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Review Mode

Note: Certain documents in Review Mode may be T 2
unavailable if they have not been designated for review.

Getting started
1.

2
3.
4

® CaseHome Legal Holds Collections “ Processing  Analysis & Review

Run a search query or open your review folder. @ All Documents oQl|e
- Open Review Mode. (In 8.0: also expand the collapsed filter pane) 50,940 Documents (98,178 ltems) 8,716 Discussions 107,081 Participants  Report
View documents in Native/Image View.
. Undock the Tag and Related Items windows. Docs  ltems «  ®Rv Oitems selected View: B B | B |

Tag © + = v Do
)
ltem Note: testnote Q
Related It i
e - elated Items é/
i= | + Search Document x| Q| kk Aa W B* *E % © m - ] ®
Review Tips & Tricks View Attachments before clicking Next Item

Expand and Collapse the Tag Decision Tree Choose your View mode deliberately:

You can open the entire decision tree by clicking the + option. E Text Mode - Faster display and multicolor highlighting

Expand and Collapse the Filters section and left navigation bar Native Mode - Faster review by displaying messages in full, native fidelity.

Use the buttons with arrows to collapse or expand the left navigation Sort Records Chronologically

bar or Filters bar. Before entering Review Mode, you can sort your records by date.
Keyboard Shortcuts:

Use Hit Highlighting

Use the arrow buttons or keyboard shortcuts to display the next hit.

F11 hides browser toolbar

ALT+N displays next document

_ < KBYWU“’S < > _ ALT+P displays previous document
Arrow buttons move to the next, or previous hit. ALT+T displays thumbnails in Native views
Arrows surrounding the document number field move to the next, or ALT + { displays next hit

previous document.
ALT + 1 displays previous hit
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Tagging Documents

+ - - @

Tags are a simple way to indicate the = =

status and relevance of a document.

Tags enable you to classify documents
based on selection criteria that is
predefined by your case administrator.

To tag a document:
1. Select a tag.

2. Tags will be auto-saved when
navigating to next item or click Save
at the top-right corner of redaction
or annotation interface.

Use Configure visible tag sets &t icon to specify
how you want to advance through the reviewable
items, the options are:

e Hide or unhide tag sets

e Auto-Advance: Move to next document as
soon as a tag is selected

e Select or unselect the skipping of attachments
and Embeddings

e Select or unselect the skipping of non-
matching items

> TagSet_Checkbox
» TagSet_DropDown

v GSM_TagSetl

235 characters left

v Tag1
> Tag4
> [] TAg3
> [] Tag2

[ ] fafgfdgfdg
Test

Redaction Mode

Viewing Related Items

The Related Items window
accelerates review by
providing a single place to
view everything related

to a document.

Related Items

=

Metadata
Doc ID

Custodian
Language(s)
Last Modified
File Name
File Size

Tags

M

(2
L3 - ®»

= 0.7.201.18991 [l B3 Download & Q| Find Similar

CachingDataset

English (100%)

Wed Dec 31 2064 16:00:00 PST
2003_word.doc

57 KB

Options like Metadata, Attachments, Discussions, Similar Docs, Folders, Tag
History, Analyze, and Custom Attributes are all accessible from Related Items
enabling you to view, tag, and bulk tag without changing modes.

Note: Redaction Mode may be unavailable for certain documents
if they have not been designated for review.

Getting Started

1. Open Redaction Mode and locate the redaction set. (View:

Redaction/Annotation > select redaction set name.)

N

Admin has set up with presets (see page 4).

o v kW

Redact the document using the Redaction drawing tools.

Produce the document to burn in your redactions.

If using Preset Redaction Codes, select the redaction set the Case

Choose one or more redaction reason codes in the quick access menu.
Use the Thumbnail and Verification views to review your redactions.

® a /7 [&]

'|ﬁﬁ-i’5 E|

Redaction Toolbar

u Select Redactions

Redact Area

Redact Text
Search-based Redaction

Redact Privacy Info

@)

Search and Redact
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Keyboard shortcuts

Alt+F Full Screen toggle

Ctrl + Shift + C  View Comment

Page Down Go to Next page

Page Up Go to Previous page

Alt +V Go to View tab

Alt + A Go to Annotation Tab
Alt +R Got to Redact Tab
Ctrl+F Search in Native Viewer

Verifying Redactions

! Use thumbnail view to quickly see what has been

redacted within long documents. Pages with redactions
have black blocks on redacted area.

~ wveritas

v Verify redaction accuracy by
stepping through documents
or searching based on case-
specific criteria.

35 Results Found

p| Scaren (@ = # &

Search Terms

All | None

[w# wveritas

[ ] ANl annotations

Al None

[ R1 Code

[ R2 Code

[ ] R3 Code

[ ] Reason not specified

Apply

=]

h 4

‘

35

Redaction Reasons -

View: Presel.. v

® Q /7 B

[Jeea o

Text selection tool

o v

. Introduction

. Installation Steps

<Ci)>
4 4 o2 b M
L ]
mOT e v =
Installer Read Me = 8 1

Reason Code Confidential R...~

This document contains steps needed to install ( Clear Reasons
on an appliance using the cwinstall.pl script. [[] Reasen Code C

[C| Reason Code C

son Code Coni

L G oG A F—T T wp—o—— e ®
& " 'Change directory to C:\Clearwell'vn the appliance, rename Installer
direc L create an empty Ipsiglier directony jn
(8’8 Author: superuser

Date: 2/3/2022, 6:12:49 PM

[ ]
L&YY Reason: Reason Code Confidential Reason Code9101
This directory 1s also calle SEal-nome-.
@ ® ®

«  Unjar installer jar file in C:\Clearwell\Installer directory
ed e\Clearwell\Installer
Cjdk1.6.0_04\bin\jar.exe xvF installer jar

o Delete C:\ClearwellInstaller_old directory
o Run the following commands o get help on usage.

ed c:\Clearwell\Instgller
cwinstalL.pl -help

I & = 100% < H

Redaction Tips and Tricks

1. For a faster redaction session,
cache the review set first. If
caching is not done, auto-cache
occurs in the background for the
next five items.

2. Redact in full screen view to see
more of the document.

3. Redactions in different colors
can be done for area redactions.
Only black color is available for
text redactions.

Tag @

ltem Note: testnote o

> TagSet_RadioButton
v TagSet Checkbox
~ Tag4
(@ Mo selection
> (O Tagis
Tag 5
Tag 6
> TagSet_DropDown

> __GSM Taaset]
Related Items (£

B m L3 L] ®»
Metadata

DocID ™ 0.7.201.18991 [ BB Download &

Custodian  CachingDataset
English (100%)

Wed Dec 31 2064 16:00:00 PST

Language(s)
Last Modified
File Name 2003_word.doc
File Size 57 KB

Tags

Q

o~

Folder .

Overlay Image
Export
Print

Delete Redactions/Annotations

e
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Annotating Documents

Reviewers can also add Getting Started

annotations to 1. Open Redaction Mode and locate the redaction set (View: Redaction/Annotation
documents. > select redaction set name.) Select the redaction set with the documentsyou

) want to annotate. :
Annotations appear on . Choose Annotate. Redaction Mode comes up as Redact by default. TR T

produced documents, so

messages, PDFs, or MS . . .
. . . Choose one or more redaction reason codes in the quick access menu.
Office files can be r—

produced with

Choose from the tools in the annotation bar to add your annotations. ' u Edit tool

Arrow Annotation

View: Preset. ~ -89 ¢ E > Tag & + - & 2
annotations that include © a /s & M4 1 o2 b M Hem Note:test note ° Line Annotation
text comments, added xN,00s=TssHzE CCR E—
. . > TagSet_RadioButton .
images, lines and arrows, S Rectangle Annotation
and strikethroughs. This s test nole. v M Tegt | ) '
@ Nosslection Ellipse Annotation
Documents with r—
Installer Read Me %l .
annotations are tagged S Tags Freehand Annotation
. 1. Introduction Tag 6 —_—
with th m defaul i i . )
t t e SySte de au t o ;:Iaspi?:;:\nc:ﬂ;ﬁ;mgi@:ﬁg&”iﬁiﬁg;? install Clearwell software > TagSet_DropDown P0|y|Ine Annotat|0n
Redacted tag. > GSM_TagSetl
. 2. Installation Steps Related It e Text Annotation
Note: After production e
t th t t d ® Change directory to C:'Clearwell on the appliance, rename lnsl._uller 5] @ L = hd [ ] . . .
export, the annotate glf\e(gjll..ry Lnnlnstaller old, recreate an empty Installer directory in Metadata Highlight Annotation
- ~Clearwell.
documents show the o Copy installer jar to ¢\ClearwelNInstallez directory. Bocid = 07.201.1¢991 [ B2 pownioad & Q . .
annotations only when This dircigey s also called <install-hor%,_ untilton -Catingpatase Strikethrough Annotation

Language(s) English (100%)

viewed in image view.

Last Modified Thu Jan 01 206505:30:00 IST TeXt Hyperllnk AnnOtatlon
—— File Name 2003_word.doc

| TE File Size 57 KB S

Link E®n Tags Stamp Annotation

*  Run the following commands to get help on usaj phip/

Delete C:\Clearwell\Installer old directory

Preset Reason Codes

Previously free text was the only option for applying reasons to redactions.

The Case Administrator can now also define preset reason codes. Reviewers are now able to consistently apply preset codes to redactions, and documents can be
searched reliably using the tags for the preset codes.
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Getting Started
Case Administrator:

Before Reviewers start redacting, the Case Admin needs to create a redaction
set with preset redaction reason codes. See "Creating Redaction Set with
Preset Codes" on this page.

Case Reviewers:

Working in the redaction set with Preset Reason Codes the Case Admin has
created, you can use the redaction tools as described on page 2. For your
redactions, select a reason code from the available choices. See "Using Preset
Reason Codes" on page 5.

General Users:

Filter using the preset reason code tags, run advanced search to find items
that have the specific preset reason code tags. Tag information also appears in
the export XML file.

Note: The Ul has a limitation in displaying the Reason Codes in the pulldown
area. Only the first 24 characters are displayed for the reviewers. However,
the entire description is used to tag the redaction.

Creating a Redaction Set with Preset Codes

Case Administrator

Select the case.

From Case Home > Redaction Sets, in 8.3 CHF1 the case admin must choose between

free text reason codes (previously the only option) or preset reason codes. For preset

reason codes, choose the third option.

5 Caching Dataset - Case Home egal Hold Collection Processing

Caching Dataset

Hame

Default

RSd
131 Ho
Redostion Set 1 o

Note: Though the preset reason codes cannot be edited or removed, the redaction set
name and description continue to be editable.

Additionally, you can hide and unhide existing redaction sets using the Edit button.

Add redaction set with preset reason code b4
m O T = Tag © + = B 2 * Name: Preset Set
H- H itai it “iestnote o Description: Tier 3 -4
Select Reason Code... ] 246 characters left
| Clear Reasons v R Tagse * Reason Codes i : Confidential op
M shanE Private aF
' Important 9r
= Note: Reason codes once added cannot be edited or removed.
e Hidden: |:|
oK Cancel
> _Set_2
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Using Preset Reason Codes
Case Reviewers

Case reviewers can apply the preset reason codes to
redaction markups.

Select the case, then go to Analysis & Review.

In Review mode, change the View to
Redaction/Annotation.

Choose the redaction set that the Case Admin has created
with the preset reason codes.

View: Native v ol v <[ 1 1>
Bx
i= . @ Native/lmage £ Aa W B* 'E % © Lo
Redactions/Annotations > | Default |

Production > Preset_Redaction_Set

Preset_Ret tion_Set_2

As you redact, choose from the preset codes to identify

the reason for redaction.
Filter/Search by Reason Code Tags

Users can filter or search documents based on
the preset reason codes.

To filter, navigate to Filters > Tag >
RedactionTagSet > Redacted > 'Redaction Set
Name' > 'Redaction Reasons'.

Preset Reason Code Tags also appear in the
Export XML.

To search, from Advanced search, enable the
Tags panel and then under Find items that
have, select tags under RedactionTagSet >
Redacted > 'Redaction Set Name' > 'Redaction
Reasons'.

View: Presel_. v - - — <[> Tag @ + - % &
® Q /7 @ 4 4 of2 b M ltem Note: testnote o
sea|e e = s e
= » TagSet_RadioButton
mOT & Ll — ~ TagsSet_Checkbox
Installer Read Me = IR v Tag4
1. Introduction Reason Code Confidential R . ~ @j No selection
This document contains steps needed to install { Clear Reasons > () Tag13
on an appliance using the cwinstall pl script. [7] Reason Code Confi -
Tag 5
r ¥ Tage
2. Installation Steps it =
» TagSet_DropDown
-.Ch' re directory to C:\Cle: ‘1' he appli
| ange directory to C:\Clearweli on the appli s GSM TaaSet]
% L S =
Bl Author: superuser ® Related items
- B m L3 ] L 3
‘ Metadata
®
™ L_‘\ﬂeame”\]mm”ﬂ DoclD == 0.7.201.18991 [l B2 Download &
C:\jdk1.6.0 04\bin\jar.exe -xvf installer. jar Custodian CachingDataset
L English (100%
Delete C:\Clearwell\Installer old directory. Aguage(s): EnglshC )
Last Modified Wed Dec 31 2064 16:00:00 PST
# Run the following commands to get help on usage. File Name 2003 word.doc
File S| 57 KB
ed c\Clearwellinstaller i
cwinstall.pl - help Tags
tion tool I &8 = 100% 4 B I3
Filters Docs tems  « ~ Tags ®
Folder v ¥ E
-
Tag ~ (@ Find items that have v
All | None Expand All
ALL of the tags v +
» Image Status Tags
Open Tag popup
Preset Set € Confidential €@

~ RedactionTagSet
~ Redacted (5)_ enly Find tag-specific comments €9

RS1-FreeText (5)_ only

v Preset Set (4) only

Confidential (3) only () Find items with no current item note

Find item notes containing €3
Private (3)_ only

Highly Confidential

(3). only

Q
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