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Welcome to Insight

Insight is Catalyst’s revolutionary e-discovery platform, engineered for the demanding
requirements of modern litigation. This guide provides you with information and procedures
covering a wide range of user features. The features available to you depend on the rights given

you.

Browser Settings
You can work in Insight using a Mac or PC computer. You need a connection to the Internet, a

Web browser and a PDF reader to work in Insight. Insight was developed in the Chrome browser,

but it is compatible with most major browsers. For opening and viewing PDFs, Catalyst

recommends using the free Adobe Acrobat Reader. Please note that while the FoxIt and

Schuberlit plugins for viewing PDFs will work with Insight, Catalyst recommends using Adobe

Reader with all browsers.

The Browser Compatibility Chart lists the operating systems and browsers you can use with

Insight. Below are Catalyst-recommended settings to optimize your experience.

Chrome Settings

Viewing PDFs

Catalyst recommends working in Insight using the Chrome browser. Insight is designed and fully
tested in Chrome. The Chrome browser provides a built-in reader for viewing PDFs from within
the browser; however, this Chrome PDF Viewer offers limited functionality when viewing records
in the PDF format. You can adjust your Chrome settings to open PDFs in another reader.
Catalyst recommends using the Adobe Reader, because Adobe allows you to view highlights in
an opened record and the number of pages in the PDF document. You can download a free
version of Adobe Reader if you do not already have Adobe Reader or Adobe Acrobat loaded to

your machine.

To set Adobe as your PDF viewer, open the Chrome browser and enter this URL in the address

bar: Chrome://plugins.
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Find the Adobe Reader section on the Plugins page and click the Enable link. This automatically

enables the Adobe Reader and disables the Chrome PDF Viewer in the Chrome browser.

Chrome PDF Yiewer

Disable O Always allowed Enable
Adobe Reader - Version: 11.0.01.36

- Adobe PDF Plug-In For Firefox and Netscape 11.0.01

EnableﬁJ Disable Always allowed

If you prefer to use the Foxit Reader or are using a Mac computer with the Schubert|it plugin,

enable that PDF reader in the same way:

Chrome PDF Viewer
Disable Allow

Skype Toolbars - Version: 5.9.0.9216
Skype Click to Call for Chrome

Disable Allow

Enaple

Clearing the Cache

Catalyst recommends clearing your Chrome cache/browsing history after new releases to the
Insight application. You should receive an email when we release updates to the software, and

you can also visit the What’s New? section of our Documentation Center.

To clear your cache, open Chrome and click the Chrome Settings [ =] button in the top right of

the page.
Point to Tools and select Clear browsing data.

Expand the Obliterate the following items menu to set a time frame for the amount of data you

want to delete. Set the beginning of time to delete everything.

Select the Clear Browsing History checkbox and any other checkboxes for the types of

information that you want to remove.
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Click Clear browsing data.

If you are using a Windows machine, the keyboard shortcut for quickly opening the Clear
Browsing Data dialog box is CTRL+SHIFT+DELETE. Follow the steps above once in the dialog

box.

You can also download a free plug-in for clearing your browsing data in Chrome. There are

several free plug-ins available at the Chrome Web Store. Select one and follow the instructions

for adding it to your Chrome browser.

Reloading Chrome

You can reload a document to ensure you are viewing the latest updates/changes to it. To do this

if using a Windows machine, use the keyboard shortcut of CTRL+SHIFT+R to reload the page.
Updating your Chrome Browser

Your Chrome browser needs to be updated if there is an arrow on the Settings E button in the

Chrome browser tool bar. Click the Settings button and then click Update Google Chrome.

Multiple Chrome Windows

Insight can be opened in two separate Chrome windows at the same time by using the Incognito
Window feature. To do so, select New incognito window from the Settings button. Or use the
keyboard shortcut CTRL+SHIFT+N. Open two of these windows.

v.15-10162013 3
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sigh New tab Cirl+T
New window Ctrl+N
New incognito window  Ctrl+Shift+N
Bookmarks 4
Recent Tabs 4

Edit Cut Copy Paste
Zoom - 100% + 2

Save page as... Ctrl+S
Find.. Ctri+F
Print... Cirl+P
S. Tools *

History Ctri+H

Downloads Ctrl+)
Sign in to Chrome...

Settings
Is t About Google Chrome
Help

Exit

Insight User Guide

You can log in to Insight from within each Incognito window without loss of functionality. You

can combine the two tabs into a single window by dragging one Incognito window into the

other.

v.15-10162013
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Firefox Settings
Before using Insight in Firefox, it is recommended that you have the latest update to Adobe Flash
Player installed on the browser to properly display many of the features of Catalyst Insight. To

determine if your version of Firefox has the latest update, visit the Adobe Flash Player page. If

your version of Firefox requires an update, follow the Adobe prompts to install the latest version
Adobe Flash Player.

Catalyst recommends you clear your cache after a new Insight software upload.

You can also turn off caching when using the Firefox browser. To do this, open an instance of
Firefox and point to the Firefox button at the top of the screen and then select Options from the

menu.

@ Mnzilla Firefo Start Bane +

New Tab » 5.7 Bookmarks *
& New Private Window History 3
Edit t » Downloads
Find...
’—‘ Aod=ors 1
Save Page As... Options 4 Options L
Email Link... Hal .
£ foterorBar
== Print... s

v Navigation Toolbar
v | Bookmarks Toolbar
Add-onBar  Ctrl+/

Web Developer 4

Full Screen
Toolbar Layout...

Set Up Sync...
k3 Exit

In the Privacy tab, select Never remember history from the History menu. Doing so will

prevent Firefox from storing any temporary Internet files.
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General Tabs Content  Applications = Privacy  Security Sync Advanced

Tracking
@) Tell sites that I do not want to be tracked

(©) Tell sites that I want to be tracked

() Do not tell sites anything about my tracking preferences

Learn More

History

Firefox will: ‘ Remember history v|

Remember history
Never remember history
Use custom settings for history

Firefox will remember your browsing, download, form and search history, and
keep cookies from websites you visit.

You may want to clear your recent history, or remove individual cookies.

Location Bar

When using the location bar, suggest: | History and Bookmarks ¥

[ oK ]I Cancel H Help

If you don’t want to turn off all caching, you can select the clear your recent history link at the

bottom of the Privacy tab prior to reopening records.
You can also customize what Firefox clears or does not save from the Privacy tab.

At History, expand the menu and select Use custom settings for history and clear the
Remember my browsing and download history checkbox and any others that you'd like to

ensure are not saved by Firefox.

You can set up Firefox to clear certain histories when you close all instances of the Firefox
application. Select to Clear history when Firefox closes, and click the Settings button to

designate which histories you’d like to automatically clear upon exit.
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Settings for Clearing History » &J

‘When [ quit Firefox, it should automatically clear all:
History
¥| Browsing & Download History V| Cookies
¥| Active Logins V| Cache

| Eorm & Search History

Data

Saved Passwords Offline Website Data

Site Preferences I

OK || Cancel H Help | |

Safari Settings
Before using Insight in Safari, it is recommended that you have the latest update to Adobe Flash
Player installed on the browser to properly display many of the features of Catalyst Insight. To

determine if your version of Safari has the latest update, visit the Adobe Flash Player page. If

your version of Safair requires an update, follow the Adobe prompts to install the latest version
Adobe Flash Player.

Catalyst recommends clearing your cache in Safari after each Insight software upload. To empty
the cache, open an instance of Safari, and point to Edit in the main menu, and select Empty
Cache, and then click Empty. Or press CTRL+ALT+E, and then click Empty.

Reloading a page always shows you the latest version of the page, bypassing the cache. To
reload or refresh the page you are in, click the Refresh button in the Safari address field. You can
also use the keyboard shortcut of CTRL+R.

Internet Explorer Browser Settings
Catalyst recommends you clear your browser cache after Insight releases (delete temporary
Internet files). To disable browser caching and/or clear your cache of stored, previously viewed

web pages, open Internet Explorer.

On the Tools menu, click Internet Options. In the General tab, click the Settings button located

in the Browsing History section.
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To delete temporary files every time you exit Internet Explorer, under Browsing history in the

General tab, select the Delete browsing history on exit checkbox.

To manually delete temporary files, click Delete and select the Temporary Internet files

checkbox and any other data you want to delete, click Delete to confirm, and select OK.

?)[X] 7 |
General | security | Privacy | Content | Cannections | Programs | Advanced [Nca Sa e AR IR i Ty AT e 13 @
Home page Temporary Inkernet Filss
/‘ To create home page tabs, type each address on its awn lins. Inkernet Explorer stores copies of webpages, images, and media
o | 4 for Faster wiewing later.

hittp: s, google, comf
Check for newer versions of stored pages:

(&) Every time I visit the webpags

(O Every time I start Internet Explorer

s rirrert s defailt Use blark
[ ] [ ] [ O Automatically
Browsig Fistory Obever
7T Delete temporary fs, fistory, cookis, saved pessuords, e T Bz e
sl wsb Fem, information. e s
] Delete brawsing history on exit
| ey Currert Iocation:
Ci\Documents and Settings\ssheallocal Settings\Temporary
Internet Fiies)
i
) Change search defaults,
P C Settings [ Movetoider... | [ viewobjects | [ viewfies
Taps
Change how wely displayed EET
R ————
e g Specify how many days Internet Explarer should save the list
oF wishsibes you havs visitsd.
Appeatance Days to heep pages in history: Bl
colors | [ tanquages ][ Fonts | [ accessbilty |

oK Cancel |

IE Trusted Sites

We recommend you add your site to your list of Trusted Sites in Internet Explorer to prevent IE
from blocking access to records in your site and allowing your records to open normally. Making
a website a trusted site is the way you tell Internet Explorer that the website is reliable, and you
trust that the files you download from the site will not harm your computer. IE will then allow the
information from the site to be displayed. Without doing this, it could result in information not

displaying or displaying improperly.

To add your site to your list of Trusted Sites, access your Insight case (site) in the Internet

Explorer browser, and click Internet Options in the Tools menu.

Open the Security tab, click Trusted Sites to enable it, and then click the Sites button.
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Your site URL will appear in the Add this website to the zone: text box. Click the Add button,

and the URL will move to the Websites text box. Click Close and then OK to close the Internet

Options dialog box.

Close and restart Internet Explorer.

Adobe Settings
Typically, most sites contain images in Adobe Acrobat’s Portable Document Format (PDF). If you
are using Adobe Acrobat or the Adobe Reader to view PDFs, here are some changes to view

PDF files more quickly on our systems.

In your Adobe application, from the Edit menu select Preferences. Highlight Internet under
Categories in the left frame. Under Web Browser Options, select the Allow fast web view

checkbox.

We recommend other settings changes based upon your Adobe version.

Acrobat X and | No other settings suggestions.

Xl
Version 9.0 Make sure the Allow speculative downloading in the

background checkbox is selected and click OK.

Pre 9 versions | If you are using a version prior to 9.0, make sure the Allow
speculative downloading in the background checkbox is not
selected.

Getting Started

To log in to Catalyst Insight, go to the Catalyst website: www.catalystsecure.com. In the top of the

page, click Login and then Login to Insight.
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CATALYST Wome  Products  Speolaties  Resources svou contact

Powertully Simple E-Discovery

Plug in to Powerfully

Simple E-Discovery ”’}

Login

Choose Your E-Discovery Platform

CATALYST#
INSIGHT

| l
(@]

CATALYSTCR CATALYSTXE

You will be prompted for your Username and Password.

CATALYST

INSIGHT

Username: joeuser

Password:  sssssssssl

@ 2000-2012 Catalyst Repository Systems, Inc

Once you have logged in, you will either be taken to your site, or if you have access to more than

one site, you will be taken to a list of your sites.

After you select the case, you will enter the site. You will see your name and the site name (Case

Name) at the top of the screen, next to the Catalyst Insight logo.

v.15-10162013 10



E'A TALYST

Powertully Simpie £-Discovery Insight User Guide

CATALYST4

INSIGHT Insight Deme ~

X ? Logout
Vvelcome, CS Thompson

Q Free-Form Search Search Oplions + Histary

B Search Assist
Fiedd Name (options)

Select A Fisld -

BlaEnE]

Folders: (Mone Selected) Advanced Settings « (Al Collections) Found: 5,816

The Case Name is a menu. If you have rights to more than one case, click the name of the case

you are in, and switch cases by selecting the case in the list:

Insight Demo v|}

s |
Automation Test Case

CatalystMod
In5|ghtDem

Navigating in Insight
You will see certain buttons and options from every screen in Insight, including your name as well

as the Case Name, the Settings and Support buttons, and the Logout link.

. Remember your case name, so you will be able to quickly identify the site if you need to

iy

contact Catalyst Support. This will help the support team more quickly resolve your issue.

Global Navigation

The buttons on the left side of the screen navigate the site. The buttons you see will take you to

the areas of the site to which you’ve been given access.
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CATALYSTS Insight Demo ~
2 Logout
INSIGHT Welcome, CS Thompson % : d
p—
ettings =
Q Free-Form Search Search Options + History
B Search Assist
Field Marne (options)
Select 4 Field B
Folders: (None Selected) Advanced Setings a {All Collections) Found: 2,240,496
Helpful Links: @) How to Search:
User Guids Enter your searches directly in the search box or use Search Assist to help build your
searches. To search all the text in your documents simply enter a word or phrase (in guotes)
Help Center
For field search, enter fistd—cperator—valie

Point to a button in the interface to see the tool tip associated with it. The left navigation bar takes
you to different sections of the site, and the buttons you see will be based on the permissions you
have. For example, you may have access to Search, Folders, Review Projects, Monitors, and

Administration.

Click the Search button to show the Search modes.

Q, Free-Form Search
Search M
=

B search Assist

Field Name (options)

Select A Field B

After selecting your mode, you can use the Close button (left triangle) to minimize the Search

navigation frame and view your selected mode in full screen.
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CATALYST § Insight Demeo ~

INSIGHT A ?  Logout

Welcome, CS Thompson

Q Free-Form Search Search Options = Histary

Modes
Free-Form Search B Search Assist
Field Name (options)

Faceted Search

Select i Fisld B
Tracked Search
Power Search
Reports
Power Search Reports
Folders: (None Gelected) Advanced Seffings & (4l Collections) Found: 2,240,496

Clicking the Folders button takes you to the different types of folders available to you on your
site. Some folders are set up by Catalyst or the site administrator, and some are set up by users
of the site. Most users have permissions to Private, Shared, Public and Dynamic Folders.

Click the Plus sign (+) button next to a folder to expand it and see the sub-folders.

CATALYST# Welcome, Mary Smith Nl o R
INSIGHT Case Name : Insight Demo d oo
rrg Results Back to Free-Form Search Search Options Histary
Private Folders
= = Shared Folders
Search Text: 1 Folder(s) Found: 51 (Searched: 1,068,515)
E] Public Folders

Public Folder

Witness James Doe Table - Actions Display Options [ﬂ 1 of 3 |E‘°n]
Dynamic Folders

BegControl Fileext DocDate Author De
Docld Numattachments Redacted Recipient Da

Hasredactions

DIACD00D0419 Ej s 01/02/2002 csemper
138831

] »

STWO00001041 Ej s 10/22/2001 mbenien

Depending on your permissions, you may not have rights to any folders, or you may see folders

in addition to the ones in the above image.

Click the Review Projects (binoculars) button to access your documents if you are a reviewer. If
you are a review administrator on the site, you will be able to manage your projects by clicking

this button as well.
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Clicking the Monitors button allows you to view information about and the results of actions

taken in Insight. Reports, downloads, and other job information can be found here.

Most users can monitor only their actions, but administrators can access all user actions

‘/ as well as non-indexed documents.

Manitors

Jobs

Batching

Conversion

Folder/Field Updates
OCR

Print

Redaction

Review Projects

Productions

Non-Intlexed Documents

Mative document a8
Incated but doctext
was not

retrievable

File does not exist 0
or there are
formatting errars,

System errars: 0w

Click the Administration button to access the administrative features in Insight. If you are not an

administrator, you may not see the button.

v.15-10162013
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I Administration|

Insight Settings and Support
Settings
The Settings button gives you access to your user settings. In this screen, you can change

the language of the user interface and change your password.

Change Language

Click the Change Language button and select the appropriate option. Your choices other than
English are Japanese, Hindi and Chinese, either simplified or traditional. Clicking Choose

Language changes the words on the interface into the selected language.

Change Language English
Japanese

Change Password Hindi
Chinese(Simplified)
Chinese(Traditional)

C000®

All menus and options are now displayed in this language.
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i

Sl (BRGL)  GEEEE] e (FATDAL Han) F5- 1,068,515

pBE

To return it to English, follow the same steps.

Change Password

You can also change your password using the Settings button. Click Change Password and
enter the original password and the new one. The system will tell you if you have selected a weak
or a secure password. You must create a secure password between 8-24 characters, and it must

contain at least one uppercase, one lowercase, one special and one numeric character.

Change Language Original Password:
rernes

Change Password
New Password:

[T weak

Strong passwords should contain
at least one lower-case, one
upper-case, one special, and
one numeric character,

b 4

Confirm Password:

Confirm the new password, and then click Change Password to complete the change.

3 If you have active jobs running, such as batch printing documents, bulk updating, etc.,

you will not be able to change your password until the job is complete.
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A Active job available in pending or R (R Change Language Original Password:
inprogress state. Cannot change
password until active job is completed. @ | 0| —M8 | | *eeeseee
; New Password
............ secure
Confirm Password
ns
=) it @& Export | More Actions =] m
Docld Documentlo... Dir File Size Score Moddat: Custodi Issue B

Help and Support

Click the Support button to access the Help menu.

v g

Online Guide
Live Chat
Knowledge Center

Translation Assistant

Open the Online User Guide or access printable PDFs and quick guides at Online Guide.

Access the Catalyst Support Site by clicking Knowledge Center. This site provides users and

administrators with helpful information about Catalyst's products, services and policies. You will
find training videos, manuals, and other useful information, such as FAQs and notifications of

product releases.

Click Live Chat Support from the Help menu to start a conversation with the Catalyst Support

department. Enter your support needs into the Chat box and a technician will respond. If your
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request is during non-business hours, submit the request and it will be routed to someone on

staff. See our Support Policy for more information.

Catalyst’s Technical Support is also available and can be reached 24 hours a day, 7 days a week

at 303-824-0911 or email Support at: support@catalystsecure.com.

Catalyst Insight allows you to translate words or phrases (usually used for searching purposes)

with automatic language detection, and it supports 54 languages.

Click the Translation Assistant link in the Help menu.

Source Language: Target Language:

Enter the text you wish to translate in the Text to Translate box. If you don’t select a Source
Language, the application will attempt to identify the language used and automatically translate
the phrase into English. Select the Target Language and then click the Translate button. Upon
successful translation, the text will display. If you don’t want to use the automatic language

detection, select your Source and Target languages in the lists provided.

To search a translated word or phrase, highlight it, right-click and copy the text. Then you can
paste it into the Free-Form Search box. Please refer to Insight Search for detailed information

about searching in Insight.
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Results

When you run a valid search or open a folder, the Results page displays. The Results page is
the central location for document activities. It provides access to the documents found. It also
shows your search query and the total number of documents your search found. The default
display for the document results is the Table (column and row) view shown here.

- This Results page below shows the document preview enabled at the right of the page.

l’r'g Results  Back to Free-Form Search Search Options History
Search Text: program* Found: 28,086 (Searched: 642,709
Table + | Actions | Display Options | 1 o 562 (Go| (@B

BeaControl Author Snippets Confidential Comment | (2] [¥) ®
DocType i Issue s
Fileext Humattachments Privileaed ShowFields | Hignign Navigator (@)
USP01572888 - 2 TYPES OF PRICING PROGRAMS o RETAIL-CUSTOMER PARTICIPATION IN .
Adobe Acrobat PDF USbetenibages <.+ PRICNG AND PROGRAM TYPES 3 BULK-POWER MARKETS® =
= par RAM. Eric Hirst and Brendan Kiro =
2 Consulting in Elecinc-industy Restru
OakRidge, Tennessee 37830

GERO0004083 Bracewel & Pattzrson, LLP .Commission's examination in a September 17, 1992 soodtexas 68,
Microsoft Word Gerald Nemee technical conference of certain “buy/sell programs November 5, 2000 DRAR
] doc as Company (SoCal) LIST OF ACRONYMS

Y.

1. INTRODUCTION

GEROD000004 Bracewel & Paterson, LLP September 17, 1992 soodexas B8, || 2 TYPES OF PRICING PROGRANS..
Microsoft Word Gerald Nemec tect uyisel programs  Damages PRICING AND PROGRAM TYPES
] doc inst as Company (SoCal) Priviiaged - A PROGRAM EXAWPLES

¥ 3. CUSTOMER CHARACTERISTICS
GEROD00Z07T Bracewel & Paterson, LLP i a September 17, 1552 oodexas 68, || 4 METERING, COMMUNICATIONS, AND COMPUTING
Microsoft Word Gerald Nemeo [ ce of certain *buy/sel’ programs T ication svsTeiia
] doc instituted by Southern Caiffornia Gas Comgany (SoCal) ANALYSIS, DECISION, AND RESFONSE SYSTENS

and Pacific Gas & Electric Company.
5. PROGRAM AND PRICING PROVIDERS
UsPO1STZI18 feniam COMPLIANCE AND ENFORCEMENT [EGIONEAL, T RANSMISSION ORGANIZATIONS
Adobe Acrobat PDF US Patent Pages PROGRAM SPROGRAMPROGRAMS (the DISTRIBUTION| TILITIES
B pdf “Agreement’)is entered into between and among the FEDERAL ENERGY REGULATORY COMMISSION .
North American Regional Compiance and Enforcement PUBLIC UTILITIES COMHISSIONS
6 PARRIFRS AND POSSIRIF SOIUTIONS <

You'll access your documents or preview them in the Table view, and you may have more than
one layout (displays) at Display Options. You'll also be able to establish your sort order and the

number of records you’d like to appear on each page.

Table - Actions Display Options
BegControl « Author Snippets
DocType Custodian
Hasrelated Subcollection
BegControl : 1409500000001 Author : CN=EERF/0=-EEFERT Snippets : generall
DocType : Email Custodian : none
Hasrelated : Subcollection : genersl

If you have appropriate rights, you can create and save your own displays. Refer to Edit Displays

for more details.
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expanding the Table menu and selecting another view: Charts, Size, Communication Tracker,

and Communication Report. Refer to Other Results Options for more information.

Q Results Refine Search

Search Text

Table = | Actions | Display Options

[ Charts Filetype

" Sizexhtml
i Size
sy Communication Tracker Microsoftmord
4 Communication Report 5128
2 (2 Email
2 8277
3 [E] Text
2 5054

Number of Documents Found

The Results page lists the number of documents found and the number of documents searched

against. Your search query is also listed. To edit it, click the Search Text Plus (+) button.

Table -

BeqControl
DocType
Fileext

USP00340161
Text
5]

USPO07S0156
Text
EE

Actions

rf__s Results Back to Free-Form Search

Search Text: program® AND Issue - "Fraud"

Display Options
Author Snippets
Custodian
Numattachments
(ii) rectifier means to receive said aternating current
US Patent Pages first program signal and provide a direct current first

program signak. .. direct current first program signal
and a direct current reference.

appears to be a two way interactive network in which

US Patent Pages the television programming information to be

received by the individual. ..to receive either selectable
mutt-information television programming.

Search Options History

| Found: 159 (Searched: 642 ?09:|

- K or4[co) @B
Confidential Comment
Issue Hasredactions
Privileged
Fraud K
Privileged - Attorney Work Product |=
Fraud

Privileged - Attorney Work Product

If you’ve opened or searched a folder, you'll see the number of folders searched and the number

of documents found.

I'f‘e Results Backto Free-Form Search Search Options = History
E search Text
program* o
e

Folders: 1 Selected

Advanced Settings

a (Al Collections)
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Table View

The Results page can display 10, 20, 50 or 100 documents per page in the Table view (select
the number of documents per page in Display Options). Use the navigation buttons to go to
other pages of results. Enter a number and click Go or press ENTER on your keyboard to goto a
specific page; use the left and right arrow buttons to go forward or back one page. The double

arrow buttons will take you to the first or last page of documents.

You can also leave the page number set to the page you are in and click the Go button to refresh

the current page of documents.

Q Results Refine Search Search Optians ~ Histary

Search Text. program Found 2,242  (Searched: 62,885)

Tahle = Actions Display Options

Fileext BegControl Score Reviewed

Familycount EndControl Responsive
Custodian Author Privileged
e B 402330000554 oEEEs—— A
4023300005631
34
Enror
SEIRE 4023300005560 oEEEee——
4023300008666
34
Enror
> Ha 4023300003564 ——
2 4023300003561
Enron Chonawes Supatgiat
¢ e 401100006347 o——

A
e 4019100006347

5 o
0001 _00o Uiz

Score

The Insight default sort order for documents displayed in the Results page is Score (relevance).
If the Score field is displayed in a column of your Results page, you will see an indicator to let
you know how the search engine scores or ranks the documents. The score is determined using
a term frequency-inverse document frequency (TF-IDF) algorithm. Term frequency (TF) takes
into account the number of times a term appears in a document, and this number is normalized
to account for the size of the document. Inverse document frequency (IDF) provides a
measurement of how rich the document content is. Each time a search is run in Insight, the TF-
IDF algorithm calculates the number of documents in the database, the frequency in which the

search terms appear in the database, and the frequency in which the search terms appear in the
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document. This document score or ranking is displayed when a Results page contains the

Score column; the longer the green bar, the higher the document is ranked.

When your documents are sorted by Score, the document with the highest score based upon the
algorithm is displayed first with the lowest scored document last. You cannot reverse the order to
show the lowest scored document first. You also cannot continue sorting on other fields. You can

select other fields to sort your documents by rather than Score in the Display Options.

Columns

When in the Table view of the Results page, your documents are displayed with column
headers, which are fields associated with your documents. The corresponding fielded information
appears in the document row, if available, and the font color of the column header matches the
font color of the fielded information in the document row. If your display is set up to show the

column header in each row, you'll see this as well as the corresponding data.

Table - Actions Display Options

BegControl Author Snippets

DocType Custodian

Fileext Numattachments

BegControl : RIR0000002% Author : CA Energy Commission Snippets :

DocType : Microsoft Word Custodian : Richard Ring Instructions for completing this form are contained in

Fileext:lﬂJ.dcc Numattachments : Volume £ of the guidebook for the Renewable
Technology Program.

BegControl : RIR00000030 Author : CA Energy Commission Snippets :
DocType : Microsoft Word Custodian : Richard Ring Instructions for completing this form are contained in
Fileext:lﬂJ.dcc Numattachments : Volume £ of the guidebook for the Renewable

Technology Program.

You can quickly sort the order of your documents by clicking certain column headers. Point to the
column header. A tool tip will let you know if you can sort your documents by that field. In the
below example, clicking the DocDate field reorders the documents based upon ascending date
order (the oldest document will appear first). Clicking DocDate a second time will reorder the
records again, but this time in descending order, so the first document will be the document with

the latest date.
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Tahle + Actions Display Options

Fileext BegControl Score

Familycount DocDat Humattachments
Custadian - ﬂ}j

1 2] Ficest: Bl it BegControl : 4023300003644 Score :
Familycount : 34 DocDate : 1932-06.25 ]
Custodian : Enron Ahons Humattachments :

2 2] Ficest: Bl it BegControl : 4023300003678 Score :
Familycount : 34 DocDate : 1952-06.25 ]
Custodian : Enron Authon: Humattachments :

3 2] Ficest: Bl it BegControl : 4023300005642 Score :
Familycount : 34 DocDate : 19320926 ]
Custodian : Enron Ahons Humattachments :

4 (2 Fileext: 2l 1 BegControl : 4023300003677 Score :
Familycount : 34 DocDate : 19520526 ]
Custodian : Enron Authon: Humattachments :

5 2] Ficest: Bl it BegControl : 4023300003640 Score :
Familycount : 34 DocDate : 19320926 ]
Custodian : Enron Sy & Humattachments :

When a numeric field, such as the Numattachments field is not populated, sorting by this field
displays the documents with the null value first when sorted in ascending order or last in

descending order.

Tahle Actions Display Options ‘ n 21 of 23 \E

Fileext BegControl Score Reviewed

wnatgial]

Familycount DocDate Humattachments Responsive
Custodian Author - Privileged
201 2 Fiteest: B sy BegControl : 4023300009169 Seore : Reviewed :
Familyzount : 1 DocDate : 2000-12-13 O Responsive :
Custadian : Enron Glirs Humattachments : Privileged :
Vinee J Kaminski (Vince J Kaminski)
2012 2| Fiteext: B msg BegControl : 4023300003172 Score : Reviewsd : Revisived
Familycount : 1 DocDate : 2000-12-13 [ Responsive :
AT mAETE Author : Jacob Humattachments : Privileged :
2013 2| Fiteext: B msg BegControl : 4015500000023 Score : Reviewed :
Familycount : 2 Dochate : 2001-06.22 I | responsive :
ey Author : Lay (Lay) o mETs < @ Privileged :
2014 [ Fileest : &= msg BegControl : 4018500000315 Score ! Reuieweq:
Familyzount : 2 DocDate : 2001-08-22 ] Responsive :
Custodian : Enron Author : Lay (Lay) Wumattachments : & (1) Privileged :
2015 2 Fiteest: B sy BegControl : 4023300007064 Seore : Reviewed :
Familyzount : 2 JIJ‘:":EM :2000-10-16 _j sgs!:uns‘ljve 8
Custodian : Enron or ¢ : rivileged :
Chonawee Supatgiat (Chonawee e

You can fit the contents of a column or all your columns to width. This works like standard text

wrapping for cells. Open the column menu by pointing to right part of the column header and

clicking the Triangle button. You can choose to fit all columns to width or just the column you are

in. You can also point to the border of a column, and when the pointer becomes a double-headed

arrow, drag the pointer to move the split line.
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Fileext BegControl Seore Reviewed
Familycount At DocDate Humattachments g? Do
Custodian - it Column
1 2| Filext: 2 1t BegControl : 4023300008644 Score : Delete Calumn
Familyzount : 34 DocDate : 1992-06-25
Custadian : Enron AU Humattachments : Insert 1 Left
Insert1 Right
2 2| Fileext: 2 bt BegControl : 4023300008679 Score : d
i : DocDate : 1992-06-25 |
L A?,':h ° Fit Column to Contents
Custodian : Enron o Humattachments :
FitAll Columns to Contents
3 2| Filext: 2 1t BegControl : 4023300008642 Score : Reviewed :
Familycount : 34 DocDate : 1992-09-26 R  Responsive:
Custadian : Enron AU Humattachments : Privileged :
a 2| Fileext: 2 bt BegControl : 4023300008677 Score : Reviewed :
Familycount : 34 DocDate : 1992-09-26 R  Responsive:
Custodian : Enron Authon: Humattachments : Privileged :

Snippets

Your Results page may contain a Snippets field. (If you have rights, you can also add the

Snippets field to an existing column or create a new display.)

Insight displays shippets of the document text in context with your search terms to provide you
with a general idea of how the word or phrase you’ve searched is used within the text and

highlights these terms within the snippet.

) Scarch Tent progras® AND haue - “Fraud” fognd 160 (lesred &42 709
B Tasie - e Chagiies St 20 e oe
Sealgans Atz Snippets © emttatenttia @ et
G Tage P arer iseditny
et L L] Suxute Oneteges
" o T A Snippets : ©or et © ormpmeat -
S Fye © Tent Cuatseliam 7t hatent Pnges (i) rectifier means to receive said atternating current first program M Fomul Taawdian e -
Tieaas By signal and provide a direct current first program signal .. direct Suniat 3171 4 g
current first program signal and a direct current reference... Peubmpnt  sdirney ey Pt
Pl eglemmet GEMENIVE  Astbar Snippets : ©cefiarnm ©comimaae
o Ty ent Contoetam % banmr hages appears to be a two way interactive network in which the television e Fomin e e
e et * P programming information to be received by the individual. .o receive  Siaie - S0 1 dhegd
either selzctable multi-information television programming. e
1 Seglamares | DT abhi A Snippets :  efbecam vy
o Ty | et Contontm 7% hatent Puges delay to permit thermal stabiization and to compare the temperature of M | Fumut ]
Pt | [ e D the motten metal with its programmed pouring temperature. If. _less S 0000 g
than its programmed pour temperature, a backstepping.... Pulegnl  Aitey i e
. £ Smglemmred | i IADYE A Snippets : A R i
o Ty © “ent Contontiam % Fapt Pagrs plugged into the adaptable programmable calculator of FIGS. 1,2, and  Mesese - omut R k]
Tt = M Aty 34B.. plugged into the adaptable programmable calculator of FIGS. CumiDiate 117 0 7Y et
1,2, and 3A-8.. programmable calculator of FIGS. Pdmpnt  afiriey
L] (7 Seglemaes SETIMNDETS Aace  drme, Snippets : S e
i ad e * Expands the definition of qualified prepaid tution programs to include M | st O ]
e i SR R programs establishzd by educational entities other than state- Ooadune bt i 5 E—
Fleaet S, e sponsored programs Scholarship Program Pulegn  Ai-hey it B

Document Preview

When Results page displays are created, the Enable Document Preview may be enabled,
which allows you to preview the content of a document without opening the document. To

preview a document, click anywhere in the row.
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The preview will appear in the right side of the Results page. Any hits will be highlighted. You can

also use the scroll bar to continue through the preview.
Use the Up or Down Triangle buttons to go to the previous document or the next document.

To open the document in the document page, click the Launch Document button. This allows

you to maximize the document and work with any associated forms.

Display Options
If you are a standard user, you may have more than one way to display the your results. You can

also select fields to determine the order of your results and the number of records displayed per

page.

Administrators created one or more default displays for your site. Users can typically

1
g create displays for their own use.

To change your display, click Display Options. Under Defaults, you will see the displays
available for your site. If you have created your own display, you'll see it listed as an option under

Custom.

Table - Actions Displaprtion%
- Fileext BegControl
Displays Filesize Endecontrol
Familycount Docld
Custom oeste new _
:]‘hr 1 =1 .pdf USPD15 TLBBB
227329 USPD1572888
BegControl Sort : ,','1"__‘
ssttings | savess.. | =
delete
Defaults este ney 2 ] .doc GERDO004083
A £ 114178 GEROOOD4022
Score Rankings 4 62883
settings | saveas.. |
delete
'@ Snippets
setfings | saveas..
delete
3 ¥ .doc GER,

You can also change the way your documents are sorted in your Results page. The Insight

Default Sort Order is Score. Documents sorted by Score cannot be sorted on subsequent
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levels. If you choose to sort your results by fields, select the field by expanding the Sort Option

menus and making your selection.

Advanced Search Options

Sort Options
BegControl |Z|

Ascending |Z|

+ Elsia maore

Records Per Page

20 [+]

Select Add More if you'd like to sort by subsequent fields. You can select to sort by up to three
fields, and for each field, you can select ascending or descending order. You can also remove or

change a field. Clicking Remove deletes the lowest level.

Sort Options
BegContral |Z|

Ascending |Z|

DocDate |Z|

Ascending |Z|

Issue |Z|

Ascending |Z|

+remove

Records Per Page

20 [~]
[~Uodst=— I

By default, Insight displays 20 records per page. If you'd like your Results page to display more
or less records, expand the Records per Page menu using the arrow to make your selection.

Documents can be displayed by 10, 20, 50 or 100 records per Results page.

Click Update when you’ve completed your changes. Your Results page changes are saved and

will display your Results page based on your selections until you change them.
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Edit Display

If you have Edit Display rights, you can create and edit custom displays to use in the Results

page. You will also be able to edit, reorder, remove and add columns in your custom displays

directly in the Results page.

Insight User Guide

Users with rights to create custom displays cannot change fields or rearrange the columns in a

Default Display, only in their own custom displays. Administrators have rights to create and edit

Default Displays for the site.

If you have the rights to create a new display, the create new link will be available at Custom.

Table - Actions Display Options

-

Displays

Custom create new

You have not created
any custom displays. 2

m

Defaults

9@ Initial Review

Fileext
Score

BegControl

USPO0S40161

USPO0OTS0156

USPOOT40160

USPO1230164

GSTO000067T4

USPOOTE0163

Author
Mailauthor

nbradley

Administrators who will be creating and editing site-wide displays will see the same options under

Defaults as available in Custom, allowing them to not only create displays for solely their use

but to also create site-wide (Default) displays.
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Table - Actions Display Optiun%
a Fileext BegControl
Displays Filesize Endecontrol
B Familycount Docld
Custom geste n - _
1 @ 5 USFO1572888
22732 USP01572888
(©) BegControl Sort ‘1'"73‘9 ..19.?=‘
setfings | zaveas. | e
delete
Defautts create n 2 @ .doc GER00004083
= 114178 GERDODD4082
() Score Rankings A e
settings | zaveas.. |
delete
@) Snippets
settings | zaveas.. |
delete
3 @8 ¥ .doc GER

To create a new display, click the create new link, enter a name in the Create Display dialog box

and click the Create Update button

close

Displays
Custom geste n

() BegControl Sort
settings | ssvess.. |
delste

Defaults oeate new

Table - Actions Display Options

- Fileext BeqgConh Author Sparktic|
F Score Mailauth Bee

Create Display »x

Enter a name for the display. (letters, numbers and
spaces only)

QC Level

m

Creat isplay m

Your new display now appears as the selected option. To start adding columns, click Add a new

column.

Table -

Displays

Actions Display Options.

-
close
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Expand the menus in the New Column dialog box and highlight a field to appear in the column

header. You can add up to three. Then click Create Column.

New Column x

Choose the fields (up to 2) to display in the column from the
items below.

BegControl [+]

Endcontrol [+]

Mailinreplyto A
Mailthreadid

Mailthreadtopic

Messageid
Moddate

Mailauthor

Mailid

Modtime
Numattachments
OrbErrar k
Criginalfilename
Originalfolder
Originalname
Otherdocproperties
Qcrstatis

Your new column appears in your display with the results. You can now add and edit columns,

change fields, rearrange the layout and establish settings for your display.

Column Menu

To continue adding columns to your display, click the Column Menu button and select Insert 1
Left or Insert 1 Right. (You can always rearrange columns at any point.) Using either Insert link
opens the New Column dialog box allowing you to choose up to three fields for your new

column.

v.15-10162013 29



CATALYST

Fowerfuly Simple E-DNscovary

Insight User Guide

Table - Actions

BegControl
DocType
Fileext

1 4] BegControl:
MATOD001927
DocType :
Unknown File
Type
Fileext :
&, .unknown

2 f BegControl :
MATOD001928
DocType :
Unknown File
Type
Fileext :
&, .unknown

2 ] BegControl:
MATOD001928
DocType :
Unknown File
Type
Fileext :
&, .unknown

Display Options.

Author D Snippets

Custodian
Numattachments

Author :
Custodian : Mark Taylor
Numattachments :

Author :
Custodian : Mark Taylor
Numattachments :

Author :
Custodian : Mark Taylor
Numattachments :

Edit Column

Delete Col

Insert 1 Left

Insert 1 Right

Fit Column to Contents

Fit All Columns to Contents
anIppets | general.

Snippets : general.

Confidential Comment
Issue Hasredactions
DocDate Privileged
Confidential : Comment :
Issue :; C H dacti

DocDate : 2008-10-21

Confidential :

Issue :

Fraud; Contract Dispute;
Damages; Compensaticn
DocDate : 2010-10-21

Confidential :

Issue :

Fraud; Contract Dispute;
Damages; Compensaticn
DocDate : 2010-10-31

Privileged : Personal/Mon-work

Comment : Cory
Hasredactions :
Privileged : Privileged

Comment : FloridaTest
Hasredactions :

Privileged : Personal/Mon-work

Continue to add columns in this way as necessary.

To change the fields that appear in a column, click Edit Column in the Column menu

The Edit Column dialog box works like the Add Column dialog box.

If you'd like to remove just one field in a column at a time, select the null value in the drop-down

Edit Column x

items below.

Fileext

Docld

Choose the fields (up to 2) to display in the column from the

[=]

Numattachments @e

[=]

Update Column Cancel

menu. It is the first entry:
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Annotation k

AttachmentMames |=
Author

Bco

BegControl

Batchld

BegAtt

Confidence
Confidential

: I
CreateTime

Custodian - :
Conversionstatus 3) to display in the column from the

CdVaolume

Comment

CreateDate

Detail

Dir

DocDate i

Update Column

You can delete an entire column using Delete Column in the Column menu and fit the contents

to the column width for this column or all your columns.

Reorder Columns

You can rearrange the order of columns already placed in your display by pointing to the header
of a column you'd like to move. When the pointer becomes a cross, hold down your mouse

button, drag the column to the desired location and release your mouse button.

Confidential Author [+] Comment

Issue Custodian Hasredactions
DocDate Numattachments Privileged
Confidential : Author : Comment :

Issue : ; Compensaticn Custodian : Mark Taylor Hasredactions :
DocDate : 2008-10-31 Numattachments : Privileged : Personal/Mon-work
Confidential : Author : Comment : Cory

Issue : Custodian : Mark Taylor Hasredactions :
Fraud; Contract Dispute; Numattachments : Privileged : Privileged
Damages; Compensaticn

DocDate : 2010-10-21

Other Results Options—Graphing and Charting Results
You can quickly view other information about your results set using the Other Results Options
menu. Expand it to see the options, which allow you to graph file sizes, track communications

and view information about the results.
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Charts

The Charts feature graphs your results by number of documents by faceted fields. Select the

Insight User Guide

[]5]2]8][E[3]

Q Results Refine Search

Search Text  program

Tahle Actions
[ Chars

& Bize

sl Communication Tracker

4 Communication Report 34

COSOOEITT TN

2 2| Fileext: =] bd
Familycount : 34

Custodian : Enron

E 2 Fileext: -] bt
Familycount : 34

Custodian : Enron

Cisplay Cptions

BegControl Score

DocDate « Humattachments
Author

BegControl : 4023300008644 Score:

DocDate : 1992-08-25

Author : Humattachments :
BegControl : 4023300008679 Score :

DocDate : 19920825

Author : Humattachments :
BegControl : 4023300008642 Score:

DocDate : 1992-09-26

Author : Humattachments :

Charts option in the Other Results Options menu.

Q Results Refine Search

Search Text. program

[ Chars -

Enran

unknown

0001_0001

Search Options

Histary

Found: 2,242 (Searched: 62 884)

Change Selected Facets | Showupto 20 v results for each facetusing  Bar 2D v
Facets: Custodian - Click any itern in the chart to narrow your search by that item.
(2.218)
(13)
=)
[(1)] (&00) (1,200) (1,800) (2,400) (3,000

Number Of Documents

Select the fields by clicking Change Selected Facet and using the checkbox or boxes to develop

the chart using your select faceted fields. You can change the number displayed or the type of

chart using the menus (above image).
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Charts—Right-Click Menu
When working with charts in Insight, you can right-click in the chart to open a menu which allows

you to print the chart.

Enable Links is the default setting. This allows you to click any of the links and bring back those

documents in the Results page Table view.

W Charts = Change Selectet Facets  Show upto 10 % resuts for sach facet using | Pie 30 v

Facsts: Attachmanthames - Click any item in the chart to narrow your search by that itsm.

Enran in Action Submizsion Form dec; , 17,07%)

Enron in Action Submissign Form.dac; -(14)
{5 wwDLHKD, URL; ~(19)
~DLMKZE, URL; =~DLMKZ7,URL; ~~DLNK2E, URL; ~[9]

! 3 m ~mDLNKDLURL; ~~DLNKLURL; ~~DLNK2URL; =Dl
EnranTransferigmt DOC; -(8) SCHEDULE. doe; -[5)
oc; Elechgmt 11-2.dog pilstpartilagmt 11-2.dos -(6) Resurme ELM.docs ~[5)
LURL; ~oDLNKLS, URL; w=DLHKZ0.URL; »~DLNKZL URL: -(6) #1.dat; -[5)

Doughnut and Pie charts can be rotated. Right-click in the chart and select Enable Rotation.
Then drag the chart to rotate it. This can be useful when you are trying to display the categories

more clearly.

You can also separate the sections by selecting Enable Slicing Movement. You can also right-

click in the chart to undo your selections or to change from 3D to 2D.

Facets: AttachmentMames - Click any item in the chart to narrow your search by that iter.

Prink Chart;

e DLMED URL; -

Enable Rotation

7.URL; ~~DLNK28, URL: -(9)

Enable Slicin
\ m ~mDLNKDLURL
Transferramt.coc; -(2)

SCHEDULE.doc;
pilotpartilagmt 11-2.doc; -(6) Resume ELM.doc; | View 2D
wDLMK20,URL; ~=DLMK21,URL; -(6) #1.dat; ~(5)

Settings...
Global Settings...

File Sizes
To graph the total sizes of the files of your results, select the Size option in the Other Results

Options menu.

The report is broken down by file types, for example, Text, Embedded, HTM, Native, OCR, and it

graphs the file sizes for the different file types in bytes.
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Tf Size w t Showupto 20 |« results using Bar 20 [=]

Sizeembadded |0

Sizehtm |0

s |
Sizeocr |0.00836
Sizepdf |0

Sizeredact [0.00004

Sizearchive |0

Sizetranslations |0

Sizetxt |0

Q 4 3 12 1e 20

Size In Gigabytes

You can change the number of file types displayed or the type of chart using the menus. To print

just the chart and not the entire Web page, right-click in the chart and select Print or Print Chart.

If you chose to use a Doughnut or Pie chart, you can right-click in the chart and select to slice or

rotate the chart.

Communication Tracker

Communication Tracker allows you to explore documents that are authored by a particular
person. You can see the names or emails of the people who make up the communications in a
diagram. Then you can quickly go to those documents. This visual representation is a good way
to explore communications between key people. The Communication Tracker is made up of
several fields. The list of Authors is made up of the Author and From fields. The Recipients listed

in your graph contain data from the To, Recipient and CC fields.

Select Communication Tracker from the Other Results Options menu.
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Q4 Results  Refine search

B Search Text

& Communication Tracker + Select From Show History Reset

5 Takls

il Charts

B Size -

4 Communication Report
+ECT (151)
+mcook (137)
+dperlin (112)
+fruorange@aol.com (102)
+ sylvia. hu@enron.com (92)

+ jrozycki 82)
+ mbx_klayofficechair@enron.com (81)
+feedback@travelocity. m0 net (74)
+mbx_anncenron@enron.com  (73)

+ dhywl 71
ee wright (54)
referred Customer (53)

Creste Graph From lee wright | (52)
+ [ONME@PSEneray o (47)
+mheard (46)

Select the name from the list or start typing the name into the text box to find it. The names
appear with a number in parentheses to show you how many documents are to that particular
person. Select the number of people to graph using Graph up to # People. The default is 9 but
you can select a higher or lower number. This number includes the person you’ve chosen to

track.

+he Communication Tracker = Select Author Show History Reset Graphupto 9 v People

Click a recipient to track comrmunications. Click a number to display the documents; right-click to view other options

Shirley Crenshau Ashley Baster Celeste Roberts
Ti4 260 141

vkaminski@aol.com Wince 1 Kaminski Jeffrey A Shankman
385 l 168
2301 298 170

Wince 1 Kaminsl ki Stinsan Gibner Wasant Shanbhogue

The top recipients (people the communications went to) are located around your selected sender.
The number in the line box is the number of records to that person. Click that number to bring

back the records in the Results page.
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Click a recipient to see the communications from that person. This will put the recipient’s name in

the center of the diagram and then show the communications from that person to others.

Select Show History to see the selections you made so that you can easily go back to your

original author.

Click Reset to clear the display and create an entirely new search.

Communication Report

Quickly access and analyze communications between two people by clicking Communication

Report in the Other Results Options menu.

|:| Q Results Refine Search
T Search Text. program
Tahle - Actions Display Options
m Charts BegControl
. DocDate -
AIE Sie Author
b CORAAEETEn TECET BegControl : 4023300005544
2o Communication Report 34 DocDate : 1932-06-25
Author :

TSI = Criron

BegControl : 4023300003679
DocDate : 1992-06-25
Author :

2 & Fileext: =l
Familycount : 34
Custodian : Enron

BegControl : 4023300003642
DocDate : 1992-09-26
Author :

3 & Fileext: =l txt
Familycount : 34
Custodian : Enron

Score
Humattachments

Score :

Humattachments :

Score :

Humattachments :

Score :

Humattachments :

Expand the Person 1 and Person 2 menus to find the people whose communications you want

to explore.
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M Communication Repart +

Person 1 y
/

+ pete.davis@enron.com (11,568)
+ mjones7@txu.com (1,761)
+ Jennifer A. Sabine (1,303)
+ rickya@calpine.com (1,293)
+cfl (1,163)
+ mbx_anncenron@enran.com (983)
+ arsystem@mailman enron.com (BB5)
+ michelle.nelson@enron.com (862)

+ owner-nyiso_tech_exchange@lists thebiz net (680)
+ exchangeinfo@nymex.com (673)
+ perfmgmt@enran.com (657)

+ soblander@carrfut.com (631)
+ ABK (573)
+noreply@ccomad3.uu.commissioner.com  (512)
+ justin rastant@enron.com (488)
+victor.lamadrid@enron.com (448)
+ ryan.orourke@enron.com (443)
+Jeff.dasovich@enron.com (435)
+ christopher fcalger@enran.com 410)
+ gfergus@brobeck.com (396)

ve and click Chart It

Chart It

Then click Graph It.

4o Communication Report = Person 1 . leuise kittheng@enron com Person 2: - john.lavorato@enron.com Chart it

louise kitchen@enron.com & john lavorato@enron.com Communications - Click the number of documents to show the results in Table Mode. Right Click for more options.

louise kitchen @enron.com john.lavora
&8

|vm§e‘k\t1: @znron.com john.lavars
i 22

enran.com

=nron.com

Date Range:  12/2512001  {o 02052002 ¢ Graph New Dates | 2 Show Matching Documents In Table Mode
o
I From louise.k com to john. com (by day)
15 I From john on.com to louise.k com (by day,
o
: e |
Dec28 Dec 2t Jan 3 Jan 6 Jan 3 Jan 12 Jan 15 Jan 18 Jan 21 Jan 24 Jan 27 Jan 30 Feb 2 Feb

The number of documents going in each direction is provided. Click the number to bring back the

documents in the Results page.

The graph displays a date range of the communications. You can change the date range by

dragging your pointer over your chosen date range, and the new dates will graph automatically.
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4 Communication Report Person 1: ~ louise kitchen@enron.com Person 2: ' john lavorato@enron.com Chart It

louise_kitchen@enron.com & john_lavorato@enron.com Communications - Click the number of documents to show the results in Table Mode. Right Click for more options.

uise kitcheg@enron.com johnlaveragg@enron.com
68

ouisa.ki[jc il@' nnnnnnnn john.lavorata@enron.com
32

Date Range: | 0112772002 |10 0210412002

B Show Matching Documents In Table Mode

@ Graph New Dates

lFrom louise:

on.com to john

on com (by day)

M From john Javorato@enron. com to louise ichen@enToncom (B day)

You can display the documents based on the new dates by selecting the Show Matching

Documents in Table Mode button.

If at any time you want to change either the Person 1 or Person 2 values, click the name and

select a different one. Then select Chart It to see the new results.

Timeline

Insight User Guide

Results can be graphed by dates with the Results page Timeline. In the Results page, expand

the Options menu and click Timeline. This gives you a look at the document dates of your
search results. You can change the date range by expanding the Date menus and selecting

different dates. Clicking Graph then updates to your new range and updates the number of

documents that will be returned based upon the new criteria.
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Search Text: Subcollection : "enron” Found: 881,344 (Searched: 1,025,194)

© Timeline =

2001-01-01 to| 2005-12-31 £ Show Matching Documents In Table Mode
(N Dec[+] 2005 [~]|)] [ Graph the newly selected dates ]ms matching Search AND Date

100000 Su Mo Tu We Th Fr Sa

docdate by year

75000

50000

25000

2001 2007 zo08 2009 2010 201 2012

To use your pointer to narrow in on date ranges, drag the bar to your chosen width.

© Timeline =

1983-12-02 to | 2013-12-02 m A Show Matching Documents In Table Mode

Documents matching Search AMD Dates: 124,172

20000
docdate by year

80000

o [ <G—

20000

1985 1980 1995 Z000 2005 2010

The graph will update automatically.
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2002-09-01 to | 2005-09-15  Show Matching Documents In Table Mode

Documents matching Search AMD Dates: 59,134

70000
80000 docdate by month
50000
40000

20000

20000
10000 '
o

Oct 2002 Jan 2002 Apr 2002 Jul 2003 Oct 2003 Jan 2004 Apr 2004 Jul 2004 Oct 2004 Jan 2005 Apr 2005 Jul 2005

Click Back to go back to the previous graph. You can also display the documents for that search

in the specified date range by clicking Show Matching Documents in Table Mode.

Results Page Search Text

If you’ve reached the Results page by running a search, the Results page allows you to view
and change the search without going back to the Search page. Your search will be populated in
the Search Text field on the Results page. If you've opened a folder to access your results, the
Search Text field will be empty, but you can use the Search Text field to focus a search within

your folder results.

Expand the Search Text field using the Plus [+] button. You can change the search in the

Search box or use the Search Assist to add clauses and edit the search.

‘Q Results  Refine Search Search Options = History
Fleid N otions erator Add Using
B T = —
a
¢ £ Search

Folders: (None Selectsd)  Advanced Seftings = (All Collections) Found: 644

Subcobsstion
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Click the Search button or press the ENTER key on your keyboard to execute your search and

bring back new results.

You can also change or limit your search query to a folder or folders. Click the Folders link to

open the Saved Search Folders dialog box, which allows you to select a folder to search.

(= Select Search Folders x
[§ Results BackioF|

1 My Falders
[E Search Text [#} shared Folders

program® and softwar | Public Folders
“/ Dynamic Folders

FnldES: (None Seleq

Table ~ Actions

BeqControl
DocType
Fileext

1 BegControl :
USP01572888
DocType : Selected: none
Adobe Acrobat
FOF
Fueext:-)j pdf

2 BegControl :
USP01572252
DocType :
Adobe Acrobat
FDF
Fileext : ] pdf]

3 BeqControl :

You can also change your settings or collections.

v.15-10162013 41



CATALYST

F ’::-i';-'.-_'.'l'.:.-.'.'}: Simple E-Discovery I ns i g ht U Se r G u i d e

Documents, Forms and Fields

Whether you've run a valid search or opened a Dynamic or Static Folder or you are working in
the Review Projects module, you will access your documents in the Results page at the Table

view.

The Preview mode is enabled in the Results page in the below example. Clicking in the
document row displays a preview of the document on the right. You can scroll through the entire
document viewing it in this Preview mode and navigate and view other documents using the

Preview by clicking the Up and Down Arrow buttons.

To review the complete record—document text and fielded information—click the Launch
Document button located in the first column of the document row. This opens the document in a
new Web page, which allows you to work in the document and navigate to other documents in
your Results set directly through this new page. When Preview is available, you can also click

the Launch Document button in the Preview pane.

Q Results Search Options History
B3 Search Text: Author : "smith" OR Bec - "smith” OR Cc - "smith" OR Cu Found: 6,086 (Searched: 1,209,204,
Table v | Actions | DisplayOptions [ 1 or 122 (Go) @B

BegControl Snippets Confidential Comment I X
DocType Issue Hasredactions E] E] O
oz LTI 0T Show Fields | Highlight Navigator ()
1 l:l BegControl Confidential Comment : Enron Comment ~ * | From. Smith Regan M
ERRO0001226 Issue : H E Y
: [ ! . 5 (Regan.M_Smith@ENRON com)
E::;Z‘DEL‘&EM:I\ DocDate : 2002-01-17 Privileged : To: Dahlke Andrea; Denton Rhonda L
cc: Smith Regan M.; Saleem Aftab
2 BegControl : Confidential : Comment : Enron Comment BCC: .
DAS00003810 lssue : Hasredactions : Subject:  As we discussed in today's
DocType : email DocDate : 2002-02-15 Privileged integration test planning mesting for
Fileext ml NetCo, please
Sent: 01/17/2002 05:62:08 PM -0700
3 Cont Author T
ERS00000260 om
DocTyps il . ce ic Sait H
Fileext: [ msg enronem, Humattachments : As we discussed in today's integration test planning
meeting for NetCo, please test your LAN id to
4 BegControl : Snippets : Confidential : Author : Comment : Enron Comment ensure:
ERS00000186 smith. Lday@enron. com. Issue: john.m. com H
DocType:Email  smith | day@enron.com Docbate : 2001-00-28 Custodian  Eric Saibi Privileged: g) b have the e E;EEI;SH‘" Egp““““” o
Fileexi:[id] msg  enroneml Numattachments : ave for estate. They should have been ported to
this NetCo test account
5 BegContral Snippets : Confidential Comment : Enron Comment 2) the execution of the application works. le,
ERS00000202 et smitt om lssue com scripts, connection to the ‘comect database
DocDate : 2001-10-1 Privileged

DocType : Email
— You can test the lagin id by
411 nanf®sinui et DT 2, -

it bae 'Start Manul

Document Interface
In an opened document, the body of the document is displayed in the left frame, and the

document form, containing the coding and metadata fields, is at the right.
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Use the navigation buttons at the top right of the document frame to page to the next or previous
record. Click the XX/XX area to open the Jump to menu. Enter a specific number and click Go to

open that record.

"7 Detail Page - Catalyst Insight - Google Chrome

(3} hitps:/preview catalystapps.com/insioht /docs/detalFage 3. itmlzdac RI=335055 a|

e (=« a|n|=- 4| 2,499 7 2632 | First Pass Review

Show Fiekls | Highlight Nawigator oct @ OCRe... @ | [Resp @

o Tolking v blien profesion rrect baskytiat titel e defnente kermpetansekiilerier og et nomment uidanningsiop.
o Detoffentlige er rromisk forpliktat 1 & etablers formelie kritener for d skille rellom gode og chirige olker 1 alle sprik somdet offentlige
seb etterspor. Custodlan

o Alla tolker sorn fakdisk er | yioet skl i rulighet 1l & skatfe sag fonTaliate loalfikesioner somer | sarmevar red tolkens faktiske niv og emational
cyidighet.
o Parsonarsom ikie fificsstiler dissa korrpatansakateriena skl ikl prakdisar | tolkeyriat Fiame
Telkeutdanning 2ERPA000001 13 ke
o Det i utvikles et utdenningsie for tolkar, basart i den gninnizggende tolkeoppleerngen (hakdsanhaten] somallerece praktierss, Cavohrre
o Denne hahdicenheten i vesre tigiengelig for tolker pd alke sprik som det offentlige ettersper, og il enfiver tid.
o Dat rrél oppraties plwenngsiurs, biant annal i rfistolking og medishisk tolking Pesponsie
o Hahdsanhaten og pigningsiursena im denne utgangspun kiat for et utdanningsiop for tolker med fekgenc rmilkannger
1. 4 gialle folker somer i yriet rrulighat for 4 skaffe seg fonmelk kalfilkasiner | sarrevar med sh faktiske kompetanse, © MotRaspensive
2. 4 gialk folker someriyriet rulighet for faglig korrpetansatuaging, © Pesponsive
3. i ikt 4 ubvikle en tolkeutdanni de giren g ko) og et real gunneg ford kunne . ) Potentially Fiasponsive
autotisasionspiaven uten dagens 90 % stk
o Autorizasion rré filys 1 alle sprik somdet offentiige attersper, og filenher t o —
o Enkalle tolkeforridlem anangamer bediftsntame lurs. Disse kan vaare er aller minclie bira, men howstipoengat erat de er baditsiieme,
g derred ikke an el av 2t offentig Lidenn ngstop. Oge tolker somhar giennormgatt slive kurs 1 rofiveres for d ta. e offentige O ves
laursene, ford f cefte mgistiart | NT. Datte fontsatier at tollena faker et sorm rreniigefylt 4 bl rgistrar i NT - vad at hels tolkerrariedat Owe
Talkdisk bagyrinard henytie NT og etierspens tolker rred forali kalificsiner.
o Dateridagen rakke tolker somer vallamativ skolerter, for eksarmpal rred fiblogisk aller ttarer akgrnn. Deaies korrpatansa i O waybe
verkatios, rren rkenigen om skape st tolefglig utdanningsion Finabes rer at oged disse tolkena i motheres 1l 4 siaffe sag oe
spesiliit tolkefaglige korrpalansanrerianzne, Dt ber ikke viere noe vansielig foren dyidig tolk, Gorrrrent

« Hovedrikaningen rmect tolkeutdanning | dag i vesre 4 i sarmsvar g forrell korr tolker, gi alle
toller en rrulighet fl faglig oppaiaterng og skape for farste gang en mulichet 113 skile gode og dirlige tolker, Datie nnelserer ot alle
uttbnnigstital i vaere rrulig d giennormor for tolker somer [ arbed. P4 dagens stadlumer ikke en hekags tolleutdanning akiuett 4
priotitere

o Mirtolkeseldtoren kan ansas somoppdatart, er det gnunniag for 4 giore tolk tl an baskytiet titel, knytlet il cefherte korrpetansakianer.
Dat kan for eksarrpel vaere to nivder. offentlig godkient tolk (mec tolleutcbnning., ren ikka autorisasion) og statmutorizan tolk.

Ett tolkenmitkasd

Hovediisaininger

o Det e legges til ratte for reall konkunanse pd kvalitet | alle deler av tolkermaikadst,
* Alle folkebukere shal ha tigang til de beste tolkene,
* Alle forridlere skal ha tilgang til de baste tolkene. v

@Keyboard Shortcuts

Every record has a quick-loading HTML preview of the content of the record. The button to
display this preview may be named HTML, Text or Preview on your site—for documentation
purposes, this button will be referred to as HTML henceforth. The Show Fields link is available
in the preview of your document. Clicking the Show Fields link displays the file’s metadata
information in the document pane. The fields will display in each record you open until you click

Hide Fields, as this is a sticky setting.

Apply coding changes to appropriate fields in the form, and use Save or Save & Next to capture
your changes. Save & Next will save the record you are in and move you to the next record in

the Results set.
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If you prefer to use your keyboard, there are also some shortcuts built in for navigating through
your documents and saving the record you are viewing using keys rather than your mouse. Click

Keyboard Shortcuts to see Insight’s built-in shortcut keys.

Keyboard Shortcuts x
Mo+ P Previous Docurent
Ato+ N Mexrt Document
Ato+ 3 Save
At +  Enter Save & Mext
|0Keyhoard Shortcu‘ta
v

To enlarge or narrow the form, point to the split line. When the pointer becomes a double-headed

arrow, drag the pointer to move the split line.

1 2,499 1 2,632 ] First Pass Review
Igs... @ Qcy
A~
i Author
fetansakiitener og et nenrert utdanningskp. [idan Wissen bangy
4 skille rrelom godke og céiige tolker pé alle sprk somdet offentlige
soGustodlian
hrraliserte lalifikasiner somer | sarevar red tolkens faktiske nid o \athtemational
Fio praktisens i tolkayroet, .+ Fikrare
s EERTR000001 1 3.0
poende tolkecppleingen (hahdimenhaten) somalietede praktisetes, Sl
som ot offentlioe ettersper, og til enhwer tid,
klishsk tolldng. - Pesponshie
for et utdanningskap for tolker med felgende mEkahinger: .
olle kvmlifikasioner | smrmevar rred s faktiske kompetanse, ot Rk Besponsive
pebrvaaing, s bk Pesponsie
hrisk grad (bachelkoh og et tilstrekkelig el gunnlag ford kunne ta 4 Potentizly Pesi
til enbwer tid, 1 Hotfile *
b2 iz rrer eller rrindie bra, ren hovedpoenget erat de er hadrifishiame,
mbiar giennorreditt slike kuts e rrothess for 8 ta cle offentlige esD Yes

Highlights

Insight displays search hit highlighting (Search Terms) and static highlighting (Key Terms). If you
search the text of the documents, the search terms will be highlighted in the document when you
are viewing the HTML preview of the record. If you've searched the metadata, such as Anytext

or the DocType field, highlighting will show up in the metadata information when you click Show
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Fields in the HTML view. In addition to search hit highlights, your site administrator may
designate certain words to be highlighted each time these words appear in documents on your

site. These highlighted words or phrases are also viewable in the HTML preview of the record.

Click the Highlight Navigator link to open the Highlight Navigator dialog box. If the document
contains both search hits and static hits, the Highlight Navigator shows you the number of each

and allows you to display and navigate to just the search terms or the key terms hits or all the hits
using the checkboxes.

[Fhow Fields | Highlight Mavigator — w ‘ - 0af 260

| Highlight Havigator x

At & Time of Fundand [ 260 Total Highlightts)

nature of the counti Vhokewords? @ves Ono
vhen a consensus em

problens and the spy [0 Search Terms (258)

oy ] swong | 7] q
wulnezable meube ey Ve )

clothing, shelter,
ments. In addition,
fuality educational opportunities or fa

[7] ey Terms (1)

o r c p
a whole. Recent studies of high-quality early c hld.h
(ECD) programs have consistently found that investing

The Highlight Navigator includes an option for highlighting exact characters or entire words. It is
initially defaulted to the Yes option at Whole Words?. When the Yes option is chosen, only
complete words are highlighted. (Complete words are surrounded by at least one space on either
side.) For example, if a search were run for the word program, only that word would be
highlighted. Changing the option to No causes the letters program to be highlighted wherever

they appear, so this may include programs, programmable, programming, as well as
program.

This is particularly useful in CJK-language documents, where the same glyph can be used as

part of multiple words/phrases.
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Click the Up or Down Arrow buttons next to the Highlight Navigator to scroll to the next or
previous highlighted term. Remember that to see the highlights and use the navigator, you must
be in the HTML view of the record.

Viewing PDFs
When you open an Insight record that was uploaded into Insight as a PDF file, the PDF button
and an HTML button are available. If you or another user has converted a native file to PDF

within Insight, the PDF button will be available in this record as well.

The text of the document appears in the PDF view. If you click the HTML button, you will see the

HTML preview of the document text.

If you are using the Chrome browser with the default Chrome PDF Viewer to display PDFs, you
will not have the full Adobe functionality. To access the Chrome Viewer menu, point to the
bottom right of the document. These buttons will allow you to enlarge, minimize, zoom in or out,
save a copy of the document to your computer and print the document (send it to your local or
network printer). You can also right-click in the document to save, print and rotate the document.
When using the Chrome PDF Viewer to display a PDF document, you must use the right-click

menu in order to rotate.
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If you prefer to use Adobe Reader because of its increased functionality, you can set this as your
default viewer in Chrome. Most other browsers also work well with Adobe Reader for viewing

PDFs in Insight. Please refer to the Insight Quick Start Guide for more information.

Viewing Native Files

If your site contains documents that were uploaded in their native file formats, opening a native
file will display it in the fast-opening HTML view, which provides a good representation of the
native file and automatically displays any highlights of search hits or terms chosen for persistent/
static highlighting. The HTML view is especially useful if you don’t have the native application
loaded to your computer. For example, you may be working in the site on a computer that does
not have MS Office loaded. While Word and Excel documents are uploaded in their native
format, all Power Point documents are converted to PDFs upon ingestion into the system. When
the PDF is placed onto Insight, the document text is extracted from the PDF. The HTML view is
available for all file types, including native files, OCR’d TIFFs and PDFs.

Excel records have an Excel button to display the Excel view in addition to the HTML view. If a

PDF version of a native record has been created on the fly, the PDF button will also be available.
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PDF | EXCEL el =~
| Highlight Nawigator v| a| oOofz=
Author Microsoft Corp.
BegAtt INTOOOOOES0
BegControl INTOOOOOES0
Comersionstatus 1
CreateDate 2008-05-11T19:39:562
CreateTime 033107 P 0S00 (MOT)
Custodian International
DataFile chutievorbpoochispart nershed 1 8167
Dir 201101 23_153197job23 274000014
DocDate 2008-03-29

While the HTML viewer displays the preview of the body content of the file, there may be
reviewer comments and track changes in Word that can only be viewed by downloading and
viewing the record in Word. The Excel view of an Excel file displays hidden rows, columns,
embedded charts and access to all the worksheets of an Excel spreadsheet. In order to view any

formulas associated with the file, you will want to download and open it in Excel.

Click the Excel button to display the spreadsheet in Insight’'s Excel viewer. This viewer displays
40 rows of data and as many columns as exist per page. To see more rows, use the Page

Control navigation buttons at the top of the page.

If the spreadsheet has more than one worksheet, you can view each worksheet by clicking the

tabs at the bottom (just as you would in the native Excel format).
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To view the metadata information about the Excel file or any highlights, click the HTML button.

Viewing TIFF Records

Insight supports multi-page TIFFs. TIFF records can be viewed in an image viewer (accessible
by clicking the Image or Annotation button). This view displays the scanned contents (image) of
the file. Clicking the HTML button, displays HTML rendering of the file and the Show/Hide Fields
link. In the Image view, only one page of the TIFF record is displayed at a time in the document
pane. Use the page navigation buttons (located to the right of the Annotations menu in the

below image) to change pages in the document.
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Annotations

You may have the rights to place annotations on a TIFF image. In the Annotation view with the
scanned TIFF record visible, place your mouse pointer in the document image. The pointer
becomes a Plus sign. Click in the image, and holding down your mouse key, drag the pointer
over the area you'd like to place your annotation and release the mouse key. This places the
annotation box in the record and opens the Annotation Editor dialog box. Enter any text you
would like to appear in the box (you can also leave this blank), and then click OK. Click Delete to

remove the annotation.
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18f characters remaining

Annotation Sample

Telghons: (86-2) 305 8000
i

acaimile: (65-2) 305 8010

1f meperiaizing probismms with the number skove

Date 30 Quicoer 2000

Ou et 4200586

Your Rt

To Mr, Tom Kréller
M. Steve Howard
Milnank
usA

Fax 1213 629 5083
Ms. Lisa J. Mellencam
(A
usa
1713646 3393

Bangkok
In case of transmission problems please call 308 8000 Ext. 7008

To edit or remove a single annotation, click the Annotation Editor button in the top left of the
annotation box. This reopens the Annotation Editor (see above image), allowing you to delete
or add/edit the text.

Annotations Menu

The Annotations menu allows you to save or change the entire annotated version.

SE RSN EN = | 1 of 11 o | ([SED

The system will automatically save a page of annotations when you move to a different page
using the page navigation buttons. Once you’ve added your annotations to the record, you can
also use the Save (disk) button at the far left of the menu to save the annotated version of the

record.

Moving to the right, the Delete button removes all the annotations in the page you are currently

viewing (it doesn’t remove annotations from other pages).
The next buttons allow you to rotate the image and increase or decrease the magnification.

The Toggle Annotation Opacity button allows you to switch between viewing opaque
annotations that will not show you the underlying information or the transparent view, allowing

you to see the annotations but view the underlying information.
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Click the Toggle Annotation Visibility to view the record without the annotations showing. This
doesn’t remove the annotations; it makes them invisible. Click the button again to display the

annotations.

If the image has been OCR’d, buttons are available to view the image with text in the Document
frame. These include viewing just the image or just the text, the image and text side by side or

the image and text with the image above the text.

AEEERREE  EEEE S

Document Options
The menu of buttons along the top of the document display contains commands for you to
complete tasks. Some of these are permission based. The full list of commands includes: Copy

to Folder, Convert to PDF, Download Original, and Pause.

' Detail Page - Catalyst Insight - Google Chrome

|‘E‘| https: finsight. catalystapps. com/insight;
PREVIEWY B =.{«=8 = || 8| & m| =~ ) 10,000 / 38,155 L4 SecondRequestReview ~ =~
-1 ot (o) Q)] Test® | -
A B G D E F =
1 Reviewed =
2 O MotReviewed
i ) Rezporsive
5 O MotResponsive
5 Fostion Miaturty / Gap Ais | O ForFurtherReview
7 Business Unit - Commedity Girou Met CipenlLimit [Sensitivity L O TeohnicalProblerms
k]

The Options menu also contains commands. These can include Redact, Replace PDF, More

Like This and Translate.
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Copy a Document to a Folder

To copy a record to a Static Folder while within the opened record, click the Copy to Folder

Insight User Guide

button. The Copy to Folder dialog box has options for selecting to copy any related or duplicate

documents to the folder as well. At Recent Folders, select your destination folder if it appears in

the list. You can also search for the folder. Click the Browse Folders link to bring up the top-level

Static Folders structure. You can expand a folder to find your destination folder, or create a new

folder on the fly. Point to the folder and at the Wrench, click New. See Copy to Folder for more

information.
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The Copy to Folder dialog box functions as a pod. It can be undocked and placed in another

position in the form. It will open to this position across documents until you undock and move it

again. Click the Undock button and then move the pod to a convenient place.
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Convert to PDF

You may want to create a PDF version of the record you are in, and Insight allows conversion to
PDF on the fly if a PDF version of the record doesn’t yet exist. If you need to redact a record that

doesn’t yet have a PDF available, you are required to first convert the record to PDF.

Click the Convert to PDF button and then Submit.

= | L4 | ||| =~ 1 10,001 [ 38,155

S[Go

Convert to PDF x

Are ol sure volwant to corvert this document to a pdf?

Subrnit

]
m

Once the PDF is ready, a PDF button is available, and the record can be viewed in the PDF
format. If you have rights to redact, the Redact link is available in the Options menu. The

Convert to PDF button is no longer available.
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Download Original
You can download the record for opening in its native application (the file format it was originally

saved in) by clicking the Download Original button.
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You can save the document to your computer, and if you have the native application, view the
document in its native format. (For example to view an Excel spreadsheet in its native format,

you’d need to have the Excel application loaded to your computer.)

The best practice when determining whether to download and open a document to
\/  review in its native format is to look at the preview in the Results page or in the HTML
Preview display of the opened record and then determine whether it would be helpful to

analyze the file in its native format.

Common native files are typically processed to include comments and track changes, hidden
rows and columns. Certain information can only be viewed by opening the record in its native

application, such as the formulas used to populate a cell in Excel.

Pause Review

To pause the timer tracking your time spent reviewing a document, click the Pause Review

button.

PREVIEW | PDF [=i¢=8 =
1 of 1 [@a)

A |
1 |

=k

1)

Pause Review

c_|
|

m—| |

After pausing a review, you will not be able to see your document again until you resume the
session by clicking the Resume button in the Session Paused dialog box. The timer starts

logging your time spent in review again.

Session Paused x
Press Resume to continue reviewing where you
left off.
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Redaction
Insight provides web-based redaction. When a document has a PDF version, the Redact link is
available in the Options menu if you have permissions to redact. Talk to your administrator if you

feel you need redaction permissions.

PREVIEW | PDF B & || =~ 4 10,001

e 1
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Load (W) @ Trarclate
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To start the redaction process, open the document you need to redact. If there is not a PDF
version of the document, click the Convert to PDF button. Once a PDF of the record exists, an
image file of the PDF is made at the beginning of the redaction process. You will redact the image
version. Once you save the redacted image, the image file is then converted back into a
redacted-version PDF. Insight’s redaction system does not redact the PDF of the original record,

so that when a redacted version is distributed, the redactions cannot be removed.

Click the Redact link to open the redaction module.

Redaction Sets

Redaction sets are used to group redacted documents, so that when it is time to produce
documents, a particular set of redacted documents is pulled. More than one set is used typically
when documents on a site need to be redacted differently for production to different parties. Your

administrator will create appropriate redactions sets for your site and inform you about their use.

To create or continue a redacted version, click the Redact link in the Options menu, and in the
Create/Continue Redaction dialog box, select whether to start with the original document, or if a
document already has a saved redacted version, you can make changes to this version.
Additionally, if the Redaction module was closed prior to saving the redaction, you can select to
continue with the redaction that is in progress. Next, select the Redaction Set to store the

document.
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Create/Continue Redaction Delete Redaction

Please choose from the following:

@ Start with the original.

Please select redaction set: | FTC El

~ Select

Using Redaction Buttons
Use the controls at the top of the screen to rotate the page, which is useful for scanned images

that may be rotated, or to zoom in or out—increase or decrease the size of the document.

previeve | poF JEGEN (= (&[] =~ « | 10001 38155 | »
] [EE®|[R&][aallOd] [0 i) 08) °

[-\‘.'J Final.ize] [_x, Save Draft ]

The Redaction Button Controls are at the top left of the document. These buttons allow you to
place the appropriate redaction box within the document image. Your administrator will have set
up a number of custom Redaction Controls with specific messages (e.g., Privileged, Work
Product). Your site may have a Blank redaction button. This button will redact but leave no
redaction message, only a box with a border. Additionally, you may have the option of using a
blank redaction button that does not have borders, so that the redacted copy doesn’t show areas
that have been redacted using this button. (This can be useful when you want to redact an old

Bates number that appears on the document.)

Click one of the redaction buttons and then draw a box around the text or image you need to
redact by holding down your mouse button and dragging the pointer over the area you need to

hide in the document.
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You can change the size of the redaction box by dragging the corners or the sides with your

pointer.

As you move from one page to the next on a multi-page document, the system will save the

changes. You do not have to click the Save button or the Save Draft button as you move from

page to page. Click Safe Draft if you want to manually save your work and have only partially

completed a page.

Once you have finished redacting the document, click Finalize. This signals the system to

convert the redacted version into a secure PDF.

If you do not finalize the redaction by clicking Finalize, a redacted version will not be
3 pulled, as the system does not considered an un-finalized saved draft a redacted version.

You can go back and edit a finalized version, but make sure you remember to finalize it

again.

-

L ror |l &| W

1

of1| Ga |

AlEEEIEREIEE EEA

&4 Finalize | x Save Draft ]

Redaction Options

The Redaction tool bar at the top of the image gives you some flexibility in how you create your

redactions on the document.
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Point to each button to see the tool tip explaining the function of each button.

Save/Finalize

After you have input the redaction boxes, you can select the Save button (disc) to save your
redactions. This is saving a draft and works the same as the Save Draft button. The system does
not convert your redaction back to PDF unless you click the Finalize button. When redacted
versions of a record are pulled for printing or production, only finalized documents are considered

redacted versions. Always click Finalize when you have completed your redactions.

Copy Recently Redacted Page

The Copy Recently Redacted Page button will copy redactions and rotations from the most
recently redacted page. This is useful if you are redacting duplicate documents one after the

other.

Redact the Whole Page

Use this button to redact the entire page with the selected redaction text button.

Remove all Redactions from Page

Remove all redactions from the page by selecting the button with the red X.

Rotate and Zoom

Rotate and zoom in and out with the next four buttons on the menu.

Toggle Opacity and Visibility

When documents are redacted, we provide a transparent version so you can view the underlying
words or images that have been redacted. Use the toggle buttons to switch between the
transparent and opaque views. You can also temporarily remove the redaction visibility

completely.
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Navigate to Next Page to Redact

Use the page controls for multi-page documents. You do not need to save each page after you

redact. The navigation will automatically save the redactions on each page.

Deleting and Adjusting Single Redaction Boxes

The administrator of your site set up the redaction buttons and entered the text that appears on
the redaction box. Redactions vary in size so you may find that adjusting the text within the box to

a larger or smaller size is necessary.

OK Delete Cancel

In the above image, the text in the left redaction box is too big for the redaction. Click the menu at
the top left of your redaction box to resize the text. Just drag the Font-size bar to the left to make

the font smaller. Drag it right to make it bigger.

Redaction Box Menu

You can delete a redaction box by expanding the menu at the top left of the redaction box and

selecting Delete from the options.

m EEAE) Sl ‘@.|§H|:I|U| I 1 of1[Go) I & Finalize |[(x) Save Drait
e JOBMBIS] Aty v

This section is privileged
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Redaction buttons may be set up so that you are able to edit the text of the redaction, the color of
the text, box and border, the alignment of the text, and the font. If these options are available,
click the menu at the top left of the redaction box (above image) and make your changes in the

Redaction dialog box (below image).

REDACTED

alalalalala

OK Delete Cancel

Color Redactions

Redacted versions of documents that contain colored fonts or images will retain the colors in the

redacted version.

Viewing Redaction Versions

Records that have a finalized redacted version will display a Redacted button to open the
redacted version or versions. (Stored redacted versions are only available to users who have the
rights to redact). In the redacted version, the left pane displays information, which includes: Doc
URI, Date Created, Redacted By, Redaction Set, Display Mode, Finalized Date and the
Redacted Pages.
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PREVIEW | PDF Wi=iliwi=)

B (& || =~

4 3139 >

Redactions.

Py ==

Doc URI

feaselinsiaghtdemainvidocument!
2192844

Date Created

2013-02-19T18:58:03Z

Redacted By
pda
Finalized By
pda
Redaction Set
SEC
Display Mode
View Redacted -

Redacted Pages

You can view the transparent version of the document by selecting Transparent from the

Display Mode in the right pane of the redacted document. If you want to make changes to the

redacted document, expand the Options menu and click the Redact link.

Upload PDF

You may have permissions to upload a new PDF version of the record you are in. For example,

perhaps the original file is an Excel spreadsheet, and the record was converted to PDF in the

Insight system but is not formatted properly. If you have permissions to do so, you can create and

upload a new PDF of the original file.

If you need to create a new PDF of the file, select the Download Original button. This will

download the file in its native format. Save the file to your computer, and make any necessary

formatting edits to the file. Print/Convert the file to PDF, and save the PDF version to your

computer.

Then, click Replace PDF in the Options menu.
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|WPDF ell&|n| =~ ‘

Show Fiekls | Highlight Mavigator (& Redact

United States Patent & Replacs POF
Kuan

Q, More Like This
Man-powerad flying machine

@ Translate

Ahstra

This takes you to the Upload PDF dialog box where you can browse to locate your newly saved

PDF by selecting Choose File. When the file is populated in the field, select Upload PDF.

- Upload PDF

Choose a pdf file to upload:

Choose File | AMB-330145.pdf

Iv Iimitation regardingne method of

When the upload is complete, you can view the PDF by clicking the PDF button.

More Like This

Insight searching includes the More Like This functionality, which provides the ability to find
documents similar to the document being reviewed. This allows you to quickly isolate documents
with similar content and themes.

When reviewing an important document, use your mouse pointer to highlight specific text within
the Preview panel of the record in the Results page or in the HTML/Preview view of the opened
record. This enables the More Like This button in the top right of the frame. The number of

characters you have highlighted is displayed (there is a 5,000 character maximum).

You can also expand the Options menu and select More Like This to include all the text within a
record (provided it is under the 5,000 character limit).
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Znalysis of Closed-Loop Cooling
Salinity Levels for Indian Point Uni
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w

Executive Summary

compliance with regulator
reduce closed-loop cooling s
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are presented al n the correspondi

Clicking the More Like This button places a new query within the Results page Search box.
This is a BodyText query with an OR connector between each value highlighted in the text. The
Found: document count updates based on this new search query. You can customize this search
by removing or adding values or clauses to the search. As with all searching in Insight, you can
use Folders and Advanced Settings to define other search parameters. Retrieve the

documents by clicking Search.

Q Results : More Like This Search Optians + History

B search Text
Field Name (options)

Select A Field B ks

bodytext:[report*16 describes*16 supplemental*16 analyses*16 |

o0

Folders: (None Selected Advanced Settings « (Al Collections, Found: 755,157

Translate

You may have permission to can select and translate sections of document text “on the fly” while
working within the record. This is a quick way to understand the overall content of a foreign-

language document.

When reviewing documents that contain foreign words or phrases, use your mouse to highlight
the text (in the Results page preview or the HTML/Preview view of the opened record). This

enables the Translate button at the top right. Click it to open the Translate dialog box. You can
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also select Translate from the Options menu to include all the text of your record. (There is a

5,000 character limit.)

& Redact
& Replace POF

O, More Like This

Your highlighted text is in the left panel. The translator sets the source language (From

Language) when possible. Expand the To Language menu and select your target language,

and then click Translate.

Show Fislds | Highlight Navigatar

v| a| oofo

| @ Translate | 2 More Like This

"Sheet]"

Japanese

v

2 1-2-1| |

English

HEEEEECE AN GBS nHE

powered by Google translate

Click Close to return to your document.

Coding History

You can view the history (audit trail) of changes made to a record while it has been associated to

your matter in Insight. Expand the Forms Options menu and then click Coding History.

This includes when a document’s data in the database was changed, who made the change, and

the value or values that were changed. Redaction, bulk updating, conversion and translation

information is also available.
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& (M =~

it

il history
Date User
2013-03-29 ssh
04:58:022
2013-02-15 ssh
16:33:122
2013-04-04 zzh

o] 04:56:022

Action
update

update

update

Field
PrivilegeT

Privileged

Confidenti

ypa

ial

null

null

null

[l 628 »

To
Attarney Client;Wark Product

Privileged

Canfidantial

First Pass Review v

=]

| Fiist Pass Fawiew

@ Coslng History

Forms

The database field information makes up the document form and is where you apply your coding

changes to the document. In an opened record, the form displays to the right of the document

text.

There may be more than one form associated with a document, and you have been given access

to the forms appropriate to the work you need to do.

Detail Page - Catalyst Insigh

gle Chrome

{7 https: {jpreview.catalystapps comfinsight/docsdetaiPage v, himlrdocRI=177709

+ | 50,001 / 380,320

HTML Q={e:E B |l & n =-
E F G H 1

1

2

3

4 G5 OPTION DATA|

El

] [TIGKER |STRIKE STR BID TRASKBWOL  AWOL M STDVDAVMYHEN

7

8 CLHZ 195 172 182 529 58 &7 142972002 10:34]
El cLJ2 2o 277 285 497 B 63 142972002 10:34]
10| CLKZ2 20 <] <] 479 493 &1 142972002 10:34]
il CLWZ2 205 400 405 468 464 59 142972002 10:34]
12 CLNZ 205 430 450 434 454 a7 142972002 10:34]
13 CLQZ 205 4s0 47e @22 438 55 142972002 10:34]
14 CLU2 205 47e 40 405 s 53 142972002 10:34]
15| CLY2 205 485 505 G4 40 1 142972002 10:34]
18| CLX2 205 485 510 G6.2 <R 48 142972002 10:34]
17 CLZ2 205 498 510 G563 <E3 46 142972002 10:34]
18 CLFZ 205 498 6 G3.7 <5 44 142972002 10:34]
19 CLG3 205 498 520 G23 <L 43 142972002 10:34]
20 CLWG 205 530 5E0 G0.4 B22 4 142972002 10:34]

»

First Pass Review v =
Iss... @ Qc1 @

Author
Pekla Kauranen

Custodian
Enron

Filename
2250000 0587 s

Cavorre
Pesponsive
O NotRespensive

O Pesponstie
() Potentially Responsiie

Hatfile »

QO Yes
One
O Waybe

Comrrent

Tag All

Related Attached (2}
@ Keyboard Shorteuts
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You typically have access to at least one review form, which may display some of the metadata
information associated with your file. Metadata information can also be viewed by clicking Show
Fields in the document pane. All metadata fields populated with data can be viewed at Show
Fields.

To see the forms available to you, expand the Forms menu at the name of the form you are in. To

change forms, click the form name.

First Pass ReuiEW{b

Fields
You will make coding changes to editable fields located in a specific Review form. These forms
may also contain some non-editable label fields, which provide you information about the

document.

Author

Recipient

Cc

Bco

Custodian
Mark Taylar

Fields can have properties and rules assigned to them. Fields with a faint red background and an
asterisk (*) are required fields. You cannot save the record until you apply values to required
fields.

v.15-10162013 68



CATALYST

Powerully Simple E-Discovery

> Detail Page - Catalyst Insight - Google Chrome

Insight User Guide

{5 https:/[preview. catalystapps.com/ins gt /docsidetalPage 3. HimlzdocUR]=177702

HTML BE%EE s L | N =~ . 50,001 / 380,320
[0
A B D E F 5 H 1
i
?
3
4 |SCS OPTION DATA]
B
B TICKER |STRIKE [STR BID TR ASKBVOL |AVOL M STOVDAYWHEN
7
8 CLHz [198 [i72 iez 529 66 &7 1/26/2002 10:34)
B cLz [0 277 785 @97 Bid 63 1/26/2002 10:34)
i CLKz |20 50 O TEE &1 1/26/2002 10:34)
i CLMZ 205 400 405 458 {64 59 1/26/2002 10:34)
iE CLMZ 205 430 450 434 @54 57 1/26/2002 10:34)
iE CLGZ [205 {60 475 Mzz 436 55 1/26/2002 10:34)
4 LUz [205  [7% 4S0 405 @18 53 1/26/2002 10:34)
5] CLvz [205 485 505 B84 [0 ] 1/26/2002 10:34)
i ch@  [205 485 B0 @ez  Bad 48 1/26/2002 10:34)
7 CLzz [205 {86 B0 0353 @64 48 1/26/2002 10:34)
iE CLFE  [205 {6 EE A 44 1/26/2002 10:34)
g CLG3 [205 {86 520 @23 {4 43 1/26/2002 10:34)
20 CLMZ 205 530 560 D04 @2 4 1/26/2002 10:34)

»

First Pass Review v =+
Iss... @ ac1 @ QCRe... @ Resp @

Author
Peki@ Kaumnen

Cuslecian
Enren

Filenarre
ZEA00001 0587 s

Cololime

Faspensiie
O NetResponsive

O Responsiie

() Potentially Fesponshe

Hetfike *

Qes
One
O Mayhe

Corrment

] T3 Al Related Attached (2)
@ Keyboard Shorteuts

Insight forms may contain several different editable field types. Text fields allow you to add or edit

text. These work like standard text boxes and may be limited to short entries or allow longer

entries. Type in the box to include information.

Fields may allow you to choose one value from a list of values by selecting an option button

(radio button).

v.15-10162013

Comment

Meeds redacting. Ssmith for QC. Privileged Comment
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Meeds redacting

Reviewed

) NotReviewed

'@ Reviewed
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Another field which allows you to choose only one value is the drop-down menu. Expand the

menu and highlight your value.

* Privileged
Not Privileged [l
Not Privileged

Fotentially Privileged
Frivileged

You may also have fields which allow you to select more than one value. Checkbox fields display

all the value choices in the form, and you can select one or several.

PrivilegeType
Privileged

[T] Potentially Privileged
[T] Mot Privileged
Attorney Client

[C] work Product

The multi-value lookup field also allows you to make multiple choices. To populate this field, click

the Search button (magnifying glass).

Reviewed
) For Further Review

) Not Responsive
) NotReviewed

2 Reviewed P
) Responsive
© Technical Proble | [ £004 -
Issue D Fraud
4 D Damages

D Envircnment

m

D Accounting Controls
D Compensation

D Contract Dispute

Confidential

© Highly Confident [ contract £

© confidential i

© Not Confidential

Hotfile

[T Hat
Q
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This opens the multi-value table. Find your values and select them using the checkboxes. You

can search for a value if this list is large. Type part or all of the word into the Search box above
the list, and click the Search button.

If the value isn’t available, you may have the ability to add it. If the Add button is available at the
bottom of the table, click it.

pe,

Fraud

Contract Dispute
D Damages

D Envircnment

D Acocounting Controls

D Compensation

+ Add @ close
(Cenad ] [ ©cio=<

Type your value into the text box and click the Add button right beneath the text box.

Expenses
&
Fraud
Contract Dispute
D Damages
D Envircnment
D Acocounting Controls

D Compensation

Update

Add Lookup Value

Expenses

[ R, T

Back in the list, find your new value and select it using the checkbox.

You can click Close to close the lookup table without adding any values.
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When you’ve chosen all the appropriate values you need, click Update. Your values will now

populate the field.

Issue

, Fraud
Expenses

Some fields, such as Date fields, may require you to enter information in a particular format.
Insight adheres to the International Standards for Organization (ISO)-developed international
date format of YYYY-MM-DD. You may receive an error when you enter fielded information in the

wrong format and try to save the document.

A Error [x]
DocDate
01-24-2012

BegContral
KAYD0014487

When you have properly completed a form, clicking Save will save the record and leave you in
the current record. Click Save & Next to save your record and move to the next record in the

results.

You will receive a Success message if the record form is properly saved:

o Changes saved. [x]
DocDate
2012-01-21

BegContral
KAYD0014487

The Delete (X) button is available in a field to clear the field of all input. The button appears when

you point to a field.
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Heffile »
@ es
One %

O Maybe

Each field on your form now includes a coding history graphic, which you can view if you are in a
Role with rights to see the coding history. This allows you to see what changes have been made

to a specific field.

To view a complete audit history of the changes to the record, expand the Forms Options menu,

and select the Coding History link.

Fitst Pass Raview

Shortcuts and Rules
Your administrator can create buttons and rules on your form, making coding consistent, easier
and more efficient. Please speak with your administrator for specifics regarding the shortcut

buttons and rules used in your Review forms.

Apply Previous

The Apply Previous command is a user-permission that enables you to code a record with the
same coding as the last record you saved. This button is not available until you code and save a

record after each login. Click the Information (i) button to see how the last save was coded.
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Click the button to apply the changes to the current record. When you log out, the Apply
Previous command ceases to capture. When you log back in, you must code and save a record

in order for the button to appear in the form.

.,,
g
z
H
g
=3
£
1l

Apply Previous ‘h Iss.. @ | |ac1 @

Filenarme
ZREAOO0001 AT arml htrn

Cololime

Faspensiie

O NetResponsive

O Responsiie

() Potentially Fesponshe

Hotfiie »
O Yes

One
O Mayhe

Corrment

*[] T20 Al Equivio Near-Duplicates (3)
~[] T29 Al Equivio Email Threads (3}
M ENRONDO0644508
D ENROMNODO644888
[} ENRONONOG45585

@ Keyboard Shortcuts

Shortcuts

Your administrator may create Shortcut buttons for quick, one-click editing of coding forms.
These can be built for forms at any time during the review. Up to 10 Shortcut buttons can be
placed within a form. Point to the Information (i) button to see the coding that is applied to the
form when a Shortcut button is clicked. In the below example, clicking the QC Shortcut button

will change three fields and save the record and open the next record.
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() Potentially Responsiie

Hetfil *
QO Yes
One
@ Waybe

Comrrent
MNeeds QC

Your administrator can also assign keyboard hot keys to use in addition to the Shortcut button.
In this example, the Issues Shortcut button will change the Issue field to damages and Fraud,
and it will change the Hot file field to Yes, but it will not save the record. Click Save or Save &

Next or use the keyboard hot keys ALT+S to save your changes.

This Shortcut button also has a keyboard hot key combination of ALT+5; instead of clicking the
Shortcut button, the reviewer can choose to hold down the ALT key and the 5 key to code the

form according to this Shortcut button.

First Pass Review =

Iss... :ﬂ'ﬁ ac1 @

Thesae changes \@ﬂrl be applied n
ot

1. Issue: carreges; Fraud

2 Hotfle Yes

Kesy G nation: ALT + 5

Rules

You may also find that some fields have Rules associated with them. Rules can show or hide a
dependent field based upon the selections made in the parent field. Rules can also code a value
in a dependent field or clear a dependent field. Rules are set up by your site administrator to suit

the needs of your matter.
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In the below example, this form has a rule built upon the Privileged field.

Privieged

() PotertiallyPrivikges
() MotPrivikges

O Privieged
Comments

The command displays the PrivilegeType field when the Privileged value is selected in the

Privileged field.

Privieged

O PotertiallyPrivikges
O MotPrivikeges

@ Privieged

PriviegeType

[ attorrey Client
[T wiork Product
O cther

Comments

v[] Tag &l

Duplicates (24)

@ Keyhoard Shortcut

Rules can also select values at other fields. In the below example, when Yes is selected at

Hotffile, the HighlyConfidential value is automatically coded at Confidential.

v.15-10162013

Hotfile
Yes

Confidential

) Mot Confidertial
@ Highty Corfidential
O Corfidertial

1]
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Your administrator will provide information about the rules and shortcuts associated with your

forms.

Associated Documents

Your site may have documents that have other documents associated to them, such as related
documents or duplicate documents. You can easily access these documents and find out other
information about the types of associations. Associated documents are grouped in the lower
portion of the form. Often, the Tag All checkbox is available for you to apply the changes you

make to all the documents.

Related

Family relationships are organized at the Related section at the bottom of your form. Documents
with relationships include emails with attachments or source documents and attachments (these
are commonly referred to as families with the parent being the email or source document and the
attachments as the children.) The number represents the entire number of documents in the

relationship (parent and all children).

m
4

SecondRequestReview v

Reviewsd

O NotReviewed

O Responsive

O NotResporsive
O ForFurtherReview
O TeshnicalProblerns

Custodian
Unknown

Author
Carriere Frank (Frank Carriere@ENROM.oorm)

Nocldate:
2009-05-10 02:08:18 PM E3

DocDate
2002-02-20 B3

Privikged
O PotertialyPrivieged v

] Tag &l Related (4)

@ Keyhoard Shortcuts

Click the Triangle button at Related to expand this section and see a list of all related

documents.
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*[] Tag &l Related (4)
BegControl
= UNODDDDB629

=| UNDO0O0SE30

=| UNDODO0SE31

B UNOD0O02E532

@ Keyhoard Shortcuts

The document you are viewing is in the orange, larger font in the list. You can display a related
document in the Document pane at the left by clicking it in the list. If the list is large, use the scroll
bar to see the entire list. You can code related documents individually from this view by clicking to

open each document (the text of the new document displays in the Document pane at the left).

If Tag All is available and enabled on your site, you can select the Tag All checkbox to code all
related documents at the same time and in the same way you are tagging the document you are

viewing.

Duplicates

If duplicate documents have been identified on your site, you will see a Duplicate section in the
bottom of the form. This allows you, when necessary, to open and view the duplicates and use

the Tag All checkbox to code all duplicates in the same way if available.

Revieanedd

O NotReviewed

O Resporsive

@ NotResporsive
O ForFurtherReview
O TeshnicalProblerns

Custodian
Unknowen

Author

Adirali

Nocldate

~[J Tag Al Duplicates (3)
BegControl

5 ynoooo11110
@ UNOONN11106

W UNDOOO1111
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Equivio Email Threads

Your site may have been processed using Equivio technology for email threading identification.
Links to email records that are part of the thread are displayed at the bottom of a form. You can

view the inclusiveness of the thread and open any email attachments.

Inclusive email threads are represented by red Envelopes. Partially red indicates an inclusive
minus email, meaning that the email is inclusive of the entire conversation, but a previous email
in the thread has an attachment that is missing. A blue Envelope indicates a missing email from
the thread. The link for this node is not clickable, as there is no document in the site, but it is

useful information for analysis.

Reviewing the inclusive email (red) from the thread will provide all the email conversations in the
thread. Select the Tag All checkbox to code all the emails the same way or select specific emails

using the checkboxes. You are in the email in larger, orange font.

=[] Tag Al Equivio Email Threads (3)
D (":_ENRONUUUEHSUSS?
D (';_‘ENRONUUUEHSIIQZ
[] ™ ENRONDODET2368
D 2326600000429
B 2326600001406
B EMNROMNOO0GT 2403

[] ™ 2326600001414
[] ™ ENRONDOOG1E454

Equivio Near Duplicates

Equivio processing identifies both duplicate documents and near-duplicate documents. The
Equivio Near Duplicates section is also located at the bottom of the form. Besides access to the
documents, you can also see how similar a document is to the Pivot document. Click the
Triangle button at Equivio Near Duplicates. The Pivot document is usually the document that
has the most words in it compared to the other documents in the near duplicate identification
process (or it may be the newest document). The Grey bar is a visual indicator of similarity.
Duplicate means that the documents are exact duplicates and their binary signatures are

identical. Documents that are 100% similar contain exactly the same text, but their binary
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signatures are different. This may be because the formatting of the text is different, such as

different font or alignment.

You are displaying the document that is in larger, orange font. Click another document to open it.

=[] Tag Al Equivio Near-Duplicates (4)

BegControl Similarity
",';j EMRONOOOSO05536 Pivot
%) ENRON0O00503207 Duplicate
",';j EMRONOOOGO0GE6S m
",';j EMRONOOOS09019 m
© Keyboard Shortcuts

If appropriate, select the Tag All checkbox to code all the near-duplicate documents in the same

way.
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Actions

If you have appropriate permissions, the Results page, which displays the documents returned
from a valid search or an opened folder, allows you to perform several actions to documents,

including:

» Copying documents to a folder

* Creating a batch print job

» Exporting selected data from fields of chosen documents

* Removing documents from a folder

* Locking documents, so that no changes can be made to the form or unlocking documents
+ Batching documents

* Bulk converting documents

* Bulk OCRing documents

* Bulk updating specific fields in documents

* Selecting collections for documents

* Assigning documents to a review project

Actions are permission-based, and you will be given rights to conduct the actions you need. You

may have access to all the available actions or specific actions.

In the Results page, click the Actions button. A checkbox will display beside each document,
allowing you to select certain documents; you can also select your entire set of document results

or just the page of documents currently displayed.
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Q Results  Refine Search

Search Text program®

Table « Actions

20 selected (clear)  Select &11(134,324)

BegControl
EndControl
1 (2 DEMO1Z34029562
DEMO1 234030366
2 02 DEMOIZ34030373
DEMOH 234031850
3 2  SSEMO1234029552
DEMO1 234030366
4 pn SSEMO1234030373
DEMO 234031 850
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Atfter clicking the Actions button, you will also see the actions you can take to the documents.

The above image shows the Folder, Print and Export links and the expanded More Actions

menu, which will list other actions available to you.

If your Results set is the contents of a folder, you may see the ability to remove documents from

the folder as well:
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Copy to Folder

Insight allows you to view and work with documents in folders. You also may have the ability to

create and edit folders, tailor their contents and determine which other users may see and

access the folders. To create a folder from the Folders structure and for more information, see

the Folders section.
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The Copy to Folder action in the Results page allows you to organize documents into Static
Folders. You can copy documents from your Results page into folders. You can also copy an

opened document to a folder, please refer to the Documents section.

. Copying a document or documents to a folder is not moving the document from one

“'J folder to another or creating a new instance of the document. Instead, you are creating a

quick hyperlink to your chosen documents in an easy-to-use folder structure.

When using the Copy to Folder function, you can use an already created folder or create a new

one during the process.

To copy documents to a folder from the Results page, click the Actions button, and use the

checkboxes to select your documents.
Next, click the Copy to Folder link.

If you have already performed any copy to folder actions, will see a list of your most recently used
folders. If the folder you'd like to use already exists, you can select its option button from the list

and click Next to go to the Copy to Folder dialog box.

If the folder isn’t in the list, click Other Folders. Folders are structured by access level. Find your
folder in the appropriate top-level access folder, select its option button, and click Next to go to

the Copy to Folder dialog box.

‘Copy to Folder x

Select folder:
20 records selected
Back to Recent Folders

My Folders
Shared Folders

PR e -i}znd Level QC
& Pubfic Folders

2 Production Folders

Next Cancel

v.15-10162013 83



E'A TALYST

Fowerlully Simple E-Discovery

Insight User Guide

If the folder does not already exist, you can create a folder on the fly.

Copy to Folder Dialog Box
After selecting the appropriate folder to copy your documents, you can choose to include related
documents (thereby linking an entire family of documents to a folder) or include duplicates. At

Step 2, use the checkboxes to make these selections.

Copy to Folder |
Include these:
V| Related
V| puplicates
Provide an email and we will notify you when the job has finished.
juser@legaleagle.com
Input description.
Expert Witnesses
Patent Claims

Your email address should automatically populate the Step 3 field; this field is editable if you need

to enter a different address.

If you have other descriptive information, you can make it a tool tip by using the Input
description text box. (This input will display at Monitors by clicking Field/Folder Updates under
Jobs.)

Click Copy to complete your copy to folder action.

Creating Folders on the Fly
Your top-level access folders are My Folders, Shared Folders, Public Folders, and you may

have rights to and, therefore, see Production Folders.

Shared Folders are folders shared with you by other users but are not public for every user on
the site to access. You are not able to edit Shared Folders, since other users have built these

folders and shared them with you.

Use My Folders to create folders for just your use or folders to share with select users.
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When you don’t need to select the other users to give access to a folder and instead want all

users to see and have the ability to access that folder, use Public Folders.

If you have rights to Production Folders, you can also copy documents to folders for production.

Ensure you are at the top-level folder structure (after clicking Copy to Folder, click Other

Folders). When you point to a folder, a wrench will appear if you have rights to edit the folder

contents. Click the wrench to create a new sub-folder.

Click the New link.

‘Copy to Folder ®
Select folder:
20 records selected
Back to Recent Folders
& My Folders
* [T Shared Folders
Public Folders
* %} Production Folders
Copy to Folder ®
Select folder:
20 records selected
Back to Recent Folders
R ) Niw
# 4 shdred Folders
®

Public Folders
* [%} Production Folders

Next Cancel

Ensure you are at the appropriate access level folder. For example, if you want to make a

{:..

new Public Folder, click the tool at Public Folders. You will be able to edit your folders

and establish new access levels or give other users rights to folders later, but it is best

practice to establish your folder in the appropriate top-level access folder.
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In the Add Folder To ... dialog box, enter your new folder’'s name. You must give your folder a

name. If you enter an invalid character or character length, you will receive a prompt.

You can also enter a description if desired. This description becomes a tool tip when the folder is

pointed to in the Folders structure.

Select the Lock this Folder checkbox if you want to ensure the contents are not changed after
you’ve performed this copy function. As the folder creator, you would be able to unlock the folder

if you want to change the contents at a later time.

nnnnnnnnnnnnnnnn

uuuuuuuu

Name:

Click Next when ready.

If you chose to make a new folder under the My Folders top-level folder, you will have the ability

to share the folder (and therefore the contents) with selected users on your site.

Use the Right Arrow button to place a user in the Selected User text box (you can also remove
a user using the Left Arrow corresponding to the user’s name). The center Triangle buttons

allow you to move all users.

If you want to leave the folder private for just your use, don'’t include any users in the Selected

User text box.

The Users you select will have access to the folder and its contents under the Shared Folders

top-level folder.
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If your site is a Private Field site, you will only be able to share a folder with users who

have access to the same fields that you do.

If you've created a folder under the Public or Production top-level folders, you won'’t see the

step to select users.

Click Add Folder. You will now see your folder in the folder structure. Select its option button,

and click Next to go to the Copy to Folder dialog box.

You can also nest a new folder within a sub-folder:

Copy to Folder x

Select folder:
20 records selected

Back to Recent Folders

= 5 My Folders

= & © Qc-Priv
6'i‘ Expert Witness

= 7 shifed Folders

25 @ 2nd-Level
~ Public Folders
% Production Folders hd

To monitor your copy jobs, click the Monitors button and then click Folder/Field Updates under

Jobs.
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Remove From Folder
You may have permissions to remove documents from a folder. When removing documents from
a folder, you are not deleting documents from the site, only removing the link to a specific

document from the opened folder.

You must open the folder to display the foldered documents in the Results page.
Click Actions, and select your documents using the checkboxes.

Then, click the Remove From Folder link.

In Step 2, select whether to remove duplicates or related documents using the checkboxes, and

then click the Remove Documents button.

The selected documents are not deleted. Quick access to them via this folder is no longer

available.

Remove Documents from Folder x

u sure you want to remove 1 documents
f vom this folder?

Select related documents to include.
Y| Related

Duplicates

Printing and Downloading Documents

If you have permissions to do so, you can create a downloadable file of selected documents from
your Results page. The Insight Print feature allows you to create a PDF file or a Zip file of the
documents you select. You can also choose to replace a document with a redacted version in
your print job. If you choose to make a PDF file, you can tailor it for printing to include separator
sheets between each document with fielded data, bookmarks, headers, footers, and watermarks.
If you choose to zip the records into a folder, you can select to use the native of the record or the
HTML preview, which allows for quick opening and doesn’t require the native application view the

contents of the record.
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It is important to note that clicking the Print link at Actions in the Results page is not sending a
document or documents directly to your local or network printer; instead, it is allowing you to
create a downloadable file of all your selected documents and, if you select to make a PDF,

allowing you to customize the PDF file.

To access this feature, click Actions in the Results page, and select your documents using the

checkboxes.

Next, click Print to open the Batch Print wizard.

Batch Print Wizard
In Step 1, enter a name for your print job using 5-100 alphanumeric (or Unicode) characters. (You

will be prompted if the name is outside the character limit or contains unacceptable characters).

Batch Print x
Enter a name for this request.
|
Choose to create a PDF or Zip File.
@ Combine (FDF)
& Zip

Print Job Settings

[ Fail job on conversion errors?
Use last print job settings? (View Settings)

In Step 2, you can select your output file:

* Select the Zip option to create a zipped folder of each of your selected documents.

* Click the Combine option to create a PDF file, which combines all your selected documents
into one PDF file.

Step 3 allows you to enter some settings information. If you want the entire print job to fail if any
document fails to convert to PDF, select the Fail job on conversion error checkbox. Instead of

creating a PDF with some missing documents, the entire job will fail.
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The Use last print job? checkbox applies your last settings to this print job if you have run prior

print jobs, you can click View Settings to see the way you customized your last print job.

Click Next.

Create a Zipped Folder
If you selected the Zip option in the Batch Print Wizard, you can make selections for your

zipped folder.

At Additional Documents to Include (Step 4), select the appropriate checkboxes if you’d like to

include related and duplicate documents in your folder.

Additional Options (Step 5) allows you to make some important selections for your zipped
folder. Select the Include Fields as a Load File checkbox to create a load file. (You will be able
to select specific fields in the next section.) You can choose to zip the native record or replace the
original version of the record with a redacted version. You can also zip up the HTML preview of
the record. The HTML option offers a smaller document file size, ensures quick opening of the
documents from the zipped folder, and the native application does not have to be loaded to view

the record.

Batch Print x
Additional Documents to Include
Please indicate whether you want to include these types of files with your print
job:
Related Attached
[ puplicates
Additional Opticns
Include fields as a load file?
_) Zip Only native
) Use the redacted version rather than the original
@ Use the HTML version rather than the ariginal

If you selected the Include Fields as a Load File checkbox in the previous step, you will be

prompted to select your fields at Select fields for load file (Step 6). Hold down the CTRL key or
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SHIFT key on your keyboard to highlight more than one field. The fields listed are determined by

your site administrator.

Batch Print x
Select fields for load file.
Hold the Ctrl to select more than one field.
Fields:
BegControl -
Cc =
Confidential
CreateDate i

Clicking Next opens the Print Summary dialog box.

Create PDF File (Combine)
If you selected the Combine option in Step 2 of the Batch Print Wizard and you have applied

your Print Job Settings, you can select whether to include related or duplicate documents.

Batch Print

9@ §
o

°
CEEEE§
c

Step 5, Choose Any of These Options, allows you to customize your PDF file. Selecting the

checkboxes, you can:

* Include bookmarks in your PDF file that will take you to a specific record
* Apply customized footers and watermarks to the PDF

* Insert a separator sheet between each document, so there is clear delineation showing
when one record ends and another begins (this checkbox is selected by default, so if you
do not want separator sheets between each document, clear this checkbox)

* Include fielded information (metadata) on the separator sheet
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« Substitute the original document with a redacted version, either full redaction boxes or
transparencies.

Click Next after you've selected the appropriate checkboxes.

Custom Bookmarks

If you chose to include custom bookmarks at Choose Any of These Options in the Batch Print

Wizard, you can select a field for the PDF bookmark at Choose Custom Bookmark.

Using the Arrow, expand the menu to see the fields available, and click your field, and then click

Next. The fields available to use for a bookmark are enabled by your site administrator.

. You can only choose one field for your bookmarks. If the value populating the field is over

J.J

100 characters, the bookmark title will be shortened, if appropriate.

Batch Print
Choose custom bookmark

Select a field to use for bookmarks on the PDF file. Values larger than 100 characters
will be truncated.

Field: Author

BegControl
Comment
Confidential
Issue
Beviewlss)]

When your print job is ready, readers can quickly go to any document in your PDF file by opening
it in Adobe Acrobat and using the bookmarks rather than having to scan the entire PDF file. In

this example, the BegControl field value of each document is a bookmark.

YT Y NN
619% - i=f | {5] | Find -
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Footer and Watermark Information
If you chose to include footers and watermarks at Choose Any of These Options in the Batch

Print Wizard, you can design these at Step 7, Footer Information.

Select up to two fields to appear in the footer of your PDF. Expand the Field 1: menu using the
arrow and select your field. If you'd like to include two fields, use the Field 2: menu to select your
second field. The fields available are determined by your site administrator. You can also enter
custom text for the footer. If you selected the Include Custom Footer and Watermark checkbox
at Choose Any of These Options, you must include either a field or a custom entry for the footer.

You will be prompted if you don’t. You are not required to create a watermark.

To place a diagonal watermark on each page, enter a short word or phrase in the Watermark:

text box.
Click Next when ready.

All of the footer information will appear in the lower right of each page of your PDF file on a single

line. The watermark will appear diagonally across each page of your PDF.

Separator Sheets

If you left the Separator Sheets checkbox selected, you will have a separator sheet between
each record. If you selected Include Metadata on Separator Sheet at Choose Any of These
Options in the Batch Print Wizard, you can select which fielded information to display on your
separator sheets and you can create a custom header and/or footer to appear on the separator

sheets.

Click the Field Name in the Fields drop-down list and the field will appear in the box below. You
can order the fields using the Up and Down Arrow buttons. Delete a Field using the Minus (-)

button. You can also select the fonts and font sizes using the appropriate drop-down arrows.
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Batch Print x
Separator Pages
Add header and footer text to separator pages. You can also add field information.
Font Name: Size:
Header: Confidential Arial 12
Footer: Widgst Matter Arial 12
Fields: %| Arial [+] 12[+]
=| -
Author
Confidenti:

Click Next.

Use Redacted Version
If you selected to include the redacted versions of documents at Choose Any of These Options
in the Batch Print Wizard, you can designate the redaction set. Expand the Redaction Set

menu using the drop-down arrow and click the appropriate set name.

You can also select to include the transparency of the redacted document by selecting the Use
Transparent File: checkbox. This is often useful when you are wanting to first perform a quality

check on the document set.

Batch Print ®
Use Redacted Version
Select a redaction set. These documents will be substituted for the originals.
Redaction Sets: SEC%

Use Transparent File:

Clicking Next opens the Print Summary dialog box.

Print Summary
The Print Summary provides details of your print job, including the name, number of records you
selected and the number of jobs ahead of yours in the queue. You can click Cancel to delete the

print job or click Back if you'd like to change anything before initiating the print job.
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At the next page, your email address should be automatically populated. You can add it or

change it if it is incorrect or does not appear.
Click Create Batch Print to complete your print job.

You will receive email notification when the Zip file or PDF file is ready. Access the file and details

about your printing job by clicking the Monitors button and selecting Print under Jobs.

Exporting Fielded Information

If you have permissions to do so, you can select and download fielded information about the
documents found in your search and save the information in a standard file format, such as
Microsoft Excel, XML, HTML, Delimited Text, CSV and Word, or other programs that accept
ASCII (comma) delimited format. You can choose metadata fields and fields that have been
coded by reviewers to export to your report. You can create, for example, a Privilege Log using

Export.

Please note that when you use the Export feature, you are downloading selected fielded
information associated with the documents you choose; you are not exporting the contents of the
documents. The Print feature allows you to build a downloadable file of a complete record or a

set of records.

Export is available in the Results page as part of the Actions features, which are made

available by clicking the Actions button.

Select documents using the checkboxes and then click the Export link.

Search Text: smith
Table = Actions Display Options
3 selected (clear)  Select All (35.688) lcovTo., Eipit € Expprt More Actions
BeqControl Fileext DocbDate
Docld Numattachments Redacted
Hasredaction
7| Louoootes ] s 09/13/2001
7] susooooninz & s 0113172002
g]  KAMODDOD#12 ] s 0102812002
14588
KANDO0DD499 &) s 0112772002
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Enter a name for your exported file in the Job Name: text box using 5-100 alphanumeric (or
Unicode) characters. (You will be prompted if the name is outside the character limit or contains
unacceptable characters). Your email address should automatically populate the Email text box.

If it is empty, enter your address. You can also enter a different email if you'd prefer.

If you’ve created an export file before, you may want to select the Use last export settings?

checkbox which we create an export using the same settings as your prior export job.

Click the View settings link to view your last selections.

When ready, click Next.

Select the type of file to export your data into using the Export Type option buttons.

For large exports with many rows, Catalyst recommends either selecting the Delimited

d Text format or the Access format rather than Excel. It will take less time to export.

To view the possible fields for your export file, click the Plus sign (+) button to expand Export
Fields.

To select a specific field, use its Arrow button to move it from the Available Fields list to the

Fields to Export list. You can also use the center Triangle buttons to move complete lists.

Click Export. The window will close, and the job will be submitted. You will receive an email
containing a hyperlink for quickly accessing your file when the file is ready. You can also find any

exported files at Export in Monitors.
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More Actions
You may be given permissions to high-level user permissions in Insight that allow you to take
other actions to the documents in your Results page. These actions include:
* Locking documents, so that no more coding changes can be applied to the document form
or unlocking them so that coding can be applied;

* Batching documents (grouping documents together)—documents can be batched by folder
or by field;

 Converting multiple documents to PDF;

* Running OCR on documents, which do not have searchable text, making the documents
indexable and, therefore, searchable;

» Copying documents to a review project;
» Updating or changing field tags to multiple documents at one time;

* Selecting a collection to place your documents.

To access any of these features you have permissions to, click Actions in the Results page, and

expand the More Actions menu.

Q Results  Refine Search Search Options ~ History

Search Text program® Found: 134,324 (Searched: 2,093,313)

9 Tatie + | Actons || DispiayOptons [ T aer 008
0 solected cmm) secaiae0 Dot Gt

BegControl A

loext Docdate
EndControl Humattachments

2 DEMO1Z34028562
DENO1 234030368

20081212

=
[

e
frwsl of

s
MysaLs
2 2 DEMO1Z34030373 g

DENO123403150 frusl ot

s
MysaLs

3z SsEMOiZM0sE2 [ 20081212

bEMOIZM00:E 0 41 Panorimcaceprogramas  Manuslol

s
[

4o s [F
CeNOT234051680

s
MysaLs

Lock/Unlock Documents
If you have the proper permissions you can lock or unlock documents. Locking makes
documents read only— the coding in the form cannot be changed. Save and Save & Next and

certain other functions are unavailable (they will appear dimmed).
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You or other users may have the ability to override the locking of documents and apply

1
g coding changes when bulk updating.

To access this feature, click Actions in the Results page, and select your documents using the
checkboxes. Then expand the More Actions menu and click Lock (Unlock to make documents

locked available for coding changes).

Use the Related and Duplicates checkboxes to lock documents related to or duplicates of the
records you selected in the Results page. Then, click Lock Documents. The Unlock action also

allows you to unlock related and duplicates, if applicable.

Lock Documents x

Locking documents will make the metadata fields
read only.

Select related files to lock.
Y| Related

Duplicates

Lock Dypeuments

Batch Wizard

If you have the rights to group or batch documents into folders (batching can be organized by a
field or a folder), the Batch Wizard button will be available in the More Actions menu. In the
Results page, click Actions and then use the checkboxes to select your documents. Expand the

More Actions menu and click Batch Wizard.

In the Batching Wizard dialog box, you will have the option to batch your selected documents

into a Static Folder or to Dynamic Folders by a specific field.

Batch by Folder
Keep the Batch Type set to By Folder, to group your documents into a Static Folder that you or

another user has created and is already in the folder structure.
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Batching Wizard 2

Fill in batching wizard details.

Batch Type: @ By Folder () By Field
Top Level

Select [fplder
Folder: ‘@7
Group by: [+]

Batch Prefix:
Max Batch Size:
Include Related: [ Related

‘(.,2?:,‘:)[' Sl [l puplicates

The Top Level Folder text box is a required field. To populate it, click the Select Folder link. This

opens the Static Folders structure. Expand the folders, and use the option button beside a folder
to select it, and then click the Select Folder button.

Select Top Level Folder x

Select a top level folder for this batching job.

~/ My Folders

= 20 shared Folders

@ Responsive

“} @ Not Responsive
— Public Folders

Select Fu@er

Your folder now populates the Top Level Folder box. The remaining text box fields are also
required.
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Batching Wizard 3

Fill in batching wizard details.
Batch Type: @ By Folder ©) By Field

Top Level Not Responsive Select Folder
Folder:

Group by: Custodian [~]
Batch Prefix:

Nonr

Max Batch Size: | 554

Include Related: [¥] Related
52::,‘:)[' Sl [¥] Duplicates

Batch Documents

Group By

Expand the Group By menu field and select a field. The Group By field ensures that documents
are kept together based upon the field you select. For example, you may want to group
documents by custodian. Documents will be structured by custodian and then batched per

number of documents you select. Your site administrator configures this list of available fields.

Batch Prefix
At Batch Prefix, enter a 1-6 alpha character prefix. All batches in Insight will be padded with

three zeros to sort properly. The first batch, for example, will be 0001. Batch nine hundred would
be 0900. If you choose to add a prefix, for example ABC, you will create batches ABC0001
through ABC0900.

Max Batch Size

Max Batch Size sets the maximum number of documents in each batch. You can choose to
batch in any number between 50 and 9999, meaning the smallest batch you may make is 50
documents and the largest 9999. For example, if you have 10,000 documents that need to be
reviewed, you may choose to have batches of 500 documents (this is a typical batch size). This
will result in 20 batches of documents. If the documents you want to batch total 10,200, you will
have 21 batches, with the last batch having only 200 documents, rather than the full 500. Batch

size will also be affected if you choose to keep related and/or duplicate documents together.
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Include Related, Duplicates

To keep the related documents and/or the duplicates in the same batch as the parent/original
documents, select the appropriate checkboxes. The document counts may increase in your
batches, because the related or duplicate documents will be included in the parent or original

document batch.
Click Batch Documents to execute the batching process.

Batch by Field

Batching documents by a specific field allows you to batch documents to Dynamic Folders. You
must first set up your Dynamic Folders structure in the Administration/Case Configuration/

Dynamic Folders.

In the Batch Wizard, select By Field at Batch Type. For example, you may want to bulk update
all your documents to Not Reviewed and then batch your documents into the Dynamic Folders
by the Reviewed field. The Dynamic Folders structure will be based on the values in the

Reviewed field.

Batching Wizard ®
Fill in batching wizard details.
Batch Type: ") By Folder @ By Field
Batch Field: Reviewsd ﬁ
Group by: |z|

Batch Prefix:

Max Batch Size:
Include Related: [ Already batched documents
(Batch Size will [Pl Related

vary.)
i} Duplicates

Batch Documents

See the above sections for information on completing the remaining text box fields.

Include Related, Duplicates, Already Batched

If any of the documents you selected have already been batched, you'll see the Already

Batched Documents checkbox. This allows you to re-batch the documents into your batches if
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you select it. To keep the related documents and/or the duplicates in the same batch as the
parent/original documents, select the appropriate checkboxes. The document counts may
increase in your batches, because the related or duplicate documents will be included in the

parent or original document batch.
Click Batch Documents to execute the batching process.

You can monitor the progress at Batching in the Monitors section under Jobs.

Bulk Convert to PDF

For most native files, you can create a PDF version in the opened document; you can also create

PDF versions of documents in bulk from the Results page.

To convert multiple records to PDF, click Actions in the Results page and select your documents

using the checkboxes.
Expand the More Actions list and click Bulk Convert.

In Step 1, Check conversion options, you can overwrite an existing PDF if one exists for a

record. Select the Overwrite existing documents checkbox.

You may also have permission to replace the body text from the converted PDF. This replaces
the document’s text (for searching and in the HTML view) with the text taken from the PDF

version.

Select the Replace body text from the converted PDF to use text taken from the PDF rather

than from the native file.

Selecting the Related or Duplicates checkboxes in Step 2 will also convert those associated

records into PDF in addition to the records you selected in the Results page.

Your email address will automatically display in Step 3. You can remove it if you do not wish to be

emailed when the conversion is complete, or change the email address if preferable.

Click Convert to execute the conversion process. You can monitor the conversion job at

Conversion in Monitors.
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Convert Files x

Check conversion options.

[0 overwrite existing documents
Replace body text from the converted PDF

Select related files to include.

O puplicates
[ related

Enter your email address to be notified when the
job has been completed.

Cancel

Bulk OCR

If you have appropriate permissions, you will be able to run OCR software on a document or set
of documents directly in the Insight interface. This is typically done to non-indexed documents
(the text of the document is not searchable) and will allow users to search the text of the

document.

Once the OCR process is ready, a searchable PDF format will be appended to the record. If the
record is in PDF or has been converted to PDF, you can select to replace the PDF with your new
OCR’d PDF.

To OCR documents, display the appropriate documents in the Results page, click Actions and

select your documents using the checkboxes.
Expand the More Actions list and click Bulk OCR.
In Step 1, Check the OCR job options, use the checkboxes to:

» Overwrite existing documents—If a PDF of the record exists, you can replace it with this
OCR'd version by selecting this checkbox.

» Use Color—If the record is color or image intensive, you may want to use this checkbox to
render your document in color rather than black and white.
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» Auto Rotate—Selected by default. Clear this checkbox if you don’t want the OCR process
to possibly rotate the document.

» Override Check Text—During the OCR process, if a document has a page that has text
content, the system, by default, will not OCR it. If you want to force OCR of every page,

select this checkbox.

Files

Check the OCR job options.

Overwrite existing documents
Use Color

¥ Auto Rotate
Override check text

Select related files to include.

Duplicates
Produced
Related

i email address to be notified when the
job has been completad.

Selecting the Related or Duplicates checkboxes in Step 2 will also OCR these associated

records if any exist.

Your email address should automatically display in Step 3. You can remove your email if you

don’t want to get receive an email notification. You can also enter a different email if you'd prefer.

Click Create OCR Job when you’ve completed your selections and are ready to run the OCR

process.

Your OCR job can be monitored at OCR Jobs under Monitors.

Bulk Update

If you have the rights to do so, you can apply the same coding changes to multiple documents at

once through the Insight Bulk Update feature. Fields available for bulk updating are established

by your site administrator.
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To apply codes to several documents at once, click Actions in the Results page and select your

documents using the checkboxes.
Expand the More Actions menu and click Bulk Update.

In the Field Updates dialog box, expand the Field Name menu and select your field. The type of

field you select determines your next options.

Bulk Updating a Single-Value Field

Single-value fields are fields in which only one coding choice can be made. In the document

form, these fields are typically option button fields.

When bulk updating a single-value field, your Action selection will be limited to Change To and

Make Empty.

Because only one codiing choice can be made, when bulk updating you may select to set
L) the value for all the documents you are updating or you can make the field null, taking it

back to an empty field.

If you want to change the value for your chosen documents and field, click Change To, and then

select the value using the To Value menu.

Choose the field name, action and values to be updated.
Field Name Action To Value
Confidentiz E| Change To E lz‘
Confidential
Not Confidential A
Fields to Update (-]
Field Name Action From Value To Value
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If you want to delete all data in the field, select Make Empty in the Action menu.

Field Updates

Choose the field name, action and values to be updated.

Field Name Action

Cunﬁdentia Make Empty Iz‘

Click Add to place your action in the Fields to Update section. You can select additional fields

you’d like to update as well by following the above steps.

If you don’t want to use this bulk update query, you can delete it using the Remove button.

Field Updates x
Choose the field name, action and values to be updated.
Field Name Action
[=] [=] Add
Fields to Update -]
Field Name a Action From Value To Value
Confidential change Not Confidential “

Click Next to go to the Field Updates dialog box.

Bulk Updating a Multi-Value Field

Mutli-value fields allow users to select and store more than one coding choice or value for the
field. In the form of a document, these fields allow users to select checkboxes or a multi-value

lookup table to apply one or more codes to a field.

When bulk updating a multi-value field for several documents, click Actions in the Results page

and select your documents. Expand More Actions and select Bulk Update. Select your multi-
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value field in the Field Name menu. Then, expand the Action list menu. Options for multi-value

fields include Append To, Change To, Replace Value and Make Empty.

Field Updates

Choose the field name, action and values to be updated.

Field Name
Issue

Append To k
Change To

Replace Value

Make Emp

Append To
If you select Append To you will be adding to those values already selected and saved in your
selected documents. For example, if the Issues field has been coded as Liability, and you have

determined that Fraud also applies, click Append To in the Actions list.

Next, move the value from the Available Values list to the Selected Values list using the Right
Arrow button adjacent to the value. You also remove a value or move all the values using the

center Triangle buttons.

Click Add to add the bulk update query to the Fields to Update section.

Field Updates ®
Choose the field name, action and values to be updated.

Field Name Action Select Values

tosse [zl ApoendTo rvatable Vo Selectad Vol [ ]
Compensation =l lAccounting Controls
(Contract |5| B
Contract Dispute M H
Damages

Click Next to go to the Field Updates dialog box.

Change To

Select Change To from the Actions list when you need to delete the value or values that already
exist in the field and enter a newly chosen value. For example, if Issue were coded with one or

more values already selected and saved in your documents, those values would be cleared, and
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only the value you select will be applied to the Issue field in all the documents you selected for

bulk updating.

3 Remember that using the Change To action will delete the values currently saved for the

field and use the new value you’ve chosen for bulk updating.

Click Add to add the bulk update query to the Fields to Update section.

ield Updates x
Choose the field name, action and values to be updated.
Field Name Action To Value
Issue Iz‘ Change To Fraud lz‘

Click Next to go to the Field Updates dialog box.

Replace Value

Use Replace Value to replace an already saved value with another value, much like a find and
replace action is used to correct a word or phrase. If the field value to be replaced isn’'t saved in

the document, the replace will not occur.

_i/ It is important to remember that Replace Value is only available in multi-value fields.

Select your Field Name, and then choose Replace Value using the Action list.
You must now use the From Value drop-down list to select the value to replace.

Next, expand the To Value list, to select the new value that will appear in the field in place of the

older value.

Click Add to add the bulk update query to the Fields to Update section.
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Field Updates %

Choose the field name, action and values to be updated.
Field Name Action From Value To Value
Issue [+] Replace value [=] | Damages [=] [=] Add
Liabili

Damages
Environment
Accounting Controls

Fields to Update (-]

Field Hame « Action From Value To Value

Cancel

Click Next to go to the Field Updates dialog box.

Field Updates
Once you have added your bulk update query and clicked Next to open the Field Updates dialog

box, your email address should be automatically entered in Section 2. You can change the email
address or enter it if it doesn’t appear automatically. The system will notify you when your bulk

update is complete.

In Section 3, the Related/Attached checkbox enables you to include related documents in your
update statement. This will apply your changes not only to the selected documents but also to

any documents that are linked as related to the selected documents (attachments, parent, other
documents designed as related). Please note that the documents must be specifically linked as

Related for this to apply.

The Duplicates checkbox works in the same way for any documents specifically linked as

Duplicate.

Section 3 also gives you information about your job, which includes the number of documents

you’ve chosen to update and your bulk update job’s position in the queue.

v.15-10162013 109



CATALYST

Fowerlully Simple E-Discovery

Insight User Guide

Section 4 allows you to apply your bulk update changes to documents that have been locked,
meaning that typically changes to the form are no longer allowed. Select the Override Locked

Documents checkbox.

You can also enter a description about the bulk update job. The description will display in the

Monitor details. It must be 1-250 (alphanumeric or unicode) characters in length.

Click Update.

Make sure you have selected the correct action. You are changing multiple records, and
ﬂ there is no Undo button for this action. Your option to correct an incorrect bulk update to

records would be to carry out a new bulk update.

Your update job, together with all other users’ bulk updates, is posted into a queue.

You can find the status of your job by clicking the Monitors button and selecting Folder/Field

Updates under Jobs.

Update Collections

If you have proper permissions you can change the collections for a document or documents.

Documents in Insight can be updated to more than one collection. By updating collections, you
are grouping your selected documents into your chosen collection or collections; you can also
remove them from a collection, but remember that documents must remain in at lease one

collection.

To access this feature, when the appropriate documents are available in the Results page, click
Actions and select the documents using the checkboxes. Then expand the More Actions menu

and click Update Collections.

Step 1 shows you the number of documents you’ve selected and their current collection. At Add
Action, selecting Add To includes the documents to your chosen collection (this does not

remove them from their current collection). After selecting the collection, click the Add button.
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Update Collections x
Dacuments found by callection:
IBM: 4
Enron: 1

Choose the action and the collection to update.

add To - General| @ add
General

Action Hidden
Enron

Enter your email address to be notified when the job has been completed.

ssuserplegsl.net A5 documents selected,
] a5 1 jabs already in queue.
* Note: All family documents will be kept together during collection
changes.

Insight User Guide

You can include more actions, such as adding the documents to yet another collection.

To remove documents from the collection they currently reside in, select Remove From at Add

Action and select the collection. Click Add to carry out this action.

Documen ts found by collection:

IBM: 4
Enron: 1

Choose the action and the collection to update.

Rermove From| . BM - Add
add To
rrr—
Action g Collection
fdd T Gensrsl

In the below example, five documents will be added to the General collection, and four

documents will be removed from the IBM collection; therefore, one document will reside in both

the Enron and the General collections. You can remove any of the actions by clicking the Delete

(trash can) button if needed.
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Update Collections ®

Documents found by collection:

=
o
&
o
o
@
5
@
@

EE

Enter your email address to be notified when the job has been completed.

seusermlegal net A5 documents selectsd.
] g4l 1 jobs already in queus,
* Note: All family documents will be kept together during collection
changes.

Your email address will automatically populate in Step 2. You can edit this field or remove your

email address if you do not want notification.

Note that the system will by default move any related documents, keeping families together in

collections.

Click the Update button when you are ready to update the document collections for your selected

records.

Go to Monitors to view the status of your update collections action.

Assign to Review Project
If you have appropriate rights, you can use the Assign to Review Project Action to place
documents into a Review Project. You must already have the project set up in order to place the

documents into the correct stage and assign them to users if applicable.

In the Results page, click the Actions button, and use the checkboxes to select your

documents.

Next, expand the More Actions menu and select Assign to Review Project.
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Expand your project using the Plus sign (+) button. You can use the option buttons to assign the
documents to a stage. If the stage is set up to assign documents to particular users, you can

select the user within the stage to assign the documents (the user must already be placed in the

stage through the Review Administration).

Assign to Review Project

Choose a project, stage, or user to assign these documents to. If not
assigned to a user the docurmnents will be set to unassigned for the project or
stage chosen.
= OSEC Review A
- B @Initial Review
. Oabr 1
- Qach
. Oama
. Oamc
. Oava
- Obbu
- Obear
- Obear
- Ocker

Click Next and, if necessary, you can bulk update fields in the documents in the Assign to
Project wizard (see Bulk Update for more information on using the Bulk Update menus). You

are not required to bulk update fields.

Assign to Review Project x
Use tha contrals balov to bulk updats field valuss for tha sslected documants if spplicable.

Field Name: Action: To Value:

Reviewed [] Change To [+] NotReviewed =
Updates that will be applied:

After clicking Next, you can select the Include Related checkbox to keep the family relationships

together. Your email address should automatically populate, but you can delete or change it if
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necessary. If you'd like to include any additional information, you can do this at Notes. Then,

click Assign to Review Project will initiate the copy job.

Assign to Review Project

Mote: Any docurmnents that are locked, are assigned to another review project for
this case, or are already assigned to the selected project will be skipped.

Include:
Related €

Email:

jessilitigator@denlaw .com

MNotification will be sent to this address when the job is completed.

MNotes:

< Prewvious [ Assign to Review Projectnl
kW,

You can track the status of the job by going to Monitors and selecting Review Projects.
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Folders

Insight allows users with rights to folders to view and work with documents in folders. Click the

Folders button in the left navigation bar to display the Folders view.

CATALYST#

My Folders

A Shared Folders
Public Folders
Dynamic Folders

-
= I
Pl s

The permissions to use folders and access to available folder levels are specific to the work you

need to do in the site.

Static Folders are user defined and allow users quick access to documents. It is important to
realize that these folders refer or link to the files associated with them. Documents are not
duplicated to the folders or moved to the folders; the documents are pointed to from the folder.
Sub-folders available to you within Static Folders may include My Folders, Shared Folders

and Public Folders.

Production Folders are used to segregate documents for production and to run the production

through the interface.

Dynamic Folders are virtual folders that make navigating to documents quick and easy. The
folder structure is based upon database fields you and other reviewers tag in the documents.
This folder hierarchy is determined by your site administrator. When you open a Dynamic Folder,
a predefined search is run. As documents are tagged and saved, they automatically move to the

folder that is based upon the new coding.

Static Folders
Users with folders rights can create, manage and access folders within the top-level Static
Folders. You may have access to any or all levels, which include My Folders, Shared Folders,

Public Folders, and Production Folders.
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My Folders are the folders you create and can be private to just you or you can share them with

select users.

Shared Folders are those folders created by other users and shared with you. You cannot edit or

delete these folders. You can access the documents in these folders.

Public Folders are folders made available to everyone on the site. You or other users may have

created the folders within Public Folders. If you created the folder, you can edit or delete it.

If you have access to Production Folders, you will see it in the folder structure as well. This

folder is used to run productions through the Insight interface.

To display the contents of any folder available to you, expand to the folder structure using the
Plus (+) buttons beside the folders and then click the folder name. The documents associated

with the folder appear in the Results page.

aaaaaaaaaaaaaaaaaaaa

B

My Folders

To create, edit properties or delete a folder, click the Folders button to go to the Folders page.
Ensure you are at the appropriate top-level folder (for example, if you want to edit or create a
private folder for just your use or to share with a few other users, you need to work in the My

Folders top-level folder).

If you have existing folders you have already created via the Folders page or on the fly, you can
view them by expanding My Folders. The folders that have a pestle are not shared with other
users. Notice in the below image, the Priv Documents folder is represented by a folder with a
person; this means you have shared this folder with one or more users on the site. The other

folders in My Folder have a pestle, showing that they are not available to other users.
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- Folders

My Folders
| Qc

o E : Priv Documents
| acz2
| Responsive
Shared Folders

To create a private or shared folder, point to My Folders. A Wrench button appears, signifying

that you can make changes to this folder structure. Click the Wrench and then click New.

IEI Folders

My Folders
Shared Folders
Public Folders
' Dynamic Folders

= My Folders

£ oNeE
£ Pul~ic Folders

4 ' Dynamic Folders

In the Add Folder To My Folders dialog box, enter your new folder’s name. This is required, and

if you enter an invalid character or character length, you will receive a prompt.

You can also enter a description, which displays a tool tip when the folder is pointed to. If you

want this to remain a folder private only to you, click Add Folder.

To share the folder (and therefore the contents) with selected users on your site, use the Right
Arrow button to place a user in the Selected User box (you can also remove a user using the
Left Arrow corresponding to the user’s name). The center Triangle buttons allow you to move all
users. Click Add Folder, and the Users you selected will have access to the folder at their
Shared Folders.

If your site is a Private Field site, you will only be able to share a folder with users who

have the same fields permissions as you.
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Add Folder to My Folders x

* Folder Name:

Potentially Privileged

Folder Description:

QC for Priy

Select users to share this folder with.
Available Users

elected users
AloUser 5]

i
m) »

!sooooo

Aar User
Aarcuser
Abduser -
lAdar User

lade User

Aja User

[

At My Folders, you can also create folders within existing sub-folders (nest folders), edit folder
properties, and delete folders. You may also be given the rights to compare one folder’s contents

to another folder’s contents. See the Compare Folders section.

Point to the sub-folder and click the Wrench to see the options available. To add a folder, click

New. To edit the properties of the folder, click Edit or remove it by clicking Delete.

My Folders
* dl, Responsive

B g Mew

@ [ Edit

@ [ Compare
o [o Delete

If you need to edit the folders properties, upon clicking Edit you can change the folder’s name,
add or edit the tool tip at Description and change the users who have access. The Edit Folder

dialog box works identically to the Add Folder dialog box (see above).

Shared Folders
To view documents shared with you by another user, click the Folders button in the navigation
bar and then expand Shared Folders. These folders were not made public for everyone on the

site to access. While you can open the folders and their contents, you cannot edit the folder

properties.
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When you point to a sub-folder within Shared Folders if a Wrench appears, clicking it will

display the Compare link if you have rights to compare folders.

To display the documents associated with the folder, click the folder name. The documents are
displayed in the Results page. Actions you can take to the documents depend upon your

permissions.

Public Folders

Users with rights to Public Folders will be able to access existing folders and create folders within
Public Folders. When creating or editing a folder at this level, you will not establish which other
users can access the folder; on most typical sites, all users will be able to see these folders. You

will be able to edit and delete folders that you created.

. Administrators may have the right to edit or delete folders created by users in Public
1
g Folders.

Click the Folders button to go to the Folders page and expand Public Folders to open an

existing folder.

To create a new folder, point to Public Folders, click the Wrench and then New. In the Add
Folder To Public Folders dialog box, enter your new folder’s name. This is required, and if you

enter an invalid character or character length, you will receive a prompt.

You can also enter a description, which displays a tool tip when the folder is pointed to, and then
click Add Folder.

Add Folder to Public Folders ®

* Folder Name:

Witness Harris

Folder Description:

Harris Priv Docs
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At Public Folders, you can also create folders within existing sub-folders, edit folder properties,
and delete folders that you have created. You may also be given the rights to compare one

folder’s contents to another folder’s contents.

Point to the sub-folder and click the Wrench to see the options available. To add a folder, click

New. To edit the properties of the folder, click Edit or remove it by clicking Delete.

If you need to edit the folders properties, upon clicking Edit you can change the folder’s name,
add or edit the tool tip at Description.The Edit Folder dialog box works identically to the Add

Folder dialog box (see above).

= Public Folders
- @ [ Witness Smith
Witness Jones
Witness Grey
MNew
: 4 Edit
5 ‘| Compare

o Delete

If you are associated to a Role with the permission ManagePublicFolders, you can create sub-
folders within user-created Public Folders, even those you did not create. This permission also
allows you to edit the existing name of a folder in Public Folders, move a folder within Public

Folders to another folder in Public Folders and delete folders and sub-folders.

Point to the folder within the Public Folders and click the Wrench. Then, make your select in the

menu.

N

My Folders
* |} Shared Folders

= Public Folders

& new nihlic folderr
o New

+ | = Move
|2 Edit
il %
- Compare
o Delete
Dynamic Folders
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Compare Folders
If you have permissions to Compare Folders, point to one of the folders you’d like to compare.
Click the Wrench and then click the Compare link. This allows you to compare the contents of

two different static folders.

My Folders

(: @30
= Bew

= w1 Edit

" Compare
5 |-a Delete
Cyrrare rulTers

In the Compare Folders dialog box, the folder you chose will be selected at the Show Docs in

this Folder. You can keep it selected or change to another. Next, select a folder at in this folder.
By default, the operator is set to And. Leaving it set to And will return only documents that
appear in both folders when you click Show Results. You can change the comparison between
the two folders by expanding the menu and selecting Or or AndNot. Using Or will show
documents in either folder (in other words, all the documents in both folders). Selecting AndNot,

will return documents that are in the left folder but not in the right one.

Compare Folders x
Choose folders from the left and right panes to compare.
Show docs in this folder And in this folder
My Folders or # ] My Folders
® @ qc AndNot # 3 Shared Folders
# [} O potentially Privileged = = Public Folders
“} ) Responsive = ) Florida
O priv Documents * @ Hot Docs Part 2
® 1O qc2
£ arad Cald. S _ S
¢ ¢
Show Resuftﬁ&

Dynamic Folders
Dynamic Folders are virtual folders set up to structure the review workflow on your site. The

structure is based upon fields you and other users will be coding in documents. As you code and
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save a document, the document will move to a different folder based upon the way you coded it.
For example, if a document is coded as Reviewed, and the Dynamic Folders are set up to
move documents based upon values in the Reviewed field, the document will go into the
Reviewed folder immediately upon being saved. (Because Insight is XML based, there is no

delay for indexing.)

To find documents in the Dynamic Folders, click the Folder button in the navigation bar, and
then expand the Dynamic Folders. Click the folder you need to review to display the documents

in the right Results pane.

In the below image, clicking the Not Reviewed folder returns all documents where the Author is

kkeiser and the documents have not been reviewed.

Q Results
My Folders
# (4} Shared Folders
Public Folders
Dynamic Folders
Collection
Issues

Search Text:

Table » Actions Display Options

BegControl Snippets Confidential
DocType Issue
Fileext DocDate

DocType

Custodian

Author
kkeiser

1 BegControl : Snippets : kkeiser. enroneml.  Confidential :
VLA00000002 Issue : Damages
DocType : DocDate : 2002-02-07
Microsoft Excel
Fileext : (2] xis

Not Reviewed
Reviewed

Reviewed=Reviewed

2 BegControl : Snippets : kkeiser. enroneml.  Confidential :
KAMD0DD0377 Issue :
DocType : DocDate : 2002-01-2
Microsoft Excel
Fileext : & xs

As you code and save documents, the Dynamic Folders structure dictates how the saved
documents will be foldered. In the above structure, documents in the NotReviewed folder that
are coded as Reviewed and then saved are moved to the Reviewed folder automatically.
Opening the Reviewed folder returns all documents where the Author is kkeiser and the

Reviewed field is coded as Reviewed.
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Your Review Projects

Your site may be set up with review projects, which allow you fast access to the documents you
need to review. A review project is made up of stages, and you will be assigned to the stages
where you need to work. Once you code and save documents, you can release them. If

available, you will also be able to retrieve more documents as you are working within a stage.

Your site can have more than one review project and each project may have several stages.
Perhaps your review manager has tasked you with reviewing documents in a first pass stage and
also with reviewing documents in a QC stage of a particular project. Insight will display the project

and these stages for you.

Click the Review Projects (binoculars) button in the left navigation bar. You will see the project

or projects, which you have been assigned in the Review Projects menu.

Expand the project and click the stage:

IEI Review Projects (4]

~ Sample Review

=

C
@ S:;?ample Review 1 Initial Review

The Results page appears at the right. Unless your administrator has assigned documents
specifically to you, the page will be empty when you first access it. Click the Get More

Documents button to obtain documents from the Unassigned status of the stage.

ﬂSample Review - ShowOnly: MNotReviewed * | Rajsass Reviswed Gat Mors Documents. Search Options = History
h

Search Text Found: 0 (Searched: 98 378)

B Table - Actions | Display Options [ ) I8N 0 g

Fileext BegControl Docld Title Confidential Reviewed
Subcallecti EndContral BegAttach DocDate Comments Privileged
ivile

No records were found for the search provided
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If no documents are currently available, the Get More Documents button will display this

message:

No Unassigned
Documents

When documents are available in your stage, clicking the Get More Documents button displays
a summary dialog box. This allows you to see the parameters established by your review
administrator for this stage when you pull in documents. This includes the maximum number of

documents each reviewer can have in a particular stage.

Get More Documents x

The following criteria will be used when deciding which
documents (and how many) to assign to you for this stage.

¢ 250 maximum documents allowed to have assigned to
you at a time (unless an administrator has manually
assigned documents to you)

Get More Ducuents m

Your administrator can also establish filters that will assign specific documents first. Perhaps all
the documents need to be reviewed in the First Pass stage, but certain custodians’ documents
need to be reviewed ad coded first. The way your documents are grouped and the order they are

displayed can also be set up and will appear in the Get More Documents summary dialog box

Get More Documents x

The following criteria will be used when deciding which
documents (and how many) to assign to you for this stage.

¢ 250 maximum documents allowed to have assigned to
you at a time (unless an administrator has manually
assigned documents to you)

o filter expression: Custodian : "lay"

group by: Custodian

+ sort on: BegControl ASC

Get More Docu nts w
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When ready, click the Get More Documents button in the dialog box. The system will refresh
and your documents will appear in the Results page. Please see the Results section for more

information about working with your Results page and tailoring it to your needs.

To open, code and save documents, refer to the Documents section for complete details.

As you code and save documents, their status will change from Not Reviewed to Reviewed.

Wer E-DNscovary
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BLs.. V.. showony: totReviewed =

Search Text

< i

Search Options = History

Found: 100 (Searched: 73,778)

el 1-1

EE Table - Actions. Display Options. & B
Fileext BegControl Docld
Docld ‘Custodia DocTitle
Filetype Author CreateDate
1 [ meg 3872500000022 222
322 Unknow RE: asp projed 2 Load two.
Email M mith (/O=CW-TEST/OU=FIRST ADMINISTRATIVE 2009-11-11T12:38:29
G PICN=RECIPIENTS/CN=MATHEW.SMITH)
2 00024 324
Unknos Place Holder FDF
2009-11-11T12:38:29
3 2872500000040 220
Unknown rate info for EES Load two
Harry Kingerski (/{O=CW-TEST/OU=FIRST ADMINISTRATIVE 2009-11-11T12:38:29
GROUP/CN=RECIFIENT S/CN=HARRY KINGERSKI}
a IC, msg 2872500000092 382
382 Re:
Email i ere ({O=TENEC-TEST/QU=FIRST 2009-11-11T12:38:28

H
F
il

m

Upon closing a document, you will get a Refresh dialog box. Click the Refresh Search Results

button to update your Results, moving the reviewed documents out of the not reviewed category.

v.15-10162013

B sec Review: ... vour Dosuments

B Search Text:

Sl Table »  Actions | Display Options

MCRAEOOD]
MCRAEOOD]
2

4208400005
4208400008
2

3 = 4208400002
4208400008
2

4 =2 4208400008
4208400008
3

| I I I K| gz

Show Only: Release Reviewead Get More Documernts

EndCortrol ile
Familweoun  our search results may have changed. Choase an option below to
continue,

Refresh SearResuks Continue Without Refreshing
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Maximum Number of Documents

Your administrator has determined the total number of documents that can be assigned to you at
a time in a stage. As you begin to code and save your documents, they will move from the Not-
Reviewed status to Reviewed and be available to release. If the threshold for the stage is 100
documents, and you have coded and saved 50 documents, you will not be able to get more
documents until the 50 reviewed documents are released. The maximum number of documents

is the total of all your documents for the stage, not the total number of not reviewed documents.

If your administrator has set up your project to keep document family relationships together, the
entire family is treated as one document; if a parent document is assigned as the threshold,
document, all members of the family will be included when you get more documents. Therefore,
the limit on the maximum number of documents might be exceeded when families are kept

together for review.

If your project does not maintain families, then the maximum documents limit will be enforced.

Get More Documents

Maximum Number of Docs

‘You have reached the maximum number
of documents for this stage. Please
release documents.

The default setting for displaying documents in your stage’s Results page is Not Reviewed. Use
the Show Only menu and select All to display all the documents assigned to you in the stage.
Selecting Reviewed will display only those documents you’ve already reviewed and coded.
Before clicking the Release Reviewed button and moving your saved documents out of the
stage and your permissions, you may want to QC the documents. Selecting Reviewed in the
Show Only menu allows you to quickly access those documents. In the below image, Show
Only is set to Not Reviewed. Changing it to All will display all 100 documents in the stage.
Selecting Reviewed will display the three documents which are reviewed and available for
release. The number in the Release Reviewed button represents the number of documents
ready for release. The Found number represents the number of documents you are currently

displaying and will change when you make different selections in the Show Only menu.
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Hs..

Search Text

Show only: q
All
Reviewed

E Table ~ Actions Display Options
Fileext BegControl
Subcollectit EndControl
Sparkticket Familycount

1 'C.msg TEST000000203

| TEST000000203
1

Release Reviewed:

Dockd
BegAttach

203
TEST000000202

Get More Documents

Search Options = History

Found: 97 (Searched: 98,378)

1 of 1| Gol
Title Confidential Reviewed
DocDate Comments Privileged
Custodian PrivilegeType

DA shesd Cali
schedule taken to
the HA markst
01/02/02

Revizw

GCopied To In

itial

Review Project Searching and Advanced Settings

You can search within your stage and control your Advanced Settings selections. Perhaps you

have reviewed and coded a number of documents and prior to releasing them you’d like to QC

the documents you coded as Privileged. You can select to display your reviewed documents

using the Show Only menu. Then, expand the Search Text section and enter your query. See

the Insight Search Guide for more information on searching in Insight. You will see immediately

the number of documents that meet the query. Click the Search button to display just those

documents.

n

Show Only:  Reviewsd ™ | Release Reviewed: 71 Search Options = History
Bl Search Text
Frivileged - “Frivileged™ o
Folders: (Mone Selected) Advanced Settings « (Al Collections) Found: 2
B Table ~ Actions Display Options 1 of 1 [Ga)
Fileext BegControl Docld Title Confidential Reviewed
Subcollecti EndControl BegAttach DocDate Comments Privileged
Sparkficket Familycount Custodian PrivilegeType
1 j\_ msg TESTO00041138 41138 Kiodex documents

TESTOD0041138

TESTO00041148
TEST000041148

TEST000041138

41143
TEST000041148

SENT ON BEHALF
OF MIKE TELLE
20010222

Responsive

Frivileged

You can return to displaying all the reviewed documents by clicking the Delete (X) button at the

right in the Search Text box.

You can also run searches in your not reviewed documents or all the documents assigned to you

in the stage by making the appropriate selection in the Show Only menu and creating your query

in the same way.
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The Search Text section of the Results page of your stage also allows you to select or clear
search settings, folders and collections. Typically, it will be best practice to not limit the

documents you display by these settings.

It is always important to be aware of any settings selections as you are working within

your stage.

You may have rights to work in Dynamic Folders or other folders, and you may have access to
more than one collection of documents. It is important to ensure you are not limiting your results
or the documents you can assign yourself by these settings while working within your stage.
When you display documents in a review project, Insight is running a virtual search to bring back
those documents. Your settings, folders, and collections selections affect the search. and limit

your access to documents. In the below image, no documents have appeared in the Results.

s v showony * | Release Reviewed Gel Wore Documents Search Options » | History

Search Text 1Folder(s) 1 Collection(s)  Found: 0 | (Searched: 1,097)

No records were found for the search provided

Expand the Search Text section and select Folders. Clear the selected folder or folders. Click
the OK button.
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\# [ My Folders -

i# | Shared Folders
Fublic Folders

i# I Production Folders

=" Dynamic Folders

| 1®. X Batch Review

m

Review Status
1@ [] FarFurtherReview
1@ [F] NotResponsive

[ ® (2 ] NotReviewed
1@ [¥] Rezponsive
\@ [7] TechnicalProblems.

Selected:| clear all

0 [oynamic Falders\Reviewed\Responsive ]

J

@ -
Click the Search button to access the documents.
“5'" Y Show Only:  NotReviewsd = | pelease Reviewed: 4 | | GetMore Documents. Search Options. = History
B Search Text
p Searéh
| Folders: (Mone Selected | Advanced Seftings a (All Collections Found: 24

In most instances, you will want to ensure that all collections are selected. To do this, click
Advanced Settings and select all your collections. Clicking the Search button will display the

documents.

Seftings Collections (:he:k-cne\;q&7
[T 1gnore Case [T general

[] 1gnore Accents inventiondisclosures
[T Do Not Stem

Language

English B
Advanced Settings « |(Collections: 1 of 2 Selected) Found: 9

If your review manager has assigned you to a stage and you know documents should be
available to you but you getting the message that no documents are available, ensure that you
don’t have any folders selected and all collections are selected and click Get More Documents

to access your documents.
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Release Documents

Review projects are automated to route documents based upon the needs of the matter. It is very
important to release documents you’ve reviewed. These documents, once removed from your
permissions, may remain in the stage until your review manager takes actions upon them or may
move to other stages and other reviewers. These decisions of how the documents are routed or
kept in the stage are determined by the rules set up for the project and the way you code the
documents. For example, you may be reviewing in a First Pass stage that may be set up to
move documents you’ve coded as privileged to a Privileged stage. The documents do not move
or collect appropriately until you release them. Other reviewers may be working in subsequent

stages, so releasing your documents may be necessary for them to access them.
Your review manager can also release your documents if appropriate.

In addition to routing the documents appropriately releasing documents allows you to access and

review more documents in the stage.

The Release Reviewed button is always available in the Results page of your stage. The
number of documents ready for release updates as you save documents the first time. If you
open reviewed documents, you can change and re-save them, but their Reviewed status will not

change again in this stage.

When ready, click Release Reviewed and then click Release Documents.

" S.. Y. Show Only: - Release Reviewed; Get More Documents.

-SRI pelcase Reviewed Documents *

Are you sure you want to release these documents?

Fily Confid
su Comm|

general TEST000037086 TEST000027085 ELIEDS

The system will display the release status.
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If appropriate, you will now be able to access new documents by clicking the Get More
Documents button. Remember that you will only be able to get the number of documents you've

released.
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Monitors

Click the Monitors & Reports button to display information on actions you have performed
based upon your permissions. Actions include Batching, Conversion, Exports, Folder/Field
Updates, OCR, Print, Redaction, Review Projects, Productions, Uploads and Processing. If you
are a site administrator, you may be able to monitor the actions all the users have taken on your

site.

CATALYST#

Additionally, most administrators have the rights to the Reports feature, which details document

activity and user activity within the site. Please refer to the Insight Administrator Guide for

information.

You may also have the rights to access documents that are not indexed and, therefore, the text is

not searchable at Non-Indexed Documents.

Batching

Click Batching in the Monitor menu to review the details of batching jobs. You can review jobs
by progress at Filters using the By Status checkboxes: Pending (jobs that are in the queue for
conversion); In Progress (documents are being batched); Completed (jobs that are finalized);

Error (jobs that caused an error at some point in the process and were not finalized).
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Use the Folder Batch Type menu to view a report of all batching jobs or the jobs batched by a
field or by a folder.

Administrators will see all batching jobs on the site. If you are a typical user on the site, you will

see your own jobs.

E= Batehing

& Refresh

Filters:

)
m onitors
y

Cu"atc'hmg By Status: ¢ Pending @ In Progress ) Completed @ Error
r Folder Batch Type: | All

Export

Falder/Field Updates By Folder

ocR By Field

Print Eolder Batch 1D Group By Prefix Batch Size

Actions
Redaction o] 30 batchingmwizard 77
Review Projects
(o]

Productions 36 Bateh 100

Uploads

Once you've made your selections the report displays. The Folder Batch ID is a reference
number and is useful for working with Catalyst Support in troubleshooting jobs. Group By
displays the field that was selected in the Batching Wizard to group the documents. If there is no
information in this column, this option was not selected during the batching job. The Prefix is the
user-selected prefix added to the beginning of each batch name. The Batch Size is the user-
selected number of documents per batch. The Created By and Date columns provide
information about the user who created the job and when they requested the batching

process.The Status reflects what stage the job is in.

Buttons available in the Action column may include Delete (trash can) for pending or in progress
jobs. The Job State button (clock) displays details of the job state. If your job produced an error,
this is a good place to examine what went wrong. If the job failed, click the Resubmit button

(right triangle) to re-run an errored job.

You can sort the results by clicking any of the column headings. Use the Refresh button at the

top to refresh the page when you are waiting for Pending jobs to finish.
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Conversion

Click Conversion in the Monitor menu to view the status of PDF conversion jobs—both single
conversions and those that were done in bulk. You can review jobs by progress at Filters using
the By Status checkboxes: Pending (jobs that are in the queue waiting for conversion); In
Progress (jobs that are being converted); Completed (jobs that are finalized); Error (jobs that
caused an error at some point in the process and were not finalized). By default each status
checkbox is selected. Use the Conversion Type menu to monitor single jobs or bulk jobs. Bulk
conversions are created in the Actions menu in the Results page. Single conversions are

created in the document using Convert to PDF.

Case Administrators will see all conversion jobs on the site. If you are a typical user on the site,

you will see your own jobs.

[&E] conversion
& Refresh
Filters
By Status: Pending In Progress Completed Error Completed with Errars
Conversion Type: | Single ;
Bulk
i o5 [5o) @B
Actions Conversion Job Email Created By Date Error Info Status
D
) ~
a7 n@catalystse kon 2013-02-06 Complets
12:08:56 AM
(L] a6 n@catalystse kon 2013-02-06 Complets
12:05:28 AM
(L] a5 n@catalystse kon 2013-02-06 Complets
12:05:22 AM

The report displays information about the conversion jobs.The Conversion Job ID is a reference
number and is useful for working with Catalyst Support in troubleshooting jobs. The Email,

Created By and Date columns provide you with information about the user who created the job
and when they requested the conversion.Error Info provides you with information about why the

conversion did not take place. Status shows where the job is in the process.

Buttons available in the Action column may include Delete (trash can) for pending or in progress

jobs. The Job State button (clock) displays details of the job state. If your job produced an error,
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this is a good place to examine what went wrong. If the job failed, click the Resubmit button

(right triangle) to re-run an errored job.

You can sort the results by clicking any of the column headings. Use the Refresh button at the

top to refresh the page when you are waiting for Pending jobs to finish.

Export

Go to Export in the Monitors menu to review information about export files. You can select to
monitor exports based on progress at Filters using the By Status checkboxes: Pending (jobs
that are in the queue); In Progress (the export file is in process); Completed (jobs that are
finalized); Error (the export job caused an error at some point in the process). By default each

status checkbox is selected.

Case Administrators on the site will see all export jobs on the site. If you are a typical user on the
site, you will see your own jobs. You can sort the jobs based upon the column headers in the

report.

The Export Job ID is a reference number and is useful for working with Catalyst Support in
troubleshooting jobs. Job Name is the name created for the job. Username and Create Date

show who created the job and when. Status shows the progress of the job.

The Action column may include Delete (trash can) for pending or in progress jobs. Click the
View button (magnifying glass) to download the export file. You can save this file to your

computer, print it, email it, etc.

@ Export

< Refres
Filters

By Status: [¥| Pending [¥] In Progress [¥] Completed V! Error

@0: = 00|
Actions Export ['ob D & Job Name Usernas !IF\; Create Date Status
= Usert

Q@ 27 Testi2 20120207 Complete

Qe 26 export222 = 2012-02-07 Complete

ae 2 Test toon\ 2012-01-31 Complete
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The Job State button (clock) displays details of the job state. If the job produced an error, this is

a good place to examine what went wrong.
If the job failed, click the Resubmit button (right triangle) to re-run an errored job.

You can sort the results by clicking any of the column headings. Use the Refresh button at the

top of the report to refresh the page when you are waiting for Pending jobs to finish.

Folder/Field Updates
Click the Monitors button and then Folder/Field Updates to display certain updates (Job

Types) performed from the Actions menu in the Results page. Case Administrators have the
ability to view all users’ actions (jobs) and can customize user reports at the By User menu. Most
users and administrators will see only the actions they have performed. These information about

these jobs can be viewed individually by selecting them in the Job Type menu and include:

» Copy to Folder

* Delete from Folder

* Bulk Update a field or several fields for more than one record
* Lock Documents

* Unlock Documents

* Organize documents into collections

The report results display in the lower part of the screen and include:

Bulk Update Job ID: useful as a reference to discuss a job with Catalyst Support.
Created by: the user name of the person who took the action.

Create Date: displayed in DD/MM/YYYY format, this is the date that the action took place.
Total Records: displays how many records were updated due to the action.

Status: Pending, In Progress, Completed or Error.

Job Status: the summary of the completed job.

Description: the description that the user gave the job when performing the action.
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The Actions column allows you to remove the job by clicking the Delete button (trash can). Click
the View button (magnifying glass) to display the job details. Select the Job State button (clock)
to see the steps of the job process, and click the Resubmit button (right triangle) to re-run jobs

that have produced errors.

You can sort the results by clicking any of the column headings. Use the Refresh button at the

top to refresh the page when you are waiting for Pending jobs to finish.

@ FolderiField Updates
@ Refres
Filters
By Status: (V] Pending ¥ In Progress [¥] Completed [¥] Error
By Job Type: Bulk Update
By User:  All Users @
T oo @)
Actions Bulk Update Job ID 4 Created By Create Date Total Records Description Job Status Status
alle 276 Juser 2012-06-05 30 FolderFieldUpdate  6/5/201212:42:08  Complete
PM Job Complete.
Total 54 documents
updated. Total 2
batches executed.
alle 275 buser 2012-06-05 2 /52012 12:22:00  Complete
FM Job Complete.
Total 2 documents
updated. Total 1
batches executed.
alle 271 juser 2012-05-28 10280 5/29/201210:33:26  Complate
PM Job Complete.
Total 10290

OCR

Click OCR Jobs in the Monitor menu monitor to review OCR jobs. You can select to monitor
OCR jobs based on progress at Filters using the By Status checkboxes: Pending (jobs that are
in the queue); In Progress (the conversions are in process); Completed (jobs that are finalized);
Error (OCR jobs that caused an error at some point in the process). By default each status
checkbox is selected. The OCR Type menu defaults to Bulk. These jobs are created at the
Actions menu in the Results page. Changing this menu to Single will show OCR conversions

initiated for a single document within the document page.

Case Administrators on the site will see all export jobs on the site. If you are a typical user on the
site, you will see your own jobs. You can sort the jobs based upon the column headers in the

report.
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@ OCR

o Refre:
Filters

By Status: V| Pending [¥| In Progress [¥] Completed [¥] Errar [¥] Completed with Errars
OCR Type: Bulk

1 oi2(Go) @@

Actions OCR.JobID 1 Email Created By Create Date Error Info Status

auser@legal com auser
@lsg 2012-06-04 Complete

(] 15 auser@legal.com auser 2012-05-03 Complete

} buser@legal com buser
10 2012-02-07 OCR Submit ERROR: Error

ERROR: SourcePath is
required.

The report shows information about the OCR jobs. The OCR Job ID is a reference number and
is useful for working with Catalyst Support in troubleshooting jobs. The Email, Created By and
Date columns provide you with information about the user who created the job and when they
requested the OCR. Current Info provides you with additional details about the job. Error Info
provides you with information about why the OCR did not take place. Status shows where the job

is in the process.

Buttons available in the Action column may include Delete (trash can) for pending or in progress
jobs. The Job State button (clock) displays details of the job state. If your job produced an error,
this is a good place to examine what went wrong. If the job failed, click the Resubmit button

(right triangle) to re-run an errored job.

You can sort the results by clicking any of the column headings. Use the Refresh button at the

top of the report to refresh the page when you are waiting for Pending jobs to finish.

Print

To check the status and obtain other information about print jobs (PDF Combine or Zip), click
Print in the Monitors menu. You can select to monitor documents based on progress at Filters
using the By Status checkboxes: Pending (jobs that are in the queue for combining or zipping);
In Progress (the documents are being combined into PDF, being endorsed, or are in some other
step of the process); Completed (jobs that are finalized and ready to download); Error (jobs that

caused an error at some point in the process). By default each status checkbox is selected.
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Case Administrators on the site will see all print jobs on the site. If you are a typical user on the
site, you will see your own print jobs and any print jobs shared with you or made public on the
site. The By Access menu defaults to All, but you can change the menu to Public, Shared or

Private to view just those jobs.

You can sort the jobs based upon the column headers in the report.

[==] Print
< Refresh

Filters

By Status: Pending In Progress Completed Errar
By Access: Al ~

[ 1 of 16 [co | () B

Actions Print Job ID Job Hame Username Create Date Total Total Panes Access Status

177 llorefile: auser 2013-02-06 05:37:14 P 6 o Private Complete

P 2013-02-06 05:33:15 PM 4 0 Private Complete

NP NP NP
Bb
(-]

The Print Job ID is a reference number and is useful for working with Catalyst Support in
troubleshooting jobs. Job Name is the name created for the job. Username and Create Date
show who created the job and when. The Total Documents and Total Pages columns show how
many documents were selected for the print job and how big the document became after the
completion of the job (including table of contents, separator pages, etc.). Access shows whether
the job was made public, shared or left to private, and Status contains information about the print

job’s progress.

To download your complete print job file, click the View (magnifying glass) button in the row of

the job, and then click the file name.
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Print
Z Refresh

Filters

By Status: Pending In Progress Completed Error
By Access: | All A

File Hame  TestPrintJob
: Page Count 20
Actions File Size 1769964 byt

E%
o[a]
ollal
(IRl 2
Cloze
ol

Buttons available in the Actions column may include Delete (trash can) if you created the print

job. After downloading the file, you may want to permanently remove it from the system.

Click the Job State (clock) button to display details of the job state. If your print job produced an

error, this is a good place to examine what went wrong.

e=k Print

Filters

By Status: Pern

By Access:

Refresh
Actions
[

@ [»
ale
alel[s
@[> [
@

@

@ [»
@

View Job State x

2012-01-12 08:10:44 Conversion Submit Status: Total 2 documents processed, Out of 2

documents.

2012-01-12 08:10:43 Conversion Submit Status: Total 1 documents processed, Out of 2

documents.

2012-01-12 08:09:26 Download Status: Total 2 documents processed, Out of 2 documents.

2012-01-12 08:09:25 Download Status: Total 1 documents processed, Out of 2 documents.

rea]

2012-01-12 08:08:20 OCR/Conversion Prep Status: Total 1 documents to be process, Out of 2 .
documents. File Already Exists Count 1, and CanOverwrite is set to false. =
2012-01-12 08:05:39 Fetch Status: Total 2 documents fetched, Out of 2 documents. -
1=

V2T

(P

L] testis In Frogress. 206}

If the job failed, click the Resubmit (right triangle) button to re-run a job that produced an error.
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0
o rd 4 x1zip 2011-12-02 20 0 Private Error

=[J=1)

s
Resubmit Responsive 2011-12-02 20 0 Private Error

Use the Edit Access (pencil) button, which is available for print jobs you created to change the
access. Select Public or Shared to share the print job with other users or make it available to all

users. By default, all print jobs are Private.

You can sort the results by clicking any of the column headings. Use the Refresh button at the

top to refresh the page when you are waiting for Pending jobs to finish.

Redaction

To monitor the status of redactions, click Redaction in the Monitors menu. At By Status, each
checkbox is selected by default—Pending (documents in the queue for redaction); In Progress
(documents in the redaction process); Completed (finalized redactions) or Error (documents
that incurred errors during the redaction process); Redaction Completed, OCR in Progress;

Redaction Completed, OCR Error. You can clear or select the checkboxes you need.

The Redaction Job ID is a reference number and is useful when working with Catalyst Support
in troubleshooting jobs. Redaction ID is the identification number of the redacted document.
Redaction Set is set that contains the redacted document. Status is the state that the redaction
is currently in. Redacted by and Date show who redacted the document and when. Unless you
are a Case Administrator on the site, you will only be able to see information on documents
redacted by you. Parent DocURI is the identification number of the original, non-redacted

document.

The Actions column allows you to take certain actions on the jobs you are monitoring. Select the

Job State button (clock) to see details about the job process.
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@ Redaction

& Refresh

Filters

Actions

ion Job ID

By Status: Pending In Progress Completed Errar
Redaction Complete, OCR In Progress Redaction Complete, OCGR Errar

5

a4

43

42

29

29

B8

&7

kan

kan

kan

szhe

Date

2013-02-0812:23:39 AM

2013-02-0812:23.45 AM

2013-02-081218.57 AM

2013-02-04 10:37.44 P

T s o) @0

Parent DoclIRI Status

icase/nsightdemoiny/document/2. Complete
194678

icase/nsightdemoiny/document/2 Complete
194678

icase/nsightdemoiny/document/2. Complete
194468

icase/nsightdemoiny/document/2 Complete
194701

|

Click the Resubmit button (right triangle) to re-run jobs that have produced errors.

on
)

You can sort the results by clicking any of the column headings. Use the Refresh button at the

top to refresh the page when you are waiting for Pending jobs to finish.

Review Projects

To monitor the actions taken to Review Projects, click Review Projects in the Monitors menu. At

By Status, each checkbox is selected by default—Pending (jobs in the queue); In Progress (the

action is in process); Completed (finalized Review Projects jobs) or Error (jobs that incurred

errors). You can clear or select the checkboxes you need.

You can leave the Type menu set to All or expand it to build you report by a specific action:

* Copy to Review Project

* Remove From Review Project

* Move To (this reports on the action of moving to a different stage)

* Assign To

* Release
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=] Rreview Projects
& Refresh

Filters

By Status: ¥ Fending ' In Frogress ) Complsted ) Error
Type: | All B

Documents - Copy To Review Project
Cocuments - Remove From Review Project
Daocuments - Move To
Aofions [pcuments - Assign To rested B Creste Date
Documents - Release
o] oZ5

del 2013-08-15
06:40:32 AM
GMT-07:00

[o] 524 spa 2013-08-15
08:25:00 AM
GMT.07.00

@ 523 del 2013-08-15

068:22:42 AM
GMT-07.00

The Job ID is a reference number and is useful when working with Catalyst Support in
troubleshooting jobs. Email shows the email of the review administrator who took the action if
available. Created By displays who took the action. There is also a Create Date column that
shows the time the action was initiated. If the review administrator chose to include any notes in
the Wizard, this will show at Notes and you can see the Status and any Error Info, if available.
The Actions column allows you to take certain actions on the jobs you are monitoring. Select the

Job State button (clock) to see details about the job process.

You can sort the results by clicking any of the column headings. Use the Refresh button at the

top to refresh the page when you are waiting for Pending jobs to finish.

Productions

To monitor the status of production jobs, click Productions in the Monitors menu. Under Filters
at By Status, each checkbox is selected by default—Pending (documents in the queue for
production); In Progress (documents in the process); Completed (finalized productions) or
Error (documents that incurred errors during the process). You can clear or select the

checkboxes in order to see the list of productions based on the filters you select.
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== Froductions

& Refresh

Filters:

By Status: ¢/ Pending ¥ In Progress ¢/ Completed @) Error

=T R o1 (co) B
Actions Production 10 Production L it Emazil Redzction Set Creste Date Dus Date Error Infa Status
Name
o] 107 sY UNC yi@eatalystse cure. com 2013.07-18 Froduction Complete 8
08:02:03 AM complete: 10 of
GMT-07:00 10 document its,
138 of 135 pages
complete

The Production ID is a reference number and is useful when working with Catalyst Support in
troubleshooting jobs. Production Name is the name given to a production job during the set up
of the production. If the user who ran the production, entered any extra information, this will
display in Comments. The user’s email address populates Email. If your site has more than one
redaction set, the set the documents were pulled from is listed at Redaction Set. Create Date is
system generated and lists when the production was initiated. Due Date is entered by the person
who created the job and is for reference purposes. If the job contains any errors, you can see this

at Error Info and you can see the progress of the job at Status.

You can sort the results by clicking any of the column headings. Use the Refresh button at the

top to refresh the page when you are waiting for Pending jobs to finish.

Click the Job State button (clock) in the Actions column to see details about the progress of the

production.

=] Productions

& Refresh

Filters Yiew Job State "

By Status: (| 2013-04-11 08:46:45 AM GMT-07:00: ProductionPrep Status: Complete, Next Warkflow Information:
WarkFlowCamplste

2013-04-11 08:46:41 AM GMT-07:00: Upload Status: Total 1 documents processed, Out of 10

tione dacuments.
© 2013-04-11 08:46:41 AM GMT-07:00: Upload Status: Total 10 documents processed, Qut of 10
dacuments.

2013-04-11 08:46:41 AM GMT-07:00: UploadFilesToS3 Status: Complete, Next Workflow
Information: ProductionPrep

(o]

2013-04-11 08:46:32 AM GMT-07:00: Bulk Conversion Status: Complete. Next Wworkflow

Information: UploadFilesToS3

2013-04-11 08:46:27 AM GMT-07:00: DownloadFilesFroms3 Status: Complete. Next Workflow
=] Information: BulkCanversion

2013-04-11 08:46:26 AM GMT-07:00: Download Status: Total 1 documents processed, Out of 10

documents.

v

(o]

Close
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The Status column lists whether a production is completed or in progress or has failed. Other

information about the production is listed in the Error Info column.

Uploads

To monitor the status of Upload jobs, click Uploads in the Monitors menu. By default, the

Creste Date

Due Date

Error Info

2013-07-18
08:02:03 A
GhT-07:00

2013-07-15
04:03:47 Fhd
GhT-07:00

2013-04-30
02:09:36 P
GhT-07:00

Froduction Complete

complete: 10
of 10
documents,
135 of 125
pages
complete

Froduction Complete

complete:
121 of 121
documents,
205 of 205
pages
complete

Inzight service In Progress

wuo el oy
process
complete. Job
submitted to
production
master.

Status

Insight User Guide

uploads are listed by Ticket # in descending order. You can sort by any column in ascending or

descending order (these include the Date, Custodian, Collection, Beg Control, End Control

and the Count—the number of documents in the particular job). Use the page navigation buttons

to go to other pages of tickets. You can use the Refresh button to reload the page if you are not

seeing a recently completed upload.

@ Uploads

& Refresh

Ticket #

356660
356629
356655
356657
356656
356625
356653
356651
356650
356649

Date Custodian(s|

2013-01-24 02:31:19 PM More Paterts
2013-01-24 02:32.04 PM More Paterts
2013-01-24 02:29:06 PM More Paterts
2013-01-24 02:29.20 PM More Paterts
2013-01-24 02:27:00 PM More Paterts
2013-01-24 022745 PM More Paterts
2013-01-24 02:36:17 PM More Paterts
2013-01-24 02:26:03 PM More Paterts
2013-01-24 022215 PM More Paterts
2013-01-24 0223 23 PM More Paterts

Collection

morepatents
morepatents
morepatents
morepatents
morepatents
morepatents
morepatents
morepatents
morepatents
morepatents

BeqControl

PATSO03948354
PATSOO3935354
PATSO03936303
PATSOO3926303
PATSOO3924292
PATSOO3914292
PATSOO37TS2073
PATS003904292
PATSOO3719741
PATSO03534292

-1 of 122 [Ga)
EndControl Count
PATSOO3350645 245
PATSOO3945353 10000
PATSOO3938353 2051
PATSOO3936302 10000
PATSOO3A26302 2011
PATS003924291 10000
PATSO03754291 k]
PATS003914291 10000
PATSOOZ7 22072 2332
PATSO03304291 10000

Mext
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In order for the log of uploads to display, the TicketNumber field on your site must have a

1
¥ facet built upon it.

Processing

If you have appropriate rights, you will be able to access reports about processing jobs. Click

Processing in the Monitors menu to display the processing reports associated with your case.

By default, the information is displayed By Custodian in both graphic and table format:

@ Processing

4,000,000

3,950,017
3,219,066

3,200,000
2,400,000
o
£ 1,600,000
S 1,108,652
—
200,000

Select Report: | By Custodian El Unit Measure: | Record El Show up to TGE|resullsloreachlacelusmg Column 3D El

Patent
TE—

68,495 57,141 54,667 46,963 46,335 45,568 33.334
P S e [ [ [ — [ e Sy
More Patents More Enron Pstent Unknown USNRC Sara Vince Kaminski Szlly Back Richard Gerald Nemec
Shacklaten Sanders
Custodian

Custodian Count

More Patents

More Enron

You can expand Select Report to create reports based on File Type, Media, Duplicates

Removed by Custodian, or Files Excluded by Type. You can also change the Unit Measure,

which by default displays Record (document), to Gigabytes.

@ Processing

Select Report: | By Custodian El Unit Measure: | Record E| % Show upto | 10 Elresu\ts for each facet using
Record 10
rov000._| By File Type 2
By Media 30
Duplicates Removed By Custodian 40
56,000 Files Excluded By Type 50
42,000

Column 3D El
Bar 2D
Column 2D

Doughnut 2D
Doughnut 30
Pie 2D
Pie 3D
Spline
Waterfall
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You can also change the number of results for your information using the Show up to menu and

graph your information using several different displays including columns and doughnuts:

Select Report: | By File Type

File Tupe
e perobatPOF
Mictooa el
IEnetSioreat
Mictosamin
At perat
Wictooart PoukrPairt
Enan

A STean
Ubkaou Ik Tige
MPES unkampeg

Urit Measure: Gigabytes W Showupta | 10 |8 |results for each facet using | Doughnut 20 s

adobe Acrobat PDF 385,73

—

" MPEG video/mpeg 2.97
-Unknown File Type 2,38
\ Audic Stream 5,26
1\ “Email 10,28

| “Micrazoft PowsrPoint 15.94

| “adobe Acrobat 26,17

Microzoft Excel ss‘zej

L Lhicrosaft word 23.07
Intermst Shortout 34.46

Gigabytes

Ees]
e
E)
20w
188
[
s
526%
EET
2918

Non-Indexed Documents

Your site may have documents the system could not index. Click the Monitors & Reports button

and expand the Non-Indexed Documents menu to view the types of indexing errors on your

site. Clicking an error runs a query and returns the documents associated with the error.

The descriptions explain the reason for the error, and the number reflects the number of

documents matching that error.

v.15-10162013

Monitors & Reports

~ Manitors

- Reports

Mon-Indexed
Dacurnents

not retrievable.
File does nat exist
errors.

System errors:

memary.

Mon-Indexed
docs

Mative document 5,329
located but doctext was

or there ars formatting

timeout or insufficient

Uncategarized srror, 0

16

o

5,345
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* Native Document located but doctext was not retrievable: This category means that the
text of the record was missing. This may be due to the document containing no text,
because it is an image document that has not gone through an OCR process. It may also
be a document that cannot be OCRed because it has no text, like a photograph.

* File does not exist or there are formatting errors: This error may occur when a

document is missing, but there is a document record. It could also be that the formatting of
the document produced errors in the indexing process.

» System error - timeout or insufficient memory: This error can occur because the file is
too big for indexing.

» Uncategorized error: This error can be due to any other problem with the document
indexing than those listed above.

* Non-Indexed docs: This link will bring back all errored documents no matter the reason.

Click any of the links, and the search will run, taking you to the Results page with the documents
retrieved.
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