog box is displayed.
Click Finish. The Update Transcript-Update Completed dialog box is displayed.
Click Close.

Updating with a PTF File
Use this method when you want to merge two sets of annotations into one transcript when replication is
not available.

1.

Click the Update Transcript button ((@Usdats Transerint ) on the toolbar above a transcript in the right
pane. The Update Transcript-Transcript File dialog box is displayed.

Click Browse to display the Browse for Transcript Files dialog box.
Select the PTF file and click Open. The Update Transcript-Transcript File dialog box is displayed.

The Replace existing text with new text check box is automatically selected. If there are no changes
to the text and you want to only merge annotations, clear the check box.

The Import Annotations check box is automatically selected. If you want to only replace text and
not merge annotations, clear the check box.

Under Import Annotations, Add to existing annotations is automatically selected. This is the
correct selection for merging annotations. Select Replace existing Annotations if you want to
replace one set of annotations with another set.

Click Next. A message warning that the transcript has not been signed electronically may be
displayed. Click Continue. The Update Transcript—Transcript Properties dialog box is displayed.

Click Finish. The Update Transcript-Update Completed dialog box is displayed.
Click Close.

Updating with a LEF File

LEF files may contain the transcript with exhibit files and links to exhibit references in the transcript, the
transcript with exhibit files and links to exhibit references in the transcript and synchronized video, or
the transcript with synchronized video but no exhibits or exhibit links.

1.

Click the Update Transcript button (@ Usdats Transerint ) on the toolbar above a transcript in the right
pane. The Update Transcript-Transcript File dialog box is displayed.

Click Browse to display the Browse for Transcript Files dialog box.

3. Select the LEF file and click Open. The Update Transcript-=Transcript File dialog box is redisplayed.

The Replace existing text with new text check box is automatically selected. If there are no changes
to the transcript text, clear the check box.

The Import exhibits check box is automatically selected. If you do not want to import exhibits, clear
the check box.

The Import Annotations check box is automatically selected. If you do not want to import
annotations, clear the check box.

Updating Transcripts
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10.

Under Import Annotations, Add to existing Annotations is automatically selected. This is the
correct selection for merging the annotations. Select Replace existing Annotations if you want to
replace one set of annotations with another set.

Click Next. A message warning that the transcript has not been signed electronically may be
displayed. Click Continue. The Update Transcript—Transcript Properties dialog box is displayed.

Click Finish. The Update Transcript-Update Completed dialog box is displayed.
Click Close.



5 Managing Documents

You can add key documents to Case Notebook to quickly categorize and search.

Importing a Document
To import a document, complete these steps:

1.

10.
1.

On the Main Menu toolbar, click the New arrow, then click Document (from File) on the menu. The
Document Files dialog box is displayed.

Click Add to display the Open dialog box.
Click your document and click Open. The Document Files dialog box is redisplayed.

Click Groups to add the document to a data group. The Data Groups dialog box is displayed. Click
the group to which you want to add the data and click OK. The Document Properties dialog box is
redisplayed.

Note You can use data groups to organize data in categories, which are displayed as folders
under data categories in the left pane. For more information on data groups, see "Working
with Data Groups” on page 104.

Click Next. The Document Properties dialog box is displayed (Figure 5-1).

Data Import Wizard 2 ==

Document Properties
Add the document dtalls

Type: -

Author:

To:
Bates range: Through:
[7] Dacument Date 2jz3j2012
OR,

Doc-Level
Motes:

<Bsck [ Frisn | [ cancel

Figure 5-1. Document Properties dialog box

By default, the title of the document is entered for you in the Title box. Type a different name for
the document if desired.

In the Type list, click a document type, if desired.

In the Author box, type a name or click the name in the list, if desired.

In the Recipient box, type a name or click the name in the list, if desired.
In the Bates range and Through boxes, type a number, if desired.

Select the Document Date check box, if desired. When you select this check box, the current day’s
date is entered in the box automatically. Click the arrow to display a calendar and click a different
date, if desired.

Managing Documents
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2.
13.

4.

15.

The OCR check box is automatically selected if the document is an image file or PDF file.

In the Doc-Level Notes box, type a note, if desired. The note will be displayed in the document’s
Annotations folder in the left pane and on the Overview and Doc-Level Notes tabs in the
Document Properties dialog box. Additionally, you can include the note text in a search. For further
information, see "Adding Doc-Level Notes” on page 83.

Click Finish. The Import Completed dialog box with a list of the documents that you imported is
displayed.

Note If Case Notebook fails to import a document, an error message is displayed in the dialog
box. You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

Click OK. The document is listed under Documents in the left pane and the text of the document is
displayed in the right pane (Figure 5-2).

[T Smith v Jones — Westlaw Case Motebook ===
File Edit View Realtime Search Annotste Issue Report Tools Help
[P Mew - gpReport~ @ _F i Search R
« || [7JobSummany_1005 H -
Transcripts ¥ JobSummary_1005
Documents 2 e T
B O P - | @ Q[ % - a2 1 b
2] Sart By Title - 7 A
[ JobSummary_1005 by 1
Z
DC Corp accepted
8 3
POSITION Senlor Plastics REPORTS TO Engnesing achieve
Enginesr | Processas Manager
GRADE 550 | DATE PREPARED | 7/8/04 "
SALARY §75,500.00 DATE APPROVED | 722104 acquired
Exempt APPROVED BY | HA Direclar 1
JOB SUMMARY action
Under genaral draction, provides service to the technical plastic processing needs, 3 .
focusing on plastic molds and exirusions. Responsible for procass evakuations. actions
= = mocharical inspacion, machiory gurchasing and reated functions i 11e apprEpriata 5
eadings ¥ Qloups. ENsUes New processes are optimal and Mmaat appicania siandards. .
Research ¥ QUALIFICATIONS ﬂ?'vgly
Key Facts ¥ Experiance: activities
= Minimum o five [S) years equvalent experlence in related posibon. Hands on 13
EeEe s processing exparience within desired procassing calegory such as injction molding or acts
Outli = axtrusion.  Exparience wilh process reversa-angineering and obluszation of pracess
ines ¥ mplommontatns - -
CAP NUM

Figure 5-2. Imported document

Importing Multiple Documents
To import multiple documents, complete these steps:

1.

On the Main Menu toolbar, click the New arrow, then click Document (from File) on the menu. The
Document Files dialog box is displayed.



2. Click Add to display the Open dialog box (Figure 5-3).
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Figure 5-3. Open dialog box

3. Click your documents and click Open. The Document Files dialog box is redisplayed (Figure 5-4).

Dats Irnport Wizard (9 sl

Document Files
Select the document files to import
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Figure 5-4. Document Files dialog box

Note For most file types, each file is imported as a separate document. For image files, you have the
option of importing each file as a separate document or merging multiple files into one
document. To merge multiple image files, make sure the Batch Import, each file is separate
document check box is clear. To import each file as a separate document, select the check box.

4. Click Groups to add the documents to a data group. The Data Groups dialog box is displayed.
Select the group to which you want to add the data and click OK. The Document Properties dialog
box is redisplayed.

Note You can use data groups to organize data in categories, which are displayed as folders
under data categories in the left pane. For more information on data groups, see "Working
with Data Groups” on page 104.

5. Click Finish. The Import Completed dialog box with a list of the documents that you imported is

displayed.
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Note If Case Notebook fails to import a document, an error message is displayed in the dialog

box. You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

6. Click OK. The documents are listed under Documents in the left pane and the text of the first

document is displayed in the right pane.

Importing Load Files

To import a load file, complete these steps:

1.

On the Main Menu toolbar, click the New arrow, then click Document (from File) on the menu. The
Document Files dialog box is displayed.

Click Load File to display the Open dialog box.
Click your document and click Open. The Document Files dialog box is redisplayed.

Click Groups to add the documents to a data group. The Data Groups dialog box is displayed.
Select the group to which you want to add the data and click OK. The Document Properties dialog
box is redisplayed.

Note You can use data groups to organize data in categories, which are displayed as folders
under data categories in the left pane. For more information on data groups, see “Working
with Data Groups” on page 104.

Click Next. The Load Files: Select the Load File Field Delimiter dialog box is displayed (Figure 5-5).

Dats Irnport Wizard (9 sl
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Figure 5-5. Load Files: Select the Load File Field Delimiter dialog box

In the File Type list, click the file type for the load file. The field delimiter, row delimiter, and text
qualifier are automatically entered for you. The First row contains field names check box is
selected, if appropriate.

Notes

* |f your load file is not listed in the File Type list, click Custom in the list. Then click the
appropriate field delimiter, row delimiter, and text qualifier in the lists.

» Tosave thefield delimiter, row delimiter, and text qualifier settings for the Custom file type, click
Save This Mapping. In the Save Mapping dialog box, type a name for the mapping in the box
and click Save Mapping. The name of the mapping is added to the File Type list for future use.



7. Click Next. The Load Files: Select the Load File Field Mappings dialog box is displayed
(Figure 5-6).
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Figure 5-6. Load Files: Select the Load File Field Mappings dialog box

8. Assign a title to each field in the file by mapping the field. For example, to map the first field, which
contains beginning Bates Numbers, in Figure 5-6, click the field by clicking [none] at the top of the

first column. Then click Bates Start in the Mapping list. Repeat this process for each field you want
to map.

Note You can map the Doc-Level Notes, Doc-Level Issues, and Data Groups fields multiple times,
allowing you to assign more than one column to the same field. Therefore, if the load file
contains multiple columns with notes, coding, or other metadata, you can map all of them

to the Doc-Level Notes, Doc-Level Issues, and Data Groups fields, and then include that
data in searches and reports.

9. If you do not want to import a field, select the field and then select the Do not import field (Skip)
check box.

10. If afield indicates that the load file contains a row for each page of a document, select the field.

Then select the Field indicates start of new document when check box and click an option in the
list.

1. Click Finish. The Import Completed dialog box with a list of the documents that you imported is
displayed.

Note If Case Notebook fails to import a document, an error message is displayed in the dialog

box. You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

12. Click OK. The documents are listed under Documents in the left pane.

Sending Documents to Case Notebook Using Windows Explorer

You can send documents that are saved on your computer to Case Notebook using Windows Explorer.
To send a document using Windows Explorer, complete these steps:

1. Locate the document you want to send.
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2. Right-click the document, then point to Send To and click Case Notebook as Document on the
menu (Figure 5-7). The Document Properties dialog box is displayed.

Mame Date modified Type
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bl e e e 11/30/2011 233 M Adobe Acrobat D.,
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Copy [, Case Notebook as Research
1, Compressed (zipped) folder
Create shortcut B Desktop (create shortcut)
Delete B Documents
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Properties A Mail recipient
= Flappy Disk Drive ()

Figure 5-7. Windows Explorer menu

Fill in the boxes as appropriate.

4. Click Finish.The Import Completed dialog box with a list of the documents that you imported is
displayed.
Note If Case Notebook fails to import a document, an error message is displayed in the dialog

box. You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

5. Click OK. The document is listed under Documents in the left pane and the text of the document is
displayed in the right pane.

Sending Documents to Case Notebook from Microsoft Outlook

You can send email and attached documents to Case Notebook directly from Microsoft Outlook. When
you install Case Notebook, a Case Notebook menu is automatically displayed in Microsoft Outlook,
shown outlined in Figure 5-8.
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Figure 5-8. Case Notebook menu in Microsoft Outlook

To send an email and an attached document from Microsoft Outlook, complete these steps:
1. Access Microsoft Outlook.
2. You can do one of the following:
* Click the email you want to send, then on the Case Notebook menu, click Send as Document.
* Right-click the email and click Send to Case Notebook as Document on the menu.
The Load Files dialog box is displayed.

3. Click Groups to add the sent documents to a data group. The Data Groups dialog box is displayed.
Select the group to which you want to add the document and click OK.




Note You can use data groups to organize data in categories, which are displayed as folders
under data categories in the left pane. For more information on data groups, see "Working
with Data Groups” on page 104.

4. Click Finish. The Import Completed dialog box with a list of the documents that you imported is
displayed.

Note If Case Notebook fails to import a document, an error message is displayed in the dialog
box. You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

5. Click OK. The email and attachment are listed under Documents in the left pane and the text of
the email is displayed in the right pane (Figure 5-9).
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Figure 5-9. Email and attached document

Sending Documents to Case Notebook from Westlaw CaselLogistix

When you send a document from Westlaw Caselogistix 5.4 or later, Case Notebook 3.0 or later can
receive the document with its coding, Shared Tags, redactions, and notes. Additionally, some
Caselogistix fields will automatically map to comparable fields in Case Notebook, if they exist, or you
can manually map Caselogistix fields to the Data Groups, Doc-Level Issues, and Doc-Level Notes fields
in Case Notebook. (For further information on these Case Notebook fields, see “Working with
Properties” on page 79.)

Notes

» |f a Caselogistix field is not mapped to a Case Notebook field, the data in that field will not be
available in Case Notebook. Refer to step 9 below on how to manually map a Casel ogistix field
to a Case Notebook field.

* If you change information in the Caselogistix document after you send it to Case Notebook,
those changes are not reflected in the document in Case Notebook.

Managing Documents

31



32

Managing Documents

The following list shows how features in Caselogistix translate into features in Case Notebook.

Westlaw CaseLogistix Westlaw Case Notebook
Shared Tags Doc-Level Issues

Notes Doc-Level Notes
IntelliFolders Data Groups

Redactions Redactions Issues
Anchor Notes Annotations

You can determine which Casel ogistix features you want to include in Case Notebook during the send
process. See steps 2-6 below.

To send a document from Caselogistix to Case Notebook, complete these steps:

1. Right-click the document in Caselogistix you want to send to Case Notebook, then point to Send
To and click Case Notebook as Document on the menu. The Send to Case Notebook Options
dialog box is displayed (Figure 5-10).

Send Te Case Notebook [

Send to Case Notebook Options

Include document Tags as lssues

Include document Intellifolders as Data Groups
Include Notes

Include document Redactions

[F] Send Mark-up when available

[F] Do nat show this wizard again

Figure 5-10. Send to Case Notebook Options dialog box

2. Select or clear the appropriate check boxes.



Click Next. The Select Tags to Send as Doc-Level Issues dialog box is displayed (Figure 5-11).

Send To Case Notebook
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Tags
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[ Help ] [ <Back ][ WNet> | [ Cancel |

Figure 5-11. Select Tags to send as Doc-Level Issues dialog box

By default, all tags are selected. Clear the appropriate check boxes, if desired.

Click Next. The Select IntelliFolders to Send as Groups dialog box is displayed (Figure 5-12).

Send To Case Notebook

Select Intellifolders to send as Groups:

Intelifolders

B3 01-Custodian

[T 02- Responsiveness
Y 03-Hot

B0 04- Privileged

Y 05- Redaction

0 06 - Corfidentiality Status
B3 07- Deposttion Kits

T 02 - File Type

Y 09 - Reviewer

7] Select All

Note: Uncoded folders and subfolders are not sent. Data Groups are created for intellifolders
containing the documents being sent

[ Help ] [ < Back ][ Finish | [ Cancel

Figure 5-12. Select IntelliFolders to send as Groups dialog box

By default, all IntelliFolders are selected. Clear the appropriate check boxes, if desired.

Click Finish. Case Notebook opens and the Open Case dialog box is displayed.
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8. Select the case into which you want to import the document and click OK. The Load Files dialog
box is displayed (Figure 5-13).

Data Import Wizard

Load Files
Select the load file field mappings

Field Mappings
Field: 1 +  [7]1Do not import field (Skip)

Mapping: | [AFAE] i [CIField indicates start of new document when: | Not empty

Author
[ BatesEnd
[te Medified | Bates Number
Bates Start

DateSent | [none]
"2012-06-28"| “Subject” | 01 - Custodian\Custodian”| 04 - Privieged Privieged

Data Groups

BCC
Caselogistix Document GUID
cC

Custodian
Date

Date Accessed

Date Created

Date Modified

Date Printed

Date Received

Date Sent
T e g
Doc-Level Notes & Authors
File Name
File Path
File Path and Name

Title
m

Type

<gack [ Fnish | [ cancel

Figure 5-13. Load Files dialog box

9. Scroll through the dialog box to view all the column headings. A [none] column heading indicates
a Casel ogistix field that was not automatically mapped to a Case Notebook field, shown outlined
in Figure 5-13. If a Caselogistix field is not mapped to a Case Notebook field, the data in that field
is not available in Case Notebook. To map the field, click the [none] column heading, then, in the
Mappings list, click Data Groups, Doc-Level Issues, or Doc-Level Notes, also shown outlined in
Figure 5-13. You can map as many Caselogistix fields to these Case Notebook fields as necessary.
(For further information on the Case Notebook fields, see "Working with Properties” on page 79.)

10. When you have finished mapping the fields, click Finish. The Import Completed dialog box with a
list of the documents that you imported is displayed.

Note If Case Notebook fails to import a document, an error message is displayed in the dialog
box. You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

1. Click OK. The document is listed under Documents in the left pane and the text of the document is

displayed in the right pane

Opening an Original CaselLogistix Document

After you send a document from CaseLogistix to Case Notebook, you can quickly access the original
document in Caselogistix from Case Notebook. To open an original CaselLogistix document, do one of
the following:



* Right-click the document in the left pane and click Properties on the menu. The Document

Properties dialog box is displayed. Click Open in Westlaw CaselLogistix shown outlined in
Figure 5-14.

Document Properties - Document from CaseLogistix

| Document | I Open in Westlaw CaseLogistix

Overview | Details | Doc-Level Issues | Dates | Data Groups | Doc-Level Notes |

[ Document from Caselogistix
Details i

Type: Demo Document Custodian: Kevin Jameson

Doc-Level Notes
Add a Doc-Level Note

Doc-Level Issues and Annotation Issues

Select Doc-Level issues

Figure 5-14. Document Properties dialog box

* Click Documents in the left pane to display the Document List in the right pane. Click Columns,
then click Open in Westlaw CaseLogistix on the menu. The Open in Westlaw Caselogistix column
heading is added to the Document List and an icon is displayed in the column for each document

you sent from Caselogistix, shown outlined in Figure 5-15. For further information, see “Using the
Document List” on page 36.

[ [T Documents Xl

% Properties @Print - |l Save As |C,o|umnsv l

Title c Bates Begin Type
[T Document from CaselLogistix @ Word document

Figure 5-15. Caselogistix document in Document List

Opening an Existing Document
To open a document, complete these steps:

1. If necessary, click Documents in the left pane to display a list of all documents in the case.

2. Double-click the document you want to open. The text of the document is displayed in the right
pane.
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Using the Document List

When you click Documents in the left pane, the list of documents is displayed as a table in the right
pane that includes document properties, e.g., Bates numbers, dates, notes, and issues (Figure 5-16).
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Figure 5-16. Document List

SORTING DOCUMENTS
To sort documents in the Document List, click a column heading.

ADDING AND REMOVING COLUMNS
To add or remove a column in the table, click Columns on the toolbar above the table, then click a
column on the menu.

FREEZING THE FIRST COLUMN
To freeze the first column of the table, right-click the first column header and click Freeze First Column
on the menu.

DELETING SINGLE AND MULTIPLE DOCUMENTS
* To delete a single document, right-click the document in the table and click Delete on the menu.

* To delete multiple documents, press the Ctrl or Shift key to select the documents, then right-click
the selection and click Delete on the menu.

When you click Delete on the menu, the message Permanently delete the selected Document and all
associated Annotations? is displayed. Click Yes.

Viewing Document Properties

To view the properties of a document, right-click the document name in the left pane and click
Properties on the menu. For further information on properties, see “Working with Properties” on page
79.

Closing a Document

To close a document so that it is no longer displayed in the right pane, click the Close button ([x]) on
the document's tab.



6 Managing Pleadings

Case Notebook allows you to add pleadings to categorize and search.

Importing a Pleading
To import a pleading, complete these steps:

1. On the Main Menu toolbar, click the New arrow, then click Pleading (from File) on the menu. The
Pleading Files dialog box is displayed.

2. Click Add to display the Open dialog box.
3. Click your pleading and click Open. The Pleading Files dialog box is redisplayed.

4. To add the pleading to a data group, click Groups. The Data Groups dialog box is displayed. Select
the group to which you want to add the pleading and click OK. The Pleading Properties dialog box
is redisplayed.

Note You can use data groups to organize data in categories, which are displayed as folders
under data categories in the left pane. For more information on data groups, see "Working
with Data Groups” on page 104.

5. Click Next. The Pleading Properties dialog box is displayed (Figure 6-1).

Dats Irnport Wizard (9 sl

Pleading Properties
Add the pleading details

Type: -

Author:
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[CIpocument Date 223j2012
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Doc-Level
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<gack | Fmsh | [ cancel

Figure 6-1. Pleading Properties dialog box

6. By default, the title of the pleading is entered for you in the Title box. Type a different title for the
pleading, if desired.

7. In the Type list, click a type, if desired.
8. Inthe Author box, type the author’s name or click the name in the list, if desired.
9. In the Recipient box, type the recipient’s name or click the name in the list, if desired.

10. Select the Document Date check box, if desired. When you select this check box, the current day’s
dateis entered in the box automatically. Click the arrow to select another date.

1. The OCR check box is automatically selected if the pleading is an image file or PDF file.
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12. Inthe Doc-Level Notes box, type a note, if desired. The note will be displayed in the pleading’s
Annotations folder in the left pane and on the Overview and Doc-Level Notes tabs in the Pleading
Properties dialog box. Additionally, you can include the note text in a search. For further
information, see "Adding Doc-Level Notes” on page 83.

13. Click Finish. The Import Completed dialog box with a list of the pleadings that you imported is

displayed.

Note If Case Notebook fails to import a pleading, an error message is displayed in the dialog box.
You can record the error by clicking Copy to Clipboard and pasting the message into

another application.

14. Click OK. The pleading is listed under Pleadings in the left pane and the text of the pleading is
displayed in the right pane (Figure 6-2).
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Figure 6-2. Imported pleading

Sending Pleadings to Case

Notebook Using Windows Explorer

You can send pleadings that are saved on your computer to Case Notebook using Windows Explorer. To
send a pleading using Windows Explorer, complete these steps:

1. Locate the pleading you want to send.

2. Right-click the pleading, then point to Send To and click Case Notebook as Pleading on the menu
(Figure 6-3). The Pleading Properties dialog box is displayed.

[ e —r /872008 027 &M Microseft Ward 0,
1 pi Qren 11/30/2011 238 PM Micrasoft Word 5.,
) pi el L/A/2011 238 P Micrasaft Word 5.,
] pj Ry 11/30/2011 238 P Micrasaft Ward 9.,
H)E Boot LU/30/2011 238 PM Microseft Ward 0.,
i) Open with... 11/30/2011 238 P Micrasaft Ward 9.,
HH Share with b | L/30/2011 238 PM Micrasoft Wiord 9.,
] e Restore previous versions 11/30/2011 238 P Micrasaft Word 9.,
el A1 2,20 00 Adoba Acsobat 1
Send to »] [@,  Case Notebook as Dacurnent
an [d, Case Motebook as Pleading
Copy [d, Case Notebook as Research
[d) Campressed (zipped) folder
Create shortcut B Desktop (create shortcut)
Delete B | Cocuments
Rename BB Faxrecipient
Properties ) Mail recipient
4 Floppy Disk Drive (&)

Figure 6-3. Windows Explorer menu



Fill in the boxes as appropriate.

4. Click Finish. The Import Completed dialog box with a list of the pleadings that you imported is
displayed.
Note If Case Notebook fails to import a pleading, an error message is displayed in the dialog box.

You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

5. Click OK. The pleading is listed under Pleadings in the left pane and the text of the pleading is
displayed in the right pane.

Sending Pleadings to Case Notebook from Microsoft Outlook

You can send email and attached pleadings to Case Notebook directly from Microsoft Outlook. When
you install Case Notebook, a Case Notebook menu is automatically displayed in Microsoft Outlook
(Figure 6-4).

E Home | Send/Recelve  Folder  iews
Y = Clean Up - x N N 2L bestin 23 Move to: 7 m3 ‘@ W] = FindacContact ~
& a = g E
jj % & Junk ~ - *'$ EY) vy S\ | =] \ [l 2ddress Book
send

Mew  Mew Delete | Reply Reply Forward B pare - - | Move OneNote | Unreads Categorize Follow
E-mail Thems = Al < o Create Mew = - Read - Up S Filter E-mail - To~

Hew Delete Respand Quick Steps a Move Tags Find & 5l send os Document.
<

4 Faworites ]

Figure 6-4. Case Notebook menu in Microsoft Outlook

To send an email and an attached pleading from Microsoft Outlook, complete these steps:
1. Access Microsoft Outlook.
2. You can do one of the following:
* Click the email you want to send, then on the Case Notebook menu, click Send as Pleading.
* Right-click the email and click Send to Case Notebook as Pleading on the menu.
The Load Files dialog box is displayed.

3. Click Groups to add the sent pleadings to a data group. The Data Groups dialog box is displayed.
Select the group to which you want to add the pleading and click OK.

Note You can use data groups to organize data in categories, which are displayed as folders
under data categories in the left pane. For more information on data groups, see "Working
with Data Groups” on page 104.

4. Click Finish. The Import Completed dialog box with a list of the pleadings that you imported is
displayed.

Note If Case Notebook fails to import a pleading, an error message is displayed in the dialog box.
You can record the error by clicking Copy to Clipboard and pasting the message into
another application.
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5. Click OK. The email and attachment are listed under Pleadings in the left pane and the text of the
email is displayed in the right pane (Figure 6-5).
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i [®hew - glReportr @R _ i _ i Search P
« [ (8 Stith v Jomes: Motion For Surm,., X -
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Figure 6-5. Email and attached pleading

Sending Pleadings to Case Notebook from Westlaw CaseLogistix

When you send a pleading from Westlaw Casel ogistix 5.4 or later, Case Notebook 3.0 or later can
receive the pleading with its coding, Shared Tags, redactions, and notes. Additionally, some

Casel ogistix fields will automatically map to comparable fields in Case Notebook, if they exist, or you
can manually map Caselogistix fields to the Data Groups, Doc-Level Issues, and Doc-Level Notes fields
in Case Notebook. (For further information on these Case Notebook fields, see "Working with
Properties” on page 79.)

Notes

» |f a Caselogistix field is not mapped to a Case Notebook field, the data in that field will not be
available in Case Notebook. Refer to step 9 below on how to manually map a Caselogistix field
to a Case Notebook field.

* If you change information in the Caselogistix document after you send it to Case Notebook,
those changes are not reflected in the document in Case Notebook.

The following list shows how features in Casel.ogistix translate into features in Case Notebook.

Westlaw Caselogistix Westlaw Case Notebook
Shared Tags Doc-Level Issues

Notes Doc-Level Notes
IntelliFolders Data Groups

Redactions Redactions Issues
Anchor Notes Annotations

You can determine which CaselLogistix features you want to include in Case Notebook during the send
process. See steps 2-6 below.



To send a pleading from Casel ogistix to Case Notebook, complete these steps:

1. Right-click the pleading in Caselogistix you want to send to Case Notebook, then point to Send To
and click Case Notebook as Pleading on the menu. The Send to Case Notebook Options dialog

box is displayed (Figure 5-10).

Send To Case Notebook

Send to Case Notebook Options

Include document Tags as lssues
Include document Intellifolders as Data Groups
Include Notes

Include document Redactions

7] Send Mark-up when available

7] De nat show this wizard again

Figure 6-6. Send to Case Notebook Options dialog box

2. Select or clear the appropriate check boxes.

3. Click Next. The Select Tags to Send as Doc-Level Issues dialog box is displayed (Figure 5-11).

Send To Case Notebook

Select Tags to send as Doc-Level Issues:

==

Tags
™ Doc - Bpert Rsquired
Doc - Foreign Language
™ Doc - Tschnical lssus
™ lssue - At wil
™ Issue - Mold timeline:
™ lssue - Work history
™ Production - <Production 1>
™ Production - <Production 2>
™ Production - <Production 3>

7] Select All

Nate: If your documents have been assigned to selected Tags, the Tags are sent to Case
Motebook as Doc-Level Issues

4. By default, all tags are selected. Clear the appropriate check boxes, if desired.

[ Help ][(Bank ][ Nexb] [Canoe\]

Figure 6-7. Select Tags to send as Doc-Level Issues dialog box
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5. Click Next. The Select IntelliFolders to Send as Groups dialog box is displayed (Figure 5-12).

Send To Case Notebook [zl

Select Intellifolders to send as Groups:

Intelifolders
0 01-Custodian

Y 04- Privileged

D 05-Redaction

Y 06 - Corfidentiality Status
[T 07- Depostion Kits

B 08- File Type

BT 09- Reviewer

EEEEEEEE

7] Select All

Note: Uncoded folders and subfolders are not sent. Data Groups are created for intellifolders
containing the documents being sent,

[ _Help ] [ <Back ][ Fimsh | [ Cancel ]

Figure 6-8. Select IntelliFolders to send as Groups dialog box

6. By default, all IntelliFolders are selected. Clear the appropriate check boxes, if desired.
7. Click Finish. Case Notebook opens and the Open Case dialog box is displayed.

8. Select the case into which you want to import the pleading and click OK. The Load Files dialog box
is displayed (Figure 5-13).

Data Import Wizard 7 ==

Load Files
Select the load file field mappings

Field Mappings
Field: 1 v [C]Donot import field (Skip)
Mapping: | [AEGE] [ Field indicates start of new document when: | Not empty
Author
[ BatesEnd
lte Modified |Bates Number DateSent | [none] | Data Groups
Bates Start "2012-05-28" “Subject” | "01 - Custodian\Custodian™| 04 - Privileged\Privileged

Caselogistix Document GUID
cc

Custodian

Date

Date Accessed

Date Created

Date Modified

Date Printed

Date Received

Date Sent
< P —— >
Doc-Level Notes & Authars

File Name

File Path

File Path and Name
Title

[eows.. | [ <geck |[ Fnsh | [ cancel

Type

Figure 6-9. Load Files dialog box

9. Scroll through the dialog box to view all the column headings. A [none] column heading indicates
a Casel ogistix field that was not automatically mapped to a Case Notebook field, shown outlined
in Figure 5-13. If a Caselogistix field is not mapped to a Case Notebook field, the data in that field
is not available in Case Notebook. To map the field, click the [none] column heading, then, in the
Mappings list, click Data Groups, Doc-Level Issues, or Doc-Level Notes, also shown outlined in
Figure 5-13. You can map as many Caselogistix fields to these Case Notebook fields as necessary.
(For further information on the Case Notebook fields, see "Working with Properties” on page 79.)

10. When you have finished mapping the fields, click Finish. The Import Completed dialog box with a
list of the pleadings that you imported is displayed.
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Note If Case Notebook fails to import a pleading, an error message is displayed in the dialog box.
You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

11. Click OK. The pleading is listed under Documents in the left pane and the text of the document is
displayed in the right pane

Opening an Original CaseLogistix Pleading

After you send a pleading from Caselogistix to Case Notebook, you can quickly access the original
pleading in Caselogistix from Case Notebook. To open an original Caselogistix pleading, right-click
the pleading in the left pane and click Properties on the menu. The Pleading Properties dialog box is
displayed. Click Open in Westlaw CaseLogistix, shown outlined in Figure 5-14.

Pleading Properties - Abercrombie Sublease110 [l

Pleading | [ Open in Westlaw Caselogistix

Querview | Details | Doc-Level Issuss | Dates | Data Groups | Docdevel Notes |

[#® Abercrombie Sublease.110
Details -

Type: Demo Dacument

Doc-Level Motes
Add a Doc-Level Note

m

Doc-Level Issues and Annotation Issues

Select Doc-Level issues

Figure 6-10. Document Properties dialog box

* Click Documents in the left pane to display the Document List in the right pane. Click Columns
and click Open in Westlaw CaseLogistix on the menu. The Open in Westlaw Caselogistix column
heading is added to the Document List and an icon is displayed in the column for each document
you sent from Caselogistix, shown outlined in Figure 5-15. For further information, see “Using the
Document List” on page 36.

[ [T Documents Xl

% Properties Qé; Print = |zl Save As | Columns -
Title B Bates Begin Type
[T Document from CaselLogistix IE Word document

Figure 6-11. CaseLogistix document in Document List

Opening an Existing Pleading
To open a pleading, complete these steps:
1. If necessary, click Pleadings in the left pane to display a list of all pleadings in the case.

2. Double-click the pleading you want to open. The text of the pleading is displayed in the right pane.

Viewing Pleading Properties

To view the properties of a pleading, right-click the pleading name in the left pane and click Properties
on the menu. For further information on properties, see "Working with Properties” on page 79.

Deleting a Pleading

To delete a pleading, right-click the pleading in the left pane and click Delete on the displayed menu.
The message Permanently delete the selected Pleading and all associated Annotations? is displayed.
Click Yes.
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Closing a Pleading

To close a pleading so that it is no longer displayed in the right pane, click the Close button ([x]) on the
pleading’s tab.
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/  Managing Research

If you are conducting research on Westlaw or WestlawNext, you can send your search result to Case
Notebook. From Case Notebook, you can quickly update KeyCite information and access Westlaw or
WestlawNext to conduct further research.

Searching Westlaw
For more information on using Westlaw, download a free copy of the Westlaw User Guide at
store.westlaw.com/support/user-guide/westlaw.

To search Westlaw, complete these steps:

1. On the Search menu in Case Notebook, click Westlaw Search. The Westlaw Search Options dialog
box is displayed (Figure 7-1).

Search Westlaw =5

Westlaw Search Options

& Search Westlaw

¢ Search WestlawNext
¢ Search Westlaw Canada

Your selection will be remembered on this computer.

[Sove | Concer |

Figure 7-1. Westlaw Search Options dialog box

2. By default, Search Westlaw is selected. To search Westlaw Canada, select Search Westlaw
Canada. Click Save. The Search Westlaw dialog box is displayed (Figure 7-2).

Managing Research

45


http://store.westlaw.com/support/user-guide/westlaw/

46

Managing Research

Note When you click Save, your preference is stored as a cookie in your browser. To view the
options again, you must first delete cookies from your browser, then repeat step 1.

Search Westlan 3

Terms and Connectors Characters Outlines

Terms:

Add Connectors or Expanders

& AND /5 In same sentence

space OR +s5  Preceding within sentence
e Phrase /o In same paragraph

Y But not +p  Preceding within paragraph
1 Root expander fn wWithin n terms of

* Universal character  +n  Preceding within n terms of

Source:
&

¢ |Select a Datahase d|

Search Westlaw

Figure 7-2. Search Westlaw dialog box

By default, the Terms and Connectors tab is displayed. Type your Terms and Connectors query,
e.g., retaliat! wrongful! /5 terminat! discharg! /s work! /5 compensat! & da(aft 2006), in the
Terms box.

Under Source, type a database identifier in the box or click a database, e.g., All Federal Cases
(ALLFEDS), in the list.

Click Search Westlaw. The Sign On with OnePass page is displayed.
Type your OnePass username, password, and client identifier in the boxes.

Click Sign On. The result list for your search is displayed (Figure 7-3).
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Figure 7-3. Result list



USING WESTLAW FIND & PRINT

You can use the Westlaw Find & Print feature to retrieve documents by citation and send them directly
to Case Notebook. To send documents to Case Notebook, complete these steps:

1.

Click Find&Print at the top of any page to display the Find a Document page (Figure 7-4).

Find a Document (i)
WestlaW‘* F|nd & Print Find and Print Multiple Citations

Enter Citation(s)

Find&Print Multiple Citations

Find this document by citation:

I T
=

I and Print

Publication Country:

US - United States =
Eind 3 Case by Party Mame
Find a Brief by Party Name

“fou can enter up to 20 citations separated with
a semicolon or & hard return.

Select Result Options Select Delivery Options

Include: @ attached Printer [HTML
[T KeyCite History

Find 5 Datahase

™ Create one POF for Separate addresses with a semicalon.
Reporter Images

crx[ [ -
Qverview There is an additional charge for

Publications List Reparter Images uS\ess they er= | " Expart to Case Natehook
tion plan.
Find Tins included in your subscrip

=
Find an Attorney or Judge Profile © Download [word =l
[T KeycCite Citing References
4 © Email [word Attachment =l
Find a Persan [T Substitute with Reporter
Find 2 Company Images when available Ta: |

Figure 7-4. Find a Document page

In the Enter Citation(s) box in the right frame, type one or more citations. You can type up to 20

citations; separate them with a semicolon or hard return.
Under Select Delivery Options, click Export to Case Notebook.
Click Send Request. The Export to Case Notebook dialog box is displayed.

Complete steps 2-10 below to view the documents in Case Notebook.

SENDING A SEARCH RESULT TO CASE NOTEBOOK

After conducting your research, you can send the result list or selected documents to Case Notebook.
To send the result list or selected documents to Case Notebook, complete these steps:

1.

To send the result list, click the Export to Case Notebook icon (* ) in the upper-right corner. To
send specific documents in the result list, select the check box next to each document you want to
send and then click the Export to Case Notebook icon. The Export to Case Notebook page is

displayed (Figure 7-5).

iy Export to Case Notebook

Set your case properties to define your research in West LiveNote Case Notebook @

© Full Document  © Citation List @ Full Text of all Docurnents Selected (1)

* Matter No.: |1EIEIEI

* Title: The appropriate Title will apply to each of the

Selected Documents.,

Category: | This Category applies to each document.
|Recent Categories ;I

Date/Time of Request: |2I7/2EI12 10:40:29 &M

Westlaw Research Event: |RETALIAI WRONGFUL! /5 TERMIMAT! -
DISCHARGE! /S WORKER! /5 COMPENSAT! & DA =

Westlaw Database: [aLLFEDS

Comments: |

This Matter No. applies to each document.,

These Comments apply to each document.

Figure 7-5. Export to Case Notebook page
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© N o U A~ W

10.

Make certain the matter number corresponds to the client-matter number for the case in Case
Notebook. (To view the client-matter number for the case, click Case Properties on the File menu
in Case Notebook.)

Click anissue in the Recent Categories list, if desired.

In the Comments box, type a comment, if desired.

Click Save. The Download Confirmation dialog box is displayed.

Click Complete Download. The File Download dialog box is displayed.
Click Open. The Research Files dialog box is displayed.

To add the document to a data group, click Groups. The Data Groups dialog box is displayed.
Select the group to which you want to add the document and click OK. The Research Files dialog
box is redisplayed.

Note You can use data groups to organize data in categories, which are displayed as folders
under data categories in the left pane. For more information on data groups, see "Working
with Data Groups” on page 104.

Click Finish. The Import Completed dialog box with a list of the documents that you imported is
displayed.

Note If Case Notebook fails to import a document, an error message is displayed in the dialog
box. You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

Click OK.The result list or documents you selected are listed under Research in the left pane and
the result list or the text of the first document is displayed in the right pane (Figure 7-6).
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Figure 7-6. Imported research document



Searching WestlawNext
For further information on WestlawNext, download a free copy of Welcome to WestlawNext: Introducing
the Basics at store.westlaw.com/support/user-guide/westlaw.

To search WestlawNext, complete these steps:

1. On the Search menu in Case Notebook, click Westlaw Search. The Westlaw Search Options dialog
box is displayed (Figure 7-7).

Search Westlaw ==

Westlaw Search Options

C Search Westlaw
& Search WestlawMext
C Search Westlaw Canada

Your selection will be remembered on this computer.

[Caveor |

Figure 7-7. Westlaw Search Options dialog box

2. Click Search WestlawNext.
3. Click Save. The Jurisdiction dialog box is displayed (Figure 7-8).
Notes

* When you click Save, your preference is stored as a cookie in your browser. To view the options
again, you must first delete cookies from your browser, then repeat step 1.

* You can search Westlaw from Case Notebook, even if you selected WestlawNext as your default
search method. To search Westlaw, open an outline, then click the Insert button and click Insert
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Westlaw Outline on the menu. At the Search Westlaw dialog box, click the Terms and
Connectors tab.

Search Westlaw (5]

Westlaw:

| Enter search terms citaiions databases amiing ___________________JCN
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I Arkansas I Kansas ™ Mew Hampshire I Tennessee ™ Virgin Islands
™ california ™ Kentucky I New Jersey I Tewas ™ Morthern Mariana
™ Colorado ™ Louisiana I New Mexico ™ Utah Islands

™ connecticut I~ maine I Mew vork ™ vermont

™ Delaware ™ Maryland ™ Morth Carolina ™ virginia

Moe. I Massachusetts ™ Morth Dakata ™ wiashington

I Florida I~ Michigan I™ ohio I wiest virginia

I~ ceorgia I Minnesota ™ Oklahoma ™ wisconsin

™ Hawaii ™ Mississippi I oregon ™ wiyorming
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™ Include Related Federal

¥ All Federal

By Court By Circuit

™ United States Supreme Court ™ 15t Gircuit ™ &th Gircuit

I Federal Courts of Appeal I 2nd Circuit I gth Gircuit

I Federal District Gourts I™ 3rd circuit ™ 10t cireuit

I” Bankruptey Courts I™ ath Circuit ™ 11th cireuit
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I th Gircuit I Federal Gircuit
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Figure 7-8. Search Westlaw dialog box

In the search box, type terms describing your issue.

Select up to three jurisdictions under Jurisdiction.

Click the search icon (m). The WestlawNext sign-on page is displayed.
Type your OnePass username and password in the boxes.

Click Sign On. The client ID page is displayed

O O N s

At the next page, click Continue. unless you want to change your client ID. The result list for your
search is displayed (Figure 7-9).

Overview (13)

VIEW: Set Default
Ovenview 13 =~ BB ¥ -
Casss 2877 []gelectalliters | Mo ftems selected

Statutes [t}

Regulations 1 Cases  wiewal 2677

Administrative Decisions & Guidance 22 . .
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UisliContOniers e United States District Court, N.D. Alabama, Northeastern Division.  June 25, 1996 950 F.Supp. 1509

Secondary Sources 2,338

Forms 33 Employee sued his employer alleging that he was wrongfully terminated for claiming workers' compensation benefits.  Employer
Briefs 1924 removed case to federal court. On

Trial Court Documents 5,443 .25, 1996, Emplovee sued his emplover alleging that he was wrongfully terminated for claiming workers' compensation benefits
Expert Materials a0 Employer removed case to federal court.  On reconsideration, the

Jury Verdicts & Settlements 78 by Federal or State Statutes. Emplovee's claim that he was terminated in retaliation for seeking workers' compensation henefits

arose under Alabama's workers' compensation scheme and thus could not be removed to district court, since retaliatory discharge
-~ e e . action was essential to eficacy and integrity of Alabama's workers' compensation scheme. 28 US.CA § 1445(c) Ala. Code 1875, | 7

Figure 7-9. Result list
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SENDING A WESTLAWNEXT RESEARCH DOCUMENT TO CASE NOTEBOOK

After conducting your research on WestlawNext, you can send the full text of a document to Case
Notebook. Additionally, if you add annotations to a research result, you can send the annotations with
the document to Case Notebook To send a document to Case Notebook, complete these steps:

1. Click the arrow next to the delivery icon and click Export to Case Notebook on the menu. The
Export to The Export to Case Notebook dialog box is displayed (Figure 7-10).

Export to Case Notebook x
The Basics Layout and Limits
Matter Number What to Deliver
MARZ D © Document
Title E* @ Document and Annotations
‘WestlawNext - Edward J. Goodman Life Income Trusty [F] Only pages with terms

Doc-Level Issue/Category

Figure 7-10. Export to Case Notebook dialog box

2. Make certain the matter number corresponds to the client-matter number for the case in Case
Notebook. (To view the client-matter number for the case, click Case Properties on the File menu
in Case Notebook.)

3. Type a different title in the Title box, if desired.

4. Inthe Doc-Level Issue/Category box, type text that will become a Doc-Level Issue in Case
Notebook, if desired. You can use Doc-Level Issues to categorize your research in Case Notebook
and include them in reports. For further information, see "Adding Doc-Level Issues” on page 80.

5. The What to Deliver options are displayed if your research document contains notes or highlights.
You must select Document and Annotations for WestlawNext notes and highlights to become
annotations in Case Notebook. For further information, see "Viewing WestlawNext Annotations in
Case Notebook” on page 52

Click the Layout and Limits tab to specify elements you want to include with the document.
Click Export. The Ready For Download dialog box is displayed.
Click Download. The File Download dialog box is displayed.

O © N>

Click Open. The Research Files dialog box is displayed.

10. Click Finish. The Import Completed dialog box with a list of the documents that you imported is
displayed.

Note If Case Notebook fails to import a document, an error message is displayed in the dialog
box. You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

1. Click OK. The WestlawNext document you sent is listed under Research in the left pane and the
text of the document is displayed in the right pane.
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VIEWING WESTLAWNEXT ANNOTATIONS IN CASE NOTEBOOK

Viewing your annotations in Case Notebook depends on how you created them in WestlawNext
(Figure 7-11). The following chart describes the methods of creating an annotation in WestlawNext and
how it is viewed in Case Notebook:

Creating the Annotation in WestlawNext Viewing the Annotation in Case Notebook

Click the Annotations icon ( ~) above the
document and click Add Note on the menu.
Type a note in the Note box and click Save.
This creates a Doc-Level Note in Case

* Open the Annotations folderin the left pane
under the document, then click the plus
symbol (+) next to the Doc-Level folder.

* Right-click the document in the left pane

Notebook. and click Properties on the menu. The note
is displayed on the Overview and Doc-Level
Notes tabs in the Research Properties
dialog box.
Select text in the document and click 1. Open the Annotations folder in the left
Highlight on the menu. This creates an pane under the document,
annotation in Case Notebook. 2. Click the plus symbol (+) next to
Unassigned.
3. Double-click the annotation to jump to
the highlighted text in the document.
Select text in the document and click Add a 1. Open the Annotations folder in the left
Note on the menu. Type a note in the box and pane under the document,
click Save. This creates an annotation and an 2. Click the plus symbol (+) next to

annotation note in Case Notebook. Unassigned.

3. Right-click the annotation and click Edit
Annotation on the menu.

4. Click the Note tab in the Annotation
Properties dialog box.

File Edit iew Reatime Search Annotste Issue Report Tools Help
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Bl [ Annatations (3 ikems)
£ (3 Doc-Level (1 item)
#) Nate added to documert:
B [ [Unassigned] (2 items)
1 ©n August 22, 2002, Hines filed & mation for
2 The critical allegation in the instant case is th

Worker's compensation claimant's state-court
action against selfinsued employer, alleging
that employe: retaliated for claimant's pursuit of
admiristrative worker's compensation complaint
by  intentionally  terminaling  workeds
compensation payments, stated claim “adsing
under” statels worker's compensation laws and
thns was non-removable, even though cause of
action underlying suit, permitting claimant to sue
in tart for intentional and wrongful termination
of worker's compensstion payments, was
commonlaw ceeaticn and not pat of state's
statutory scheme; stats-court claim was irtegrally
related to administrative claim. 28 US.C.A. §
1445(5)

of Workeds Compensaion (“OBVI™)  seeking
compensation for those injuries. Mariott is a selfoinsured
emplayer for the purpeses of Worker's Compensation
coverage. Pursuart to Hineds claim, Marriott paid Hines
temparary, total dissbility besefits fom September 27,
3000 through June 30, 2002, On Jane 30, 3003, how ever,

P New ~ gl Report - G _ G _ i Search P
« I [, Hinies v, Marriott Inkerm., Inc., ... -
VDR ¥ || ¥ Hines v. Marriott Intern., Inc.. 2002 YL 31999040, (N.D.Ohio,2002.)
Documents b3 <
d 18- 5 &erne -] [ @B
Pleadings ¥ Wlartiott , Iac. removed s action o tis ;I
e P Cowt from the Cuyshoga Cownty, Ohio Court of
: 1 Removal of Cases Common Pleas. Hines alleges that she was injured while
O] sart By Title M e=Restrictions by federal or tats satutes working For her employer, Marriott International, Inc.,
=] artigtt Intern,, Inc., 2 and subsequently filed & complaint with the Ohio Bureau

Tilarriott stopped paying Hines any dsability benefits.

On Augest 22, 2002, Hines filed & motion for en
emergency bearing with the OBWC challenging
Marriott's termination of benefits, Hines also filed a “self.
inswed compleint” with the OBWEC, asserfing that
Marriott's termination of her benefits unilaterally, without
fiet raquesting a heating, violated several provisions of
the Ohio Workers Compensation Act and alsa several
OEWC administeative rules. On September 26, 2002 the
OEWC held a hearing on Hines's emergency motion. The

4 | L 3 Casesthat cite thisheadnote “Hearing - OTicer TooG i favor o Hiney @ vriered

Key Facts ¥ Marriott to pay her temporary total dissbility benefits =

e . retroactive o July 1, 2002, up Getil the date of the hearing B
and contiming upon the submission of further medical ¥

Qutlines v 4 i

Figure 7-11. WestlawNext document with annotations




Updating KeyCite Information
You can quickly update KeyCite information for a research document in Case Notebook. To update
KeyCite information, complete these steps:

1. On the Tools menu, click Update KeyCite Flags. The Update KeyCite Login dialog box is displayed
(Figure 7-12).

Tools | Help
Advanced 3
Launch 3
% spelling... FT

Update KeyCite Flags...

Manage Data Groups...

Schedule Court Reporter.., (TN [l
Custorize.., westlaw OnePass
Options... Username: |

Fassword:

Don't have a Username and Password?
Contack West Customer Technical Support st

1-800-290-9373

Figure 7-12. Update KeyCite Login dialog box

2. Type your OnePass username and password in the boxes and click OK.

3. The Update KeyCite Report is listed under Report in the left pane and the text of the report is
displayed in the right pane (Figure 7-13).

[ Smith v Jones -- Westlaw Case Notebook =8 EoR =<
Fil. Edit Wiew Realtire Search  Arnotste Dius Report Tools Help
i [Q New » gpRepart> % _ ¢ _ i Search P T
< ||| [, DeGraw v. Exide Technolagies, 20.. | i) feport xl -
Transcripts ¥ Update KeyCite Repart
ocumonte ¥ 0 1ms - | @b Print + | g Save A5 | Send
Pleadings ¥ o
Ragoarch ¥/ 1to1of 1 results
Key Facts ¥
Characters ¥
Outlines y || Research
Report X 2 (3 DeBraw v. Exide Technologies, 2012 WL 414375, (C.A.10 (Kan.),2012.)
Updste KeyCits Pispt 1 fits] Type: Case Lav

| Hit [ KeyCite Status: H

(3 Research [1hit]

Figure 7-13. Update KeyCite Report

Note Research items with a changed status will be highlighted in yellow.

Sending Research Documents to Case Notebook Using Windows Explorer

You can send research documents that are saved on your computer to Case Notebook using Windows
Explorer. To send a research document using Windows Explorer, complete these steps:

1. Locate the research document you want to send.
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2. Right-click the research document, then point to Send To and click Case Notebook as Research on
the menu (Figure 6-3). The Research Properties dialog box is displayed.

Mame ’ Date modified Type
I g /172008 2:20 PR File
] an &y /872008 BITAM  Microseft Word 1.
\ﬂ_] Dis: Share with b 1173072011 2238 PM - Microsoft Word 9.,
] pis Restore previous versions WL/30/2011 2238 P Micraseft Wiord 0.,
] pis
xﬂj‘E Send to v |, Case Motebook as Document
m
e & [dl,  Case Motebook as Pleading
1
) Ha Copy | I, CaseNutebuuk.asResearch
] Lo 1) Compressed tzipped) folder
i Create shortcut B Desktop (create shortcut)
Delete B Documents
Rename 9 Fax recipient
Properties _J Mail recipient
4 Floppy Disk Drive (&)

Figure 7-14. Windows Explorer menu

Fill in the boxes as appropriate.

4. Click Finish. The Import Completed dialog box with a list of the documents that you imported is
displayed.

Note If Case Notebook fails to import a document, an error message is displayed in the dialog
box. You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

5. Click OK. The research document is listed under Research in the left pane and the text of the
research document is displayed in the right pane.

Importing Research Documents
You can import other research documents into Case Notebook.
To import a research document, complete these steps:

1. On the Main Menu toolbar, click the New arrow, then click Research (from File) on the menu. The
Research Files dialog box is displayed.

2. Click Add to display the Open dialog box.
Click your research document and click Open. The Research Files dialog box is redisplayed.

4. To add the document to a data group, click Groups. The Data Groups dialog box is displayed.
Select the group to which you want to add the document and click OK. The Research Files dialog
box is redisplayed.

Note You can use data groups to organize data in categories, which are displayed as folders
under data categories in the left pane. For more information on data groups, see "Working
with Data Groups” on page 104.
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Click Next. The Research Properties dialog box is displayed (Figure 7-15).

Dats Irnport Wizard (9 sl

Research Properties
Add the research details

Tide: | ]
Type: -
Author: -
[“IRresearchDate: | 2232012
OCR.

Doc-Level
Miokes:

<gack | Fmsh | [ cancel

Figure 7-15. Research Properties dialog box

By default, the title of the document is entered in the Title box. Type a different title, if desired.
In the Type list, click a document type, if desired.
In the Author list, click an author, if desired.

Select the Research Date check box, if desired. When you select this check box, the current day’s
dateis entered in the box automatically. Click the arrow to select another date.

The OCR check box is automatically selected if the document is an image file or PDF file.

In the Doc-Level Notes box, type a note, if desired. The note will be displayed in the research
document’s Annotations folder in the left pane and on the Overview and Doc-Level Notes tabs in
the Research Properties dialog box. Additionally, you can include the note text in a search. For
further information, see “Adding Doc-Level Notes” on page 83.

Click Finish. The Import Completed dialog box with a list of the documents that you imported is
displayed.

Note If Case Notebook fails to import a document, an error message is displayed in the dialog
box. You can record the error by clicking Copy to Clipboard and pasting the message into
another application.

Click OK. The research document is listed under Research in the left pane and the text of the
document is displayed in the right pane.
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8 Managing Key Facts

Case Notebook allows you to create key facts to quickly and easily organize, view, and share the most

important facts in the litigation.

Creating a Key Fact

To create a key fact, complete these steps:

1. On the Main Menu toolbar, click the New arrow, then click Key Fact on the menu. The Key Fact
Properties dialog box-Details tab is displayed (Figure 8-1).

Key Fact Properties - Investigation Repart [Mew]

Key Facts New

S Ex

Overview | Detsils | Issues | Sources | characters|

Title:  Investigation Report
Start Date: Feb 23, 2012 12:00PM [E+

EndDate: [] Feh 23, 2012 @~

Undisputed

Description: | Request for investigation made by superviser]

Figure 8-1. Key Fact Properties dialog box—Details tab

2. On the Details tab,

* in the Title box, type a name for the key fact, e.qg., Investigation Report.

* select the Start Date check box, if desired. If you have not previously created any key facts, the
current day’s date is entered in the box automatically. Otherwise, the start date of the last key
fact you created is entered. Type a new start date or click the arrow to select another start date.

* select the Set Time check box, if desired. If you have not previously created any key facts,
12:00PM is entered in the box automatically. Otherwise, the start time of the last key fact you
created is entered. Type a different start time, if desired.

* select the End Date check box, if desired. If you have not previously created any key facts, the
current day’s date is entered in the box automatically. Otherwise, the end date of the last key
fact you created is entered. Type a new end date or click the arrow to select another end date.

* select the Set Time check box, if desired. If you have not previously created any key facts,
12:00PM is entered in the box automatically. Otherwise, the end time of the last key fact you
created is entered. Type a different end time, if desired.

* in the Description box, type a description, e.g., Request for investigation made by supervisor.

* clear the Undisputed check box, if desired.

3. Click the Issues tab and select one or more issues, if desired. Issues will be listed on this tab only if
they have previously been created. See "Working with Issues” on page 86.

4. Click the Sources tab and select one or more sources, if desired. Sources will be listed on this tab
only if annotations have previously been created. See "Working with Annotations” on page 91.



5. Click the Characters tab and select one or more characters, if desired. Characters will be listed on

this tab only if they have previously been created. See "Managing Characters” on page 61.

6. Click the Overview tab to review your selections, if desired (Figure 8-2).

Note You can click any item on the Overview tab to display the appropriate tab, where you can

edit the information.

Key Fact Properties - Investigation Repart
| KeyFacts [ | New

Overview | Details | Issuss | Sources | Characters

Dlnvestigation Report

Details

Start Date:  2/23/2012 12:00 PM

Description
Request for investigation made by supenisor
Issues
10 Nok terminated
Sources
Sefect Saurces

Characters

Undisputed: Yes

m

Figure 8-2. Key Fact Properties dialog box-Overview tab

7. Click OK. The key fact is listed under Key Facts in the left pane and displayed on the Key Facts tab

in the right pane (Figure 8-3).

{711, Smith v Jones -- Westlaw Case Motshook

: -EI -FH
File Edit View Realtime Search Annotats Lsus Report Toals Help
i O New v gl Report> G _ i _ i Search P -
« [’}KeyFacts x] -

Transcripts ||
Documents ¥ || %P properties | b Print ~ | (g Save A5 | = Send~
Pleadings ¥
= = m Title Description Date Issues Sources Characters  Undispu..

5 Al | ¥

[T nvestigation Report Request for Feb 23, 2012 1.0 Mot t. G Bower, GilR v

Key Facts S investigation made by 13,00pp
] Sort By Title - SUpensor

D lnvestigation Report
Characters ¥
Outlines ¥

Figure 8-3. Key Facts tab
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Creating a Key Facts Report
To create a Key Facts report, complete these steps:

1.

On the Main Menu toolbar, click the Report button (@irsrart - ) then click Key Facts on the menu.
The Key Facts Report Properties dialog box is displayed (Figure 8-4).

Gey Facts Report Praperties -7l
Dats | Display
Type Title 5 Date
[ Key Facts < Investigation Report Feb 23, 2012 ...

2 Mo evidence of report
<2 Performance Imparvement Process

[@linglude disputed Facts!
[¥] Include undisputed Facts
[¥] Graup by undisputed facts

Figure 8-4. Key Facts Report Properties dialog box

All of the key facts in the case are selected on the Data tab by default. To remove a key fact from
the report, clear its check box.

Clear the Include disputed facts check box if you want to exclude disputed facts from the report
and create an undisputed facts report.

Clear the Include undisputed facts check box if you want to exclude undisputed facts from the
report and create a disputed facts report.

Clear the Group by undisputed facts check box if you do not want to group undisputed facts in the
report to create a report with undisputed and disputed facts grouped together.

Click the Display tab to view a list of display options. You can

* in the Title box, type a title for the report, if desired.

* by default, the key facts are sorted by Title in the report; click Date in the Sort By list, if desired.
* select or clear the appropriate check boxes under Key Facts.

» select the Include cover page when printing or saving check box, if desired.



7. Click OK. The Key Facts report is listed under Report in the left pane and the text of the report is
displayed on the Report tab in the right pane (Figure 8-5).

[T Gil Bowerv, DC Corporation - Westlaw Case Notebook o 2=
Fil: Edit View Realtime Search Annotaste Issue Report Tools Help
i) Mew - gl Report~ @ _ ¢ 1 At-will | Bl Mot terminated | (3 Work history 4 Missed deadlines | 8 Knowledge of report _  Search P -
« |[ dlpReporn x| -

Transeripts Key Facts Report

i (3R Properties | 100% + | #h Print = | [ Save &s | = Send~

Pleadings

Research

W

1 to 10 of 21 results

E 3 R I IO I IR Y

Key Facts
Characters
T Undisputed Key Facts
Report i S ;
i <) Did not name DC Cﬂrpﬂratlﬂr\l
Key Facts Report [21 hits]
; ) Key Fact Issues: | 5.0 Prime facie retaliation
EF Properties 5.3 No report
(3 Key Fact [21 hits] Key Fact Auther: Locallser

Characters: § Bower, Gil R.

Undisputed: Yes

Description: Bover admits he did not provide the MUC representative with the
name DC Corp.

Sources:
[# Plaintiff Responses Interrogatories BowerDC

5 I do not recall ever notifying DC Corporation of

Figure 8-5. Key Facts report

When viewing the report, you can
* click the heading next to a key fact icon in the report to go to the key fact on the Key Facts tab.

* click the Hit arrows in the left pane to view the next or previous key fact in the report.

Editing a Key Fact
To edit a key fact, right-click the key fact and click Properties on the menu. The Key Fact Properties
dialog box is displayed. Make the appropriate changes and click OK.

Deleting a Key Fact

To delete a key fact, right-click the key fact and click Delete on the menu. The message Permanently
delete the selected Key Fact? is displayed. Click Yes.

Closing the Key Facts Tab

To close the Key Facts tab so that it is no longer displayed in the right pane, click the Close button ([])
on the tab.

Sending Key Facts to Microsoft Word or Corel WordPerfect

You can send key facts to Microsoft Word or Corel WordPerfect and then work with them in that word-
processing program. To send key facts to a Microsoft Word or Corel WordPerfect, select the check boxes
next to the key facts you want to send. Then click Send on the toolbar above the key facts in the right
pane and click Word or WordPerfect on the menu. The program you selected opens and the key facts
are displayed in a document.

Sending Key Facts to West Case Timeline

You can send key facts to West Case Timeline and use them to create a chart. For more information on
West Case Timeline, refer to the West Case Timeline User Guide, which you can download at
store.westlaw.com/support/user-guide/livenote-case-notebook.aspx.

To send key facts to West Case Timeline, complete these steps:

1. Select the check boxes next to the key facts you want to send.
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2. Click Send on the toolbar above the key facts in the right pane, then click West Case Timeline on
the menu.
3. The message Would you like to view import results? is displayed. Click Yes if you want to display a
dialog box summarizing the results of the import.
4. If you clicked Yes in step 3, the Import_log.txt-Notepad dialog box is displayed. Click the Close
button. The key facts are displayed as events on the Event Entry tab in West Case Timeline.
Notes

* |f West Case Timeline is not open when you send the key facts, West Case Timeline opens

automatically and creates a new timeline file for you. If you are working in one or more timelines
when you send the key facts, the key facts are displayed in the last timeline you accessed.

* If you modify a key fact in Case Notebook, you must resend the key fact to West Case Timeline to

update the event. Only the modified information in the key fact is sent from Case Notebook.

SAVING KEY FACTS AS A WEST CASE TIMELINE FILE
If desired, you can also save your key facts as a West Case Timeline (TAB) file and then import the file
into West Case Timeline.

To create a West Case Timeline file, complete these steps:

1.

2
3
4.
5. Click Save.

Click Save As above the key facts in the right pane. The Save As dialog box is displayed.

. Click a location for the West Case Timeline file.

In the File name box, type a file name.

In the Save as type list, click West Case Timeline (*.tab).



9 Managing Characters

With Case Notebook, you can easily keep track of all the characters in the litigation, such as parties,
attorneys, experts, and witnesses, and their contact information.

Adding Characters

You can add characters to a case manually, set Case Notebook to add characters automatically, or add
characters from a smart tags list.

To add characters manually, you can
* create a character
* import characters from a comma separated value (CSV) file
Case Notebook can add characters automatically when you
* enter or change the properties in a transcript, document, pleading, or outline
* import transcripts, documents, or pleadings

ADDING CHARACTERS MANUALLY
Creating a Character

To create a character, complete these steps:

1. On the Main Menu toolbar, click the New arrow, then click Character on the menu. The Character
Properties dialog box is displayed (Figure 9-1).

Character Properties (9 sl

4 Characters b Mew

T . -
First Mame: Crganization: -
Lask Marne:

Business Home
Phope: Phope:
Fax: Fax:
Cell: Cell:
E-mail: E-mail:
Street: - Street:
Citys Citys
State; State;
Postal Code: Postal Code:
Country: Country:
Comments:

Figure 9-1. Character Properties dialog box

2. Fillin the boxes as appropriate.
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3. Click OK. The character is listed under Characters in the left pane and displayed on the Characters
tab in the right pane (Figure 9-2).

[1], Smith v Jones -- Westlaw Case Notebook =8 EoR =<

File Edit View Realtime Search Annotats Lsus Report Toals Help
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Mame Qrganization Role Phone E-mail &ddr..,
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Research

Key Facts

Characters
5] Sort By Name

PR N T T )

Outlines ¥

Figure 9-2. Characters tab

Importing Characters from a CSV File

You can import a CSV file that contains information about characters. If desired, you can create a CSV
file by exporting characters from Case Notebook or contacts from Microsoft Outlook. For further

information on exporting characters from Case Notebook, see “Exporting Characters to a File” on page
67.

Note The CSV file must contain the same fields as those for contacts in Microsoft Outlook.
To import characters from a CSV file, complete these steps:

1. On the Main Menu toolbar, click the New arrow, then click Characters (from File) on the menu. The
Open dialog box is displayed.

2. Select the file containing the characters you want to import and click Open. A message indicating
that the characters were successfully imported or updated is displayed.

3. Click OK. The characters are listed under Characters in the left pane and displayed on the
Characters tab in the right pane.

ADDING CHARACTERS AUTOMATICALLY
Changing the Properties of Transcripts, Documents, Pleadings, and Outlines

Case Notebook automatically adds characters when you add or change the name of a deponentin a
transcript or outline or the author or recipient in a document or pleading.

To change the deponent, author, or recipient information, complete these steps:

1. Right-click the transcript, document, pleading, or outline you want to change in the left pane, then
click Properties on the menu. The Properties dialog box is displayed.

2. Click the Details tab.
3. Make the changes in the appropriate boxes.
4. Click OK. The character is listed under Characters in the left pane.

If you do not want Case Notebook to add a character when you change the information in a transcript,
document, pleading, or outline, complete these steps:

1. On the Tools menu, click Options. The Options dialog box is displayed.
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2. Click the Characters tab (Figure 9-3).

Options (9 sl

Confmatior: | Restine | Saaich | Sand | Linking | Launch | Speling | Charactsrs ||
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[] After updating files
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Automatically Craate Characters from Full Test
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Automatically Create Characters from Propertiss

Create new characters fiom the Deponent fisld of transcripts
Create new characters from the Custodian, Author and To fields of documents

Create new characters from the Author and Ta fields of pleadings

Cieate new characters fiom the Deponent field in outines

Figure 9-3. Options dialog box-Characters tab

3. Under Automatically Create Characters from Properties, clear the appropriate check box.
4. Click OK.

Importing Transcripts, Documents, and Pleadings

When you import a transcript, document, or pleading, Case Notebook scans the text and identifies the
words that appear to be the names of persons or companies. You can set Case Notebook to
automatically add those names as characters to a case. To set Case Notebook to automatically add
characters when you import a transcript, document, or pleading, complete these steps:

1. On the Tools menu, click Options. The Options dialog box is displayed.
2. Click the Characters tab (Figure 9-4).

Options (|

| Eanfimation | Realime | Search | Send | Linking | Launch | Speling] Characters

Update Character Smart Tags
[¥] After importing files
[7] After updating fiss
[C] Ater discannecting from realiime
[] Before full text search

[C] Befare closing case

Corfidence Level

[ Highest - Fewer Potential Characters -

Automatically Create Characters from Full Text

Create new characters fiom full text of branscripts, d . and pleadings

Automatically Create Characters from Propertiss

Create new characters from the Deponent fisld of transcripts
Create new characters from the Custodian, Author and To fields of documents
Create new characters fiom ths Author and To fislds of pleadings

Cieate new characters fiom the Deponent field in outines

Figure 9-4. Options dialog box-Characters tab

3. Under Automatically Create Characters from Full Text, select the Create new characters from full
text of transcripts, documents, and pleadings check box.

4. Click OK.
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ADDING CHARACTERS FROM A SMART TAGS LIST

When you import a transcript, document, or pleading, Case Notebook uses character recognition
software to identify words that appear to be the names of persons or companies. It then adds smart
tags, or links to the character information, to those names and generates a list of the smart tags. You
can use the list to find references to additional witnesses and specify the characters you want to add to
the case.

Characters with smart tags are underlined with a blue dotted line, shown outlined in Figure 9-5. You
can right-click a smart tag to

* modify a character’s information
* delete the smart tag
* create a Character report

* retrieve a character’s profile on Westlaw

April 23, 2001

Gil Bower

Enron Morth America Corp.
12T SWsaimon St 3WTC 0305, One World Trade Center
Portland, OR 97204

Dear Gil,

Figure 9-5. Smart tag

Notes
* You cannot delete or modify smart tags when you replicate the case offline.

* Smart tags are displayed in the transcript, document, or pleading only when the characters are
displayed on the Characters tab.

To add characters to a case from smart tags list, complete these steps:

1. On the Main Menu toolbar, click the New arrow, then click Character (from Smart Tags) on the
menu. The Character Smart Tags Wizard dialog box is displayed (Figure 9-6).
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House, Morris
Jackson, Fred
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Johnson, Ron

Jones, David

Lane, Alan
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concel |
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Finish

Figure 9-6. Character Smart Tags Wizard dialog box

2. By default, all of the characters are selected. To exclude a character, clear its check box.



3. Click Finish. The characters are listed under Characters in the left pane and the smart tags are
displayed in the transcript, document, or pleading you imported.

To set Case Notebook to automatically add the characters to the case when you import a transcript,
document, or pleading, see “Importing Transcripts, Documents, and Pleadings” on page 63.

Working with Aliases

When you import a transcript, document, or pleading, Case Notebook scans the text for both the names
of individuals and companies and the variations, or aliases, of those names. Case Notebook then
creates a list of the aliases. For example, if Case Notebook identifies the character Joseph Adams, it
may create the alias Joe. You can associate aliases with a character to include all references to the
character in a Characters report.

To associate an alias with a character, complete these steps:
1. Click Characters in the left pane to display the Characters tab in the right pane, if necessary.

2. Right-click the character with which you want to associate an alias, e.g., Bower, Gil R., and click
Properties on the menu. The Character Properties dialog box is displayed.

3. Click the Aliases tab (Figure 9-7).

Character Properties 2 ==

4 Characters [ | New

| Details| Aliasss

Bower, Gil R.

Aliases For Displayed Name Other Aliases & Characters

Name Name
% Bower % andrea
% oGl ©  Balard
% il Bower % Ben
% GLR. ©  Chad
S Cole
Y COWENS
% Cynthia
Y Denise

B ®

“ Document
< Elmer

n

% Ewvans

© Gerald

% Green

% Hunt

€ JAMESON
% John

S Kewin

% Manning
S Martine
© Parker

% Roth L
% sam

% Scott

% Sweeney

Figure 9-7. Character Properties dialog box—Aliases tab

4. Under Other Aliases and Characters, select the aliases, e.g., Bower, Gil, Gil Bower, and GIL R., you
want to associate with the character.

5. Click the left arrow to move the aliases under Aliases for Displayed Name.

6. Click OK. The message Changes to aliases will not be reflected in Character Smart Tags until you
rebuild the Character Smart Tag index. Do you want to rebuild it now? is displayed.

7. Click Yes.
Retrieving a Character’s Profile from Westlaw

Character profiles on Westlaw provide background information on individuals and companies including
assets; civil filings; criminal records; lawsuit records; corporate records; connections between
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individuals and companies; and links to cases, jury trials, and settlements in which an attorney, judge,
or expert witness has participated.

To retrieve a character’s profile from Westlaw, complete these steps:

1.
2.

10.
.
2.

Click Characters in the left pane to display the Characters tab in the right pane, if necessary.

in the right pane, right-click the character for whom you want to retrieve a profile and click Profile
on Westlaw on the menu. Then click one of the following on the submenu:

* PeopleMap (public records) to search public records using the tabbed PeopleMap page
» Expert Library to search expert materials at the tabbed Expert Center page

* Person and Company Library to search materials for people and companies at the tabbed
Person and Company Investigator page

» Attorneys and Judges to search the Profiler—Profiles of Attorneys and Judges database

(PROFILER-WLD), which includes the profiles of attorneys and judges from all 50 states, Puerto
Rico, the Virgin Islands, the District of Columbia, Canada, England, and Europe)

* Arbitrators to search the Profiler-Profiles of Arbitrators database (PROFILER-ARB), which
includes the profiles of arbitrators identified in securities, labor, and international arbitration
awards and other Westlaw resources

Note Some sources may not be included in your Westlaw subscription.

At the Sign On with One Pass page, type your OnePass username and password and a client
identifier in the boxes and click Sign On.

Depending on the source you selected in step 2, the appropriate tabbed page or Search page is
displayed.

Note For further information on searching public records on Westlaw, download a free copy of
Searching Public Records on Westlaw or Westlaw PeopleMap at store.westlaw.com/support
/user-guide/westlaw.

After you retrieve a character’s profile, click the Export to Case Notebook icon (* ) in the upper-
right corner of the profile. The Export to Case Notebook page is displayed.

Make certain the matter number corresponds to the client-matter number for the case in Case
Notebook. (To view the client-matter number for the case, on the File menu in Case Notebook,
click Case Properties.)

In the Recent Categories list, click an issue, if desired.

In the Comments box, type a comment, if desired.

Click Save. The Download Confirmation dialog box is displayed.

Click Complete Download. The File Download dialog box is displayed.
Click Open. The Research Files dialog box is displayed.

Click Finish. The character’s profile is listed under Research in the left pane and the text of the
profile is displayed in the right pane.

Creating a Characters Report

When you import data, Case Notebook automatically links the names you list under Characters with
references to those names in the text of transcripts, documents, or pleadings. This report lists every
instance where a character appears in the data. To create a Characters report, complete these steps:
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1. On the Main Menu toolbar, click the Report button (iliRerert ~) on the Main Menu toolbar, then
click Characters on the menu. The Characters Report Properties dialog box is displayed

(Figure 9-8).
Characters Repart Properties -7l
Characters | Data | Display | Context |
Hame = Organization o
G Ballard, Chad D Corporation
& Bower, GIR. Canada Container
B canads Container Canada Cantainer
& Cole, John DEC Corporation
8 Cowens, Andrea T, Cowens & Associates
& Crandal, Denise HydroAir Standards Inc,
F  DC Corporation D Corporation
& Document, Jane Valentine Medical Corp, L
@ Environmental Measurs LLC Environmental Measure LLC 3
& Evans, Walter Environmental Measure LLC
9 Green, Ron D Corporation
& Hampton, Jamal Canada Container
G Hemphil, Veranica Canada Container
& Homer Plastics Homer Plastics
9 Hunt, Ethan D Corporation
& Jameson, kevin DEC Corporation
G Manning, Elmer Chevran W
& Martine, Sue 3. DEC Corporation
F Metropolitan Waske Commission (MWwC) Metrapolitan Waste Commission (MWC)
& Parker, sam A, DEC Corporation
V1 & Roth, Cunthia DC Corporation e
< i »

Figure 9-8. Characters Report Properties dialog box

2. All of the characters in the case are selected on the Characters tab by default. To remove a
character from the report, clear its check box.

3. Click the Data tab to display a list of all document types and data. By default, all document types
and data are selected. To exclude a document type from the report, clear its check box. To exclude
particular data from the report, click the document type containing the data, then clear the check
boxes for the data you want to exclude.

4. Click the Display tab to view a list of display options. You can
* type a title for the report in the Title box, if desired.

* by default, the characters are sorted by Title in the report; click an option in the Sort By list, if
desired.

* select or clear the appropriate check boxes.
» select the Include cover page when printing or saving check box, if desired.

5. Click the Context tab to display a list of context options. Select or clear the appropriate check
boxes.

6. Click OK. The Characters report, which includes the lines you marked and the surrounding
questions and answers, is listed under Report in the left pane and the text of the report is displayed
on the Report tab in the right pane.

Exporting Characters to a File

To generate a list of characters to use apart from Case Notebook or to import into another Case
Notebook case, you can export the characters to a file. To export characters to a file, complete these
steps:

1. Click Characters in the left pane, if necessary, to display the Characters tab in the right pane.
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2. Click the Save As arrow on the toolbar above the characters in the right pane, then click Save All
on the menu, or, if you selected individual characters on the Characters tab, click Save Selected on
the menu. The Save As dialog box is displayed.

3. Click a location for the file.
4. In the File name box, type a name for the file.
In the Save as type list, click a file type.

Note If you want to import the characters into a different Case Notebook case, you must save the
list as a CSV file.

6. Click Save.

Editing a Character
To edit the information for a character, right-click the character and click Properties on the menu. The
Character Properties dialog box is displayed. Make the appropriate changes and click OK.

Deleting a Character
To delete a character, right-click the character and click Delete on the menu. The message
Permanently delete the selected Character? is displayed. Click Yes.

Closing the Characters Tab
To close the Characters tab so that it is no longer displayed in the right pane, click the Close button

([%]) on the tab.



10 Managing Outlines

You can use the Outlines feature in Case Notebook to gather materials in one place to prepare for
events such as trials, depositions, arbitrations, or client interviews. For example, you can type an outline
for a deposition and then insert links to potential exhibits, language from key documents, questions
from transcripts, and Westlaw research into the outline. All relevant materials are organized and
displayed under Outlines in the left pane for easy access and printing.

Creating an Outline
To create an outline, complete these steps:

1. On the Main Menu toolbar, click the New arrow, then click Outline on the menu. The Create New
Outline dialog box is displayed (Figure 10-1).

Create Mew Outline (|
Deponent
Last: | Type: |Fact Witness -
First:
outline
Title:
- —
Comments:
G

Figure 10-1. Create New Outline dialog box

2. Under Deponent,
* inthe Last and First boxes, type a last name and first name.
Note After you create the outline, the deponent is added as a character in the case.
* inthe Type list, click a type of witness.
3. Under Outline,
* inthe Title box, type a title for the outline.
* inthe Type list, click an outline type.
4. In the Comments box, type a comment, if desired.
Click OK.
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6. The outline is listed under Outlines in the left pane and displayed on a tab in the right pane
(Figure 10-2).

[ Smith v Jones -- Westlaw Case Notebook (=% ECR =<=|
File Edit View Realtime Search Annotste Issue Report Tools Help
i [ New » gpRepart> % _ ¢ _ i Search TR

4

! ——

Transcripts Smith, John
poctmante 3B R« e 5% Al - - B 7 U E ==
Pleadings

=
Research Sl
Key Facts ‘o
Characters ‘
Outlines 7
2] Sort By Title - -
E CONFIDENTIAL ATTORNEY WORK PRODUCT
] Sroth, John

Smith, John

1

Figure 10-2. Outline tab

Inserting Information into an Outline
To add information to an outline, you can type text in the outline or your can insert

* text from a document

* areport

* potential exhibits

* transcript questions

* a Westlaw document
TYPING TEXT IN THE OUTLINE

You can type text directly in an outline. To format the text, use the icons on the toolbar above the
outline or right-click in the outline and click Format on the menu.

INSERTING TEXT FROM A DOCUMENT
You can copy text from a document in Case Notebook and paste it into an outline. For further
information, see "Transferring Document Text” on page 106.

INSERTING A REPORT
You can insert an Annotations report, Issues report, Characters report, Full Text Search report, or Auto
Tags report into an outline.

Toinsert a report into an outline, complete these steps:
1. Create a report.

1. Click Send on the toolbar above the report in the right pane, then click Outline on the menu. The
Select Outline dialog box is displayed.

Note Toinsert only the questions from the report in the outline, if available, click Outline
(Questions only) on the menu.

2. Click the outline in which you want to insert the report.



3. Click OK. The report is displayed in the outline. To view the outline, click its tab in the right frame

(Figure 10-3).

1] Smmith v Jones -- Westlaw Case Notebaok

File Edit View Realtime Search Annotste Issue Report Tools Help

i [ New » gpRepart> % _ ¢

_ i Search TR

[E=3 EoR 5

ca 7| Arial - 10 - B 7 U

(3 Transcripts [5 hits]
[ Key Fact [3 hits]

CONFIDENTIAL ATTORNEY WORK PRODUCT

« I [ Smith, John x] i Report |
Transcripts ¥ Smith, John
Documents ¥ W) et~ - | & Bo @ o
Pleadings ¥ =
Research v L0 BIESIES e
Key Facts ¥
Characters ¥
Outlines ¥
Report x 2
Al Arvctstions Repert 2 hits]
EF Prapertises | Hit Smith, John
2] Sort By Date -

1. [ Bower, Gil R, 21:24-21.24  Jan. 10, 2008

terminated?

What were his exact words?

2. |j Bower, Gil B, 22:11-22:11, Jan. 10, 2008

recommend?  H

e didn't actually fire you. He didn't - he

You will be t

3. |) Bower, Gil R, 22:18-22:16 , Jan. 10, 2008

erminated.

i

Figure 10-3. Outline with report

INSERTING POTENTIAL EXHIBITS
To insert links to potential exhibits in the outline, complete these steps:

1. Click in the outline where you want to insert the exhibits.

2. Click the Insert button ( Insert~ ) on the toolbar above the outline, then click Insert Potential Exhibits

on the menu. The Insert Potential Exhibits dialog box is displayed (Figure 10-4).

Insert Potential Exhibits

Type

[ Documents
[T C3 Pleadings
[ 3 Ressarch

Title Date
[T Answer_BowerDC

[C][F oC Corp Director Job Description

[T DC Corp Job Deseription

[C][F C Stock Option Plan

[T Defendents Extibit & Earnings

[ [F emai_o11108

[T JabSummary_1005

[T 3ohnson email

1[5 ahnson email 2

[ Letter_Martine_062206

[ PIP From DC Carp

[ PIP from Homer Plastics

[T PIP under protest fram Homer Plastics
(% Plaintiff_RequestPraduction_BawerDC

Figure 10-4. Insert Potential Exhibits dialog box

3. Click a document type, then select the check boxes next to the documents you want to include in

the outline.

4. Click Groups to include the data in a data group in your outline. The Data Groups dialog box is
displayed. Select the group you want to include in the outline and click OK. The Insert Potential

Exhibits dialog box is redisplayed.
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5. Click OK. A reference to each document is listed under the outline in the left pane and a link to
each document is displayed in the outline in the right pane (Figure 10-5).

[1], Smith v Jones -- Westlaw Case Notebook =8 EoR =<
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m
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=

Pleadings B
&
Research = [ PIP from DC Corp
&
Key Facts = [F PIP from Homer Plastics .
[ PIP under protest from Homer Plastics
Characters ¥
[ Plaintiff ReouestProduction BowerDC | A
Outlines (2 K m ] ’

Figure 10-5. Outline with exhibits

INSERTING TRANSCRIPT QUESTIONS
You can insert transcript questions into an outline using the Insert feature or directly from a transcript
using the Send feature.

Inserting Transcript Questions Using the Insert Feature
To insert transcript questions into an outline using the Insert feature, complete these steps:

1. Click the Insert button ( Insert =) on the toolbar above the outline, then click Insert Transcript
Questions on the menu. The Insert Transcript Questions dialog box is displayed (Figure 10-6).

Insert Transcript Questions 2 ==

|| Bowser, GilR
[ Evans, walter
|| Parker, Sam

[inchude answers)

o e ]

Figure 10-6. Insert Transcript Questions dialog box

2. Click the transcript containing the questions you want to include in the outline.

3. Select the Include answers check box, if desired.
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4. Click OK. A link to the transcript and the transcript questions are displayed in the outline

(Figure 10-7).
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4. Q. Do you understand that your questions [sic] _

Figure 10-7. Outline with transcript questions

Inserting Transcript Questions Using the Send Feature

To insert transcript questions into an outline using the Send feature, complete these steps:

1. Access the transcript containing the questions you want to send to the outline.

2. Click the arrow next to the Annotate Mode button (I8 -) on the toolbar above the transcript in the
right pane, then click the Copy button (I# -) on the menu.

Select the text in the transcript that includes questions you want to send to the outline.

4. Right-click the selected text, point to Send, then click Outline (Questions only) on the menu. The

Select Outline dialog box is displayed.

5. Select the outline to which you want to send the transcript questions and click OK. A link to the

transcript and the transcript questions are displayed in the outline.

INSERTING A WESTLAW DOCUMENT

You can retrieve a document from the Witness Examination Outlines database (OUTLINES-ALL) on

Westlaw and insert it into the outline on Case Notebook.

To insert a document from Westlaw, complete these steps:

1. Click in the outline where you want to insert the Westlaw document.
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2. Click the Insert button ( Insert ~) on the toolbar above the outline, then click Insert Westlaw Outline
on the menu. The Search Westlaw dialog box is displayed (Figure 10-8).

Search Westlaw =

Terms and Connectors Characters ‘ Outlines

Table of Contents | Template

Brovise Witness Examination Outline Materials

Select up to 10 and click Search Westlaw
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Dunne on Depositions--The Expert Series
Questioning Techniques and Tactics Third Edition
Examination of Witnesses

Expert Witnesses: Business & Economy Cases

Expert Witnesses in Civil Trials

Expert Witnesses: Construction Law Cases

Expert Witnesses--Criminal Cases

Expert Witnesses: Employment Cases

Expert Witnesses: Environmental Cases

Expert Witnesses: Intellectual Property Cases

Expert Witnesses: Medical Malpractice Cases

Expert Witnesses: Product Liability Cases

Expert Witnesses: Securities Cases

Expert Witnesses: Motar Yehicle and Accident Recone
American Law of Products Liability 3d, Practice Aids
Medical Malpractice Checklists and Discovery

I 3

B B e e e B
]

B B e

i R e e s (N B A
+

Search Westlaw

Figure 10-8. Search Westlaw dialog box-Outlines tab

3. By default, the table of contents for OUTLINES-ALL is displayed on the Outlines tab. To search the
OUTLINES-ALL database,

* browse the table of contents by clicking the plus (+) and minus (=) symbols, then select the
check box next to the document you want to retrieve.

* click Template to display a search template, then type your search terms in the boxes. For
further information on formulating a search, see "Working with Full Text Search” on page 98.

4. Click Search Westlaw. The Sign On with OnePass page is displayed.

5. Type your OnePass username and password in the boxes. The client-matter information for the
Case Notebook case is entered for you in the Client ID box. (To view the client-matter number for
the case, on the File menu in Case Notebook, click Case Properties.)

6. Click Sign On to display the Westlaw search result.
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7. Tosend a document to Case Notebook, click the Export to Case Notebook icon (*& ) in the upper-

10.

1.
2.
13.
14.
15.
6.

right corner. The Export to Case Notebook page is displayed (Figure 10-9).

iy Export to Case Notebook

Set your case properties to define your research in West LiveNote Case Notebook @

Rl & Substantive Document C cCitation € Full Text of all € Substantive Document Elements of
Document Elements for Outlines List Documents Selected Selected for Outlines
Show=
* Matter No.: |EIEI5-1EIEI.Em\th
* Title: |EXPWITC §2:30
Category: |
|Recent Categories ;I

Date/Time of Request: IEIIIIZ‘DID 11:50:28 &M

Westlaw Research Event:  |Tahle of Contents

Westlaw Database: [OUTLINES-ALL

Comments: |

[Cancor |

Figure 10-9. Export to Case Notebook dialog box

Click the Show arrow to add or remove a document element. Select or clear the check boxes for the
elements you want to add or remove, then click the Hide arrow.

Make certain the matter number corresponds to the client-matter number for the case in Case
Notebook.

By default, the title of the document is entered for you in the Title box. Type a different title, if
desired.

In the Recent Categories list, click an issue.

In the Comments box, type a comment, if desired.

Click Save. The Download Confirmation dialog box is displayed.

Click Complete Download. The File Download dialog box is displayed.
Click Open. The Research Files dialog box is displayed.

Click Finish. The Select Outline dialog box is displayed.
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17. Select the outline in which you want to insert the document and click OK. The text of the document
is displayed in the outline in the right pane (Figure 10-10).
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Figure 10-10. Outline with Westlaw document

Viewing Documents in an Outline

To view a list of the documents that you inserted in an outline, click Outlines in the left pane, then
double-click the outline containing the documents.

To jump to the place in the outline where you inserted a document, double-click the document in the
left pane.

To view the source document, click the link for the document in the outline. The document is displayed
in the right pane.
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Printing an Outline
When you print an outline, you can also easily print the exhibits listed in the outline. To print an outline
with listed exhibits, complete these steps:

1. Click the Print icon (&%) on the toolbar above the outline. The Print dialog box is displayed
(Figure 10-11).

Print -7 s
General |Data | Annotations

Printer

Wame:  [Send To Onehiote 2010 =] [ eropertes

Status:  Ready [T Print to file
Type:  Send To Microsoft Onehlote 2010 Driver
Outline

@ Al Mumber of copies: 1
() Pages
[¥]Ineluds cover page:

Exhibits - Annotated work Product
Tnclude blank page between exhibits Number of gopies: 0

Include header

Exchibits - Originals

Include blank page between exhibits Number of copies: 0

Figure 10-11. Print dialog box

2. Inthe Name list, click a printer.

3. To print the exhibits listed in your outline with annotations, under Exhibits—Annotated Work
Product, type a number in the Number of Copies box.

Note You must select the Display Annotations check box on the Annotations tab if you want to
print annotations in exhibits. For further information, see steps 9-15 below.

4. Select the Include blank page between exhibits check box, if desired.
Clear the Include header check box, if desired.

6. To print unannotated exhibits, under Exhibits-Originals, type a number in the Number of Copies
box.

7. Select the Include blank page between exhibits check box, if desired.

8. Click the Data tab to display all document types and data included in the outline. By default, all
document types and data are selected. To exclude a document type from being printed, clear its
check box. To exclude particular data from being printed, select the document type containing the
data, then clear the check boxes for the data you want to exclude.

9. Click the Annotations tab.

10. By default, the Display Annotations check box is selected. This must be selected if you want to
print annotations in the exhibits.

1. Toinclude or remove annotations associated with specific issues from the printed documents, click
Select Issues. The Select Issues dialog box is displayed. (Issues will be listed in this dialog box only
if they have previously been created. See "Working with Issues” on page 86.) Select or clear the
check boxes next to the issues you want to include or remove and click OK. The Print dialog box is
redisplayed.

12. Clear the Include Annotations with no Issues check box, if desired.

13. Clear the Display Annotations in footer check box, if desired.

14. In the Display list, click an option for how you want the annotations displayed in the transcript text.
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15. Click OK.

Opening an Existing Outline
To open an outline, complete these steps:
1. If necessary, click Outlines in the left pane to display a list of all outlines in the case.

2. Double-click the outline you want to open. The text of the outline is displayed in the right pane.

Deleting an Outline
To delete an outline, right-click the outline in the left pane and click Delete on the menu. The message
Permanently delete the selected outline? is displayed. Click Yes.

Closing an Outline

To close an outline so that it is no longer displayed in the right pane, click the Close button ([x]) on the
outline’s tab.



11 Working with Properties

The Properties dialog box for a transcript, document, pleading, or research document allow you to

* view all properties at a single glance

* customize details

* add Doc-Level Issues

* add date and time values (document and pleading only)

* add the document to a data group

* add Doc-Level Notes

To access a Properties dialog box for a data type, right-click the document in the left pane and click
Properties on the menu. By default, the Overview tab is displayed (Figure 11-1).

Docurnent Praperties - Email - RE abatement praject
4 Document

(-5 et

[

Overview |Detals | Doc-Level Lssues | Dates | Data Groups | Doc-Level Notes
[FEmail - RE abatement project

Details

Type: E-mail Author: il Bower

Ta: Kavin Jameson o Sam Parker

Doc-Level Notes

] Dates of conversation relevant ta response to interrogatary &
Author: LacalUser

) Bower deposition kit
Authar: LacalUser

] summary judgment Facts
Author: LacalUser

Doc-Level Issues and Annotation Issues

1d 8.0 Prima facie retaliation 8.0 Prima facie retalistion

Dates
Seiect Dates

Data Groups

(3 Bower Depo 2 3 Summany Judgment

¥ Summary ludgment All
£ Timelines ¥ work Timeline £ Trial
£ Trial ¥ Trial Exhibits

Date: 571572006 9:46 A
Bates range: 00177

8.4 Knowledge of report

3 Summany Judgment
¥ Summary Judgment Documents
£3 Trial ¥ Trial &l

Cancel

Figure 11-1. Overview tab

You can quickly move to the next or previous item by clicking the Go to next or Go to previous arrow

above the tabs, shown outlined in Figure 11-1.

Using the Overview Tab

The Overview tab in the Properties dialog box displays key Case Notebook properties pertaining to the
document, including its details, Doc-Level Notes, issues, and data groups. When you click an item on

the Overview tab, the appropriate tab is displayed where you can edit the information.

To add a Doc-Level Note on the Overview tab, click Add a Doc-Level Note. The Doc-Level Notes tab is

displayed. For further information, see “Adding Doc-Level Notes” on page 83.
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Editing Details
When you import a transcript, document, pleading, or research document, you can enter details, such

as the title, during the import process. To edit the details, click the Details tab in the Properties dialog
box (Figure 11-2).

Docurnent Properties - Email - RE abatement project 7=

4 Document

Overview | Detals |Doc-Level Issues | Dates | Data Groups | Dac-Level Notes

Title:  Emal - RE shatement project To: | Kevin Jameson
Type:  E-mal ~  Co | SamParker
Author: | Gl Bower Bec:
Custodian: Date:
Batesrangs: 00177 Through: May 15, 2006 9:468M = Set Time

Cancel

Figure 11-2. Details tab

Type the information in the appropriate boxes, then click OK.

Adding Doc-Level Issues
Case Notebook allows you to apply issues to

* selected text when you create an annotation. For further information, see "Working with
Annotations” on page 91.

* the entire transcript, document, pleading, or research document when you create a Doc-Level
Issue using the Properties dialog box.

In addition to allowing you to apply issues as a document property, Doc-Level Issues also provide a
method of transferring issues applied to documents in other software products, such as Westlaw
Caselogistix. Therefore, when you import documents with issue coding from other products, those
issues can be transferred into Case Notebook as Doc-Level Issues.
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To add an issue to your entire document, click the Doc-Level Issues tab (Figure 11-3), then select the
check box for an issue in the dialog box or click Manage Issues to add or edit issues. For further
information on managing issues, see "Working with Issues” on page 86.

Docurnent Properties - Ernail - RE abatement praject (e ===
4 Document

| Overview | Details | Doc-Level Issues | pates | Data Groups | Doc-Level Notes|

[C] ™y Top Issues [E Al 1ssues
1.0 At-wil
2.0 Damages
B 2.1 Jurisdictional amaurt
B 3.0 Expert Sweeney
B 4.0 Impeachment by plainkiff
5.0 Inconsistent statement
6.0 Mold timeline
7.0 Plainkiff's demeanor
6.0 Prima facie retaliation
8.1 Causation
B 5.2 Hok terminated
8.3 Mo report
6.4 Knowledge of report
8.5 Statutory authority
9.0 Work history
9.1 Missed deadines
9.2 Poor wark performance
9.3 Yoluntary resignation
9.4 iork timeline

O00O0O000O0C0O0EOOOOO0EO0

Manage Issues. .,

Figure 11-3. Doc-Level Issues tab

Doc-Level Issues are displayed in the following locations:

* the Overview tab in the Properties dialog box under Doc-Level Issues and Annotation Issues,
shown outlined in Figure 11-5.

Doc-Level Issues and Annotation Issues

I = 8.0 Prima facie retaliation | 5.0 Prima facie retaliation 8.4 Knowledge of report

Figure 11-4. Doc-Level Issue on Overview tab

* the Doc-Level folder in the Annotations folder for the document, shown outlined in Figure 11-5.
Double-click the issue to display the Doc-Level Issues tab in the Properties dialog box.

Documents 3

2] Sort By Title -
B Jun 07, 2006 Email - Meck Walve Cracks Distributior =
= [F May 15, 2006 Ernail - RE abaterent project I
= [ Annotations (5 items)
= [ Doc-Level {4 items) =
&) Dates of corversation relevant to respon
7| Bowver deposition kit

8.4 Knowledge of report (1 itern)
3 [Unassigned] {0 iterns)
B May 17, 2006 Ernail - RE abaterment project

Figure 11-5. Doc-Level Issue in the Doc-Level folder
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Adding Dates

Click the Dates tab in the Properties dialog box to apply a variety of dates to your document or pleading
(Figure 11-6).

Docurnent Properties - Email - RE abatement project 7=

4 Document

—
Overview | Detalls | Doc-Level Issues | Dates |Data Groups | Dac-Level Notes

Date Sent: [[] Feb 24, 2012 B ot Tine
Date Received; [ Feb 24, 2012 B | []5et Tine
Date Created: [[] Feb 24, 2012 B ot Tine
Date Accessed: [ Feb 24, 2012 B | [ set Tive
Date Modified: [ Feb 24, 2012 [Fhg et Tine
Date printed: [ Feb 24, 2012 B | [ set Time

Cancel

Figure 11-6. Dates tab

Select the check box for the type of date you want to add to your properties. By default, the current date
is entered for you. Type a different date in the box or click the arrow to display a calendar and click a
date, if desired.

When you select a date check box, you can add a time to the box by selecting the Set Time check box, if
desired. By default, 12:00PM is entered for you. Type a different time, if desired.
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Adding Documents to a Group

You can quickly add your transcript, document, pleading, or research document to a data group using
the Properties dialog box. To add a data type to a group, click the Data Groups tab, then select the
check box for a group in the box (Figure 11-7).

Docurnent Properties - Email - RE abatement project 7=

4 Document

Overview | Detalls | Doc-Level Issues | Dates|| Data Groups | pac-Level Notes

This content belongs to the Following groups:

@ Name
[1Bower Depo 2

[+ aDefendant Pleadings

[+l [ Plaintiff Expert Witnesses

[+ A Plzintiff Pleadings

(=) (2 Summary Judgment (2 subgroups selected)
[ Sumrnary Judgment All
[ Summary Judgment Docurments

[ Summary Judgment Research
[ Summary Judgment Transeripts
(=) 3 Timelines (1 subgroup selected)
[3Mold Timeline
[Z3Work Timeline
(=) 3 Trial (2 subgroups selected)
[CaTrial &l
[ Trial Exhibits
[ Trial Research

OEEEEOO00EEOOOO0R

[¥]Expand folder on selection Manage Groups..
]

Figure 11-7. Data Groups tab

To add or edit a data group, click Manage Groups. For further information, see "Working with Data
Groups” on page 104.

Adding Doc-Level Notes
Case Notebook allows you to add notes to

* selected text when you create an annotation. For further information, see "Working with
Annotations” on page 91.

* the entire transcript, document, pleading, or research document when you create Doc-Level Note
using the Properties dialog box.

In addition to allowing you to apply a note as a document property, Doc-Level Notes also provide a
method of transferring notes applied to documents in other software products, such as Westlaw
Casel ogistix. Therefore, when you import documents with notes from other products, those notes can
be transferred into Case Notebook as Doc-Level Notes.

Note You caninclude note text when you run a Full Text Search.
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To add a Doc-Level Note using the Properties dialog box, complete these steps:

1. Click the Doc-Level Notes tab (Figure 11-8).

Docurnent Properties - Ernail - RE abatement praject (=

4 Document

Overview | Detals | Doc-Level Lssues | Dates | Data Groups | Doc-Level Notes

bute Note Authar Hew...
) Dates of corversation relevant to response to interrogatary § Lacallser
) Bower deposition kit LocalUser

) Surnmary judgrment facts LocalUser

Cancel

Figure 11-8. Doc-Level Notes tab

2. Click New. The New Doc-Level Note dialog box is displayed (Figure 11-9).

Mew Dac-Level Mote (-7 [3a]

This is & document-level note.|

Figure 11-9. New Doc-Level Note dialog box

3. Type a note in the box, then click OK.
Doc-Level Notes are displayed in the following locations:
* the Doc-Level Notes tab in the Properties dialog box.

* the Overview tab in the Properties dialog box under Doc-Level Notes.
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* the Doc-Level folder in the Annotations folder for the document in the left pane, shown outlined
Figure 11-10. Double-click a note to display the Edit Doc-Level Note dialog box.

Documents

gSm’t By Title -
B Jun 07, 2006 Email - Meck Walve Cracks Distribution =
= [F May 15, 2006 Ernail - RE abaterent project F
= [ Annotations (5 items)

[=fF ] Doc-Level (4 itermns)
&) Dates of corversation relevant to respon
7| Bowver deposition kit
&) Surnmary judgment facts
i=l 8.0 Prima facie retaliation

8.0 Prima facie retaliation (1 iterm)

8.4 Knowledge of report (1 itern)

3 [Unassigned] {0 iterns)

[T May 17, 2006 Ermail - RE abaterment project

m

Figure 11-10. Doc-Level Notes in the Doc-Level folder
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12 Working with Issues

Anissue is a type of annotation that relates to a particular subject. Case Notebook allows you to apply
issues to

* selected text when you create an annotation. For further information, see "Working with
Annotations” on page 91.

* an entire transcript, document, pleading, or research document. For further information, see
"Adding Doc-Level Issues” on page 80.

Categorizing documents or annotations in a case by issue makes it easy to retrieve all information on a
specific subject when you need it. Issues are created for each case and are the same for all users of that
case. When creating new issues, it is important to not duplicate previous issues.

Although the issues in a case are the same for all users, each user can choose the issues to display on
the Main Menu toolbar. The Main Menu toolbar enables you to access issues quickly when creating
annotations. You can display up to 10 issues on the Main Menu toolbar.

Creating Issues
To create an issue, complete these steps:

1. On the Main Menu toolbar, click the Manage Issues button ( @*). The Manage Issues dialog box is
displayed (Figure 12-1).

Click New to display the New Issue dialog box.
In the Issue box, type a name for the issue, e.g., Work history.
Click the Color arrow to select a different color for the issue, if desired.

Click Repeat if you are creating multiple issues.

o vk wN

When you finish creating issues, click OK in the New Issue dialog box. The issues are listed under
All Issues in the Manage Issues dialog box.

Manage Issues -7l
My Top Issues Al Issues

1 At-uil - Hew...

z Damages B

E @ W urisdictionsl amount

4 > [ Expert Sweeney \

5 I trpeachment by plaintiff Del

& Incansistent statement 3 New Issue =]

7 Mold timeline Sot

8 PlaintifF's demeanor Issus: Work history

9 Frima Facie retaliation

10 Causation L4 @lra @

I not terminated
Horeport
Knowledge of report
Statutory authority -
| t| [¢][E] =[]

Figure 12-1. Manage Issues dialog box

CREATING SUB-ISSUES
You can create sub-issues, which are a subset of existing issues.You can add up to three levels of sub-
issues.
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To create a sub-issue, complete these steps:

1.

© N O v A

On the Main Menu toolbar, click the Manage Issues button (@). The Manage Issues dialog box is
displayed.

Click the # button (il), if it is not already selected, to display numbers next to the issues
(Figure 12-2).

7.0 Plaintiff's demsanor
8,0 Prima Facis retaliation
&1 Causation L4
I 5.2 Mot terminated
3 Mo repart
.4 knowledge of report
.5 Statutory authority -

=| &

Manage Issues -7l
My Top Issues Al Issues
1 1.0 Akl - Hew...
z 2,0 Damages
E @ M 21 Jursdictionsl smount
4 > [ 3.0 Expert Sweeney
5 I 4.0 Impeachment by plainkff
6 5.0 Inconsistent statement E
7 6.0 ol el
S
9
0

Figure 12-2. Manage Issues dialog box

Under All Issues, click the issue, e.g. Work history, for which you want to create a sub-issue.
Note If you do not select an issue, the sub-issue is added to the bottom of the list.

Click New to display the New Issue dialog box.

In the Issue box, type a name for the sub-issue, e.g., Missed work.

Click the Color arrow to select a different color for the issue, if desired.

Click Repeat if you are creating multiple sub-issues.

When you finish creating sub-issues, click OK in the New Issue dialog box. The sub-issues are listed
under the issue you selected.

Click the sub-issue, if necessary, then click the Increase Indent button (ZE]). The sub-issue is
indented under the issue and the sub-issue number becomes sequential to the issue number.

To remove the sub-issue from under the issue, click the Decrease Indent button ().

Adding Issues to the Toolbar

To prioritize an issue or sub-issue and add it to the Main Menu toolbar, complete these steps:

1.

On the Main Menu toolbar, click the Manage Issues button. The Manage Issues dialog box is
displayed.

Click an issue or sub-issue under All Issues, e.g., Work history.
Click the left arrow to move the issue or sub-issue under My Top Issues.

Repeat steps 2 and 3 for each issue or sub-issue you want to prioritize and add to the Main Menu
toolbar. You can prioritize up to 10 issues and sub-issues (Figure 12-3).

To reprioritize an issue or sub-issue and change its order on the Main Menu toolbar, select the
issue or sub-issue under My Top Issues and click the up arrow or down arrow.

Working with Issues
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6. Click OK when you finish prioritizing the issues or sub-issues.

Manage Issues -7l
My Top Issues Al Issues
1 1.0 Ab-will B 2.1 Jurisdictional amount - New...
2 [ &.2 Not terminated I 3.0 Expert Sweensy
3] 9.0 work history I 4.0 Impeachment by plainkff r
4 9.1 Missed deadines 5.0 Inconsistent statement
5[] 8.4 knowledge of repart hd 6,0 Mold timeline
& 7.0 Plaintiff's demsanor
7 8,0 Prima Facis retaliation =
S &1 Causation
2 I .2 Mok terminated
10 3 t
9,0 Work history
3.1 Missed deadines -

NG AeE

\

Eile Edit View Realtime Searc)’*Annotate Issue  Report Tools Help

[T Mew ~ i) Report = 7% _ t t At-will Bl Notterminated | [3 Work history | 4 Missed deadlines | |5 Knowledge Dfrepnrtjl i Search yos

1]

Figure 12-3. Prioritizing issues

Importing Issues
You can create a list of issues in any word-processing program that can save files as XML (Extensible
Markup Language) files. To import issues and sub-issues from a file, complete these steps:

1.

On the Main Menu toolbar, click the New arrow, then click Issues (from File) on the menu. The
Open dialog box is displayed.

Click the file containing the issues you want to import and click Open.

The message Issues were successfully imported from the chosen file is displayed. Click OK.

Exporting Issues
To export issues to a file, complete these steps:

1.

2
3
4.
5

On the File menu, point to Save As and click Issues. The Save As dialog box is displayed.
Click a location for the file.

In the File name box, type a name for the file.

In the Save as type list, click a file type.

Click Save.



Creating an Issues Report

This report lists all of the issues in a document, grouped by issue and then arranged in page and line
order. To create an Issues report, complete these steps:

1.

On the Main Menu toolbar, click the Report button (@iRrsrert ~ ), then click Issues on the menu. The
Issues Report Properties dialog box is displayed (Figure 12-4).

Issues Report Properties 7|3
| tssues |[pata | |Display || context [[authors |
Wy Top Issues #ll ssues o
1.0 At-wil 1.0 At-will
W 8.2 Hot terminated 2.0 Damages

9.0 Work history
9.1 Missed deadines
6.4 Knowledge of report

2.1 Jurisdictional amount
B 3.0 Expert Sweeney

M 4.0 Impeachment by plainkiff
5.0 Inconsistent statement
5.0 Mald timeline:

7.0 Plaintiff's demeanor

HEEEEE

m

8.0 Prima Facie retaliation
8.1 Causation
3.2 Not terminated
.3 No report
5.4 Knowledge of report
4.5 Statutory authority
9.0 Work History -

SISISISISISISISISIS)
| |

Include Quick Matks

(¥ inelude Annstations or Dac-Level bokes with no Tssues

[Clonly includz Annotations with all selected issues (' Match all Issues™)

[T only inchude resules that contsin Annokation Motes or Doc-Level Notes

Figure 12-4. Issues Report Properties dialog box

On the Issues tab,

* all of the issues in the case are selected by default. To remove an issue from the report, clear its
check box.

¢ select the Include Annotations or Doc-Level Notes with no Issues check box, if desired.

* select the Only include Annotations with all selected issues (“Match all Issues”) check box, if
desired.

* select the Only include results that contain Annotation Notes or Doc-Level Notes check box, if
desired.

Click the Data tab to display a list of all document types and data. By default, all document types
and data are selected. To exclude a document type from the report, clear its check box. To exclude
particular data from the report, click the document type containing the data, then clear the check
boxes for the data you want to exclude.

Click the Display tab to view a list of display options. You can

* in the Title box, type a title for the report, if desired.

* in the Sort By list, click an option.

* select or clear the appropriate check boxes.

* select the Include cover page when printing or saving check box, if desired.

Click the Context tab to display a list of context options. Select or clear the appropriate check
boxes.

Click the Authors tab to display a list of annotation authors. If you are working in a secure case on a
network, a list of all annotation authors is displayed. If you are working in the case offline, only
LocalUser is displayed. Select or clear the appropriate check boxes.
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7. Click OK. The Issues report, which includes the lines you marked and the surrounding questions
and answers, is listed under Report in the left pane and the text of the report is displayed on the
Report tab in the right pane (Figure 12-5).

[T Gil Bowerv, DC Corporation - Westlaw Case Notebook ===
Fil: Edit View Realtime Search Annotaste Issue Report Tools Help

i) Mew - gl Report~ @ _ ¢ 1 At-will | Bl Mot terminated | (3 Work history 4 Missed deadlines | 8 Knowledge of report _  Search P

« || dlireport x| -

Transcripts ¥ Issues Report

i ¥ |l 14 Properties | 100% ~ | dmhPrint - | [ Save &s | = Send~

Pleadings ¥ g
Rescarch “ || 1 to 10 of 216 results |g|
Key Facts ¥ U
Characters ¥

Outlines g || P

KEDIIL B A Transoripts

Issues Report [216 hits]

& Properties |_|-‘ Hit | [£] Tan 10, 2008 Bower, Gil R

B Annotation Issues: 1.0 Ae-will

|2 Sort 8y Tite b Annotation Author: Locallser

23 1.0 At-will [10 hits] Sort By Hits Hote:

[ 2.0 Damages [§ hits] ———

23 3.0 Expert Sweeney | ore By Title Bover regarded the offer letter as an important document and read the

3 4.0 Impeachment b Sort By Date offer letter and understood it to the best of his ability

[ 6.0 Mold timeline [1! Sort By Reverse Date

I TUPlaintfts derneanor [L hit] .

(3 8.0 Prima facie retaliation [50 hits] EY MR. McAVOY: Q. So you regarded it as an

4 8.1 Causation [11 hits] important document?

4 8.2 Mot terminated [17 hits] i Yeah. MNot like the Constitution, hut, yeah.

[ 8.3 No report [20 hits] I8 Q. Important? |

Figure 12-5. Issues report

When viewing the report, you can

* click the heading next to a document icon in the report to go to the location in the document where
the issue appears.

* click the Hit arrows in the left pane to view the next or previous issue in the report.

* click the Sort by arrow in the left pane to sort your report.
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13 Working with Annotations

An annotation is a highlighted portion of document text. It may be associated with an issue; a note (a
comment associated with an annotation); or an attachment, e.g., a document or image. Annotations
are contained in the Annotations folder under the document in the left pane (Figure 13-1). Click the plus
(+) and minus (=) symbols to view the annotations. Double-click an annotation to jump to the

annotation in the transcript.

File Edit View Realtime Search Arnotste Issue Report Toals Help
i) Mew - gl Report~ @ _ ¢ 1 At-will | Bl Mot terminated | (3 Work history 4 Missed deadlines | 8 Knowledge of report _  Search

Transeripts
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£ [ Annotations (1 items)
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20 L0 Atwill 2 iterns)

16:9 Q. Okay. 30you read and underst
7.0 Plaintiff's demeanor (1 item)

8.2 Mot terminated (3 iterns)

8.3 Mo report (1 itern)

9.0 Work histary (7 items)

9.2 Poor work perfarmance (3 items)

9.3 Yoluntary resignation (1 itern)

16:1 BY MR, McAWO™: 0. Soyou ren)

9.4 Work timeline (1 itern)

[ B oower sitr x|

Bower_ Gil R

== Connect

T8 - | & | shPrint - | 100% ~ | [y Update Transcript | i) Quick Mark Report |t

Page 1of 28

Asd
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3

4

IN THE UNMITED ETATES DISTRICT COUF +
FOR THE MORTHERM DISTRICT OF CALIFOF

GIL R. BOWER,
Plaintiff,
CASE NO. 3: 08
vs.
DC CORP.,
Defendant.

Figure 13-1. Annotations

By default, annotations are grouped by issue, as shown in Figure 13-1. To change how annotations are
displayed, on the View menu, click Display Options. On the General tab in the Display Options dialog

box, clear the Group Annotations by Issue check box.

Adding an Issue Annotation Using the Apply Issue Mode Button

To add an annotation associated with an issue using the Apply Issue Mode button on the Main Menu

toolbar, complete these steps:

1. Make certain the Apply Issue Mode button ( I ) is displayed on the toolbar above the document
in the right pane. To display the Apply Issue Mode button, click the Annotate Mode button (18 -)

on the toolbar above the document, then click Apply Issue Mode on the menu.

Note The Annotate Mode button is the default button.

2. On the Main Menu toolbar, click an issue button to select the issue and assign it to the annotation

you are adding.

3. Select the text you want to annotate. The text is highlighted with the color of the issue you selected
(Figure 13-2). The issue will be assigned to every annotation you create until you cancel its

selection on the Main Menu toolbar.
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Note You can select more than one issue on the Main Menu toolbar. Annotated text will be highlighted
with the color of the last issue that you select.

File Edit Yiew Realtime Search Annotate Lisuz Report Tools Help Apply Issue
i) New + gl Report~ &% _ 1 Atwill | [2] Notterminated | @ Work history | 4 Missed deadlines | |8 Knowledge of report _ i Search P - —~ Mode button
« [ ) Bower, Gil R x} -
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2] Sort By Tite Tane B mprint ~ 87% | [y Update Transcript | gifj) Quick Mark Report | B -
; (|| === Connect Page 10 of 28 a;:;niseving -
[ Dac-Level (0 items) 20| doing immediately before you took employment with “ actively i
1.0 At-will (2 iterns) 21| defendant DC Corp? 24:23 [
7.0 Plaintiff's derneanar (1itern) 2z A I worked for another company. I worked for additional
B 2.2 Mot terminated (3 iterms) 23 Plast 26:11,23
8.3 No report (L itern) 24 0. What were you doing for Homer Plastics? advisement
9.0 Work history (6 items) = 25 L. Same —- engineer. 18:25
o ¢ nerf i 11:1 MR. McAVOV: Okay. For the record, prior to affirmed
2 Poorwork performance (3 items) z| the deposition today, I circulated a binder of premark | 3:7 5:i6
9.3 Voluntary resignation (1 item) 3| exhibits or a collection of premarked exhibits (1] afraid
9.4Work timeline (L itern) 4| containing Exhibits 1 through 50. 13:21
[ [Unassigned] (3 iterns) s ind actually, I now have also, from counsel ago

Figure 13-2. Annotated text

Adding an Annotation Using the Annotation Properties Dialog Box

You can use the Annotation Properties dialog box to add an annotation associated with a note, issue,
key fact, attachment, or a combination of these. To view the Annotation Properties dialog box, make
certain the Annotate Mode button (I8 -) is displayed on the toolbar above the document in the right
pane. Then select the text in document you want to annotate. The Annotation Properties dialog box is
displayed (Figure 13-3).

Annotation Praperties [ |

Annotations = Send~> 0

| Overview | Mote | Issues | Key Facts | video |

Figure 13-3. Annotation Properties dialog box

ADDING A NOTE TO AN ANNOTATION
The Note tab is the default tab in the Annotation Properties dialog box. To add a note to the annotated
text, in the Note box, type a note and click OK.

ADDING AN ISSUE TO AN ANNOTATION
To associate an issue with an annotation, complete these steps:

1. Click the Issues tab in the Annotation Properties dialog box. A list of prioritized issues (those that
appear on the Main Menu toolbar) is displayed under My Top Issues and a list of all issues is
displayed under All Issues.

2. To assign one or more issues to the annotation, select the appropriate check boxes. Note that the
check boxes for any issues you previously selected on the Main Menu toolbar are already selected.

3. Click OK. The annotated text is highlighted with the color of the issue you selected.



ADDING A KEY FACT TO AN ANNOTATION
To assign a key fact to an annotation, click the Key Facts tab in the Annotation Properties dialog box,
select the key fact you want to assign to the annotation, and click OK.

ADDING AN ATTACHMENT TO AN ANNOTATION
To add an attachment to an annotation, complete these steps:

1. Click the paper clip icon (I@l) in the Annotation Properties dialog box. The Edit Attachment dialog
box is displayed.

2. Click Browse to display the Open dialog box is. Select your document and click Open. The Edit
Attachment dialog box is redisplayed.

3. Click OK.

4. Click OK again in the Annotations Properties dialog box. For transcripts, a paper clip icon is
displayed next to the annotation (Figure 13-4). To view the attachment, click the paper clip icon.

20 M3, COWENZ: Yes, vou did.

[E 21 BY MR. McAVOY: Q. &ir, what is Exhibit 57
22 A, It's a Performance Improvement Plan, a PIP.
23 Q. And what is its significance or what was its
24 | significance at the time?
25 M3, COWENSZ: Object to form.

12:1 THE WITHNESS: Well, this is -- this was a PIP

2| for me, when I worked at Homer Plastics, just hefore I
3| left.

Figure 13-4. Paper clip icon in a transcript

ASSOCIATING VIDEO WITH AN ANNOTATION
You can associate video with an annotation if the transcript has been synchronized with video footage.
For further information, see "Working with Video in Transcripts” on page 118.

Transferring Annotations

You can transfer an annotation to another application such as Microsoft Word, Corel WordPerfect, or
TrialDirector using either of the following methods:

* Click Send in the Annotation Properties dialog box, then click the application on the menu.

* Right-click in the annotation, point to Send on the menu, then click the application on the
submenu.

To transfer an annotation that is associated with a video to PowerPoint, see “Transferring Annotations
to Microsoft PowerPoint” on page 119.

Sending Annotations to Instant Messages

To send an annotation to a team member during an instant messaging session when using LiveNote
Realtime, complete these steps:

1. Click Send in the Annotation Properties dialog box, then click Realtime Chat on the menu.
2. Click OK. The annotation is displayed in the Annotation box under Stream in the left pane.

3. Click Send to send the annotation to your chat group. Or click an individual in the Send To list and
click Send.
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4. Repeat steps 1-3 for each annotation you want to send (Figure 13-5).

File Edit View Realtime Search Annotats Lsus Report Toals Help

i) New + gl Report~ &% _ 1 Atwill | 2] Notterminated (@ Work history | 4 Missed deadlines | '8 Knowledge of report _ i Search
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I8~ & cebent - 87% - DN Pause | g Quick Mark Report £ | %2 Disconnect
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User! joins the Stream session Page 3 of 4
Mike 3trong joins the 3tream session. 12 L Yeo p
Kate Jeffiies joins the Stream session 13 0. Okay. And I'm not talking about, you know,
14| directions to the deposition or anything like that. I'i
15| talking about substantive meetings in which you
16| discussed the case.
17 How many such meetings or telephone calls did
18| you have?
19 i.  One meeting.
20 0. Okay. And vhen was the meeting?
21 i. & week ago.
Send
2z 0. And vho was present?
23 4. Ny attorney and me.
Send To: [y Chat Group h 24 0. Anyone else?
| Annotation: (] 3:14 Realtime Transeript 85 4. Mo

Figure 13-5. Sending an annotation to an instant message

Editing Annotations

To change the information associated with an annotation, right-click in the annotation and click Edit
Annotation on the menu. The Annotation Properties dialog box is displayed. Make the appropriate
changes and click OK.

Deleting Annotations

To delete an annotation, right-click in the annotation and click Delete Annotation on the menu. The
message Permanently delete the selected Annotation? is displayed. Click Yes.

Viewing an Annotation Attachment

To view an annotation attachment, right-click in the annotation and click Open Attachment on the
menu.

Creating an Annotations Report

CREATING AN ANNOTATIONS REPORT FOR THE DOCUMENT YOU ARE VIEWING
You can generate a report that includes a list of all the annotations in a document, arranged in page
and line order. It also includes the surrounding questions and answers.



To create an Annotations report for the document you are viewing, right-click the Annotations folder in

the left pane and click Report. The report is listed under Report in the left pane and the text of the
report is displayed on the Report tab in the right pane (Figure 13-6).
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i ] Mew - glgReport> &% _ 1 Atwill | 2] No inated | [3 Work history | 4 Missed deadlines | 'S Knowledge of report _ * Search fo R
<« || i Report =
Transcripts ¥ All Annatations Report
e ¥ Il (5 Properties | 100% « | o Print - | [ Save As | = Send -
p =
Pleadings ¥
Eeseach ¥ 1to 10 of 16 results El
Key Facts ¥
Characters ¥
s || Transoripts
Report X % | [l 7an 10, 2008 Bower, Gil R
All &nnotations Repart [16 hits] Annotation Issues: 9.0 Work history
A Properties Hit Annotation Author: Locallser
2] Sart By Date = Q. And what year was that?
3 Transeripts [16 hits] Sart By Hits i I graduated from college in 1991.
0. Okay. And was there an emphasis in your ——
Sart By Title your engineering degree?
Sort By Date ¥eah. Process engineering.

Figure 13-6. Annotations report

When viewing the report, you can

* click the heading next to a document icon in the report to go to the location in the document where

the annotation appears.

* click the Hit arrows in the left pane to view the next or previous annotation in the report.

* click the Sort by arrow in the left pane to sort your report.
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CREATING AN ALL ANNOTATIONS REPORT

To create an Annotations report for one or more documents, complete these steps:

1. On the Main Menu toolbar, click the Report button (alirerert -), then click All Annotations on the
menu. The All Annotations Report Properties dialog box is displayed (Figure 13-7).

All Annotations Report Properties =
Issues || Data || Display || Context || Authors |
My Top Issues All Tssues 5
1.0 Ab-wil 1.0 At-will
M 8.2 Hot terminated 2.0 Damages

2.0 waork histary B 2.1 Jwisdictional amount
9.1 Missed deadiines

8.4 Knowledge of report

3.0 Expert Sweeney

W 4.0 Impeachment by plainkifF
5.0 Inconsistent statement
6.0 Mald timeline

7.0 Plaintiff's demeanor

HEEEE

m

8.0 Prima Farie retaliation
8.1 Causation
B 8.2Not terminated
8.3 No report
8.4 Knowledge of report
8.5 Statutory authority
9.0 Work histary <

[ipeladle Quick Marks
Include Annatations or Dac-Level Mokes with no Issues
[ rly inchude Annotations with all selected issues {"Match ll Issues")

[ nly inchuds results that contain Annotation Notes or Doc-Level otes

Figure 13-7. All Annotations Report Properties dialog box

2. Onthelssues tab,

* all of the issues in the case are selected by default. To exclude an issue from the report, clear its
check box.

* clear the Include Quick Marks check box, if desired.
¢ clear the Include Annotations or Doc-Level Notes with no Issues check box, if desired.

* select the Only include Annotations with all selected issues (“Match all Issues”) check box, if
desired.

* select the Only include results that contain Annotation Notes or Doc-Level Notes check box, if
desired.

3. Click the Data tab to display a list of all document types and data. By default, all document types
and data are selected. To exclude a document type from the report, clear its check box. To exclude
particular data from the report, click the document type containing the data, then clear the check
boxes for the data you want to exclude.

4. Click the Display tab to view a list of display options. You can
* in the Title box, type a title for the report, if desired.
* in the Sort By list, click an option.
* select or clear the appropriate check boxes.
* select the Include cover page when printing or saving check box, if desired.

5. Click the Context tab to display a list of context options. Select or clear the appropriate check
boxes.

6. Click the Authors tab to display a list of annotation authors. If you are working in a secure case on a
network, a list of all annotation authors is displayed. If you are working in the case offline, only
LocalUser is displayed. Select or clear the appropriate check boxes.
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7. Click OK. The Annotations report, which includes the lines you marked and the surrounding
questions and answers, is listed under Report in the left pane and the text of the report is displayed
on the Report tab in the right pane.

17 Gil Bower . DC Corporation -- Westlaw Case Notebook ol o=
File Edit View Realime Search Annotate Lsue FRepart Tools Help
i) Mew - gl Report~ @ _ ¢ 1 At-will | Bl Mot terminated | (3 Work history 4 Missed deadlines | 8 Knowledge of report _  Search P -
<« || diRepor x -
Transcripts ¥ All Annotations Report
i Y| 5 Properties | 100% = | i Print - | ] Save A | o Send -
Pleadings ¥ n
i ¥ 1to 10 of 149 results El
Key Facts ¥
Characters ¥
T || Transcripts
Report X & [£] pec 10, 2007 Evans, Walter
All Annetations Report [143 hits] Annotation Issues: [ 4.0 Impeachment by plainciff
(57 Properties Hit Annotation Author: LocallUser
Hote:
|21 5ort By Date -
3 Transcripts [30 hits] Sort By Hits Plaintiff may try to portray Parker as deceptive or incompetent based upon
3 Docurments [47 hits] ot B i Evans interpretation of Parker's fax, Pl. Ex 4.
3 Pleadings [22 hits] 4
(3 Research [29 hits] Serly et
(4 Key Fact [21 hits] Sort By Reverse Date the entire set of tests. Ailso, I explained
that this one set of tests were not what

Figure 13-8. All Annotations Report

When viewing the report, you can

* click the heading next to a document icon in the report to go to the location in the document where
the annotation appears.

* click the Hit arrows in the left pane to view the next or previous annotation in the report.

* click the Sort by arrow in the left pane to sort your report.

CREATING A VERBATIM SUMMARY REPORT

This is an Annotations report that includes only highlighted transcript text. To create a Verbatim
Summary report, first create an Annotations report. Then click the Properties button ( & properties) on the
toolbar above the report to display the All Annotations Report Properties dialog box. Click the Display
tab and clear all check boxes under Annotations. Then, click the Context tab. Under Transcripts, select
the Show annotated text check box and clear the Additional context check box, then click OK.

CREATING A NOTES REPORT

This report lists all of the annotations in a document that have a note, arranged in page and line order.
To create a Notes report, first create an Annotations report. Then click the Properties button (/& praperties )
on the toolbar above the report to display the All Annotations Report Properties dialog box. On the
Issues tab, select the Only include results that contain Annotation Notes or Doc-Level Notes check
box and click OK.

CREATING AN ATTACHMENTS REPORT

This report lists all of the annotations in a document that have an attachment, arranged in page and
line order. To create an Attachments report, first create an Annotations report. Then click the
Properties button (& rroperties ) 0N the toolbar above the report to display the All Annotations Report
Properties dialog box. On the Issues tab, clear the Include Quick Marks check box. Then click the
Display tab. Clear all check boxes under Annotations except the Attachment check box, then click OK.

Working with Annotations
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14 Working with Full Text Search

The Full Text Search feature enables you to search one or more documents in the open case for specific
terms.

Creating a Full Text Search

You can enter a search that consists of key terms from your issue and connectors specifying the
relationship between those terms. To create a search, complete these steps:

1.

Working with Full Text Search

On the Search menu, click Full Text Search. The Full Text Search Properties dialog box is displayed
(Figure 14-1).

Full Text Search Properties (-7 [3a]
Terms | Data

Terms: document w20 handwrittsn|

Recent: -] [ gear..

Comnect: & AND i Phrase
space oR % But not
L Rook: expander in within n terms of
* Universal character +n Preceding within n terms of

Figure 14-1. Full Text Search Properties dialog box

Formulate your search by choosing search terms significant to your issue and deciding which
connectors to place between your terms. To retrieve variations of terms, use the root expander (!)
and the universal character (*). To retrieve a phrase, place quotations marks (") around the
phrase.

For more information on creating a search, see “Formatting a Full Text Search” on page 100.

In the Terms box, type your search, e.g., document /20 handwritten. Or click a search in the
Recent list.

Click the Data tab to display all document types and data. By default, all document types and data
are selected, including the text of Doc-Level Notes. To exclude a document type from the search,
clear its check box. To exclude particular data from your search, click the document type
containing the data, then clear the check boxes for the data you want to exclude.

Click Groups to include a group in your search, if desired.



6. Click OK. Information about the search is displayed under Search Results in the left pane
(Figure 14-2).

To work with your search result, you can
* click alinein the result list to display that place in the result
click Edit (| 2lEdt ) to edit your search

click Report ( mlirerort ) to create a report for your search result

i ] New + g Report~ @ i 1 Atwill | 2] Notterminated | (8 Work hista

4 Missed deadlines | /& Knowledge of report _

Transcripts

Documents

Pleadings

Research

Key Facts

Characters

Outlines

R A T T

Search Results

dacument w/20 handwriten [213 hits]

L)Edit | g Report

2] Sort By Hits

pts
| -] Jan 10,2008 Bower, Gil R [28 Hits]
[) Dec 10,2007 Evans, Walter [11 Hits]
[] Jan 17,2008 Sweeney, Gerald Ph.D. [10 Hits]
[) Dec 12,2007 Roth, Cynthia 3 Hits]
[) Dec 11,2007 Parker, Sam [6 Hits]
[) Feb 24,2012 Reattime [6 Hits]
[ Documents [4 hits]
[3 Pleadings [64 hits]
[ Research [8 hits]
[ Key Fact [2 hits]
[ Annotation Mote [5 hits

Figure 14-2. Full Text Search result

click the Term (4| Tem ) arrows to view the next or previous search term in your result

click the Sort by arrow to sort your search result (Figure 14-3)

Sort By Hits
Sart By Title
Sork By Date

Sort By Reverse Date

Figure 14-3. Sort by list
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Formatting a Full Text Search

USING THE ROOT EXPANDER
Use the root expander (1) to retrieve words with variant endings. The root expander must always be
placed at the end of a term. For example,

Type To retrieve

contribut! contribute
contributed
contributor
contributing
contribution
contributory

Plurals and possessive forms are automatically retrieved without a root expander.

USING THE UNIVERSAL CHARACTER
Use the universal character (*) to represent one variable character. You can place the universal
character anywhere in a term except at the beginning. For example,

Type To retrieve
gr*w grew
grow

Note When you place one or more universal characters at the end of a term, you specify the maximum
length of that term.

USING CONNECTORS

Use connectors to specify the relationships that should exist between search terms in your retrieved
documents.

Type To search for documents that contain

& (AND) both terms

aspace (OR)  either term or both terms

/n terms within n terms of each other (where n is a number)

+n the first term preceding the second by n terms (where n is a number)

"

terms appearing in the same order as in the quotation marks

Type To exclude documents that contain

% (BUT NOT) the terms following the percent symbol

Creating a Search Report

This report lists the result retrieved when you run a search using the Full Text Search feature. To create
a Search report, on the Main Menu toolbar, click the Report button (aliRerort - ), then click Full Text
Search on the menu. See "Working with Full Text Search” on page 98 for information on running
searches.

Working with Full Text Search



15 Working with Auto Tags

Use Auto Tags to automatically highlight words or phrases as they appear in a document.

Creating Auto Tags
To create an Auto Tag, complete these steps:

1. On the Annotate menu, click Auto Tags. The Auto Tags dialog box is displayed (Figure 15-1).

Auta Tags (55
fut Tag o)
Show Auto Tags Colar:
ok [ cancel | [ Hep

Figure 15-1. Auto Tags dialog box

2. Click New. Then type the word or phrase you want to add to the Auto Tags list.
3. Select the Show Auto Tags check box to highlight Auto Tags in the document.
4. Click the Color arrow to select a color, if desired.
5. Click OK to save your changes. Your Auto Tags will be highlighted automatically throughout the
document (Figure 15-2).
Eile Edit Yiew Fealtime Search Annotate [ssue Report Tools Help
¢ Mews - gl Report - @ _ 3 1 Atawill | B Not terrinated | (30 Work histary | 4 Missed deadlines | 8 Knowiledge of report _ f Search
« || B vans, waler x|
Transcripts ES Evans. Walter
2] Sort By Tile "\l I8~ 5| hprint < | 100% - | (g Update Transcript | gilj Quick Mark Report | f
[] Jan 10, 2008 Bower, Gil R £ =
£ ] Dec 10,3007 Evans, Walter ¥7 =3 Connect Page 7 of 35
23 Annaotations (1item) 21 Q What were your typical duties while in th.
[23 Exhibits (5 iterns) 22| air quality division?
[ 3 Surrnary Iterns (35 iterns) 23 A I vizited various regulated facilities ir
[] Dec 11,2007 Parker, Sam ¥7 24| California and collected airp LR
[ Feb 24,2012 Realtime 25 agency assignments. I would bring alr,
[7] Dec 12,2007 Rath, Cynthia Y7 8:1| and my field reports to a third-party laborator
[5] Jan 17, 2008 Sweeney, Gerald Ph.D. 2 for further analysis.
] 0 During the time you were emploved at the
4 agency did you ever collect air from th
5| DC Corp facility in Wilmington California?
6 A No.
7 Q Did you ever collect air or inspe
g in any other way, any DC Corp facility?
Figure 15-2. Auto Tags
Managing Auto Tags

SHOWING AND HIDING AUTO TAGS

If you choose not to show Auto Tags when you create them, on the Annotate menu, click Auto Tags. The
Auto Tags dialog box is displayed. Select the Show Auto Tags check box and click OK. To hide Auto Tags,
clear the Show Auto Tags check box.

Working with Auto Tags
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Working with Auto Tags

DELETING AUTO TAGS
To delete an Auto Tag, complete these steps:

1.

2
3.
4

On the Annotate menu, click Auto Tags to display the Auto Tags dialog box.
Select the Auto Tag you want to remove and click Delete.
Repeat step 2 for each Auto Tag you want to delete.

Click OK to save your changes.

Creating an Auto Tag Report
This report lists all occurrences of the words and phrases in a transcript for which Auto Tags were
created, arranged in page and line order. To create an Auto Tag report, complete these steps:

1.

On the Main Menu toolbar, click the Report button (@liRerert - ), then click Auto Tags on the menu.
The Auto Tag Report Properties dialog box is displayed (Figure 15-3).

Buto Tag Report Properties o s
Terms|| Data || Display| | Context

Terms:  |samples

Figure 15-3. Auto Tag Report Properties dialog box

Click the Data tab to display a list of all document types and data. By default, all document types
and data are selected. To exclude a document type from the report, clear its check box. To exclude
particular data from the report, click the document type containing the data, then clear the check
boxes for the data you want to exclude.

Click the Display tab to view a list of display options. You can

* in the Title box, type a title for the report, if desired.

* in the Sort By list, click an option.

* select or clear the appropriate check boxes.

* clear the Highlights check box, if desired.

* select the Include cover page when printing or saving check box, if desired.

Click the Context tab to display a list of context options. Select or clear the appropriate check
boxes.



5. Click OK. The Auto Tag report, which includes the lines with the Auto Tags and the surrounding
questions and answers, is listed under Report in the left pane and the text of the report is displayed
on the Report tab in the right pane (Figure 15-4).

[11], Gil Bower v. DC Corporstion -- Westlaw Case Motebook (=% ECR =<=|
File Edit ‘iew Realtime Search Annotate Issue Report Tosls Help

i) New + g Report~ &% _ 1 Atwill | 2] Notterminated '@ Work history | 4 Missed deadlines | '8 Knowledge of report _ i Search P -

« H’hRepm x} -

Transcripts ¥ Auto Tag Report
poctme s P S Praperties 100% - b Print - o Save s o Send -
Pleadings ¥ g
fesoarch “| 1to 10 of 29 results |5|
Key Facts ¥ -
Characters ¥
e o || Transcripts
Report X 2 | [] pec 10, 2007 Evans, Walter
Auta Tag Report [23 hits]
S Properties Hit

:? P b Page: 7

2] Sart By Title - 1

0 Where did you go to college?
[ Transcripts [10 hits] Sort By Hits b University of Redlands.
] 5 [19 hit: 0 What year did you graduate?
[0 Docurnents [19 hits] Sart By Title Y 1om.
Sart By Date Q What degree did you receive and in what

field of study?
& I received = bachelor of science degree
in biology.
0 Did you attend graduate school.

Sart By Reverse Date

I R R R X

Figure 15-4. Auto Tag report

When viewing the report, you can

* click the heading next to a document icon in the report to go to the location in the document where
the Auto Tag appears.

* click the Hit arrows in the left pane to view the next or previous Auto Tag in the report.

* click the Sort by arrow in the left pane to sort your report.
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16 Working with Data Groups

You can organize document types and data into groups and sub-groups. For example, you can create
groups based on the different types of witnesses in a case, such as character witnesses and expert
witnesses. When you assign data to a group, the data is displayed under the group folder in the left
pane (Figure 16-1). You can also select a group when you are preparing reports or creating searches to
ensure all the document types and data you need are included.

Transcripts

“®

Documents

»

2] Sart By Data Groups -

= 1 Bower Depao 2
B hay 15, 2006 Ernail - RE abaterment project
B May 17, 2006 Ernail - RE abaterment project
B May 22, 2006 Email - RE hold Abatement Upda
B hay 18, 2006 Ermail - RE Questions on latest lab
B Jun 15, 2006 PIP from DC Corp - Exhibit 29
= [ Defendant Pleadings
1 Defendant Affidawvits
[ Defendant &nswers
[ Defendant Discovery
[ Defendant botions
[ Plaintiff Expert Witnesses
[ Plaintiff Pleadings
3 Sumrmary Judgment

| »

m

Figure 16-1. Documents organized into data groups

Creating a Data Group
To create a data group, complete these steps:

1. On the Main Menu toolbar, click the New arrow, then click Data Group on the menu. The Manage
Data Groups dialog box is displayed (Figure 16-2).

Manage Data Groups (-7 [3a]
4 Mew | afk Renare | 53 Copy | 74 Paste | X Delete
Data Group [ Type
=1 Groups [C] L3 Transcripts
[ Bowver Depa 2 |71 £33 pocuments
(2] 3 Defendant Pleadings [ 3 Pleadings
) [ Plaintiff Bxpert Witnesses E =] Rest.aarch
(£ 3 Plaintiff Pleaings = S g””':est
ey Facts
(3 £ Surnrmary Judgrnent F o cherectare
(= S Timelines [7] 23 annotation Motes
= i Trial [7] 3 Doc-Level Motes
=]
a4 L ] 3

Figure 16-2. Manage Data Groups dialog box

2. Click the New button on the toolbar.

3. Type the name of the group, e.qg., Plaintiff Expert Witnesses.



4.

5.

Note To create a sub-group for a group, click the group name, then click the New button on the
toolbar and type the name for the sub-group under the group.

Click a data type in the center pane, then select the check boxes for the data you want to include in

the group or sub-group. If you select the check box for the data type, all data items are

automatically selected.

Click OK.

Editing Data Groups
To add document types and data to a group or remove them from a group, complete these steps:

1
2.

3.

On the Tools menu, click Manage Data Groups. The Manage Data Groups dialog box is displayed.
Select the group you want to edit. You can

* click the Rename button on the toolbar, then type a new name for the group.

* select or clear the appropriate check boxes for the data you want to include or exclude.

Click OK.

Using Data Groups in Reports
To create a report using data groups, complete these steps:

1.

On the Main Menu toolbar, click the Report button (iiR=rart =), then click the type of report you
want to create, e.g., Issues.

In the Properties dialog box that is displayed, click the Data tab, then click Groups. The Select Data
Groups dialog box is displayed.

Select the group or groups you want to include in the report and click OK.

Click OK again to create the report.

Using Data Groups in Full Text Searches
You can run full text searches using data groups. To conduct a search using data groups, complete
these steps:

1.

5.

On the Search menu, click Full Text Search. The Full Text Search Properties dialog box is
displayed.

In the Terms box, type a search, or click a search in the Recent list.
Click the Data tab, then click Groups. The Select Data Groups dialog box is displayed.

Select the group or groups you want to include in the search and click OK. The Full Text Search
Properties dialog box is redisplayed.

Click OK to run the search.

See "Working with Full Text Search” on page 98 for more information on using the Full Text Search
feature.

Sorting by Data Groups

Use the Sort by Data Groups feature to view transcripts, documents, pleadings, and research
documents sorted by data groups. For example, to view documents listed in the data groups, click
Documents in the left pane, then click the Sort By and click Sort By Data Groups on the menu. The
documents are listed in the data group folders to which they were assigned.

Working with Data Groups
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1/ Transferring Document Text

You can copy text or a portion of a document and paste it into an outline in Case Notebook or other
applications. For each document type, you will need to make certain that the appropriate button used
for copying text is displayed. To display a button, click the Annotate Mode button (I -) on the toolbar
above the document in the right pane, then click the appropriate button from the menu (Figure 17-1), as
discussed below. The menu choices will vary depending on the document type you are viewing.

B .| & 100% + | gy Update Te
Tle select Mode

18 annotate Mode
T Apply Issue Mode

I |copy
T | copy (with Page and Line)

Figure 17-1. Copy buttons

Transferring Text of a Transcript

When viewing a transcript, you can transfer the transcript citation with the text, which includes the
following details:

* name of the transcript
* page number (or numbers if copied text spans more than one page)
* line numbers
* date of the transcript
To transfer transcript text with the transcript citation, complete these steps:
1. Make certain the Copy (with Page and Line) button (Ii# =) is displayed.
2. Select the text you want to copy.

3. Open an outline in Case Notebook or open another application and paste the text you have copied.

For example, to paste the text into Microsoft Word, press Ctrl+V or click Paste on the Edit menu in
Word (Figure 17-2).

19 A, Justwhat|said, Thiswas a rigged-up

20 document. Sotheydemanded that|sign it. | was
21.afraid fonatsignit.so ) signgdif, Butthenlwrote
22 down, nder protest.

(Bower, Gil R, 13:19-13:22 lan. 10, 2008)

Figure 17-2. Transcript text with citation in Word

Transferring Text of a Document or Pleading

To transfer the text of a document or pleading that is a word-processing document, complete these
steps:

1. Make certain the Copy button (I -) is displayed.

2. Select the text you want to copy.

Transferring Document Text



3. Open an outline in Case Notebook or open another application and paste the text you have copied.

For example, to paste the text into Microsoft Word, press Ctrl+V or click Paste on the Edit menu in

Word.

If you are viewing a document or pleading that is an image file or PDF file, you can transfer a portion of
the document or pleading. To transfer a portion of a document or pleading, complete the following
steps:

1.

2
3.
4

Make certain the Select Mode button ( *: -) is displayed.
Select the portion of the document you want to copy.
On the Edit menu, click Copy.

Open an outline in Case Notebook or open another application and paste the text you have copied.

Transferring Text of a Research Document
If you are viewing a Westlaw document, you can transfer the citation with the text. To transfer text with
its citation, complete these steps:

1.
2.
3.

Make certain the Copy (with Citation) button (I& - ) is displayed.
Select the text you want to copy.

Open an outline in Case Notebook or open another application and paste the text you have copied.
For example, to paste the text into Microsoft Word, press Ctrl+V or click Paste on the Edit menu in
Word.

Transferring Document Text
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Using the Word Index

18 Using the Word Index

The Word Index contains an index of words and numbers in a document along with their corresponding
page and line numbers (Figure 18-1). When you are connected to a real-time session, the Word Index is
updated every 15 seconds. Use the Word Index to search for a term in the document. Type the term in
the box to the right of the document to display the pages and lines where the term is found in the
document.

To see the term in context, point to the page and line reference. The question and answer in which the
term appears is displayed.

Note If you do not see the question and answer in which the term appears, you must change the Word
Index display options. For further information, see “Selecting Word Index Display Options”
below.

To display the term in the document, click the page and line reference.

E) Bower, GIlR X | - In the Word Index box, type
Bawer, Gil R the term you want to find.
Tre= (3¢ dehPrint = 100% - [y Update Transcript | gl Quick Mark Report | 3 terminated” - ' '
. B —— l‘z’Umil"ﬂmd . Point to the page and line
ow, sir, isn't it -- isn't it tue that 15 EirigrEd—— i
1z A Oh, okay. hothing sboLt this particular document indicates that|21: 25 2212 — reference to see your termin
13 Q. Exhibit 29 you're being terminated from the facility; isn't that z&%—ﬁjﬁ/ context.
— n1an | tue? i
14| Improvement Plan. A Mo, Yeah Thatste. It doesrit sz gL, 7,8
15 A, Yeah. anything about that in the document srmination
16 Q. Now, sir, isn't it -- isn't it tru t23=3
17 | nothing about this particular document indi. elrsn:lzsz
18| you're being from the facility;, test
19 | true? 7:13 8:1

Figure 18-1. Word Index

Selecting Word Index Display Options
To select Word Index display options, on the View menu, click Display Options. The Display Options
dialog box is displayed. Click the Word Index tab ((Figure 18-2). You can specify

* whether you want to see your term in context when you point to the page and line reference in the
Word Index

* how much document text you want displayed when viewing a term in context in the Word Index. If
you select QA Pair, the entire question and answer in which the term appears is displayed. In the
alternative, you can designate the number of lines to be displayed above and below the term

* the types of documents in which to display the Word Index



Click OK to save the Word Index display options.

Display Options

| General | Transcript | Word Index | character

S Ex

Word Indesx

[7] Show Preview

Q4 Pair

Number of lines above
" and balow

z

Display Word Index
Transcripts - Realtime

ranscripts - Historical

oeuments
leadings
Research

Figure 18-2. Display Options dialog box
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19 Connecting to LiveNote Realtime

You can connect to a LiveNote Realtime session using
* aserial connection
* LiveNote Stream via Westlaw Case Notebook or Microsoft Internet Explorer

* your local network using an Ethernet cable or wireless connection

Connecting with a Serial Connection

If you want to connect to LiveNote Realtime using serial cables, your computer must have a serial port.
If you have only a USB port available, you will need to provide a USB to serial adapter. (For information
about serial adapters, download a free copy of Connecting to LiveNote Realtime at store.westlaw.com

/support/user-guide/livenote-case-notebook.aspx.) Contact the court reporter to schedule the session.

To connect to LiveNote Realtime using serial cables, complete these steps:

1. Onthe Main Menu toolbar, click the New arrow, then click Realtime Transcript on the menu. The
Connect to Realtime dialog box is displayed (Figure 19-1).

Connect to Realtime S|
Connerct via Serial Options
() LiveMote Stream ERir Gy
e LweN?te Local Straam B

() Simulation Serial Pork: | COML -

Lines Per Page: 25

Tharmson Reuters
hittp:/west.thomson, comfproducts/services/case-notebookfuser-resources. aspx
1,800,290, WEST (3378)
Acknowledgement:
By dicking on "Connect” below, I acknowledge that I will be receiving a rough and
uncertified draft transeript, and that T am not Foregoing ordering a Final, certified
transcript, which may differ in both pagination and content: from the draft. Ialso

acknowledge that T will be responsibls For any applicable Fees assacisted with connecting
talive video,

[Ccomnect || cancel [ Hep |

Figure 19-1. Connect to LiveNote Stream dialog box

2. Select Serial. The court reporter will give you the necessary settings for connecting to the reporter’s
CAT system. You will need to know the required serial port setting.

3. Click Connect.

Using LiveNote Stream

LiveNote Stream allows you to connect to LiveNote Realtime via the Internet. You can access LiveNote
Stream through Case Notebook software or Internet Explorer.

The court reporter must schedule the session 24 hours in advance if you want to use LiveNote Stream to
view transcript text or /2 hours in advance to view video and text. LiveNote Central will send you an
email with the required username and password.

Note In order to view the video segment, you must use Internet Explorer and Windows Media Player 9
or later. You must also unblock pop-up windows.

Connecting to LiveNote Realtime
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ACCESSING LIVENOTE STREAM THROUGH CASE NOTEBOOK

To connect to LiveNote Stream through Case Notebook, complete these steps:
1.

vk W

6.

On the Main Menu toolbar, click the New arrow, then click Realtime Transcript on the menu. The
Connect to Realtime dialog box is displayed (Figure 19-2).

Connect to Realtime (=23
Connect via Stream Qptions
@ Uiveficke Strean Mo token nesded. Internet access

() LiveMoke Local Stream 31 Play live video (f available)

) Seridl

) Simulation

Thomson Reuters
hitp: et thomson comjproducts{services/case-notebookjuser-rasources. aspx
1,800,290, WEST (9378)
Acknowledgement:
By clicking on "Connect” below, T acknawledgs that [ will bs recsiving a rough and
uncertified draft transeript, and that T am nat foregeing erdering a final, certified
transcript, which may differ in both pagination and content from the draft. 1 ako

acknowledge that I will be responsible for any applicable fees associated with connecting
ta live viden,

[ commest || cameel || Help |

Figure 19-2. Connect to LiveNote Stream dialog box

Select LiveNote Stream.

Select the Play live video (if available) check box.

Click Connect. The LiveNote Stream Login dialog box is displayed.

Type the username and password sent to you by LiveNote Central and click OK. The Connect to

LiveNote Stream dialog box is displayed.

Select the session you want to attend and click OK.

ACCESSING LIVENOTE STREAM THROUGH INTERNET EXPLORER

You do not need Case Notebook software to access LiveNote Stream through Internet Explorer.

To access LiveNote Stream through Internet Explorer, complete these steps:

1.

Go to www.livenote.com/stream.

2. Type the username and password sent to you by LiveNote Central and click Go to display a list of

your sessions.

3. Select the session you want to attend and click Go. The Realtime transcript text and video are

displayed (Figure 19-3).

LIVENOTE STREAM

Login to live depositions via the Internet

CONNECT 22> SCHEDULE 2> LEARN MORE 22>

toa current session afuture session
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13 Q. The duffel bags that you recall seeing, where were they,
14 if you can show us on the diagrem marked People's 37

. Did you do anything with those duffel bags?
. TYes. T asked 0.1. Simpson where he would like them, if
e would want them in the trunk or in the car. He asked

e to put those £wo duEfel bags inside the limousine.

. Wow, did you have a conversation with the white male?

. At what point did you have a conversation with hiw?
. After he let me in, T opened the trunk to the car and

from -- from the inside of the car and then I stepped
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Figure 19-3. LiveNote Stream session via Internet Explorer

Connecting to LiveNote Realtime

m



ACCESS TO FEATURES IN LIVENOTE STREAM

When you view access LiveNote Stream using Internet Explorer, you are able to hear the audio and see
the video and streaming transcript text. You can also stop and start the transcript text. When you
access LiveNote Stream using Case Notebook software, you have access to all the tools in Case
Notebook. Below is a chart showing the features available with LiveNote Stream.

Case Notebook LiveNote Stream LiveNote Stream
Features Through Internet Explorer ~ Through Case Notebook

Audio | [ |

Video

Instant messaging

Streaming transcript text

Start and stop text

Word Index

Saved transcript

Quick Marks

Issue Marks

Annotations

Auto Tags

Full Text Search

Reports

Using LiveNote Local Stream

Case Notebook provides the ability to connect to LiveNote Realtime using an Ethernet cable or a
wireless router. The court reporter will provide a username, password, and the server IP address for
each participant to log in to the session.

To connect to LiveNote Stream using your local network, complete these steps:

1. Onthe Main Menu toolbar, click the New arrow, then click Realtime Transcript on the menu. The
Connect to Realtime dialog box is displayed (Figure 19-4).

Connect to Realtime (==

Connect via Local Stream Options

(7 LiveMoke Stream Server IP:  Enter Server IP Address

weNote Local Stream? Server Fort: 443

() Simulation

Thomson Reuters
hiktp:Jwest.thomson, comjpraducks/services/case-notebookjuser-resources. aspx
1,800,290, WEST (3378

acknowledgement:
By clicking on "Connect” below, T acknowledge that [ will be receiving a rough and
uncertified draft transcript, and that T am not foregeing ordering 3 final, certified
transcript, which may differ in both pagination and conkent fram the draft. 1 ko
acknowledge that T wil be responsible for any applicable fees associated with connecting
tolive video,

[Ccomnect || cancel [ Hep |

Figure 19-4. Connect to LiveNote Stream dialog box
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2. Select LiveNote Local Stream.

w

In the Server IP box, type the server IP address provided by the court reporter.

Note You can click Find to retrieve the server IP address once the session has started, if necessary.
In the Server Port box, type the server port number.

Click Connect. The LiveNote Stream Login dialog box is displayed.

Type the username and password provided by the court reporter in the appropriate boxes.
Click OK.

N o s

Working with Realtime Refresh

The Realtime Refresh feature allows the court reporter to make corrections to a transcript during a
LiveNote Realtime session and for the participants to view those corrections in real time. If you are
participating in a LiveNote Realtime session and are connected using LiveNote Stream or LiveNote
Local Stream, the Realtime Refresh feature works automatically. If you are participating in a session

using a serial connection, in the Connect to Realtime dialog box, after clicking Serial, in the CAT Output
list, click Bridge.

Connect to Realtime ==
Connect via Serial Options
© Livetits stream | car cutp: |
() LiveMote Local Stream e -
@) Serial
() Simulation Serial Pork: | COML -

Lines Per Page: 25

Thomson Reuters
hitp: fwesst. tharmson, corjiproducts services/case-notebook {User-resour ces, aspx
1,800,290, WEST (9378)
Acknawledgement:
By dicking on "Connect” below, I acknowledge that I will be receiving a rough and
uncertified draft transcript, and that T am nak Foregaing ordering a Final, certified
transcript, which may differ in both pagination and content: from the draft. Ialso

acknowledge that T will be responsibls For any applicable Fees assacisted with connecting
talive video,

[ comnect ][ cancel ][ el

Figure 19-5. Connect to Realtime dialog box
To use Realtime Refresh, the court reporter must be using CAT software that utilizes Bridge refresh

protocol. Bridge is auto-refresh technology made available by some CAT software makers, such as
Eclipse. As a participant, you must have Case Notebook 3.0 or later installed on your computer.

Connecting to LiveNote Realtime
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20 Working with a Transcript in
LiveNote Realtime

Case Notebook provides you with tools that are easy to use even when you are working with a transcript
in LiveNote Realtime. You can stop and start the scrolling text, annotate the text, and do quick word
searches at the same time that you are listening to what the deponent or witness is saying. You can also
annotate and search existing transcripts.

Starting and Stopping Text
To stop the scrolling transcript (Figure 20-1),

* click Pause on the toolbar above the transcript
* press the Esc key
To browse the text of the transcript,
* use the scroll bar on the right
* press the Page Up and Page Down keys
* press the arrow keys
* press Ctrl+Home to go to the top of the text
* press Ctrl+End to go to the end of the text
To restart the scrolling transcript,
* click Pause

* press the Esc key

B Reattime x| To stop the scrolling text, click Pause or
O press the Esc key. To restart the scrolling
text, click Pause or press the Esc key
T8 - | & seoPrint - 100% - | D0 Pause [ 5[ Quick Mark Report | £ 48 Disconnect again
Page 1of 2
1) Here begins the videotaped depositic-]  Use the scroll bar to browse the text of
2| il Bower, Tape 1, Volume I, in the matter of 4 the transcript
3| versus DC Corporatieon, in the U.S. District ¢ pt.
4| the Northern District of California. Case N
5| 3:05-C7 -- excuse me, dash, CV-50991.
[ Today's date is January 10th, 2008,
7| time on the wideo moniter iz 3 o'clock.
8 The wideo operator today iz James Ar

Figure 20-1. Starting and stopping transcript text

Using Quick Marks

Quick Marks are marks at the line number in the margin of a transcript. They are the simplest form of
annotation in Case Notebook and are displayed as a solid bar in the default Quick Mark color. You can
use them as place markers in the text for which you can run searches and generate reports.

To insert a Quick Mark (Figure 20-2)
* press the spacebar on your keyboard
* click a line number

Quick Marks are located in the Unassigned folder within the Annotations folder under the transcript in
the left pane. Click the plus symbol (+) next to the transcript to view the Annotations folder, then click

Working with a Transcript in LiveNote Realtime



the plus symbol next to the Unassigned folder to view the Quick Marks. Double-click a Quick Mark
reference in the folder to jump to the Quick Mark in the transcript.

To delete a Quick Mark, click it in the margin of the transcript.

« || [ Bower, GilR |
LTI 2 Bower, Gil R
2] Sort By Tile T| I8~ & mPrint - 100% - (3 Update Transcript | gif Quick Mark Report | £
2 1] Jan 10, 2008 Bawer, Gil R & -
= [ Annotations (16 items) == Connect Page 21 of 28
- Dy LI Mo UL LIS udy —- U8 [IKSU LU poLlOL. |
@LJIECAt::\ EZ:;:Z; 24 Q. 8o he said -- he actually said you
® T‘U Plaintiff's demeanor (L itern) 25| terminated? What were his exact words?
=M 3‘2 Mot terminated (2 itemns) 2R ik AL His exact words were, If you do no
: . 2| by the snd of the day, you will be tsrminat
g g‘a\’:::rr:ﬁ::uuli:i:ims) £ 3 I -- wou don"t forget that.
9‘2P k’yrf 30 4 Q. All right, sir. Well, reading fro
g‘BV:‘DJ:::r r::i Z;Tz:cagt;:)mS) 5 A Especially not when somebedy's poi
® 9‘4kati:elmf(1‘tem) 3] Q. Reading from the certified electro
B._J[Llﬂassi ned] (4 iterns) 7| transcript of Mr. Parker, and I'm citing fr
1119 tghis s ey 8| lines 7 through 14, when Mr. Parker was ask
; 4 - N 9| this -- this incident -- well, before I get
2125 terminated? Whatwere his sxactwor 10 ] et Tiree domh: oot FE it
222 recommend? He didn't actually fire 5 Eia“éai]’;;; ;z‘;llyldid i;-SI_‘_ i;- sa?“ihatahe
2219 You will be terminated, g
5 faitt )
& [ Exhibits (4 items) 1z l.recommer.ld. He didn't actually f:Lre.you. H

Figure 20-2. Quick Mark

Quick Marks Report
This report lists all Quick Marks and Issue Marks in a transcript, arranged in page and line order.

To create a Quick Marks report for the transcript you are viewing, click the Quick Mark Report button
(il uick mark Report ) 0N the toolbar above the transcript in the right pane. The report is displayed on the
Report tab in the right pane.

To create a Quick Marks report for one or more transcripts, complete these steps:

1. On the Main Menu toolbar, click the Report button (alirerert - ), then click Quick Marks on the
menu. The Quick Mark Report Options dialog box is displayed (Figure 20-3).

Quick Mark Report Options =

Issues || pata || Display || context || Authors |

My Top Issues All Tssues 5
1.0 At-wil 1.0 At-wil
8.2 Hot terminated 2.0 Damages

9.0 Work history
9.1 Missed deadiines
8.4 Knowledge of report

2.1 Jurisdictional amount
3.0 Expert Sweeney
4.0 Impeachment by plainkiff
5.0 Inconsistent statement
6.0 Mald timeline
7.0 Plaintf's demeanar

I,

8.0 Prima Facie retaliation
8.1 Causation
5.2 Not terminated
.3 o report
8.4 Knowledge of report
5.5 Statutory authoriy
9.0 Work Fistory -

Inclade Quick Marks

Figure 20-3. Quick Mark Report Options dialog box

2. All of the issues in the case are selected on the Issues tab by default. To exclude an issue from the
report, clear its check box.

3. Click the Data tab to display a list of transcripts. By default, all transcripts are selected. To exclude
a transcript from the report, clear its check box.

4. Click the Display tab to view a list of display options. You can
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* in the Title box, type a title for the report, if desired.

* in the Sort By list, click an option.

* select or clear the appropriate check boxes.

* select the Include cover page when printing or saving check box, if desired.

5. Click the Context tab to display a list of context options. Select or clear the appropriate check

boxes.

6. Click the Authors tab to display a list of annotation authors. If you are working in a secure case on a
network, a list of all annotation authors is displayed. If you are working in the case offline, only
LocalUser is displayed. Select or clear the appropriate check boxes.

7. Click OK. The Quick Marks report, which includes the lines you marked and the surrounding
questions and answers, is displayed on the Report tab in the right pane (Figure 20-4).

{4] Gil Bower v. DC Carparation -- Westlaw Case Notebaok

1 At-will | 2] Mot terrminated

File Edit View Realtime Search Annotate Issue  Report Taools

{0 Mew - gl Report+ @Y _

3 Wark history

Help

4 Missed deadlines | 5 Knowledge of report _ f Search

«

Transeripts

Documents

Pleadings

Research

Key Facts

Characters

Outlines

Report
Quick Marks Repart [4 hits]
% Properties

x

E 3 R I IO I IR Y

[ dReport x|

Quick Marks Report

A0 Properties

100% ~ | s Print » | [ Save As | = Send -+

| [£] Tan 10, 2008 Bower, Gil R

| 21 Sort By Title

= d Transcripts [3 hits]
[] Jan 10, 2008 Eo
[] Dec 11, 2007 Pai
[ Jan 17, 2008 S

Hit |
Sort By Hits
Sort By Title
Sort By Diate

Sart By Reverse Date

Annotation Tssues:
Annotation Author:

2.0 Uork history
Locallser

Page: 11

ME. MoAVOY: Okay. For the record, prior to
the deposition today, I circulated a binder of premarked
exhibits or a collection of prewarksd exhibits
containing Exhibits 1 through 50.

ind actually, I now have also, from counsel, a
new document, which I'll wark right now as Exhibie 51,

Sir, I'm going to ask you to direct your
attention to Exhibit 5, which, for the record, is a
March 3, 2005, interoffice weworandum with Homer
Plastics letterhead to yourself frow Brect Beck,
tuo-page document .

And while you get that and look at that,
going to wark as Exhibit 51 what appears to be an
identical document, except that it bears a handuritten

I'm

(5

Figure 20-4. Quick Marks report

When viewing the report, you can

* click the heading next to a document icon in the report to go to the location in the document where
the Quick Mark appears.

* click the Hit arrows in the left pane to view the next or previous Quick Mark in the report.

* click the Sort by arrow in the left pane to sort your report.

Using Issue Marks

An Issue Mark is @ mark at the page and line number in the margin of a transcript that corresponds to a
particular issue on the Main Menu toolbar. The Issue Mark color is the same as the color of the issue. To
insert an Issue Mark, on the Main Menu toolbar, click an issue button, then click a line number (Figure

20-5).

Issue Marks are displayed with their associated issue in the Annotations folder in the left pane. Click the
plus symbol (+) next to the transcript to view the Annotations folder, then click the plus symbol next to
the issue to view the Issue Mark. Double-click an Issue Mark reference in the folder to jump to the Issue

Mark in the transcript.
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To delete an Issue Mark, click it in the margin of the transcript.

§ £ New - ijReport= @ _ ¢ 1 Atuill | [8 Not terminsted 13 Work history | eadlines | 5 Knowledge of report _ § Search

On the Main Menu

<« || ) Bowen, stk x|

— toolbar, click an issue

Transcripts
2] Sort By Title
= 1) Jan 10,2008 Bower, Gil R Em
= 3 Annetations {16 items)
[ Doc-Level {0 items)
10 Atwill (2 itemns)

.3 Mo report (1 item)
.0 Wiark history {6 items)

Figure 20-5. Issue Mark

7.0 Plaintiff's demeanar (1 item)
.2 Mot terminated (2 items)

hI1l mark rig

»

Bower. Gil B

button, then click a line

T8~ (5 dhPrint - 100% - (g3 Update Transcript ﬁQui:ka =1

number to place anlssue
Markin the margin of the

== Connect

transcript.

Double-click an Issue
Mark reference to jump
I~ toits location in the
transcript.
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21 Working with Video in Transcripts

Playing Video Segments

If the transcript you are viewing has a video associated with it, you can view the portion of the video that
is synchronized with the transcript. To view the video, right-click anywhere in the transcript, then click
Play Video. To play a video segment that is associated with an annotation, right-click in the annotation
and click Play Video Segment on the menu.

Creating Annotation Video Segments

If a transcript has been synchronized with video, you can convert the transcript text to a video segment
and save it. You can create a single video segment from a single annotation or create multiple video
segments from an Annotations report.

CREATING A VIDEO SEGMENT FROM A SINGLE ANNOTATION
To create a single video segment from an annotation, complete these steps:

1.

Double-click an annotation in the left pane. The highlighted text of the annotation is displayed in
the right pane.

Right-click in the annotation, point to Send on the menu, then click Video File. The Save As dialog
box is displayed.

. Click a location for the file.

3
4.
5
6

In the File name box, type a different file name, if desired.

Click Save. The message Would you like to view the new video clip now? is displayed.

. Click Yes to view the video segment.

CREATING MULTIPLE VIDEO SEGMENTS FROM AN ANNOTATIONS REPORT
To create multiple video segments from an Annotations report, complete these steps:

1.

In the left pane, right-click the Annotations folder, then click Report. The Annotations report is
displayed on the Report tab in the right pane.

Click Send at the top of the report, then click Video File on the menu. The Save As dialog box is
displayed.

3. Click a location for the file.

In the File name box, type a different file name, if desired.

5. Click Save. The message Video files saved successfully. Would you like to open the containing

folder now? is displayed.

Click Yes to open the folder in which the video segments are stored. The page and line ranges are
added to the video segments.

Working with Video in Transcripts



EDITING VIDEO SEGMENTS

To edit the start and end time for a video segment that is associated with an annotation, right-click in
the annotation and click Edit Annotation on the menu. The Annotations Properties dialog box is
displayed. Click the Video tab, make your changes in the appropriate boxes, then click OK (Figure 21-1).

Bnnotation Properties -7l

Annotations [ | = Send - | @

Cverview | Nots | Tssuss | Key Facts| Viden |

Source Yideo

vidso: gb011008kapel.wiv

Start Play st Pagsiline:  10:24

B0

Start Time:  00:07:08.880 v
End Time:  00:08:17.115

Figure 21-1. Annotations Properties-Video tab

Transferring Annotations to Microsoft PowerPoint

You can transfer annotations and video segments to Microsoft PowerPoint and have them embedded in
PowerPoint slides. Each annotation creates a separate slide. You can create a slide from a single
annotation or multiple slides from an Annotations report.

Note Itis recommended that you use short annotations for each PowerPoint slide. If you need a longer
excerpt, transfer multiple annotations from a report to create a single PowerPoint presentation
with a slide for each annotation.

Also, when you transfer annotations to PowerPoint from transcripts with associated videos, you have
the option of saving both the PowerPoint file (PPT) and the video clip (WMV). If you want to share the
PowerPoint presentation with someone else, you must include the associated WMV file for the
embedded video to play.

CREATING A POWERPOINT PRESENTATION FROM A SINGLE ANNOTATION
To create a PowerPoint presentation from an annotation, complete these steps:

1. Double-click an annotation in the left pane. The highlighted text of the annotation is displayed in
the right pane.

2. Right-click in the annotation, point to Send on the menu, then click PowerPoint. The Save As
dialog box is displayed.

Select a location for the file.
In the File name box, type a different file name, if desired.

Click Save. The message Would you like to open the presentation now? is displayed.

o vk W

Click Yes to view the PowerPoint presentation. To create another PowerPoint presentation, close
PowerPoint.

CREATING A POWERPOINT PRESENTATION FROM AN ANNOTATIONS REPORT
To create a PowerPoint presentation from an Annotations report, complete these steps:

1. In the left pane, right-click the Annotations folder, then click Report. The Annotations report is
displayed on the Report tab in the right pane.

Working with Video in Transcripts
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2. Click Send at the top of the report, then click PowerPoint on the menu. The Save As dialog box is
displayed.

Click a location for the file.
In the File name box, type a different name for the file, if desired.

Click Save. The message Would you like to open the presentation now? is displayed.

o vk W

Click Yes to view the PowerPoint presentation. To create another PowerPoint presentation, close
PowerPoint.

SAVING POWERPOINT FILES WITH THE SAME NAME
If you save a PowerPoint file with a name that already exists, the Existing PowerPoint File dialog box is
displayed. Click Append slides to existing presentation to add slides to the existing presentation.
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Appendix

Using Issues to Create an Errata Report

The deponent has the option of reviewing the transcript after the deposition. If the deponent finds
errors in the transcript, you can easily mark those places in the transcript and create an Errata report. To
create an Errata report, complete these steps:

1.

10.

Create an issue named Errata (see "Working with Issues” on page 86) and add it to the Main Menu
toolbar.

Make certain the Annotate Mode button (I8 -) is displayed on the toolbar above the transcript in
the right pane.
Click the Errata button on the Main Menu toolbar.

Select the text in the transcript that the deponent reports is in error. The Annotation Properties
dialog box is displayed.

Type any information regarding the error in the Note box, e.g., Witness says name should be Joan,
not John. Click OK.

Right-click the Annotations folder under the transcript in the left pane and click Report. The report
is listed under Report in the left pane and the text of the report is displayed on the Report tab in
the right pane.

Click the Properties button (& reperties ) on the toolbar above the report to display the All
Annotations Report Properties dialog box.

On the Issues tab, clear all check boxes except the Errata check box.
Select the Only include Annotations with all selected issues (“Match all Issues”) check box.

Click OK. The report is redisplayed on the Report tab in the right pane with only the Errata
annotations.
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Appendix

Converting ReallLegal Binder Cases to Case Notebook Cases

When you open a ReallLegal Binder case in Case Notebook, the properties for the case may or may not be

converted. The following chart describes how the ReallLegal Binder case properties are converted.

ITEMS THAT ARE CONVERTED

ITEMS THAT ARE NOT CONVERTED

Transcripts

¢ transcript text

* transcript properties: Type, Status, Last,
First, Volume, Date, Title, Taking Attorney,
For, Comment

* links to documents from transcripts

* signature for signed transcripts
(version 7.0 and later)

* video sync information

Transcripts

* transcript properties: Time, Plaintiff,
Defendant

Documents
* document contents

* document properties: Type, Author,
Recipient, Bates Range, Date, OCR
information

Documents
* document properties: Title

* exhibit check box data, exhibit number,
exhibit prefix

Annotations
 all annotations
* issues, including name and color
e attachment URLs are preserved

* comments converted to notes

Annotations
* chronology date
¢ active issue properties

* annotations authors only converted when
imported into a secure case

Search groups
* search groups converted to data groups

* search group name converted to data group
title

* transcripts and documents from the search
group converted to data group

Search groups

* preprogrammed search groups that come
with Reallegal Binder

* saved reports



Prompts and Messages for Video and PowerPoint

You may receive the following warnings and error messages when transferring files as video or to
PowerPoint.

The file [PowerPoint file name] already exists. Do you want to append slides to existing presentation
[or] overwrite existing file?

In most cases you will want to append or add slides to the existing PowerPoint presentation. Refer to
"Transferring Annotations to Microsoft PowerPoint” on page 119 for more information.

The file is open in PowerPoint. Please close PowerPoint and retry.

PowerPoint needs to be closed when you are creating a presentation or appending slides to an existing
presentation.

The folder already contains file named [video file name]. Would you like to replace this file?

This error usually occurs when you try to transfer the same annotation twice or when you try to save over
an existing PowerPoint presentation. If you do not want to replace the file, you can cancel the transfer

and review the annotation to make sure nothing has changed and then resave the file, or you can save

the file to a different folder.

Synchronized video is not associated with this transcript.

The video has not been synchronized with the transcript. A synchronized video is a video that plays in
sync with the transcript; i.e., as the person in the video speaks, the transcript scrolls and highlights the
spoken text. A utility (e.g., RealLegal Publisher) must be used to synchronize the video with the
transcript; otherwise, the video plays but the transcript does not scroll.

Video does not exist for this transcript.
No video is associated with the transcript. You can transfer an annotation to PowerPoint, but not video.
Cannot create clip from annotation that spans more than one file.

This is a catchall error message designed for unsupported scenarios. Please contact Customer
Technical Support at 1-800-290-9378 and describe what you were doing when this error occurred.

Video clips can only be created from MPEG and WMV video files.

Case Notebook only supports specific types of video files. For example, you cannot create video clips
from RM (Real) or AVI (Audio Video Interleave) files.

Failed to create temporary PowerPoint template file! Error code %d.

This error may occur when your hard drive is full or if you do not have access rights to the hard drive
where you are attempting to transfer the file.

In order to create PowerPoint slides, you must first install PowerPoint on this computer.

PowerPoint must be installed before you can transfer annotations to PowerPoint.
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Appendix

Connecting to a Simulated LiveNote Realtime Transcript
When Case Notebook is installed, it provides you with a demonstration case, which includes sample
deposition transcripts, exhibits, preset issues, and simulation of a real-time deposition. You can use the
simulated transcript to practice using the basic tools of Case Notebook.
To access the simulation, complete these steps:

1. Access Case Notebook.

2. When the Open Case dialog box is displayed, select Gil Bower v. DC Corporation and click OK. The

case window is displayed.

On the Main Menu toolbar, click the New arrow, then click Realtime Transcript on the menu. The
Connect to Realtime dialog box is displayed.

Connect to Realtime

Connect via Simulation Options

File:
sinn. bt

() LiveNote Stream

() LiveNote Local Stream

() Serial Browse. .,

Thomson Reuters
hitp: et thomson comjproducts{services/case-notebookjuser-rasources. aspx

1,800,290, WEST (9378)
Acknowledgement:

By clicking on "Connect” below, T acknawledgs that [ will bs recsiving a rough and
uncertified draft transeript, and that T am nat foregeing erdering a final, certified
transcript, which may differ in both pagination and content from the draft. 1 ako

acknowledge that I will be responsible for any applicable fees associated with connecting
ta live viden,

coneet || caneel || help

4. Select Simulation, then click Connect. The deposition automatically begins transcribing in the
right pane.

Note The transcript is titled Realtime by default and listed under Transcripts in the left pane. To
change the title of the transcript, right-click it and click Properties on the menu. The Transcript

Properties dialog box is displayed. Click the Details tab and type a different title for the transcript
in the Title box, then click OK.



Trial Version of Case Notebook

Case Notebook offers a trial version of its software that includes the functionality of Case Notebook. In
the trial version, you can

* connect to 15 Realtime sessions

* add up to three transcripts, 10 documents, five pleadings, 10 research files, 25 key facts, and 10
characters

* create Issue Marks, Quick Marks, and annotations

* use the Word Index, Auto Tags, and Full Text Search (not available for some file formats added to
the trial version)

* insert exhibits, transcript questions, and Westlaw documents into an outline
* send key facts to West Case Timeline, Microsoft Word, or Corel WordPerfect
* generate reports
In the trial version, you cannot
* update transcripts, documents, pleadings, and research files
* create outlines
* delete any items from the demonstration case
* save transcripts as ASCII files
* create a new case
* close the current case and open another case
* export cases
* connect to the Westlaw Case Notebook Repository
Notes
* A transcript printed from the trial version includes a Demo watermark.

* Optical character recognition (OCR) technology is not available in the trial version of Case
Notebook.
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