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Working with Cases

Working with Cases

Creating a New Local Case

Cases are often created through the Administration x|
module to be available on a network. A local case can be [ Casee Aphabetially | %]
created for one person to use. Later, it can be imported L Denarstation Case |

through the Administration module to make it shareable. Hew.

Add...

To create a new case, follow these steps: Femave
1. Access LiveNote to display the Open Case dialog box. St |
Click New to display the New Case dialog box. e |

Case File: [cvprogram flesWivenoteNlivenotebcasesy,_demo_nt

NewCase  HF
Saveln:lb Cases j = ﬁ‘ -
_DEMO_DIR
. . ] _DEMO_LNT
2. Select the drive and directory to use for storage of the
case, type the file name, e.g., smith, and click Save.
The New Case Properties dialog box is displayed.
File name: — [smith] Save |
Save a3 tupe: [Liveblote Case [*Int) -l Cancel
Help

[ow Coco Propenios

Case File: In: “program files\livenateMivenotecaseshzmith. Int

3. Type the name of the case in the Name text box, e.g., I
Smith v Jones, and click OK. Naemin v.ored

The case window, which lists all the transcripts for the et

. . Comments: =
case, is displayed.
Note: If a case is open, you must close it before you can =
create a new case. Video Paths._ 0 | Cencel Help |

Closing a Case
You can close a case using either of the following methods:

B Click the Close button (/#f|) in the upper-right corner of the case window.
B From the File menu, choose Close Case.

The message Close the current case? is displayed. Click Yes to close the case. The Open Case dialog box is
displayed in which you can choose another case.
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Opening a Case
If a case is open, you must close it before you can open another case. To open a case, choose Open Case from the
File menu to display the Open Case dialog box. Select your case from the list and click OK.

To open a secured case, complete these steps:
1. Click Secured Cases in the Open Case dialog box. The Manage Secure Case Repositories dialog box is displayed.
2. Click Logon. The Logon to [your] Repository dialog box is displayed.

3. Type your username and password and click OK. The Manage Secure Case Repositories dialog box is
redisplayed.

4. Select Remember my logon settings if you want LiveNote to remember your username and password.
5. Click Close to display the Open Case dialog box.
Several types of folders may be displayed:
¢ A yellow folder indicates a local case. Only one person can access it at a time.
e A brown folder with a key indicates a secure case that is currently being accessed through the network.

¢ A blue folder with a key indicates a secure case that was replicated offline and is currently being accessed
locally.

6. Select your case and click OK.
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Managing Transcripts

wazie | Creating a New Transcript
In an open case, create a new transcript using either of the following methods:

B Click the New Transcript button on the toolbar at the

bottom of the LiveNote window.
B From the Transcript menu, choose New. Nerme: [Swith, Fcber oK
R T Cewe
The New Transcript Properties dialog box is displayed. Type -
. . =8
the name of the deponent in the Name text box, e.g., Smith, 4
Robert, and click OK. A new, blank transcript is displayed. DateTme [FAE707 "3 fit ] G

Opening an Existing Transcript
You can open a transcript using any of the following methods:

B Right-click the transcript you want to open and choose Open from the menu that is displayed.
B Select the transcript you want to open. From the Transcript menu, choose Open.

m Click the transcript folder icon ([~]) to view the contents of the folder. Then double-click the
transcript icon (ED.

Tranzcript
3 &l dnnatations [ items)
3 Quick Marks [1 itern]
C3 lszues (2 items)

3 Motes [0 items)

3 Attachments [0 itemsz)
=51 Messages [0 items]

The transcript is displayed in the LiveNote window.

Deleting a Transcript
You can delete a transcript using either of the following methods:

B Right-click the transcript you want to delete and choose Delete from the menu that is displayed.

B Select the transcript you want to delete. From the Transcript menu, choose Delete.

The Delete Transcript dialog box is displayed. The Enable et T

Undo check box is automatically selected so you can undo 0 Neme: Pt Alon

the deletion, if necessary. Hold down the Shift key and click T e
OK. and press the OK button.

¥ Enable Unda
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Connecting to LiveNote in Real-Time

==

@m | Connecting via a Serial Connection
You can connect to a LiveNote session in real-time using serial
cables. LiveNote cabling requires a serial port on your
computer. If you have only a USB port available, you will need
to provide a USB to serial adapter. If a USB to serial adapter is
not available, you can connect to the LiveNote session over the
Internet via LiveNote Stream. Contact the court reporter to
schedule the session. The court reporter must notify LiveNote
24 hours in advance if you want to use LiveNote Stream.

To connect to a real-time session using serial cables, complete
these steps:

1. Open a new transcript.

2. Click the Connect button on the toolbar at the bottom of the
LiveNote window to display the Connect to Realtime dialog
box.

3. Select Serial. The court reporter will give you the necessary
settings for connecting to the reporter’s CAT
(computer—aided transcription) system. You will need to
know the required serial port setting.

4. Click Connect to connect to the real-time session.

Connect to Realtime

Connect via——————  ~Serial Opiions
© LiveNote STREAM CAT Dutput: 2R
Baud Rate: m
® Sk SerialPatt [coMT |
LinesPerPage: [55

LiveMate Inc.
v livenate. com
1-800-LIVENOTE

Acknowledgement

By clicking on "Cornect belaw, | acknowledgs that | will be receiving & rough and
uncertified draft transcript, and that | am nat foregoing ordering a final, certified tranzcript,
which may differ in both pagination and content fram the: draft,




Connecting to LiveNote in Real-Time

==

cme | Connecting via the Internet
LiveNote Stream allows you to connect to a LiveNote real-time
session via the Internet. Contact the court reporter to schedule
the session. The court reporter must notify LiveNote 24 hours
in advance if you want to use LiveNote Stream. LiveNote will
send you an e-mail with the required username and password.
To connect to a LiveNote Stream session, complete these steps:

1. Open a new transcript.

2. Click the Connect button on the toolbar at the bottom of the
LiveNote window to display the Connect to Realtime dialog
box.

3. Select LiveNote Stream and click Connect to display the
Login dialog box.

4. Type the username and password sent to you from LiveNote
and click OK to display the Sessions dialog box.

5. Select the session you want to attend and click OK.

Connect to Realtime

Connect via———| [~ STREAM Options
i LiveMote STREAM Notoken needed. Intemet access required.
 Serial IV < Play Live Audio [if available)
 Simulation ™ (53 Save Irstant Messages

Advanced..

o Live Video Login

LiveMote Inc.
v livenote.com
1-800-LIVENOTE

Acknowledgement

By clicking on ''Connect”’ below. | acknowledge that | wil be receiving a rough and
uncertified draft transcript, and that | am not foreqoing ordening a final, certified transcript.
which may differ in both pagination and content from the: draft.

Connect I Cancel Help

Usetnarme: [ 113
Password: | Cancel
™ Use these settings next time | start Livelote
Help
[Sessions
— (|
LiveMote Stream Manager Test 1 BT RA IM
Liveh ote Stear Manager Test 2 AT AA IM Cancel
LiveMNote Stream Manager Test 3AT Ra IM
Help
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Working with a Transcript in Real-Time

LiveNote provides you with tools that are easy to use even when you are working with a real-time transcript in a
live deposition. You can stop and start the scrolling text, annotate the text, and do quick word searches at the same
time that you are listening to what the deponent is saying. You can also annotate and search existing transcripts.

D
% Starting and Stopping Text

To stop the scrolling real-time transcript while in a deposition, press the Esc key or click the Stop button on the
toolbar at the bottom of the LiveNote window. The line currently being transcribed is completed and the scrolling
transcript pauses.

To browse the text of the transcript, you can use the scroll bar on the right or press the Page Up and Page Down
keys or the arrow keys on your keyboard. Pressing Ctrl+Home will take you to the top of the text; pressing
Ctrl+End will take you to the end of the text.

@  To restart the scrolling transcript, press the Esc key or click the Continue button on the toolbar at the
(=i bottom of the LiveNote window.

Using Quick Marks

Quick Marks are marks at the line number in the margin of a transcript. They are the simplest form of annotation
in LiveNote and are displayed as a solid bar in the default Quick Mark color. You can use them as place markers in
the text for which you can run searches and generate reports. To insert a Quick Mark, press the spacebar on your
keyboard or click a line number.

A complete list of all Quick Marks in a transcript is located in the Quick Marks folder under the transcript in the
case window. Click the Quick Marks folder to open it. Double-click a Quick Mark reference in the folder to jump
to the Quick Mark in the transcript.

To delete a Quick Mark, click it in the margin of the transcript.

File Edit Transcript Search Annotate Issue Report Options ‘“indow Help
S cu "
Press the spacebar or click a e [ /] Phetograph | 2 Filn | 3 Tine |. Ernployment History | 5 Store |ﬂ Building |.
line number to place a Quick RIS [ o 22/ 195+ Park, atlan
. . 10 transeripts 11| A. I'm a salesman.
Mark in the margin of the 1 6/17/1994 Kecln. Bren = 12|0. Who is the owner of the business?
transcript £ B/21/1934  Shively, Jil — 13| a. 8ir Richard Wattenberg and Allen Wattenberg.
. "Zﬂgg: g‘;‘;ﬁxg}fﬁ(ﬁem 14|Q. How do you spell that last name?
&3 6/22/ 19 Fark, Allan 15/A. W-A-T-T-E-N-B-E-R-G, Wattenberg.
. 16(0Q. That 's Richard and Allen.
. . 17|A. Yes.
Double-click a Quick Mark |_—Qpa 0. In addiinig yo 18|Q. Did both of those men also work there?
reference in the Quick Marks_—T] [-_."1‘[13”‘;‘851” “Em]“ Now, st the t 19/A. Yes. )
. . . . ] ,
£ Motes (0 ters) - QO‘Q In addition to yourself and Richard and Allen, are thel
folder to Jjump to its location 3 Attachments (0 items] 21 also other salesmen who work there?
in the transcript. D%?nggageségzl::ggwkm = 22/A. Yeah. We are all together. We are seven salesmen.
23|Q. How, I would like to show you a photograph. I will sh
Sort By: | Date j' 24 you a phl:)tograph marked People's 23 for identification
25 Do you recognize the man who is showm in that photogray
REE
i Pa = E3l 3:1|A. Yes, I do.
Jphotograph = | 2|Q0. Who is that man that you see before you?
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Using Issue Marks

An Tssue Mark is a mark at the page and line number in the margin of a transcript that corresponds to a particular
issue on the Issue bar. The Issue Mark color is the same as the color of the issue. To insert an Issue Mark, press the
number key on your keyboard that corresponds to the number assigned to the issue on the Issue bar.

A complete list of all Issue Marks is located in both the Quick Marks folder and the Issues folder in the case
window. You can view the issues by category in the Issues folder. Click the Quick Marks or Issues folder to open it.
Double-click an Issue Mark reference in the folder to jump to the Issue Mark in the transcript.

To delete an Issue Mark, click it in the margin of the transcript.

= LiveNote SR
Fle Edt Transcript Search Annotate Issue Report Options Window Help
Press the number key that o Photograph | 2 Film | 3 Tire |. Ernployment History |. Shore: | Buiding
Corresponds to the number | TR =l
iated with the i n 10 hanseipts 14(0Q. How do you spell that last name?
associate € Issue o = 61771354 Kasin_Bian = 15|A. W-A-T-T-E-N-B-E-R-G, Wattenberg.
the Issue bar to place an 3 5/21/1994  Shively, Jil = 16|/Q. That's Richard and Allen.
. . % E/21/1934  Camacho. Jose 17 |A. Yes.
Issue Mark in the margin Of & g;g;ﬂggi %{::E‘ngfh'hnh 18|Q. Did both of those men also work there?
the transcript. [El' Transeript 19|A. Yes.
All Annotations [3 items] SE i s
= fuick Marks 2 tema) 20(9Q. In addition to yourself and Richard and Allen, are
/.[22] yOuathDgraphn' 21 also other salesmen who work there?

Al _— Q[I0I6] @ Now. af the time 22|A. Yeah. We are all together. We are seven salesmen.
DO_Uble C|ICI.< an lSSL'_le Mark % I,‘j;'::s[[gllt:gs]] e 23|Q. How, I would like to show you a photograph. I will
to jump to its location in (£ Attachments [0 items) - 24| you a photograph marked People's 23 for identificat
the transcript ﬁ%?zg??;fasa[gz‘:m:]wkm = 25 Do you recognize the man who is shown in that photo

Pt = 3:1/A. Yes, I do.
SmtEy:IDala j' 2|Q. Who is that man that you see before you?

Managing Annotations

An annotation is a highlighted portion of the transcript text. It may be associated with an issue, a note (a comment
associated with an annotation), or an attachment, e.g., a document or image.

Adding an Issue Annotation Using the Issue Bar
To add an annotation associated with an issue using the Issue bar, complete these steps:
1. Click the Auto Annotation button (4] on the Issue bar to cancel its selection.

2. Click an issue button on the Issue bar to select the issue and assign it to the annotation you are adding.

3. Select the text you want to annotate. The [ EEEn Tl :
R R . . 16 (0. That 's Richard and Allen.
text is highlighted with the color of the 17|n.  Yes.
. . . . 18(0Q. Did both of those men also work there?
issue you selected. The issue will be assigned 19(a.  Yes.
. . 20| Q. In addition to yourself and Richard and Allen, are there
to every annotation you create until you 21 also other salesmen who work there?
B . 22
cancel its selection on the Issue bar. 23
24
25
3:1
2|9¢. Who is that man that vou see before you?

Note: You can select more than one issue on the Issue bar. Annotated text will be highlighted with the color of the
issue that is first in alphabetical order.
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Adding Issues, Notes, and Attachments Using the Annotate Dialog Box
To add an annotation associated with an issue, note, attachment, or a combination of these, complete these steps:

1. Make certain the Auto Annotation button ( 3l ) on the Issue bar is selected. (This is the default setting.)
2. Select the text in the transcript you want to annotate. The Annotate dialog box is displayed.

3. The Issues tab in the Annotate dialog box displays the prioritized

list of issues. To assign one or more issues to the annotation, select A
the appropriate check boxes. Note that the check boxes for any e [ [t
issues you previously selected on the Issue bar are already selected. 12||; Ei_'ﬁmgmph
If an issue has not been prioritized (does not appear on the Issue i,': E:,jwmenmism,y
bar), it is listed in the Other list box. To assign a non-prioritized :,’: g
issue, select it in the Other list box. To prioritize the issue, right- ;'_ Ring
click it and drag it next to a number. E
4. To add a note to the annotated text, click the Note tab and type Dther] Clthing
your note in the text box. e
5. To add an attachment to the annotated text, click the Attachment Newlssus.. | Seloctal | Deselectal |
tab. You can add any type of file that can be opened on your
computer. Click Browse to display the Find Attachment dialog Tirster | Vessene |
box. Select your document and click Open. When you add an % | G | __Hop |

attachment, a paper clip icon (&) is displayed in the margin next
to the annotated text.

6. Click OK to save the annotation. The annotated text is highlighted with the color of the issue you selected. If
you did not select an issue, the text is highlighted with the default annotation color.

Note: The tab last used for adding an annotation will be displayed in the Annotate dialog box when you add the
next annotation.

Adding New Issues
To add a new issue to the existing list of issues, click New Issue on the Issues tab. The New Issue dialog box is
displayed. Type the name of the issue in the Issue text box and click OK.

Associating Video with an Annotation
If the transcript has been synchronized with video footage, a Video tab is available in the Annotate dialog box. You
can adjust the start and end points of the video segment associated with the annotation.

Transferring Annotations
To transfer the annotation to another application such as JFS Litigator’s NoteBook or TrialDirector, click Transfer
to display the Transfer Target dialog box. Select the application and click OK.

Sending Annotations to Instant Messages
To send an annotation to a team member during an instant messaging session, click Message. The Message button
is available only when you are connected to an instant messaging session.
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Editing Annotations

To change the information associated with an annotation, right-click in the ot

annotation and choose Edit from the menu. The Edit Annotation dialog box is Copy

displayed. Wi,
Edit...
Celete

Deleting Annotations

. . . . Open Attachment...
You can delete an annotation using either of the following methods:

Play Yideo Segment
B Right-click in the annotation and choose Delete from the menu. The message Go To Transcript
Delete this annotation? is displayed. Click Yes.

Transfer >
Message

B Click in the annotation and then press the Delete key. The message Delete this
annotation? is displayed. Click Yes.

Viewing Annotations
To view the details of an annotation you or another user made in the transcript, right-click in the annotation and
choose View from the menu. The View Annotation dialog box is displayed. You can view the following details:

the page and line numbers in the transcript text where the annotation starts and ends

a list of any issues attached to the annotation

the text of any note attached to the annotation

the path and name of the any file attached to the annotation

the full name or username of the author (secure cases only)

Viewing an Annotation Attachment
You can view an annotation attachment using either of the following methods:

B Right-click in the annotation and choose Open Attachment from the menu.

B Double-click the paper clip icon in the margin of the transcript next to the annotation.

Changing the Start and End Position of Annotations

You can change the amount of transcript text included in an existing annotation by changing its start or end
position. To change the start position, hold down the Ctrl key and click in the annotation near its start. Drag the
pointer upward to include more text in the annotation. Drag the pointer downward to include less text in the
annotation.

To change the end position, hold down the Ctrl key and click in the annotation near its end. Drag the pointer
downward to include more text in the annotation. Drag the pointer upward to include less text in the annotation.

10
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Using the Word Wheel

The Word Wheel contains an index of words and numbers with their corresponding page and line numbers in the
transcript. When you are connected to a real-time session, the Word Wheel is updated every 15 seconds. Use the
Word Wheel to search for a word or number in the transcript. Type the word or number in the text box on the left
side of the LiveNote window to display the pages and lines where the word or number is found in the transcript.

To see the word or number in context, hold your pointer over the page and line reference. The question and answer
in which the word or number appears is displayed.

To display the word or number in the transcript, click the page and line reference.

Type the word or number

you want to search for in B Camacho, Jo o [= ] 16 (0. That 's Richard and Al]
the Word Wheel text box. \Iphologlaph ﬂ 17 |A. Y(.ES .
18| 0. Did both of those men
hot: I
Hold your pointer over the p;c; Zoélmp ' B o7 Al 19|A. Yes.
page and line reference to —photograr 5 Tlowe, | weould fie 1o show you & photograph. | Wi||2h.DW In addition to yoursel
i : 17 ' : lso other salesmen wl
see your word or number in |1iil-< zds *1  you a photosraph marked People's 23 for identification. I 11t
context. 2.z, | Doyourecagnize the man who is shown in that photograph? = <40 - We are a oge
) ) ictu &, Yes |do. ow, I would like to =
Click the page and line pletures o4 k
f to view your &6 ol aJslsleidelenatladil marke
¢ e(rjence b ¥ N /_M Do you recognize the 1
word or num er in the 12:20 oy 3:1|a. Yes, I do.
transcript.

Selecting Word Wheel Options

To select Word Wheel options, choose WordWheel from the
Options menu. The WordWheel Options dialog box is
displayed. You can change the Word Wheel settings to

Wordwheel Dptions x|

specify v Automatically dizplay wWordwheel with Transcripts
v Hide Wards with more than (500 Hits
- . . . .
whethe.r the Word Wheel is automatically displayed with Gl S B T
transcripts. # 0APsi
B whether you want words or numbers listed in the Word C g:dm'g:lf:f: fies above |2
Wheel index when they are mentioned more than a
certain number of times in the transcript. Set Defaull | Help |
® how much transcript text you want displayed when ok | sy | Cancel |

viewing a word or number in context in the Word Wheel
window. If you select QA Pair, the entire question and
answer in which the word or number appears is displayed.
In the alternative, you can designate the number of lines
to be displayed above and below the word or number.

Click OK to save the Word Wheel settings.

1
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(=)

Auto Tags

Creating Auto Tags

Use Auto Tags to automatically highlight words or phrases as they appear in the transcript. You can create an Auto
Tag using either of the following methods:

B Click the Auto Tags button on the toolbar at the bottom of the LiveNote window to display the Auto Tags

dialog box.

B From the Annotate menu, choose Auto Tags to display the Auto Tags dialog box.

For each word or phrase you want to add, complete these steps:

1. Click Add to display the Add Keyword dialog box.

2. Type the word or phrase you want to add to the Auto Tags list. You can use the asterisk (*) at the beginning or
end of a word to include variations of the word. Then click OK. The word or phrase is added to the list in the

Auto Tags dialog box.

Select the Show Auto Tags check box to highlight Auto Tags in transcripts.

Click OK to save your changes. Your Auto Tags will be highlighted automatically throughout the transcript.

el | EampIEy

¥ Show Auto Tags

Y

Ok
Cancel
x
New Keyword:
3 > Inhﬂtﬂglaph Cancel |
Delete | 5
St Lol | S EmpLEn

Did both of those men also work there?
Yes.

In addition to yourself and Richard and Allen, ar¢
also other salesmen who work there?

Yeah. We are all together. We are seven salesmer
How, I would like to show you a photograph I wil
vou a photograph marked People's 23 for identific
Do you recognize the man who is shown in that
Yes, T do.

Who is that man that you see before you?

Auto Tags dialog box

Managing Auto Tags

Add Keyword dialog box

Showing and Hiding Auto Tags
If you choose not to show Auto Tags when you create them, you can show them by choosing Show Auto Tags
from the Annotate menu. To hide Auto Tags, choose Show Auto Tags again.

Deleting Auto Tags

To delete an Auto Tag, complete the following steps:

Transcript with highlighted Auto Tags

1. From the Annotate menu, choose Auto Tags to display the Auto Tags dialog box.

. Select the word or phrase you want to remove and click Delete.

2
3. Repeat step 2 for each word or phrase you want to delete.
4

. Click OK to save your changes.

12
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Creating Reports

Reports can be generated for all annotations, Quick Marks, issues, notes, attachments, cases, queries, and Auto
Tags. While viewing an Annotations, Issues, or Quick Marks report, you can return to the location in the transcript
where the annotation or mark appears by double-clicking its section in the report. or choosing the transcript from
the Window menu. To return to the report, press Ctrl+Tab or choose it from the Window menu. New annotations
are automatically added to the report as you create them, so the report is always current.

Annotations Report

You can generate a report that includes a list of all the annotations in a transcript, arranged in page and line order.

It also includes the surrounding questions and answers. You can create an Annotations report using either of the
following methods:

B From the Report menu, choose All Annotations.

B Right-click the All Annotations folder in the case window and click View Report.

= LiveNote SR

Fle Edt Transcript Search Annotate Issue Report Options Window H

I‘r“‘&i il Phoworeph | 2 Film | 3

Right-click the All R
. 14 !
Annotations folder, then L . - :
T3 67177133 Fachn, Bran = options | Transcripts | lssues | Prine | sweds | Transeer
click View Report to create C3 62141994 Shively. Jil =
. P i % £/21/1994  Camacha, Jose [28:18] 4232007 Park, Allan
an Annotations report. £/71/1%34  Zlomsowilch, Keith
P &0 5/220199  Park, Allan = Photograph
[El Trarcript
page 28
View Repork T > 17 Q. I'm going to show you
ez e 1% that was previously marke:

19 previcusly marked as Peop
z0 Can you tell me if v
1 depicted there?

Verbatim Digest Report

This is an Annotations report that includes only highlighted transcript text. To create a Verbatim Digest report, first
create an Annotations report. Then click Options at the top of the report window to display the Annotations
Report Options dialog box. Clear all check boxes except Show Text, then click OK.

Quick Marks Report
This report lists all Quick Marks and Issue Marks in a transcript, arranged in page and line order. To create a
Quick Marks report, right-click the Quick Marks folder in the case window, then click View Report. In the

alternative, from the Report menu, choose Quick Marks to display your report, which includes the lines you
marked and the surrounding questions and answers.

Issues Report
This report lists all of the issues in a transcript, grouped by issue and then arranged in page and line order. To
create an Issues report, right-click the Issues folder in the case window, then click View Report. In the alternative,

from the Report menu, choose Issues to display your report, which includes the lines you marked and the
surrounding questions and answers.

Notes Report

This report lists all of the annotations in a transcript that have a note, arranged in page and line order. To create a
Notes report, right-click the Notes folder in the case window, then click View Report. In the alternative, from the
Report menu, choose Notes to display your report.

13
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Attachments Report

This report lists all of the annotations in a transcript that have an attachment, arranged in page and line order. To
create an Attachments report, right-click the Attachments folder in the case window, then click View Report. In the
alternative, from the Report menu, choose Attachments to display your report.

Case Report
This report includes the name of the transcript and any comments about the transcript. To create a Case report,
from the Report menu, choose Case.

Query Report
This report lists the result retrieved when you run a search using the Full Text Query feature. To create a Query
report, from the Report menu, choose Full Text Query. See pages 19 to 24 for information on creating queries.

Auto Tag Report
This report lists all occurrences of the words and phrases in a transcript for which Auto Tags were created,
arranged in page and line order. To create an Auto Tag report, from the Report menu, choose Auto Tag Query.

Customizing Reports
Reports can be customized using the buttons at the top of the report window.

| Options ITrans-:ript5| lzsues I Frint ISal.le.ﬁ.s ITr.ansFer I

Using Options

To refine your report, click Options to display the Report Options dialog box for the type of report you are
viewing. All options for a report are automatically selected. Clear the check boxes for any options you do not want
to include. Select the Lines Above/Below check box and designate the numbers of lines to include a specific number
of lines above and below the annotations in the report. Click OK.

Adding Transcripts

To add one or more transcripts to a report, click Transcripts to display the Report Transcripts dialog box. The
current transcript is automatically selected. Select the other transcripts you want to add to the report. In the
alternative, click Select All to select all transcripts. Click OK.

Refining Issues
To limit your report to a particular issue, click Issues to display the Report Issues dialog box. All issues are

automatically selected. To remove an issue from the report, clear its check box or cancel its selection in the Other
list box. Click OK.

Transferring Reports

To transfer the report to another application, such as JFS Litigator’s NoteBook or TrialDirector, transfer options

must be enabled. From the Options menu, choose Transfer to display the Transfer Options dialog box. Click the
tab that corresponds to the program you want to transfer your report to and select the Enabled check box. Click
OK. In the report window, click Transfer to display the Transfer Target dialog box. Select the desired application
and click OK.

14
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Managing Issues

An issue is a type of annotation that relates to a particular subject. Categorizing testimony by issue makes it easy to
retrieve all testimony on a specific subject when you need it. Issues are created only once for each case and are the
same for all users of that case.

Creating Issues
To create an issue, complete the following steps:

1. From the Issue menu, choose New to display the New Issue dialog box.

New lssue

lzssue Report  Optiong|

{ Mew... ) el >

Current...

[ |
RERETE.s Color: Change... [refault ﬂl

lssue: ]

Colors...

Impat... Help
Export... ™ Redisplay Dialag

Delete...
Whdelete. .

2. Type the name of the issue in the Issue text box, e.g.,
Employment History.

3. Select the Redisplay Dialog check box if you are Issue: [Ermplopment History ok |
creating multiple issues. oo [l m Detaut Cancel |
4. Click Change to display the Color dialog box. Hep |

¥ Redisplay Dialog

5. Select a color and click OK.
6. Click OK in the New Issue dialog box.

Prioritizing Issues

The Issue bar enables you to access issues quickly when creating annotations. You can display up to 10 issues on
the Issue bar. Although the issues in a case are the same for all users, each user can choose the issues to display on
the Issue bar.

|i Fhotograph | 2 Filtn | 3 Tirme |. Ermplayert History | F Store | Euilding |

Issue bar

To prioritize an issue and add it to the Issue bar, complete the following steps:
1. From the Issue menu, choose Current to display the Current Issues dialog box.
2. Click the arrow in the first text box to display a list of the issues in the case.

3. Select an issue, e.g., Photograph. This issue is assigned to the number 1 in the priority list and is added to the
Issue bar.

15
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4. Repeat steps 2 and 3 for each issue. You can prioritize up to 10 issues. Click OK when you finish prioritizing
the issues.

Current Issues
lzzue Feport  Option:
Mew..  Cilsl 1 e
{ Current.. >»| 2 I[Nune] =l
Fename... 3 [{None] =
Calars... Hy
4 [None] =l 18
Impart.... 5 [{Hone] =l 2
Expart... Clathing
—_———— § |[None] ﬂ 3 Emplopment Histar
Delete... 7 I[ND"E] = Film
hdelete. .
UEEES & [Hare] =l 4
3 [[Hare] = 5
10 [Hone] = [
All lssues:
Building -
Clathing ﬂ
Employment Histary
Filmn LI

You can also drag an issue in the All Issues list box to a text box to prioritize it.

Importing Issues
You can create a list of issues in any word-processing program that can save files as ASCII (text only) files. Type
each issue on a separate line. To import issues from a file, complete the following steps:

1. From the Issue menu, choose Import. The Import Issues dialog box is displayed. (If you have CaseMap installed,
the Import Issues Source dialog box is displayed. Select File and click OK to display the Import Issues dialog
box.)

2. Select the text file containing the issues you want to import and click Open. A second Import Issues dialog box
is displayed.

3. Select each issue you want to import into the current case. Click Select All to select all issues. Click Deselect All
to cancel your selection.

4. Click OK. The issues are added to your current list of issues.

Exporting Issues
To export issues from a file, complete the following steps:

1. From the Issue menu, choose Export. The Export Issues dialog box is displayed.

2. Select the issues you want to export. Click Select All to select all issues. Click Deselect All to cancel your
selection.

Click OK. A second Export Issues dialog box is displayed.
Select the folder in which you want to save the issues file.
Type the name of the file that will contain the exported issues.

Click Save.

S AW
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Working with Transcript Groups

Transcripts can be arranged into groups. For example, you could create groups based on the different types of
witnesses in a case, such as defense witnesses, expert witnesses, and plaintiff witnesses. You can select a group when
you are preparing reports or creating searches to ensure all transcripts you need are included.

Creating a Transcript Group
To create a transcript group, complete these steps:

1. From the Transcript menu, choose Groups. The Transcript
Groups dialog box is displayed.

2. Click New to display the New Transcript Group dialog box.

3. Type the name of the group, e.g., Defense Witnesses, in the
Name text box.

4. Select the transcripts for the group in the Transcripts list and
click OK.

5. Click OK in the Transcript Groups dialog box.

Editing Transcript Groups
To add transcripts to a group or remove them from a group,
complete these steps:

1. From the Transcript menu, choose Groups. The Transcript
Groups dialog box is displayed.

2. Select the group you want to edit and click Edit. The Edit
Transcript Group dialog box is displayed.

3. Select the new transcripts to be added or cancel the selection
of the transcripts to be removed and click OK.

4. Click OK in the Transcript Groups dialog box.

Transcript Groups

%|D
£ -
[

Edt.

Delete
Help

New Transcript Group

Marme: |Defense Witnesses

Transcripts:

x

o]

Cancel

E/17/1994  Kaelin, Brian
6/21/1934  Shively, Jil
E; 94 Camacho, Jose

94 2] eith

= L Vol |
1/24/2006  Clements, Clairs - Yol |
12/20/2008 Smith, Dan
4/13/2007  Smith, Robert

Sart By: |Date hd

Select Al I
Deselect Al I

Help |

Plainkiff witnesses

Edi..

Delste
Help
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Using Transcript Groups in Reports
To create a report using transcript groups, complete these steps:

1. From the Report menu, choose the type of report you want
to create, e.g., Issues. A report is created for the current
transcript.

2. Click Transcripts at the top of the report to display the
Report Transcripts dialog box.

3. Click Select Group to display the Select Transcript Group
dialog box.

4. Select the group or groups you want to include in the report
and click OK. The transcripts in that group are automatically
selected in the Report Transcripts dialog box.

5. Click OK to create the report.

Using Transcript Groups in Searches

You can search for annotations or run full text queries using
transcript groups. To conduct a search using transcript groups,
complete these steps:

1. From the Search menu, choose Find Annotations or Full Text
Query. The Find Annotations or Full Text Query dialog box
is displayed.

2. Click Transcripts to display the Transcripts dialog box. All
transcripts are automatically selected. In order to use
transcript groups, click Deselect All to cancel the selection.

3. Click Select Group to display the Select Transcript Group
dialog box.

4. Select the group or groups to include in your search and click
OK. The transcripts in the group or groups are automatically
selected in the Transcripts dialog box.

5. Click OK to return to the Find Annotations or Full Text
Query dialog box to continue your search.
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34 Shively, Jil
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Searching with Full Text Query

The Full Text Query function enables you to search one or more transcripts in the current case for specific terms.
You can search the transcript text as well as annotations, including notes and attachments.

Full Tt

Cwey Creating a Full Text Query
To create a query, complete these steps:

1. Display the Full Text Query dialog box using either of the following methods:
B Click the Full Text Query button on the toolbar at the bottom of the LiveNote window.

B From the Search menu, choose Full Text Query.

Full Text Query x|

Quen: Icar j oK |
“ocabulany Search————— Cancel |

v Text

vV Annatations: Transcripts.. |

¥ lszues

P Notes | et Queres. |
[V Attachments Export Dueries... |
g Do Qusies |

Fuzziness [0 Percent] 100
j Theszaurus |
Hits Tranzcript W futo Preview Help |

27 Shively, Jil
2 Zlomsowitch, Keith
1 Boztepe, Sukiu

30 hits.

2. To limit your search to specific transcripts, click Transcripts to display the Transcripts dialog box. By default, all
transcripts are searched. Cancel the selection of any transcript you do not want to search.

3. Select the items you want to search in the Search box. All items in a transcript are automatically selected. Clear
the check boxes for items you do not want to search.

4. The Auto Preview check box is automatically selected so you can see a list of the transcripts that contain a result
(hit) list for your query as you are creating it. This may slow down searches in very large cases. If you clear this
check box, you can click Preview Query to see the result.
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5. Formulate a query using any of the following methods:

B Type your query in the Query text box. You can add proximity operators, Boolean operators, wildcard
operators, numeric operators, and the LIKE operator to formulate a search. See “Using Full Text Query
Operators” on the next page.

B Click the arrow in the Query text box to select a query from a list of previous queries.

B Right-click a term in the Vocabulary list and select it from the menu. You can also use this menu to add
operators to your query..

Full Text Query x|

Queny: |car| j ok I
“Yocabulary |— Search Cancel |

Transcripts... |
carried beginning with car

cary ending with car Irnport Queries
carg e
carter ™ =3 Export Queries... |
case
near car .
Clear Queriss |
1 before car 00

4 J in the same sentence as car ﬂ Freview Guery |

] | and 4 car

ﬂ_l or v ke car

beginning with car
ending with car

Hits Transoript IV futo Pre___
27 Shivvely, Jill
2 Zlomsowitch, Keith

1 Boztepe, Sukiu

30 hits.

B Double-click a term in the Vocabulary list to add it to the Query text box.
B Click Import Queries to import queries from a file. Click Help for more information on this feature.

6. To indicate how near to each other the terms in the Query text box must be, type near between the terms, e.g.,
transcript near public; then move the Nearness scroll box until you retrieve a satisfactory result. By default,
Nearness is set to five words. You can also specify the exact distance between terms using proximity operators.
See “Using Full Text Query Operators” on the next page.

7. Move the Fuzziness scroll box to indicate how closely the spelling of the terms in the Query text box must be to
the spelling of the terms in the case index. By default, Fuzziness is set to zero percent, which indicates words in
the Query text box must match the terms in the case index exactly.

8. Click OK. The result is displayed in the Query window on the lower-left side.
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Using Full Text Query Operators
You can add proximity operators, Boolean operators, wildcard operators, numeric operators, and the LIKE
operator to formulate a query.

Proximity Operators
You can use the following proximity operators in your query: (Note: There is no after proximity operator. Reverse
the words and use before.)

Use this operator ~ To find

before both terms when the first term precedes the second term by 7 terms (where 7 is the

number on the Nearness scroll bar)

near both terms when the first term is within 7 terms of the second term (where 7 is the

Use

number on the Nearness scroll bar)

the Nearness scroll bar to to indicate how near the terms must be to retrieve a satisfactory result. By default,

Nearness is set to five terms. You can also modify a proximity operator to specify distance by word (w), line (1),
sentence (s), or page (p)-

Examples of queries using proximity operators

intersection near car—finds intersection within 7 terms of car (where # is the number on the Nearness scroll

bar)

eastbound before lane—finds eastbound when it precedes lane by n terms (where 7 is the number on the
Nearness scroll bar)

intersection near17w car—finds intersection within 17 words of car
intersection near5l car—finds intersection within five lines of car

intersection nearls car—finds intersection in the same sentence as car

Boolean Operators
You can use the following Boolean operators in your query:

Use this operator  To find

and all occurrences of each term if both terms appear in the transcript
or all occurrences of each term if either terms appears in the transcript
not all occurrences of a term if the second term does not appear in the transcript

Examples of queries using Boolean operators

intersection and car—finds all occurrences of intersection and car if the transcript contains both intersection
and car

intersection or car—finds all occurrences of intersection and car if the transcript contains either intersection
or car

intersection not car—finds all occurrences of intersection if the transcript does not contain car
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Wildcard Operators
You can use the following wildcard operators in your query:

Use this operator ~ To find
all variations of a root term

? terms with one or more variable characters

[ terms with one of the specified characters. Specify individual characters, e.g., [aei], or a
range of characters. e.g., [a-d]

Examples of queries using wildcard operators

B walk*—finds terms beginning with walk such as walk, walked, walking, and walkway

B *rate*—finds terms with rate in the middle such as desperate, separated, and demonstrated

B advi?’e—finds both advice and advise

m ??self—finds both myself and itself but not yourself or herself

Numeric Operators
You can use the numeric operators to search for numbers in a transcript. The following numeric operators are

available:
Operator Description
< less than
> greater than
<= less than or equal to
>= greater than or equal to
= equal to
<x and >x not equal to

Examples of queries using numeric operators

B <1000—finds numbers less than 1,000
B >1000—finds numbers greater than 1,000
B california > 92508—finds the term california followed by a number greater than 95208

B <7770 and >7770—finds all numbers except 7770

LIKE Operator
Use the LIKE operator to find terms that are synonyms for the term you specify. For example, if you use like car in
your query, you will retrieve occurrences car and automobile.

The global thesaurus and case thesaurus contain lists of terms that have been defined as having the same meaning.
You cannot add terms to the global thesaurus, but you can them to the case thesaurus.
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Advanced Queries
A query can combine different operators and multiple terms. This allows you to narrow or broaden your search so
you retrieve explicit results. Full Text Query operators are processed in the following order:

?
like
not  numeric operators
or
near before
and

For instance, in the following queries auto or car is processed first, followed by and drive:

auto or car and drive
drive and auto or car

Queries containing operators at the same level are processed from left to right. For example, in the following query
drive before car is processed first, followed by near suspect:

drive before car near suspect

The order of processing can be changed using parentheses. For example, the default left-to-right processing is
overridden in the following example because the operator in parentheses is processed first:

drive before (car near suspect)

When you compose a query containing more than one operator, it is recommended that you use parentheses to
ensure that the query is processed in the desired manner.

Examples of advanced queries:

Example 1: gucci or bag near limousine or like car

The query locates Gucci or bag. LiveNote then searches for either of these terms near limousine or any term that is
a synonym for car. The number of terms between Gucci or bag and limousine or car is determined by the position
of the Nearness scroll box.

Because of the order of processing, this query is equivalent to
(gucci or bag) near (limousine or like car)

Example 2: like car nearls stop* or block*
This query finds car or any synonym of car, e.g., auto, in the same sentence as s stop or any term beginning with
stop (such as stopped) or block or any term beginning with block (such as blocked or blocking).

Because of the order of processing this query is equivalent to
(like car) nearls (stop* or block™)
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Using the Query Window
B Click a transcript folder in the Query window to see a list of the places in the transcript where your terms
appear.

Click Query to redisplay the Full Text Query dialog box. You can create a new query or refine the current query.

Click Transcripts to change the transcripts that are listed in the Query window.

Click Report to create a report for the query

Click Prev Hit to display the previous occurrence of your search terms.

Click Next Hit to display the next occurrence of your search terms.

Click the Close button (® ) in the upper—right corner of the Query window to close it.

<< Query: car == ]

Query |Tlanscripls| Repark I Prew Hit I ezt Hik I

[ E/21/1994  Shi
g 9947

H qH4 = . Eeith [ ks
T [6:20] pulled up in front of the restaurant in h
T [3:23] A | zaw them talking together at his o

[£3 6/22/1994  Boztepe. Sukmi (1 hit)

Sort B |Hits j
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Updating Transcripts

LiveNote transcripts can be updated using the following types of files:
B ASCII (text only) files—files containing transcript text, usually received from the court reporter

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

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

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

Begin the updating process using any of the following methods:
B Right-click the transcript you want to update and choose Update from the menu.

B Select the transcript you want to update and click the Update Transcript button on the toolbar at the bottom
of the LiveNote window.

B Select the transcript you want to update. From the Transcript menu, choose Update.

The Update Transcript dialog box is displayed.

Updating with an ASCII File

: :
1. Select the ASCII file that was sent to you and click Open. MRS =
. ) . Transcript Test o
(Different CAT systems create different extensions on ASCII Ui
files.) A second Update Transcript dialog box is displayed. U e —
.. . . . %' Replace existing test with new text Advanced
2. By default, Replace existing text with new text is selected. This YT RT—— —_
. h 1 . f d . . h fl © Add new text after existing text ﬂl
is the correct selection for updating with an ASCII file. st esbetie s trD 8| oot [ ]
. . . .« . Preview of New Tex!
3. Click OK. A second, updated file is created. The original 1 [ roneiny e 1, ]
transcript has [draft] after the transcript name. You can delete B e T e e
4 The People would call Mr. Jose Camacho.
the draft Copy. 5 The Foreperson: Jose Camacho?
& The Witn T Yes.

Wl Demonstration Case o [m] 5|

10 transcripts

1994 Faeln Brian
LI 672141934 Shively, Jil

3 6/2111934  Camacho, Jose
0 6/21/1994  Zlomsowitch, Keith

572271934 Park, Allan [diait]
kAl
3 6/22/1934  Boztepe, Sukiy
[ 3/13/1998  Reeves, Lisa
3 11/1/2005  Joknson, Frank - Vol | £
& 1/24/2006  Clements, Clairs - Yal. |

Sort By: [Date 'I
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Updating with a PTF File
Use this method when you want to merge two sets of annotations
into one transcript when replication is not available.

1.

Select the PTF file and click Open. A second Update Transcript
dialog box is displayed.

In the Text Update Options section, Replace existing text with
new text is automatically selected. If you want to merge
annotations and there are no changes to the text, select Don’t
replace existing text.

In the Annotation Update Options section, Add new
annotations to existing annotations is automatically selected.
This is the correct selection for merging the annotations.

Click OK. A second, updated file is created. The original
transcript has [draft] after the transcript name. You can delete
the draft copy.

Updating with a LEF File
LEF files can contain the transcript with exhibit files and links to exhibit references in the transcript, the transcript
with exhibit files and links to exhibit references in the transcript and synchronized video, or the transcript with

synchronized video but no exhibits or exhibit links.

1.

2.

Select the LEF file and click Open. A second Update Transcript
dialog box is displayed. This dialog box will vary depending
on the file format used to create the LEF file.*

m If the LEF file was created using an ASCII file and contains
linked exhibits, the Update Transcript dialog box indicates
there are exhibits in the file. You can choose whether or not
to import the exhibits.

® If the LEF file was created using a PTF or MDB file and
contains linked exhibits, the Update Transcript dialog box
indicates there are exhibits in the file. You can choose
whether to import the exhibits. A LEF file made with
PTF/VID or MDB will also contain synchronized video.
During the creation of the LEF file, you can choose whether
to include the video in the file. You can also choose whether
to update annotations.

Click OK. A second, updated file is created. The original
transcript has [draft] after the transcript name. You can delete
the draft copy.

=
Transcript: Park, Allan
Update File: [c:ilivanotehscript ptf Cancel
i~ Text Update Options Help

" Replace existing text with new text
& Don't replace existing text
" Add new test before evisting test

 Add new text after existing text

r~Annotation Update Options
" Replace existing annatations with new annatations

@ Add new annotations to existing annotations
" Ignore new annotations

Transcript Smith, James
Update File: (SsTaTaiT Y=g TNV ~14T emphlnlef. dirstranscript b Cancel

i~ Text Update Options

@ Replace existing text with new text

Eshibit Update Options Help
' |mport exhibits Advatced
" Don't replace existing text " Do not impott exhibits —

First page number of new test: [1 ﬂ

™ Add new test after sxisting text
= fdd new test before existing test

Preview of New Text:

] 2
2 EBEFORE THE ARTIFICAL ARETTRATION ASSOCIATION
e IRVINE, CALIFOENIA
4
5 Lisa Reeves, 3
Update Transcript x|

Transcript: Smith, James

Cancel

Help

Update File: | EYSINTuN =g RV emphlnlef dirstranscript. pt

- Text Update Optians Exhibit Update Options

' Replace existing text with new text & |mpott exhibits
Dot replace existing test Do not impoit exhibits

 Add new text before existing test

 Add new test after existing text

rAnnotation Update Options
" Replace existing annotations with new annotations

% Add new annaotations to existing annotations
" |gnare new annatations

* The file formats that may be used to create a LEF file are ASCII, PTF, PTF/VID (contain video files synchronized using LiveNote Video Sync), and MDB (synchronized file format of

CT Summation). Other synchronization programs can also create the MDB format.
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Transferring Transcript Text Using
the LiveNote Clipboard

Use the LiveNote clipboard to copy transcript text from LiveNote and paste it into other applications. The
following details are transferred with the text:

B name of the transcript

B page number (or numbers if copied text spans more than one page)

B line numbers

To transfer transcript text, complete the (fqg)llOWiﬂg steps:

1. Click the Copy to Clipboard button ( = ) on the Issue bar to select it.

2. Click the Auto Annotation button ( ) on the Issue bar to cancel its selection.

3. Select the text you want to copy.

4. Open another application and paste the text you have copied. For example, to paste the text into Microsoft
Word, press Ctrl+V or choose Paste from the Edit menu.

Using Issues to Create an Errata Report

The deponent has the option of reviewing the transcript after the deposition. If the deponent finds errors in the
transcript, you can easily mark those places in the transcript and create a report. To create an Errata report,
complete these steps:

1. Create an issue named Errata (see page 15, “Creating Issues”) and prioritize it so it appears on the Issue bar.
2. Make certain the Auto Annotation button ( ) on the Issue bar is selected.

3. Click Errata on the Issue bar to select it.

4. Select the text in the transcript that the deponent reports is in error. The Annotate dialog box is displayed.

5. Click the Note tab. Type any information regarding the error in the text box, e.g. Witness says name should be
Joan, not John. Click OK.

6. Click the Issues folder in the case window. Right-click the Errata folder and then click View Report. A report of
the error and the note is displayed.
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