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Working with Cases

Creating a New Local Case

Cases ae often created through the Administration
module to be available on a network. A local case can be
created for one person to use. Latelit can be imported
through the Administration module to make it shareable.

To create a new case, follow these steps:

1. Access LiveNote to display the Open Case dialog box.

Click New to display the New Case dialog box.

2. Select the drive and diectory to use for storage of the
case, type the file name, e.gsmith, and click Save
The New Case Poperties dialog box is displayed.

3. Type the name of the case in th&lame text box, e.g.,
Smith v Jones and click OK.

The case window which lists all the transcripts for the
case, is displayed.

Note: If a case is open, you must close it bef@ you can
create a new case.

Closing a Case

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

Working with Cases

X
A

IL\st Cages Alphabetically

(1 Demonstration Case

Secured Cases...
Help

Case File: [o:\program Fles\ivenotehiventehcases’,_demo._int

= 0%

Cancel

Hew...
Add.

Remove

Saveih.lbcases ;i = 5 B

_DEMO_DIR
=] _DEMO_LNT

File name:— [smith]

Save I
B Cancel

‘Save as typs: [LiveNote Case [Fint)

Help

Mew Case Properties o

Case File: |c:\_plogram fileshivenate livenotehcazeshsmith.lnt

Created: 4/10/2007 8:03 At

Mame: |5m|lh v Joneq

CliertMatter:

Comments:

Lo

=

videaPabs. | [0k |  Coneel Help |

n Click the Closebutton (#f]) in the upper-right corner of the case window

n  From the File menu, chooseClose Case

The messageClose the curent cases displayed. Click Yesto close the case. The Open Case dialog box is

displayed in which you can choose another case.



Working with Cases

Opening a Case
If a case is open, you must close it befa@ you can open another case.d open a case, choos®pen Casefrom the
File menu to display the Open Case dialog box. Select your caseoim the list and click OK.

To open a secued case, complete these steps:
1. Click Secued Casesn the Open Case dialog box. The Manage Secer Case Repositories dialog box is displayed.
2. Click Logon. The Logon to [your] Repository dialog box is displayed.

3. Type your usename and passwod and click OK. The Manage Secue Case Repositories dialog box is
redisplayed.

4. SelectRemember my logon settingsf you want LiveNote to r emember your usename and passwod.
5. Click Closeto 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.
¥ A brown folder with a key indicates a secue case that is curently being accessed tlough the network.

¥ A blue folder with a key indicates a secue case that was eplicated offline and is currently being accessed
locally.

6. Select your case and cliclOK.



Managing T ranscripts

Managing Transcripts

e

)
Transcript

Creating a New T ranscript
In an open case, ceate a new transcript using either of the following methods:

n Click the New Transcript button on the toolbar at the

bottom of the LiveNote window .
n From the Transcript menu, chooseNew. Mare: S, Reberd o
Comments: 2 Cancdl |
The New Transcript Properties dialog box is displayed. Type T
the name of the deponent in theName text box, e.g., Smith, j
Robert, and click OK. A new, blank transcript is displayed. Badertine [ 1072007 50 [t T msees

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

n Right-click the transcript you want to open and chooseOpen from the menu that is displayed.
n Select the transcript you want to open. Fom the Transcript menu, chooseOpen.

n Click the transcript folder icon (=) to view the contents of the folder. Then double-click the
transcript icon ([E]).

Tranzcript
[;"I All Annotations [3 items)
LT Quick Marks [1 item)
[:_—I lzzues (2 itemz)

T Maotes [0items)

[___—I Attachments [0 itemsz)
=5 Meszages [0 items]

The transcript is displayed in the LiveNote window.

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

n Right-click the transcript you want to delete and chooseDelete from the menu that is displayed.

n Select the transcript you want to delete. Fom the Transcript menu, chooseDelete

The Delete Transcript dialog box is displayed. TheEnable Delete Transeript

Undo check box is automatically selected so you can undo i Hame, Park.llan ok
the deletion, if necessay. Hold down the Shift key and click = e 'T‘:fm”l“pt‘h"‘ddo‘w“h;:w T cwca
O K and press the O button Help

¥ Enable Undo







Connecting to LiveNote in Real-Time

Connecting to LiveNote in RealHine

=l

s Connecting with a Serial Connection
You can connect to a LiveNote session ineal-time using serial
cables. LiveNote cabling equires a serial pot on your
computer. If you have only a USB pot available, you will need
to provide a USB to serial adapterlf a USBto serial adapter is
not available, you can connect to the LiveNote session over the
Internet via LiveNote Stream. Contact the cout reporter to
schedule the session. The cotireporter must notify LiveNote
24 hours in advanceif 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. SelectSerial. The court reporter will give you the necessay
settings for connecting to the eporter® CAT
(computerbaided transcription) system. wu will need to
know the required serial pot setting.

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

Connect Lo Realtime x|

Cannect via Serial Optior
© LiveNote STREAM CAT Dutaut: |18l ]
(& 5eidl) BaudRate: [2am0 =
 Sirmulation S m
Uines PerPage: [55

LiveMote, & Thomson ‘West Business
iy livenote, com
1.800290WEST (9378)

Acknowledgerent:

By clicking on "Connect! below, | acknowledge that | will be receiving a rough and
uncertifisd draft trariscrint, snd that | am rot forsgaing ordeting a final, certfied banscript,
which ray differ in both pagination and content from the draft. | also acknowledge that | wil
be responsible for any applicable fees associated with connecting to live video,

{| Connect I Cancel Help




Connecting to LiveNote in Real-Time

Connecting with LiveNote Str eam

LiveNote Streamallows you to connect to a LiveNote real-time
session via the Intenet. Contact the coutt reporter to schedule
the session. The courreporter must notify LiveNote 24 hours € Gord
in advanceif you want to use LiveNote Stream to view € Simlaton
transcript text or 72 hours in advanceto view video and text.
LiveNote will send you an e-mail with the required usename
and passwod.

Connect to Realtime i x|

Connect via STREAM Options

Mo token needed. Intemet access required.

v T Play live video (if available]

Advanced

You can access LiveNote St.am through LiveNote or through _
MICI’ OSOft Internet EXp|Orer. LiveHote, a Thomson WWest Business

et fivenote. com
1.800.290.WEST (3378]

Acknowledgement

By clicking on "Connect below, | acknowledge that | will be receiving a rough and

J
et | Connecting Thr ough LiveNote
. . . uncertified draft transcript, and that | am not foreqoing drdering & final, certified transcript,
TO COﬂneCt to a LlVeNOte Stleam session tmugh LlVeNOte, which may differ in both pagination and _cuntsnt FrDNj the diaft. | also acknowledge that | will
I h be responsible for any applicable fees associated with connecting ta live video
complete these steps:

Connect I LCancel Help

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 e =
bOX. Passyord | Cancel
. . . I Use these saltings nest time | start Livehlote

3. SelectLiveNote Streamand click Connectto display the e |

Login dialog box.
4. Type the usename and passwod sent to you by LiveNote [Sessions ———————————F

and click OK to display the Sessions dialog box.

: : L St oo Tod 37 A ]
5. Select the session you want to attend and clicloK .
Help I

Connecting Thr ough Inter net Explor er
You do not need LiveNote software to access LiveNote Stram
through Internet Explorer.

To access LiveNote Stam on the Intemnet, complete these steps:

1. Go to www livenote.com/stream

2. Type the usename and passwod sent to you by LiveNote
and click Go to display the Sessions dialog box.

3. Select the session you want to attend and clicloK. The real-
time deposition transcript text and video are displayed.




Working with a T ranscript in Real-Time

Working with a Transcript in Real-Ime

LiveNote provides you with tools that are easy to use even when you arworking with a r eal-time transcript in a
live deposition. You can stop and stat the scrolling text, annotate the text, and do quick wor d seaches at the same
time that you are listening to what the deponent is saying. ¥u can also annotate and seaih existing transcripts.

o)
#® | Starting and Stopping T ext

To stop the scolling r eal-time transcript while in a deposition, press theEsckey or click the Stop button on the
toolbar at the bottom of the LiveNote window . The line currently being transcribed is completed and the salling
transcript pauses.

To browse the text of the transcript, you can use the s@ll bar on the right or pr ess thePage Upand Page Down
keys or the arow keys on your keyboard. PressingCtrl+Home will take you to the top of the text; pr essing
Ctrl+End will take you to the end of the text.

i2)  To restat the scrolling transcript, pr ess theEsckey or click the Continue button on the toolbar at the
centine= | hottom of the LiveNote window .

Using Quick Marks

Quick Marks ar e marks at the line number in the magin of a transcript. They are the simplest fom 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 seaches and generateaports. To insert a Quick Mark, pr ess thespacebaron 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 r eference in the folder to jump
to the Quick Mark in the transcript.

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

FiLiveNote SR
File Edit Tramscript Search Annokate Issue Report Options  Window  Help
Pess thespacebar or click a TIQ ”é B Pholograph | 2 Film 3 Tirne I! Employment Hisory | & Store Building 22
line number to place a Quick | Dcmanstial S [=I S B o/22/1994+ Park, allan
. . 10 branscripts 11|A. I'm a salesman.
Mark in the margin of the T AT Fashn Grn = 12|@. Whe is the owner of the business?
transcript. N _ 6/21/1994  Shively, Jil ik 13|A. Sir Richard Wattenberg and Allen Wattenberg.
"2”153i EfmaChDEJhDS; " 14|0. How do you spell that last name?
=i el riiing 15|A. W-A-T-T-E-N-B-E-R-G, Wattenberg.
i 16|Q. That's Richard and Allen.
. . 17|A. Yes.
Double-click a Quick Mark = : 18(0. Did both of those men alse work there?
reference in the Quick Marks_—[~ 9f1218 & Hewdthed 19]A.  Yes.
. N . 3 Motes (0 ftems) oo 20|0. In addition to yourself and Richard and Allen, are then
folder to jump to its location 1 Atschmerts 0 tems) 21 also other salesmen who work there?
in the transcript. Dﬁgﬁgﬁfﬁégz‘tzx}sukm & 22|A. Yeah. We are all together. We are seven salesmen.
= 23|0. MNow, I would like to show you a photograph. I will sh:
SortBy: | Date :I' 24 you a ph}atograph marked People's 23 for identification
- 25 Do you recognize the man who is shown in that photogray
Park, Allaj -0 x
EEE 3:1|A. Yes, I do.
phatograph j' 2|Q0. Who is that man that you see before you?




Working with a T ranscript in Real-Time

Using Issue Marks

An Issue Mark is a mark at the page and line number in the magin of a transcript that corresponds to a paticular
issue on the Issue bafThe Issue Mark color is the same as the color of the issue.dlinsert 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 categgrin the Issues folder Click the Quick Marks or Issuesfolder 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 mawgin of the transcript.

Press the number key that /

corresponds to the number __—
associated with the issue on

the Issue bar to place an

Issue Mark in the margin of

the transcript.

Double-click an Issue Mark — |
to jump to its location in
the transcript.

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 haitomplete these steps:

1. Click the Auto Annotation button () 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 youeaadding.

3. Select the text you want to annotate. The
text is highlighted with the color of the
issue you selected. The issue will be assigned
to every annotation you create until you
cancel its selection on the Issue bar

Note: You can select moe than one issue on the Issue baAnnotated text will be highlighted with the color of the
issue that is first in alphabetical oder.
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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 ( ) 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. D assign one or moe issues to the annotation, select
the appropriate check boxes. Note that the check boxes for any
issues you peviously selected on the Issue bar eralready selected.
If an issue has not been prioritized (does not appear on the Issue
bar), it is listed in the Other list box. To assign a non-prioritized
issue, select it in theOther list box. To prioritize the issue, right-
click it and drag it next to a number.

OC D

4. To add a note to the annotated text, click theNote tab and type
your note in the text box.

5. To add an attachment to the annotated text, click theAttachment
tab. You can add any type of file that can be opened on your
computer. Click Browseto display the Find Attachment dialog
box. Select your document and clickOpen. When you add an
attachment, a paper clip icon () is displayed in the magin 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, clicklew Issueon the Issues tab. The New Issue dialog box is
displayed. Type the name of the issue in théssuetext box and click OK.

Associating V ideo with an Annotation
If the transcript has been synchonized with video footage, a Mideo tab is available in the Annotate dialog box. You
can adjust the stat and end points of the video segment associated with the annotation.

Transferring Annotations
To transfer the annotation to another application such as JFS Litigato® NoteBook or TrialDir ector, click Transfer
to display the Transfer Target dialog box. Select the application and clickOK.

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

To change the information associated with an annotation, right-click in the
annotation and chooseEdit from the menu. The Edit Annotation dialog box is
displayed.

Deleting Annotations
You can delete an annotation using either of the following methods:

n Right-click in the annotation and choose Delete from the menu. The message
Delete this annotation?is displayed. Click Yes

n Click in the annotation and then press theDelete key. The messagdelete 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
chooseView from the menu. The Mew Annotation dialog box is displayed. You can view the following details:

n the page and line numbers in the transcript text whee the annotation stats and ends
n a list of any issues attached to the annotation

n the text of any note attached to the annotation

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

n the full name or usemame of the author (secue cases only)

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

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

n 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 staror end
position. To change the stat position, hold down the Ctrl key and click in the annotation near its stait. 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 theCtrl 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.
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Working with a T ranscript in Real-Time

The Word Wheel contains an index of words and numbers with their coresponding page and line numbers in the

transcript. When you are connected to a eal-time session, the Wrd Wheel is updated evey 15 seconds. Use the

Word Wheel to seach 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 wheg the word or number is found in the transcript.

To see the wod 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 eference.

Type the word or number

you want to search for in
the Word Wheel text box. \

Hold your pointer over the

page and line eference to —
see your wod or number in
context.

Click the page and line
reference to view your
word or number in the

-

e —

transcript.

Selecting W ord Wheel Options
To select Word Wheel options, chooseWordWheel from the

Options menu. The WordWheel Options dialog box is

displayed. You can change th
specify

n whether the Word Wheel is automatically displayed with

transcripts.

n whether you want words o

Wheel index when they ae mentioned more than a
certain number of times in the transcript.

nhow much transcript text you want displayed when

viewing a word or number

e Vord Wheel settings to

r numbers listed in the Word

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 wod or number.

Click OK to save the Word Wheel settings.
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Creating Auto T ags
Use Auto Tags to automatically highlight words or phrases as they appear in the transcript. @ can create an Auto
Tag using either of the following methods:

n Click the Auto Tagsbutton on the toolbar at the bottom of the LiveNote window to display the Auto T ags
dialog box.

n From the Annotate menu, chooseAuto T agsto 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.

3. Select theShow Auto Tagscheck box to highlight Auto T ags in transcripts.
4. Click OK to save your changes. Wur Auto Tags will be highlighted automatically throughout the transcript.

Y

C O~

D

Auto Tags dialog box Add Keyword dialog box Transcript with highlighted Auto Tags

Managing Auto T ags

Showing and Hiding Auto T ags
If you choose not to show Auto Tags when you ceate them, you can show them by choosinghow Auto Tags
from the Annotate menu. To hide Auto Tags, chooseShow Auto Tagsagain.

Deleting Auto T ags

To delete an Auto Tag, complete the following steps:

1. From the Annotate menu, chooseAuto T agsto display the Auto Tags dialog box.
2. Select the wod or phrase you want to remove and clickDelete

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

. Click OK to save your changes.
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Working with a T ranscript in Real-Time

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 eport, you can return to the location in the transcript
where the annotation or mark appears by double-clicking its section in the eport. or choosing the transcript from
the Window menu. To return to the report, pressCtrl+T ab or choose it from the Window menu. New annotations
are automatically added to the report as you create them, so the eport is always current.

Annotations Report

You can generate aeport that includes a list of all the annotations in a transcript, arranged in page and line oder.
It also includes the surounding questions and answers. Wu can create an Annotations report using either of the
following methods:

n From the Report menu, chooseAll Annotations .

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

Right-click theAll
Annotations folder, then
click View Report to create
an Annotations report.

Y

Verbatim Digest Report

This is an Annotations report that includes only highlighted transcript text. To create a \érbatim 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 exceptShow Text, then click OK.

Quick Marks Report

This report lists all Quick Marks and Issue Marks in a transcript, arranged in page and line oder. To create a
Quick Marks r eport, right-click the Quick Marks folder in the case window then click View Repott. In the
alternative, from the Report menu, chooseQuick Marks to display your report, which includes the lines you
marked and the surounding questions and answers.

Issues Report

This report lists all of the issues in a transcript, gouped by issue and then aranged in page and line oder. To
create an Issuesaport, right-click the Issuesfolder in the case window then click View Report. In the alternative,
from the Report menu, chooselssuesto 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, aranged in page and line oder. 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, chooseNotes to display your report.
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Attachments Report

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

Case Report
This report includes the name of the transcript and any comments about the transcript. @ create a Case eport,
from the Report menu, chooseCase

Query Report
This report lists the result retrieved when you un a seach using the Full Text Query feature. To create a Quey
report, from the Report menu, chooseFull Text Query. See pages 19 to 24 for infomation on creating queries.

Auto Tag Report
This report lists all occurrences of the wods and phrases in a transcript for which Auto Tags wee created,
arranged in page and line oder. To create an Auto Tag report, from the Report menu, chooseAuto Tag Quety.

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

Using Options

To refine your repor, click Options to display the Report Options dialog box for the type of r eport you are

viewing. All options for a r eport are automatically selected. Clear the check boxes for any options you do not want
to include. Select theLines Above/Below check box and designate the numbers of lines to include a specific number
of lines above and below the annotations in the eport. Click OK.

Adding T ranscripts

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

Refining Issues

To limit your r eport to a particular issue, click Issuesto display the Repott Issues dialog box. All issues a&
automatically selected. D remove an issue fom the report, clear its check box or cancel its selection in theDther
list box. Click OK.

Transferring Reports

To transfer the report to another application, such as JFS Litigato® NoteBook or TrialDir ector, transfer options
must be enabled. Fom the Options menu, chooseTransfer to display the Transfer Options dialog box. Click the
tab that corresponds to the ppgram you want to transfer your report to and select theEnabled check box. Click
OK. In the report window, click Transfer to display the Transfer Target dialog box. Select the desed application
and click OK.
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Managing Issues

An issue is a type of annotation that elates to a paticular subject. Categorizing testimony by issue makes it easy to
retrieve all testimony on a specific subject when you need it. Issuesecreated only once for each case and arthe
same for all users of that case.

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

1. From the Issue menu, choos®&lew to display the New Issue dialog box.

>

\i

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

3. Select theRedisplay Dialog check box if you are

creating multiple issues. C)

4. Click Changeto display the Color dialog box.

5. Select a color and clickOK.

6. Click OK in the New Issue dialog box.

Prioritizing Issues

The Issue bar enables you to access issues quickly whemating annotations. You can display up to 10 issues on

the Issue barAlthough the issues in a case & the same for all users, each user can choose the issues to display on
the Issue bar

Issue bar

To prioritize an issue and add it to the Issue barcomplete the following steps:
1. From the Issue menu, choos€urrent 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.gRhotograph. This issue is assigned to the number 1 in the priority list and is added to the
Issue bar
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Managing Issues

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

the issues.
(G > Q\\

You can also drag an issue in théAll Issueslist box to a text box to prioritize it.

Importing Issues
You can create a list of issues in any wod-processing pogram that can save files as ASCII (text only) files. ¥pe
each issue on a separate line.olimport issues fom a file, complete the following steps:

1. From the Issue menu, choosémport. The Import Issues dialog box is displayed. (If you have CaseMap installed,
the Import Issues Soute dialog box is displayed. SeledEile and click OK to display the Import Issues dialog
box.)

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

3. Select each issue you want to impdrinto the current case. ClickSelect Allto select all issues. ClickDeselect All
to cancel your selection.

4. Click OK. The issues ag added to your curent list of issues.

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

1. From the Issue menu, choos&xport. The Export Issues dialog box is displayed.

2. Select the issues you want to expadr Click Select Allto select all issues. ClickDeselect Allto cancel your
selection.

Click OK. A second Expot 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.

o o M~ W

Click Save.
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Working with Transcript Goups

Transcripts can be aranged into groups. For example, you could ceate goups based on the diferent types of
witnesses in a case, such as defense witnesses, ekpénesses, and plaintif witnesses. You can select a goup when
you are preparing reports or creating seaches to ensue all transcripts you need ae included.

Creating a Transcript Gr oup
To create a transcript goup, complete these steps:

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

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

3. Type the name of the goup, e.g., Defense Wtnessesin the
Name text box.

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

5. Click OK in the Transcript Groups dialog box.

Editing Transcript Gr oups
To add transcripts to a group or remove them fiom a group,
complete these steps:

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

2. Select the goup 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 clickOK.

4. Click OK in the Transcript Groups dialog box.
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Using Transcript Gr oups in Reports
To create a eport using transcript groups, complete these steps:

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

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

3. Click Select Goup to display the Select Tanscript Group
dialog box.

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

5. Click OK to create the eport.

Using Transcript Gr oups in Searches

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

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

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

3. Click Select Goup to display the Select Tanscript Group
dialog box.

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

5. Click OK to return to the Find Annotations or Full T ext
Query dialog box to continue your search.
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Seaching with Full Bxt Query

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

Creating a Full T ext Query
To create a quey, complete these steps:

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

n From the Seach menu, chooseFull Text Query.

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

3. Select the items you want to searh in the Seach box. All items in a transcript ar e automatically selected. Clear
the check boxes for items you do not want to seach.

4. The Auto Preview check box is automatically selected so you can see a list of the transcripts that contain asult
(hit) list for your quer y as you ate creating it. This may slow down seaches in vey large cases. If you clear this
check box, you can click Preview Quely to see the esult.
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5. Formulate a quely using any of the following methods:

n Type your quety in the Query text box. You can add proximity operators, Boolean operators, wildcard
operators, humeric operators, and the LIKE operator to formulate a seach. See OUsing Full 8t Query
OperatorsO on the next page.

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

n 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..

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

6. To indicate how near to each other the tems in the Query text box must be, type near between the tems, e.g.,
transcript near public; then move theNearnessscroll box until you r etrieve a satisfactoy result. By default,
Nearnessis set to five words. You can also specify the exact distance between s using pioximity operators.
See OUsing Full @t Query OperatorsO on the next page.

7. Move the Fuzzinessscroll box to indicate how closely the spelling of the terms in the Query text box must be to
the spelling of the tems in the case index. By defaultFuzzinesss set to zep percent, which indicates words in
the Query text box must match the temms in the case index exactly

8. Click OK. The result is displayed in the Quey window on the lower-left side.

20



Searching with Full T ext Query

Using Full Text Query Operators
You can add proximity operators, Boolean operators, wildcard operators, numeric operators, and the LIKE
operator to for mulate a quel.

Proximity Operators
You can use the following proximity operators in your query: (Note: There is noafter proximity operator. Reverse
the words and usebefore.)

Use this operator  To find

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

number on the Nearnessscroll bar)

near both terms when the first tem is within n terms of the second tem (where n is the

number on the Nearnessscroll bar)

Use theNearnessscroll bar to to indicate how near the terms must be to retrieve a satisfactoy result. By default,
Nearnessis set to five tems. You can also modify a proximity operator to specify distance by word (w), line (1),
sentence $), or page ().

Examples of queries using pr oximity operators

n

intersection near carNfinds intersection within n terms of car (where n is the number on theNearnessscroll
bar)

eastbound befoe laneNfinds eastbound when it precededane by n terms (where n is the number on the
Nearnessscroll bar)

intersection near17w carNfinds intersection within 17 wor ds of car
intersection near5l carNfinds intersection within five lines of car
intersection nearls carNfinds intersection in the same sentence asar

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

Use this operator  To find

and all occurrences of each tam if both ter ms appear in the transcript

or

all occurrences of each tan if either terms appears in the transcript

not all occurrences of a tem if the second tem does not appear in the transcript

Examples of queries using Boolean operators

n

intersection and carNfinds all occurrences ofintersection and car if the transcript contains both intersection
and car

intersection or carN finds all occurrences ofintersection and car if the transcript contains either intersection
or car

intersection not carN finds all occurrences ofintersection if the transcript does not contain car
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Wildcar d 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
[1 terms with one of the specified characters. Specify individual characters, e.daei], or a

range of characters. e.g.[a-d]
Examples of queries using wildcar d operators
n walk*N finds terms beginning with walk such aswalk, walked, walking, and walkway
n *rate* Nfinds ter ms with rate in the middle such asdesperate separated and demonstrated
n advi?e\finds both adviceand advise

n ??sellfinds both myselfand itself but not yourself or herself

Numeric Operators
You can use the numeric operators to seah 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
n <1000N finds numbers less than 1,000

n >1000Nfinds numbers greater than 1,000
n california > 92508Nfinds the ter m califor nia followed by a number greater than 95208
n <7770 and >7770Nfinds all numbers except 7770

LIKE Operator

Use the LIKE operator to find terms that are synonyms for the tem you specify For example, if you uselike car in
your query, you will r etrieve occurencescar and automobile.

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

* ?

like

not  numeric operators
or

near before

and

For instance, in the following queriesauto or car is processed first, followed byand drive:

auto or car and drive
drive and auto or car

Queries containing operators at the same level & processed fom left to right. For example, in the following query
drive before caris processed first, followed bynear suspect

drive before car near suspect

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

drive before (car near suspect)

When you compose a quey containing more than one operator it is recommended that you use pantheses to
ensure that the quely is processed in the desgd manner

Examples of advanced queries:

Example 1 : gucci or bag near limousine or like car

The quely locatesGucci or bag. LiveNote then searches for either of these tems nearlimousine or any term that is
a synonym for car. The number of terms betweenGucci or bag and limousine or car is detemined by the position
of the Nearnessscroll box.

Because of the ader of processing, this quey 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 asgop or any term beginning with
stop (such asstopped) or block or any term beginning with block (such asblocked or blocking).

Because of the ader of processing this quey is equivalent to
(like car) nearls (stop* or block*)
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Using the Query Window
n Click a transcript folder in the Query window to see a list of the places in the transcript whee your terms
appear

n Click Query to redisplay the Full Text Query dialog box. You can create a new quey or refine the curent quety.
n Click Transcriptsto change the transcripts that ae listed in the Query window.

n Click Report to create a eport for the query

n Click Prev Hit to display the previous occurence of your seach terms.

n Click Next Hit to display the next occurence of your seach terms.

n Click the Closebutton () in the upperbright comer of the Query window to close it.
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Updating Transcripts

LiveNote transcripts can be updated using the following types of files:
n ASCII (text only) filesNfiles containing transcript text, usually r eceived fom the court reporter

n Portable Transcript files (PTF)Nfiles containing transcript text and annotations, usually received fom another
LiveNote user

n LiveNote Evidence Fomat files (LEF)Nfiles 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 pr oduct will be lost because all annotations ae linked to the transcript text, not to the page and line
references. Theefore, annotations made in the old transcript ae simply transferred to the same text location in the
updated transcript.

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

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

n Select the transcript you want to update. Fom the Transcript menu, chooseUpdate.

The Update Transcript dialog box is displayed.

Updating with an ASCII File

1. Select the ASCIfile that was sent to you and click Open.
(Different CAT systems ceate different extensions on ASCII
files.) A second Update Tanscript dialog box is displayed.

2. By default, Replace existing text with new textis selected. This
is the correct selection for updating with an ASCI! file.

3. Click OK. A second, updated file is ceated. The original
transcript has [draft] after the transcript name. You can delete
the draft copy.
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Updating with a PTF File
Use this method when you want to mege two sets of annotations
into one transcript when replication is not available.

1. Select the PTF file and clickOpen. A second Update Tanscript
dialog box is displayed.

2. In the Text Update Options section, Replace existing text with
new text is automatically selected. If you want to mege
annotations and there are no changes to the text, seleddon®
replace existing text.

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

4. Click OK. A second, updated file is ceated. 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 r eferences in the transcript, the transcript
with exhibit files and links to exhibit r eferences in the transcript and synchonized video, or the transcript with
synchronized video but no exhibits or exhibit links.

1. Select the LEF file and clickOpen. A second Update Tanscript
dialog box is displayed. This dialog box will vary depending
on the file format used to create the LEF file.*

n 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.

n 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 synchr onized 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.

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

the draft copy.

* The file for mats that may be used to ceate a LEF file ae ASCII, PTE PTF/VID (contain video files synchionized using LiveNote Video Sync), and MDB (synchonized file format of
CT Summation). Other synchronization programs can also ceate the MDB format.
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Transferring Tanscript Ext Using
the LiveNote Clipboad

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

n name of the transcript
n page number (or numbers if copied text spans ma than one page)
n line numbers

To transfer transcript text, complete the following 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 Mi@soft
Word, pressCitrl+V or choosePastefrom the Edit menu.

Using Issues to (&ate an Errata Report

The deponent has the option of eviewing the transcript after the deposition. If the deponent finds erors in the
transcript, you can easily mark those places in the transcript and @ate a eport. To create an Erata report,
complete these steps:

1. Create an issue namedrrata (see page 15, O@ating IssuesO) 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 eports is in error. The Annotate dialog box is displayed.

5

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

6. Click the Issuesfolder in the case window Right-click the Errata folder and then click View Report. A report of
the eror and the note is displayed.
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Working with Annotations and Video

Playing Annotation V ideo Segments
If the transcript you are viewing has a video associated with it, you can view the pdion of the video that is
synchronized with an annotation.

Click anywhere in the annotation, then view the video by using one of the following methods:
n From the Transcript menu, choosePlay Video.
n PressCtrl+L .

n Click the Play Video button on the toolbar at the bottom of the LiveNote window .

Transferring Annotation V  ideo Segments

If a transcript has been synchonized with video, you can convet the transcript text to a video segment and save it.
You can create a single video segmentdm a single annotation or create multiple video segments fom an
Annotations report.

Creating a V ideo Segment fr om a Single Annotation
To create a single video segmentd&m an annotation, complete these steps:

1. Double-click an annotation in the case window The highlighted annotated text is displayed.
2. Right-click in the annotation.

3. From the menu that is displayed, choosd& ransfer. Then chooseVideo File from the submenu. The Save As
dialog box is displayed.

4. Click Save The messagé&Vould you like to view the new video clip now? is displayed.

5. Click Yesto view the video segment.

Creating Multiple V ideo Segments fr om an Annotations Report
To create multiple video segments fsm an Annotations report, complete these steps:

1. In the case window right-click the All Annotations folder, then
click View Report. The Annotations report is displayed.

2. Click Transfer at the top of the report to display the Transfer
Target dialog box.
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3. SelectVideo File, then click OK. The Save As dialog box is displayed.

4. Click Save The message/ideo files saved successfullyVould you like to open the containing folder now? is
displayed.

5. Click Yesto open the folder in which the video segments ag stored. The page and line ranges & added to the
video segments.

Transferring Annotations to Micr  osoft PowerPoint
You can transfer annotations and video segments to Miarsoft PowerPoint and have them embedded in PowerPoint
slides. Each annotation ceates a separate slide.o0 can create a slide fom a single annotation or multiple slides

from an Annotations report.

Notes: It is recommended that you use sharannotations for each PowerPoint slide. If you need a longer excerpt,
transfer multiple annotations from a report to create a single PowerPoint pesentation with a slide for each
annotation.

Also, when you transfer annotations to PowerPoint from transcripts with associated videos, you have the
option of saving both the PowerPoint file (.ppt) and the video clip (mpg). If you want to share the
PowerPoint presentation with someone else, you must include the associated .mpg file for the embedded

video to play.
Creating a PowerPoint Pr esentation fr om a Single Annotation
To create a PowerPoint pesentation fom an annotation, complete these steps:
1. Double-click an annotation in the case window The highlighted annotated text is displayed.

2. Right-click in the annotation.

3. From the menu that is displayed, choosé@ ransfer. Then choosePowerPoint from the submenu. The Save As
dialog box is displayed.

4. Click Save The messagé&Vould you like to view the presentation now?is displayed.

5. Click Yesto view the PowerPoint presentation. To create another PowerPoint pesentation, close PowerPoint.
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Creating a PowerPoint Pr esentation fr om an Annotations Report
To create a PowerPoint pesentation fom an Annotations report, complete these steps:

1. In the case window right-click the All Annotations folder , then click View Report. The Annotations report is
displayed.

2. Click Transfer at the top of the report to display the Transfer Target dialog box.

3. SelectPowerPoint, then click OK. The Save As dialog box is displayed.

4. Click Save The messagé&Vould you like to view the presentation now?is displayed.

5. Click Yesto view the PowerPoint presentation. To create another PowerPoint pesentation, close PowerPoint.
Saving PowerPoint Files with the Same Name

If you save a PowerPoint file with a name that aleady exists, the Existing PowerPoint File dialog box is displayed.
SelectAppend slides to existing pesentationto add slides to the existing pesentation.
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Appendix

Prompts and Messages for V ideo and PowerPoint
You may receive the following wamings and eror messages when transfeing files as video or to PowerPoint.

The file [PowerPoint file name] alr eady exists. Do you want to append slides to existing pr ~ esentation [or]
overwrite existing file?

In most cases you will want to append or add slides to the existing PowerPoint msentation. Refer to OTansfering
Annotations to Micr osoft PowerPointO for mote information.

The file is open in PowerPoint. Please close PowerPoint and r  etry.
PowerPoint needs to be closed when you arcreating a presentation or appending slides to an existing psentation.

The folder alr eady contains file named [video file name]. W  ould you like to r eplace this file?

This error usually occurs when you tty to transfer the same annotation twice or when you tiy to save over an
existing PowerPoint presentation. If you do not want to replace the file, you can cancel the transfer andewiew the
annotation to make sure nothing has changed and thenasave the file, or you can save the file to a diérent folder.

Synchronized video is not associated with this transcript.

The message is saying the video has not been synchized with the transcript. A synchronized video is a video that
plays in sync with the transcript; that is, as the person in the video speaks, the transcript salfs and highlights the
spoken text. A utility (for example, RealLegal Publisher) must be used to synctunize the video with the transcript;
otherwise, the video plays and the transcript does not sail.

Video does not exist for this transcript.
No video is associated with the transcript. You can transfer an annotation to PowerPoint, but not video.

Cannot create clip fr om annotation that spans mor e than one media file.
This is a catch-all eror message designed for unsuppted scenarios. Please contacteEhnical Suppot at
1-800-290-WEST (1-800-290-9378) and describe what you wee doing when this eror occurred.

Video clips can only be cr eated fr om MPEG and WMV video files.
LiveNote only supports specific types of video files. For example, you cannot @ate video clips fom RM
(RealMedia) or AVI (Audio V ideo Interleave) files.

Failed to cr eate temporary PowerPoint template file! Err  or code %d.
The above eror may occur when your hard drive is full or if you do not have access rights to the had drive where

you are attempting to transfer the file.

In order to cr eate PowerPoint slides, you must first install PowerPoint on this computer
PowerPoint must be installed befoe you can transfer annotations to PowerPoint.
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