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1 Getting Started

1.1 VenioOne OnDemand Overview

VenioOne OnDemand (VOD) is a browser-based, self-service add-on to the unified VenioOne
eDiscovery platform. VOD may be used in all phases of the e-Discovery process - upload,
process, early case assessment, analysis, review and production.

This Admin Guide helps you understand VOD and provides you with the easiest and best ways
to work with and administer VOD. If you still have questions, don’t worry! We are always here
to assist you. Contact our technical support team.

1.2 Features

The major features of VOD are:

* Upload - Upload and process data

* Analyze - Graphic view of processed data and tools to examine it

* Review —Tools for ad hoc and linear review of documents

* Produce — Export documents in one of several formats

* Reports — Generate both administrative and user reports

* Collaboration — Share with or invite internal and external users to upload documents

1.3  Prerequisites
Your VenioOne instance must be set up for VOD prior to users being able to work in VOD.
To start working in VOD:

Email configuration must be set for Admin user in the VenioOne Desktop Console.
All the repositories must be created for Upload, Project and Export locations and those need to
be updated in the control setting table with reference to the FSID in the fileServerinfo Table.

Example:

© Venio Systems, Inc. 11.5.0.0 Page | 7
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select * from tbl pj fileserverinfo

>
(3 Resuts {3 Messages
FSID FSDisplayName  FileServer FSUserName  FSPassword FSDomain authenticate ~ SharedFolder FastFile

1 1] i nput 100.100.1009  manager b/kglMAeDgE= 100.100.1009 1 \\100.100.100.9\Dristi Development\Venio_QC ~ NULL
2 2 Output 192.168.169.167  nimmi SREN158mgLnwZRwHY/2EQ==  192.168.169.167 1 \\192.168.169.167\VShared NULL
3 13 | Export 192.168.169.182  dristi VKmplUwyOrXVaReNFP408Q== 192.168.169.182 1 \\192.168.169.182\Export NULL
4 4 Output2 192.168.169.193  jyoti baGkWialkWBqTELnvudC4A==  192.168.169.193 1 \\192.168.169.193\VShared NULL

select * from tbl pj_ ControlSetting where [key] like '%location®’

I

Results _'j Messages

C Key
{VenioNotificationLogoLocation}
{NotificationLogoLocation}

Value

http://www .veniosystems.com/images/VonelLogo.
http://www veniosystems.com/images/VoDLogo ¢

VOD_PROJECT_LOCATION 2

VOD_EXPORT_LOCATION

VOD_UPLOAD_LOCATION 1
115 VOD_UPLOAD_IN_PROJECT_LOCATION 0

Two control setting keys need to be updated in the tbl_pj_ControlSetting table:

«  WEB_BASE_URL
« VOD_API_URL

The default values can be updated using the following query and replacing the bolded text with
the actual URL values.

UPDATE tbl_pj_ControlSetting SET [Value] =<web API url> WHERE [Key]=
‘VOD_API_URL’

UPDATE tbl_pj_ControlSetting SET [Value]

=<base web url> WHERE [Key]=
‘WEB_BASE_URL’

1.4  Template Settings and Client Management

14.1 Project Template Settings

The default Project Template(s) must be set for the client in the VenioOnDemand. You may
also create a new template and apply the new template for the client. You can configure the
client by navigating to Admin Settings = System Admin—>Client Management—>Create.

© Venio Systems, Inc. 11.5.0.0 Page | 8
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Address

Contact Person Name

Mobile Mo Phone No
Emnail™ Fax
ACCoUNL Mo, Memo
Assign File Server Location Assign Temploate

Upload Location i
P Client sample - Cose
\ | 502 od veniosysterns.com | Clent_Samgples

] Template Name

Case Location Ciiant sanmple -
] DefoultProject Tamplate
| Fs0 2 od versosysterns. com | Clhent_ Somples
Produlﬂmbo-.r.-nmd Client sample -
Location

| 0L od versouysterrs com | Clhent | Somples

Assign Temphate
Cose

b Template Mame

- DefoultProjectTemplate

Venio Systems, Inc. 11.5.0.0 Page | 9
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Assign Template

| Template Nome

| DeloultExportTemplate

Assign Templote

Production Flald(s)

| Template Name

| All Venlo Flelds

| DO Flelds

| FTC Flelds

| SEC Fields

| Venio Standard Figlds

1.5 Login and Logout
1.5.1 Logln

You can login into the platform if either of these types of login is enabled:

*  Normal Logln
* Active Directory Support

1511 Normal Logln

To access and login into VOD:

1. Open your browser and enter the URL for the application.
NOTE: The URL is in this format: http://<HostName>/VenioWeb/ondemand
Venio Systems, Inc. 11.5.0.0
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The Login dialog will be displayed.

Enter the username and password.

Javascript is enabled

Browser Version is supported

Cookies enabled

Click the Log In button.

User will be directed to Two Factor Authentication page, if it is enabled. If not, the user will be directed to
the Case Launchpad.

When an invalid Username/Password is provided, you will receive a Login Failed notice.

yeniom

Javascript is enabled & Era Uissenonma
Browser Version is supported “.“'
Cookies enabled i

Fabas Cwreier i of Pracssesnd 15 bronmms

' , "

1.5.1.2 EULA Acceptance Screen and Open Source Software (OSS) License

When a new user clicks the Log in button, the End User License Agreement acceptance dialog
is displayed (as shown below). The Accept button is enabled only after the “I have read and
accept terms in the License Agreement” option is checked.

Additionally, a link for the Open Source Software license is available for every user on initial
login at the end of the EULA dialog. Click the link to find the list of free and open source third
party SDKs/libraries/tools used in the VenioOne platform.

Click here to view free and open source third party sdkflibrary/tocls used in VenioOne platform.

Venio Systems, Inc. 11.5.0.0 Page | 11



OnDemand Admin Guide

& Venio

End User Licence Agreement

List of opan sounce thind parcy sdik|lbrarg/tools used in vendoline platfiomn:

= Tip
»  AFangnimaging
& Arguior

ANTLRE CShesrps Rustime Toe WIT

»

Autohoc

EelSroacie Docate

-

-

Lrha Pl

» comord-cshamp-op
s CalTagn

= docMotinstoler

» gk

= HIMLAgIRYPoCK

®  MOIRWLIE IO TR an

Frve read and acoept Terms in he leense Agresrmeant

After the Accept button is clicked, the user will have access to VOD and the screen will not be

shown during the next login.

End User Licence Agreement

VENLO SYSTEMS, LLC
VENIOONE™
EWD USER LICERGE AGREEMENT

Thas End User License igreement (The “Agreement™) by onc Setween Venio Systess, LLC, & vargimus
limited 15301ty company with principal offices at: 4021 unlversity orive, Sultz 189, Falrfax,
virginia 22620 (“VENIO™) and you (the "End usar”) for the computer softaare products knowm a3
VENZDINE™ Mobile, VENIDORE™ Enterprise and VECOONE™ Web (collectively "VenioDne™"), which inclides
computer software and other Liforeation, recorded on media #d together with certain printed materials

{collactively the "Software™).

READ THESE TESMS AND COMDITIONS CASEFULLY BEFORE USING THE SOFTMARE, BY USING THE SOSTWARE YOU AGREE
TO BE BOUND BY TWit TEAMS OF THIS ACAEERENT. IF YOU OO MOT AGREE TO BE BOURD OF TellS ACGREEMENT, YOU
WUST NOT USE THE SOFTIMARE. HOMEVER, YOU MAY TERMINATE THIS LICENSE AT ANY TIME BY DESTROYING THE

SOFTWARE

RECITALS

WHEREAS, VEMID hes concelved, developed snd owns or has cbisined rights to thet certsin

proprietary computor program VINIO markats under the tracesark veniconed; sed

WEREAS, VENIO desires tc grant %o End User 2 limited, mon-transferabls, acn-exclusive license

to use the Softwere in sccordence with the terrs and lisitstions set forth berein;

have reod ond occapt tenms in the Leansa Agraameant

m | el

1.5.1.3 Two Factor Authentication (2FA)

2FA is used for security purpose. If 2FA is enabled, after entering your login credentials, you
will receive an email containing an authentication code, which will be required to complete a

secured login to VOD.

Within the 2FA dialog, you will have the option to have the code remembered for 30 days by

selecting Do not ask on this computer for the next 30 days.

Venio Systems, Inc. 11.5.0.0
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After entering the verification code, click the Verify button to login.

o Venio[s )
Verification code has been sent to Faro-Fachot Waritcotoo

your email address. & Eotee varitication coda hars

(10 not ark an this computee for the et 30

Did not receive a verification days

godee

Click =« to resend the code.

Maviring iseues oging ine 1ease
Internet coche

NOTE: If issues are encountered, click the here button to resend the verification code or you
may want to try clearing the browser’s cache.

1.5.1.3.1 Enabling/Disabling 2FA

The 2FA feature is enabled or disabled from the VenioOne OnDemand.

1. Login to the VenioOne OnDemand.
2. Under System Admin, navigate to Login Management, and click the Login Settings

button.
3. To disable 2FA, uncheck Enable two-factor authentication for OnDemand users.

Click the Save button.

Two Factor Authentication

Enable two factor authentication for web users

15.14 Active Directory Support Enabled

The personal user login credentials may be used if Active Directory Support is enabled in
VenioOne’s login settings. If Active Directory Support is enabled, then the Windows Security

dialog will be displayed for user login.

1. Enter your AD domain Username and Password. Click
Ok.

Venio Systems, Inc. 11.5.0.0 Page | 13
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Notification of successful authentication will display the AD URL.

iil'. i 192 108, BBO.BL Vern oW el ondemand ] w O

@ WenioCine Onllemand LY

1.5.2 Reset the Password

1. Click the Forgot Password link.

A link will be added to the login dialog to reset the password. For AD, this is not displayed.

Javascript is enabled

Browser Version is supported

Cookies enabled

Enter the username and click the Send Password button.

A message will display indicating that an email will be received with the password reset link.

Welcome to VenioOne OnDemand

Dear User5

Your request to change VenioOne OnDemand account password has been received. Follow the link below to
change your account password.

Click here to change your password
Sincerely,

VenioOne OnDemand Team

Click the Click here to change your password button.

Change Password dialog will be displayed.

Enter a valid password in both fields and then click the Change Password button.

WewPapgmord 0 o

Confim Passwerd | vy |

Venio Systems, Inc. 11.5.0.0 Page | 14
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User will receive an email confirming a successful password reset.

Click the link in the email to access the VOD login page.

\Wislcoms 1o Venioone Onbemsand

Fow

Vo lume pasaly sl e mraear

Click hare bz miart uring VeminOne Cellsmand

Sncway
trkera Cnlerand Taw,

We have added a new feature where you are given the flexibility to decide whether a particular
user can reset the password or not. In Admin-> User management-> User, you can check the
“Disable Password reset” checkbox.

[ | Disable password reset

If we tick the checkbox, that particular user will not be able to reset the password.

And the following message will be displayed in the user login.

Venio@

Reset Your Password Here

- super

Reset Password

Go To Login

Error resetting password!!
This account does not allow for password reset.

Venio Systems, Inc. 11.5.0.0 Page | 15
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When the “Disable Password reset” option is disabled, you will receive the mail to reset the
password. Once the password is reset, it will automatically navigate to the login page.

- Welcome to VenioOne OnDemand

Dear super

‘four request to change VenioOne OnDemand account password has been received. Follow the link below to
change your account password.

Click here to change your password
Sinceraly,

\ienio OnDemand Support Group

You will receive two emails:

1. Password reset
2. Password set successfully.

NOTE: This option is added only for ‘Super’ user only.

1.53 Logout

To log out of VOD, click the arrow next to your username in the top right corner of the page,
and select Log off to sign out.

. 7 e ma B ?o.-c.-.ch
Walkome I

o B H e

W Lner Semiegs

1.5.4 Change User Password

You must be signed in to change the password.

1. Click the arrow next to your username in the top right.
Click User Settings
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The User Settings dialog will be displayed.

Click the Change Password tab.
Enter the old password and new password in the indicated fields
Click the Change Password button.

User Settings x

Chonge Passwora

Curment Posyword
Now Noswird

ordarm hee Pacsword

A message will display to indicate a successful password change.

2 Set User Preferences

In the top right corner, click Menu button and select User Settings.

? 9 ima B Rey PM“G

Walcomal Ima B Reviewer

® wgot

2.1  Notifications

On the User Preference tab in the User Settings dialog, check the desired notifications you wish
to receive and click the Apply button. You will receive notifications according to the options
enabled.

* If Email options are enabled, you will receive notifications via Email.
* If Online options are enabled, then you will receive notification within VOD.
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User Settings x

Umar Prederence

Manoge Notification
Notiticotion Emos Onkne
Motity whwee the cose iz registered
Notify when my come stons processing
Notity when miy case completes processing
Natily whee sroduction & completsc 1o the come a /]
Natity whon production startod for tha casa
Notify whhen docurmmets are shored

Raview Sotting

8 Showtogicodng saved confirmation Search Result Poge Sae

New notifications will be shown using the notification bell in the top right corner as shown
below.

v ? 9 ima 8. Asviewse v

Notifications

Documents Shared  © 00 doys ogo
super has shared some docuTents 1or you

Shared Nome: 199950833059
User Megsoga

M ima heoe ore e otest Thes 0ot seed 10 00 reviewnd for ronsation Tharksy

Cice nare o view shored occuments
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2.2  Review Settings

User Settings x

Imr Pradurence

Manoge Notification

)

§

£y

a
s e@;
(ORI I < < I <

oty whwn docurmmets Gre shored

Raview Satting

v togicoang saved coniirmation Seqrch Result Poge See

At the bottom of the User Preference tab in the User Settings dialog are two Review Settings:

* The Show tag/coding saved confirmation checkbox controls whether you see a
confirmation when tag(s) or coding changes are saved.

* The Search Result Page Size field controls how many items will be displayed on each
page of the Search Results.

3 Creating and Opening a Case

After logging into the application, if no cases have been created, you will see the message No
cases found. Please add new case. Otherwise, you will see the list of cases created previously.

3.1 Two Types of Cases in VenioOne

VenioOne has two options for creating cases in VenioOne OnDemand: TOA (Text only analysis)
and Extract Native. The two case types are handled very differently, so be sure to familiarize
yourself with the specifics of the two case types detailed this section.

* Extract Native projects do what most people expect when ingesting and processing data
for an eDiscovery project. The Native files are extracted and processed to create Full
Text files in the project location and both files are available for review.

* TOA projects are designed for in-house text only analysis before a project is sent to
outside counsel or a service provider. With TOA projects, after ingestion and
postprocessing completes, the Native data is deleted from the project location after the
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Task Synchronizer Task Scheduler runs. This means that only the Full Text files are
available for review. This saves on the storage space required for the project.

IMPORTANT: For the TOA option to display during case creation, a Native Indexing license must
be applied in VenioOne’s License Manager. The ingestion engine for TOA projects will be set to
FALLBACK by force even if the ingestion engine in the Control Setting table is LEGACY.

IMPORTANT: If the Task Synchronizer was not installed while installing the Venio Console, the
files will not be deleted from the case’s native location during post-processing. Go to the Venio
install location and check the Venio Task Synchronizer to ensure its INI file is pointed to the
correct PCD.

3.2

TOA Case Specifics

The following are important differences with TOA cases:

3.3

Within the VOD Review Dashboard, only the Full Text Viewer is available. Because of the
limited processing with TOA cases, there will be no Native or Image File Viewer.

During review of the files in an TOA project, if a child file is tagged, only the parent file is
actually tagged when the tags are saved. This is done so that when exporting, parent
and child documents are exported, but only the parent files are tagged.

With TOA projects, only Native files are included in exports.

The TOA option is only available in case creation if a Native Indexing License is installed
in the Venio License Manager. Native Indexing will either show 0 or 1 licenses versus
other Venio licenses, which may be issued in multiples.

Where TOA Case Changes Appear in VenioOne:
License Manager - Native Indexing license shows 1 license
Create Project

o Create TOA option selected
o Removes image conversion options

Review Dashboard

o Only Text Viewer shows (no image, full text, etc.)

o Other Options - Several options are grayed out.

o Tagging - When tagging child documents, only the Parent document is updated when
the tag is saved

Export

o All Advanced Options related to imaging are grayed out
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3.4

o Option to export files with the original folder structure and file name is available

o Will see message about FullText and Images not being produced - this is expected,
because only Native files are exported

o Will show items on the Export Status tab, but they will not be present in the Export
file location

Creating a Case

You may create a case by providing only the Case Name. You may choose to enter additional information

»

using the Advanced Options.

& relboce izl Qlléd
2 .':-.:‘v::—"uu
B creareacn ) & Crected vy
1. Click the Create Case button.
2. Enter the Case Name
3. Select a Case Template from the drop-down menu to determine how your data is
processed and project options are handled.
4. Enter the Client Matter Number.
5. Select the Time Zone from the drop-down menu to set the time zone for processing.
6. Select the Search Duplicate Option to set how deduplication will be handled when searching.
7. OPTIONAL: Click the Advanced Options link and set additional options (mentioned in the next
section).
8. Click the Create Case button to create a new case/project.

CASE DETAILS

Case Name

Case Template

DefaultProjectTemplate v e

Client Matter Number Time Zone Search Duplicate Option

one instance in the selected scope (Dynary

You may choose to provide the following information:

Client Matter Number
Time Zone — Sets the time zone for processing
Search Duplicate Option — Sets how deduplication will be handled when searching
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Client Matter Humber

Cherd: Moty Humboe

Timne Zoma

Swarch Duplicate Dplion

* Native File Options - If DISABLE_AUTO_PREFETCH =1 in the control setting table, then

the Native File Options will be visible under Advanced Options while creating projects in
VOD.

Native File Options

Extract Native

® cch®

If Extract Native is selected, the native files will be present in the Native folder in Project
Location and all workflows will be normal.

If TOA is selected, then after post-processing, the files will be deleted from the Native
folder. However, the full text files will still load in the Document Viewer and may be
exported and searched successfully. Also, the Image Conversion Options (described
below) will not be visible. See Section 3.1 above for more information on creating TOA
cases.

34.1 State Error

When there is state error in the systems, there is link for the state error in the case
launchpad as shown in the image below, and when you click on it, the corresponding
detail for the case is displayed.
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-~ ? e Super ¥

Warning: State Error Found

Cases

Type here to search case

n
Qo)
Document Count: Media Count:

Document Size :08
1 0 1

& StateError

Custodian Count:

Client Name : CLNTNS02

#8 createdon: 3/11/20222:21:44 AM

=+ CreatedBy: Rajan

State Error Detail

State Error Status as of: 2022 Mar 11 02:30:17 AM

Jobld Host Name Job Name

Error Type Error Details Start Date Last Date Fix Error

Project Name: StateError

2 nsver02 Ingestion chris_stokley.. ~DISK_ACCES.. = SystemiODri. 2022Mor10.. 2022 Mar110.. v

2 nsver02 Ingestion

chris_stokley.. NETWORK_ER.. SystemlOJOE. 2022Marll0..

2022 Mar 11 0. F 2

*Perform health checkup of VenioOne and Distributed service for further details on error

3.4.2 More Options

The More Options section displays the following additional options. You may choose to provide
the following information: File Filters

» Filter System Type — Helps you to filter files based on the file types or NIST.
Filter Systermn Type
B Exclude MIST List{DE-MIT)
B exclude File Types(Venio identifies and filters systam files using file header) @

L]

Filter Duplicate Files — Select one of the radio buttons to use the hashing algorithm for

ingested documents. You can select the check box if you want to compute and store
secondary hash value in database.
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Filter Duplicate Files
Choose Hash Algorithm for deduplication
@ sHA

MD5S

Compute and store MD5 hash value as secondary hash

value

» Advanced Hash Setting - You can select advance hash setting where there is meta of the
emails to be selected for calculation of the hash value.

A Advance Hash Setting

List of Hash Fields

v/ Hash Fields

& Attachment Name

v/ Bee

V) cc

v/ From

™ Subject

v/ To

v/ Sent Date

~ Attachment CRC Hash

» File Extension filter - There are two options in file extension filter, namely Include and
exclude. The extensions that need to be included should be selected as Include and
enter the list of the extension. The extensions that need to be excluded should be
selected as Exclude and enter the list of the extension.

File Extension Filter
Include @ Exclude
Each extension(s) can be entered in separate line or can be entered in comma separated way
OIl0l
KKKK
PPP
KK

* Applicable ot First Leval fila(s)
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» Advanced Options - In the advance option, the filter can be applied to first, parent level
files. The extension can be applied on files in any level.

Advanced Options

@ Apply filter on first level files only
Apply filter on parent level files only

Apply extension on files in any level

o
Apply filter on first level files only - Applicable at first level file(s).

o Apply filter on parent level files only - Applicable at parent level file(s)
o Apply extension on files in any level - Applicable at first level file(s).

Note: (Container file(s) will not be filtered) DO NOT apply filters on container file option is available for
files in any level only. (container files will be processed as a folder when checked)

» File Type Filter — Use this option to filter by file type either including these files or
excluding these files.

File Type Filter

Include Exclude

» Date Filter Settings — Set the date filter using the settings in this window. The Document
Type can be Email, EDoc or Both. The entry made by Edoc, Email and both should be
visible in the Process files with panel. You can select Group Date from the Date Type
drop down menu, and the Operator as Before, After, Equals to, or Between from the
dropdown menu. Select the Start Date and End Date from the calendar.
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Date Filter Setting @

Document Type Process Files With :

trnall \/ Epoc ® o Date Filter Text Action
Date Type Group Date - EMAIL AND EDOC WITH GROUP DATE BETWEEN 01/07/2022 AND 01/26/2022
Operator Between -
Start bate 07-01-2022
End Date 26-01-2022

Date Filter Setting @

Document Type

) Email (L) EDoc @ soth
Date Type Group Date v
Operator Between -
Start Date 26-01-2022
End Date 26-01-2022

* Embedded Item Setting — This option is used to filter embedded items in Email, Edoc
and Powerpoint.
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Embedded Item Setting
Email Edoc Powerpoint
@ Custom

Exclude all non-recognizable embedded files

Exclude all embedded Emuges(bused on file Lype)
Exclude all embedded files

Include all embedded files

Image Settings

* Image Conversion Options — Auto-generate images for ingested files

Image Conversion Options

Enable Image
Image Type @ Tift PDF

File Type Class Page Limit Color Conversion Time Out Period (in min)
Word Processor Max Pages ¥ Black and White =

Default
Database Max Pages « Black and White v

Default
Spreadsheet Max Pages = Black and White «

Default
Graphic Max Pages « Black and White

Default
Other Max Pages ¥ Black and White ¥

Default
Multimedia Mayx Poaes - Rlack and White «
Max Pages 1000 v Default Color Conversion Option Black and White ¥ Default Timeout Period (in min) 5

From the image conversion option, you can either enable or disable “Enable Image”
option. You can also choose the Image type as “Tiff” and “PDF”, and set the page limits
to 100, 200, 500 or 1000. You can also change the “Default color conversion option”
and “default timeout period”.
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* Advanced Image Option —

Advanced Image Option

Apply System Bates Number Option

Generate bates number for generated images

Prefix EY = MG
Start No. 1
Padding 8

@ Generates Image without branding bates number
Generates Image with branding bates number
Auto generate images for ingested files

Notify me after image generation is complete @

* Image Conversion Options with TOA license — For TOA, the Tiff image type is not
available, hence it is unchecked and disabled.

* Image File Type Settings - The option is used for settings which engine to use while
imaging the document. To view the list the engines to be used, right-click on the filetype

group.

Image File Type Settings

File Type Name 1 Image Option
» File Type Group: Bitmap
» File Type Group: Database

» File Type Group: Email

» File Type Group: Graphic MS Outlook Imaging Engine
» File Type Group: HTML Non-Native Imaging Engine
» File Type Group: JPG Generic Imaging Engine

»  File Type Group: Microsoft Access Do not Convert

»  File Type Group: Microsoft Excel
» File Type Group: Microsoft OneNote

Note: Riaht click on the aroup header to change the Imaae Enaine for the selected aroup.

You can select from the available options for the imaging engine. When you click on the arrow
on the filetype, it lists all the related filetypes. The drop-down towards the right displays a
dropdown displaying the imaging engines which can be used individually.
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Image File Type Settings Advance Notive Imaging Option

File Type Name 17 Image Option
) File Type Group: Bitmap
) File Type Group: Database

~  File Type Group: Email

DXL_GENERIC Non-Native Imaging Engine
DXL_MAILMESSAGE Non-Native Imaging Engine
DXL_MAILRULE Generic Imaging Engine
EMLX Do not Convert

MIME Non-Native Imaging Engine
MIMEMAIL Non-Native Imaging Engine

Note: Right click on the group header to change the Image Engine for the selected group.

Note: Password protected and decrypted pdf documents are always imaged using non-native engine.

When you select the native engine (Outlook, PDF, MS Word, MS Excel, and MS PowerPoint),
the Advance Native Imaging option is enabled.

The Advance native Imaging option has tab for Native Excel Imaging, Native outlook Imaging,
Native PowerPoint Imaging, Native word imaging. The user can select different options from
the tabs

Advance Image Option
P Plugin Settings
Native Excel Imaging Native Outiook Imaging Native Powerpoint Imaging Native Word imaging
Page

Orientation
_) Portrait (7) Londscape (@ Asls Letter (85 - Force Letter

Scaling Center on page
) Asis B Horizontally [ Vertically

Adjustto: g0 % normal size

() Fitto: 4 page(s) wide by ;

Sheet

Print Titles
Comments:  acie

=General Settings
["] Generate image using fallback engine (Non-Native Engine) if Native Imaging fails
These settings are only applicable if you select Native Imaging Engine' for corresponding file types.

B -

» File Type Filter - Select File Filter Type to filter files by identified file type.

* Include: Process documents which match listed file type.
* Exclude: Process documents except listed file type.
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Include (@) Exclude

| Flle Type escr te n
~ ¥4 POF
¥ por Adobe Acrobat (PDF) *
¥4 PDFA
¥ PDFIMAGE PDF Image *
¥4 PDFMACBIN PDF MacBinary Header &
¥4 POF_XFA Pdf Forms *

» Presentation
» RTF

» Spreadsheet
* Applicable at first level file(s)

* Image File Extension Setting — This section is used to provide/specify File Extension and
Imaging Engine details. The details are reflected in the below panel.

Image File Extension Setting
Override the filetype assignment of imaging engine on conflict between file types and extension

File Extension *

Select Imaging Engine* i Add

File Extension Image Option

No data

OCR Settings

Select the file types which are needed to be OCRed. You can also choose to auto queue the
files to OCR while ingestion is in progress.

Venio Systems, Inc. 11.5.0.0 Page | 30



OnDemand Admin Guide

Venio

OCR Setting

#2 Enable OCR
Select file type for OCR

5 File Type

pdf

N

tiff

4

bmp
dib
gif
jfif
jpe

lpeg

Automatically queue documents for OCR

* Advanced OCR Option - o PDF - You can select the PDF document with fewer text. You
can select from the following two options:

= OCR PDF documents with average character per page less than 20 or can
select max value.
* OCR PDF documents if at least one page has character less than 10.

If one option is selected, the other option gets disabled.
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Advanced OCR Option
PDF Language Others

Enable OCR for POF document with fewer text

®

Use max value

Note: Only PDF page matching set threshold will be OCR'ed and merged with extracted text and these
settings are only applicable for Nuance OCR Engine.

o Language - To OCR documents for selected languages, select the required

language checkbox(es).

OCR Language Option

This setting will be only applicable for Nuance OCR Engine

AFRIKAANS ALBANIAN ARABIC
BELARUSIAN BULGARIAN CATALAN
CHINESE TRADITIONAL CROATIAN CZECH

DUTCH & encusH ESTONIAN
FINNISH FRENCH GALICIAN

GREEK HEBREW HUNGARIAN
INDONESIAN ITALIAN JAPANESE
LATVIAN LITHUANIAN MACEDONIAN
POLISH PORTUGUESE PORTUGUESE BRAZIL
RUSSIAN SERBIAN SERBIAN CYRILLIC
SLOVENIAN SPANISH SWEDISH
UKRAINIAN

BASQUE

CHINESE SIMPLIFIED
DANISH

FAROESE

GERMAN
ICELANDIC
KOREAN
NORWEGIAN
ROMANIAN
SLOVAK

TURKISH

o Others - The

number of times to retry when Nuance OCR engine fails is two. You can either
discard all OCR'ed text and mark document as OCR Failed if one or more pages failed
to OCR or Index OCR'ed text (based on fulltext priority if required) and mark
document as having text if one or more pages failed to OCR as shown in the

screenshot.
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Advanced OCR Option
DF Language Others
Numbers of time to retry when failed = 2

Discard all ocr'ed text and mark document as ocr failed if one or more pages failed to OCR

@ index ocr'ed text (based on fulltext priority if required) and mark document as having text if one or

more pages failed to OCR

Note: This satling will be only gpplicable lor Nuance OCR Engine

» Slipsheet - In the SlipSheet window, you can generate a slipsheet for specific file types.
The slipsheets are generated when the files are TIFFed.

VeniofSl) -2 @ super -

Slipsheet

Generate slipsheet for following file types. (Slipsheets are generated when the files are imaged)

® slipsheet Text Location -

This is a slipsheet document for Multimedia.

Browse
If slipsheet created for document, create/replace extracted fulltext with slipsheet 4 Generate slit et when imaging timed out
Generate slipsheet at the first page when less than available pages of @ document is imaged Delete Image OCR'd and Redacted Image OCRd when image slipsheets are generated

For more details on Slipsheet, go to the section Creating Slipsheets from Console and Creating
Slipsheets from Web.

Processing

* Ingestion Settings o Date Time Setting - You can set the date time and the format in
the Date Time Setting. In Group Date Priority, ye can set the meeting dates. Also, it's
advisable not to include Crash Document during ingestion setting. The Default Timeout
setting is 2- minutes. You can extract the internet message header by selecting the
checkbox for Extract internet message header. You can autocompute and populate
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custodian dedupe field, file path and relative path during ingestion from the Post
Processing Setting. Enable the extraction of all views from NSF by selecting the checkbox

for NSF viewing extraction setting. You can also adjust the social media setting.

Ingestion Engine
egocy @
Ingestion Settings

Setting
Date Setting t tt Social Media Setting

Minimum valid date 01/01/1970 n

Spiit Option

Lotus Notes HTML dote ) ~

format
% Do not extract future date metodata values

Group Date priority

2 set meeting date date as group date if available image

CrashDocument Setting

Note: EML tiies will be generoted bosed on specified number of message:

this file can be manually copied from vi
complete)

Copy crashed document(s) during ingestion process (Note: This may

- n o e
decrease ingestion process
Ingestion Timeout Setting = Days -
Default timeout (in 20 -
_ Note: DWL files will be generoted based on conversotion gap (in doys o ONtNS OF year

* Ingestion File type timeout— The ingestion timeout setting is for timeout required for
processing the document.

Ingestion Timeout Setting

Default timeout (in minutes) 5 v

© Ingestion FileType Timeout

Users can click on the Ingestion File type timeout link which will list individual filetype
groups.
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Ingestion File Type Timeout Settings X
Tools Display Name Time Out Period (in min)
» File Type Group: Email
» File Type Group: Email Archive
» File Type Group: Graphic
» File Type Group: HTML
» File Type Group: JPG
» File Type Group: Microsoft Access
» File Type Group: Microsoft Excel
» File Type Group: Microsoft OneNote
~ File Type Group: Microsoft Powerpoint

POWERPOINTSLIDESHOW2007
Default

POWERPOINTSLIDESHOW2007 _MACRO
Default

POWERPOINTSLIDESHOW2010

Right click on the individual filetype, user will have the option to set the timeout value.
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Time Out For File Type Group : Microsoft X
Powerpoint

5

o I

o) Post Processing - Select the post processing settings
for a smoother ingestion

Post Processing Setting

| | Auto compute and populate custodian dedupe field during ingestion
|| Auto compute and populate duplicate file path during ingestion
|| Auto folder using relative path during ingestion

* Indexing — Select one of the radio buttons to enable indexing for ingested files. Enabling
Index fulltext enables Index Email Headers with Fulltext too. You can also enable Index
MetaData.

Indexing

E Index Fullbext
B indax Emoil Heoders with Fulitext €

B indexmetopata
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While hovering on the i button in Index Email Headers with Fulltext, the following

options are displayed:

o EmailFrom o EmailTo o EmailCC o EmailBCC o
EmailSubject o EmailAttachments

Indexing

Index Fulltext

Index MetaData

Customize metadata for indexing

Selected metadata are indexed into 'Attrig

with Attributes or 'Fulltext and Attributes’' o

Following email headers will be included in the fulltext index:

EmailFrom
EmailTo

EmailCC

EmailBCC
EmailSubject
EmailAttachments

* Customize metadata for indexing - This field is used when running searches with
attributes or ‘full text and attributes’ option in search. The selected metadata are

indexed into the ‘Attributes’ field.

Customize metadata for indexing

Selected metadata are indexed into ‘Attributes’ field.This field is used when running searches with Attributes

or Fulltext and Attributes option in search
a Field Name

Absolute File Path

Channel
3 Document Type
a Edoc Author

Edoc Comments
Edoc Company

Edoc Created Date Time

* Transcribe Settings — Transcribing uses a different transcribing engine to
transcribe/record different file type. Deep Speech is the default engine. Amazon

Transcribe and Azure Transcribe engine are services provided by Amazon & Azure. To
transcribe audio files during ingestion, select the transcription engine (DeepSpeech,
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Amazon, or Azure) and file type(s). If you wish to have files transcribed as they are
ingested, use the check box to Automatically queue document for transcribing.
Supported audio files will have text extracted and displayed in the Fulltext Viewer.
DeepSpeech supports: Riffwave files.

Amazon Transcribe supports: ISOBASEMEDIAFILE, MP3_ID32, QuickTime, MPEG4 and
MP3 and Riffwave.

Azure Transcribe supports: MP3_ID32 and Riffwave.

Transcribe Settings

Lelact Transcribe Engine
Deesptipeach W
Salect file type for tran=zcribing

RIFFWA VE

asutomatically quaue docurmeant for transcribing

The Deep Search uses Riffwave File type.

Amazon Transcribe uses RIFFWAVE, ISOBASEMEDIAFILE, MP3_ID32, MPEG4 and MP3,
QUICKTIME File Formats.

Azure Transcribe engine uses RIFFWAVE and MP3_ID32 file formats.

We can automatically queue documents for transcribing by selecting the checkbox
below.

Automatically queue document for transcribing

o Advance Ingestion Setting — You can configure settings for Duplicate
Computing Options, Auto Queued Job Setting and Filter Copy
Option
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o Duplicate Computing Options: You can select this based on the
custodian priority, or sequence of media added, or media processed
or the order of document ingestion.

Duplicate computing option
) Compute deduplication based on custodian priority
(") Compute deduplication based on sequence of media added
() Compute deduplication based on sequence of media processed

(® Compute deduplication based on order of document ingestion (faster)

Auto Queued Job Setting

[ | Donotqueue duplicates during ingestion for following jobs:

Praiect Laval -

Iob Name
oD hame

*Note: unchecked job types all documents will be queued

File Copy Option @
(® Copy and create second copy of all scanned files in project location

) Do not make second copy of archive scanned files in project location and insted reference its source location

*Note: All the archive files in source location will be refrencad In project and these should always be occessibie from Venio
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Duplicate computing option
Compute deduplication based on custodian priority
Compute deduplication based on sequence of media added
Compute deduplication based on sequence of media processed

@ Compute deduplication based on order of document ingestion (faster)

o Auto Queued Job Setting - This can be done at project level or
custodian level. Can select the list of job names which we don't
want to queue.

Auto Queued Job Setting

| Do not queue voieot leve + duplicates during ingestion for following jobs:

Job Name

*Note: unchecked job types all documents will be queued

o File Copy Option - You can create the second copy of all scanned
files in project location.

File Copy Option @
@ Copy and create second copy of all scanned files in project location

I Do not make second copy of archive scanned files in project location and insted reference its source
location

*Note: All the archive files in source location will be refrenced in project and these should always be accessible from Venio
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* Social Media Setting — This tab is visible when the ingestion engine Legacy check box is
unchecked while creating a case. Users can select the options as per the requirement.

Ingestion Engine
Legacy @

Ingestion Settings

Date setting Advanced Ingestion Setting social Media Setting AP| Priority Setting
Minimum valid date o f ol ', 1970

Split Option
Lotus Notes HTML date MMJ’DD,’WVY -
format Entire Conversation

Note: Entire conversation will be used to ganerate single emi file.

Do not extract future date metadata values Individual Message
Group Date priority Note: EML files will be generated for individual messages.
Set meeting date date as group date if available Image @® nNumber of Messages

A
CrashDocument Setting 500 =

@ Do not copy crashed document(s) during ingestion Note: EML files will be generated based on specified number of messages.

process. (Note: this file can be manually copied from ‘view Duration of Conversation

warning' after ingestion complete) .

5 = Days -
Copy crashed document(s) during ingestion process
(Note: This may decroase ingestion pmcess) Note: EML files will be generated based on conversation duration {in days or months or vems)
Gap of Conversation

Ingestion Timeout Setting =

5 - Days v
Default timeout (in 20 v

minutes) Note: EML files will be generated based on conversation gap (in days or months or years)
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Legacy @

Ingestion Settings

OnDemand Admin Guide

Date Setting Advanced Ingestion Setting Social Media Setting API Priority Setting
Minimum valid date 01/ 01/1970
i Operations Child Extraction
Lotus Notes HTML date MM/DD/YYYY - ‘ Child Extraction
format Archive »
& File Type Identification
Do not extract future date metadata values "
B Fulltext Extraction ) o
Group Date priority B i B Operation Extractor Name T Priority
Set meeting date date as group date if available Image Filetype: 72
) Set Priority
CrashDocument Setting Filetype: 72EXE
| File Type Identification
@ Do not copy crashed document(s) during ingestion process. (Note: Priority Filetype: ARC
this file can be manually copied from 'view warning' after ingestion
complete) Filetype: BINDER
Copy crashed document(s) during ingestion process (Note: This may Filetype: BLOOMBERG _7Z
decrease ingestion process)
Filetype: BLOOMBERG_RAR
Ingestion Timeout Setting Filetype: BLOOMBERG_RARS
Default timeout (in 20 -
minutes) Filetype: BLOOMBERG _ZIP
© Ingestion FileType Timeout flatype: BLOOMBERC_ZIPX
Email Header Setting Filetype: CELLEBRITE_7Z
2 Extract internet message header » Filetype: CELLEBRITE_RAR
Post Processing Setting » Filetype: CELLEBRITE_RARS
Auto compute and populate custodian dedupe field during ingestion »  Filetype: CELLEBRITE_ZIP
Auto compute and populate duplicate file path during ingestion
PO L PRI g A L o SR A3 30, » Filetype: CELLEBRITE_ZIPX
* API Priority Setting - This tab is visible when the ingestion engine Legacy check box is
unchecked while creating a case. Users can select the options as per the requirement. The
API Priority Setting link opens the Filetype Processing Engine Settings dialog, which then
opens the File Type Identification Priority dialog.
Language Identification, Email Analysis and Email Threading — Select language
identification checkbox for enabling language identification of the document ingested.
You can also choose the option for computing the language for spreadsheet. Select
Enable Email Analytic to compute the email analysis of the emails ingested. Select
compute Email identification during ingestion option to identify the emails. You can also
compute the inclusive email and generate the missing emails during ingestion.
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Language identification, Email Analysis and Email Threading
¥ Enable Language Identification
Compute Langquage Identitication for Spreadshest

& &tnoble Email Analytic

Compute Emasl identification guring Ingestion
Compute Incusive amail During ingestion
gentify and generate missing email During Ingestion

* Ingestion Engine - The project must have a Fallback Ingestion engine for social media
viewing, but this depends on the DB value of Ingestion engine. For this, the user can select
the option to create the project using Legacy or Fallback. Depending on the Legacy option
is selected or not during project creation, the project with Legacy Engine or Fallback is
created.

Ingestion Engine

Legacy @

* Near Duplicates Settings — These settings help you to automatically queue documents for
computing signatures by selecting the checkbox, mention the minimum threshold % by
which the documents could be similar and specify the minimum characters in fulltext for
computing signatures. You can also select if you would like to include metadata when
computing near duplicate hashes or not through a checkbox.

Near Duplicates Settings

4 Automatically queue documents for computing signatures
Minimun threshold % by which documents could be similar 80 %

Minimun characters in fulltext for computing signature 512 Characters

Include metadata when computing near duplicate hashes

Filter Disclaimers

We can either include or exclude disclaimer using the Filter Disclaimers check box. If you
have added the disclaimer, it will be visible in the disclaimer text panel as shown below:
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Filter Disclaimers

Disclaimer

Disclaimer Text Action

* Transcribe Settings — To transcribe audio files during ingestion, select the transcription
engine (DeepSpeech, Amazon, or Azure) and file type(s). If you wish to have files
transcribed as they are ingested, use the check box to Automatically queue document for
transcribing. Supported audio files will have text extracted and displayed in the Fulltext
Viewer.

DeepSpeech supports: Riffwave files.
Amazon Transcribe supports: ISOBASEMEDIAFILE, MP3_ID32, QuickTime, and Riffwave.
Azure Transcribe supports MP3_ID32 and Riffwave.

Automalt

cally queue document for transcribing

Note: Deepspeech is only supported for windows server 2012 and below.

General

* FullText Options - The Default Full Text Preference for (Indexing, Near Duplicates, Fulltext
Viewer and Export) is Image OCR Text, Extracted Text, and Redacted OCR Text. You can
drag and drop the following Full Text options: o Automatically Image and OCR files
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without text. (Applicable for Non- image files only) o  Extract Text from master view for
Microsoft Office PowerPoint.

Fulltext Options @

Default Fulltext Preference for (Indexing, Near Duplicates, Fulltext Viewer and Export)
Fulltext Type
Image OCR Text
Extracted Text

Redacted OCR Text
Automatically Image and OCR files without text (for Non- image files)

Extract Text from master view for Microsoft Office Powerpoint

* Native File Options - Select the options for to convert the native file to different formats
html/mht, rtf etc. There are options to automatically queue the documents for generating
HTML/MHT or RTF based on the selection.

Native File Options

Select File type to replace native

For PST/MSG @® msg html/mht rtf

For MBOX/EML @® eml html/mht rtf

NFS/DXL © ntml/eml html/mht rtf dx!
Htmil/Mht

Create Html/Mht file @ Create HTML files Preserve MHT files

Create MHT files

Automatically Queue documents for generating MHT and/or RTF based on the selection above

If Extract Native is selected, the native files will be present in the Native folder in the
Project Location and all workflows will be normal.

If TOA is selected, then after post-processing, the files will be deleted from the Native
folder. However, the full text files will still load in the Document Viewer and may be
exported and searched successfully. Also, the Image Conversion Options (described
below) will not be visible. See Section Error! Reference source not found. above for more
information on creating TOA cases.

For information on how to Install Task Synchronizer, refer to the Page no 12, Section no.
3.1 from the Installation/Upgrade Guide

© Venio Systems, Inc. 11.5.0.0 Page | 45



& Venio

For TOA Projects

Select TOA from the Native file options:

* Discovery Exception Handling - Specify how to handle the processing for failed files. If you
selected to repair the file, when any file fails to process, an email notification will be sent to
repair the file by replacing the file or providing a valid password.

Discovery Exception Handling

@ Notify me and allow file repair

Do not notify me, complete the project and report

* HTML Conversion Settings - HTML Conversion setting is divided into Hidden objects and
spreadsheet. By default, Show hidden rows/column/sheet and Show hidden text and Show
spreadsheet grid lines should be checked.

HTML Conversion Setting

Hidden Objects Spreadsheet
# show hidden rows/column/sheet U4 Show spreadsheet grid lines
Show hidden text

Show track changes

* Search Terms — Enter search term(s) on a separate line. Documents will be auto tagged
with the search terms, and the terms will be listed in the tag list.

Search Terms

Please list the search terms below, each terms in separate line. The searched document will be
tagged with the respective tag.

* Password — Enter passwords to decrypt any password protected files being uploaded
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Passwords

Please list passwords below, list each password on a separate line.

N

* Entity Extraction Option - Select this option if you want to auto- queued the files for the
entity extraction process.

Entity Extraction Option

Auto queue ingested files for entity extraction

Advance Settings

Some of the very essential settings such as default System Tag settings, Media Settings,
Redaction Setting, Export Settings and other Settings (Web printer settings, Create custom
fields, Create folder, Term Highlighting etc.) can be configured through Advanced Settings

while creating a case.

Advance Settings

Tag settings Redaction Settings
4 Auto populate default system tags L] ze Default Syste 4 create default redaction sets
Highlight [ ], Redaction | [l | and whiteout | | redaction sets will be created in
Hide Media Settings Export Settings
Hide newly ingested media for non-admin groups @ Show warning in export if files with ingestion error were not reprocessed
Note: Site-Admin and Project-Admin will be able to view all media(s)

Other Settings
© setWwe te © Cre t © Create Empt Qe

* Tag Settings — You can generate the default system tags by selecting Auto populate default
system tags checkbox.
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Tag Management x
Tags @ Tag Propagation Options
Tag Name | Duplicate Tagging Option

() Propagate tags to all duplicates in whole case
~ System Tags :
() Propagate tags to all duplicates in selected scope
Confidential @® Do not propagate tags to duplicates
Non-Responsive

Near Duplicate Tagging Option

Privileged
| Propagate tags to near duplicate group in whole case
Responsive 2 =
() Propagate tags to near duplicate in selected scope
Tracking-Review @ Do not propagate tags to near duplicate groups
User Tags

P/C Set Tagging Option

[ | propagate tags to parent/child in whole case

Email Thread Tagging Option

| | pPropagate tags to all mails of email thread in whole case

Tag Settings

Auto populate default system tags © Customize Default System Tags

Hide Media Settings

| | Hide newly ingested media for non-admin groups @

Note: Site-Admin and Project-Admin will be able to view all media(s)
* Customize Default System Tags - Click on Customize Default System Tags option to apply

. -
exclusive rule. Enter the Tag Name and click ( ) button to add a tag group.
You can add both exclusive/inclusive tag rules as shown as below. You may check the Apply
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Exclusive Rule checkbox to make the tag mutually exclusive. Click Add. The newly created
tag group appears in the Tags list.

Add Tag Group Tag Propagation Options

Group Name ' Testl |

Apply Exclusive Rule @
(Tags in this group are mutually exclusive)

To Add tag under the group, Edit Delete the tag group, you can mouse hover the tag name.

Tag Management
Tags @ Tag Propagation Options

¢« Name Duplicate Tagging Option
Propagate tags to all duplicates in whole case
~ System Tags Propagate tags to all duplicates in selected scope

ResEGRae (® Do not propagate tags to duplicates

Non-Responsive
Near Duplicate Tagging Option
Privil
Privileged Propagate tags to near duplicate group in whole case
Confidential Propagate tags to near duplicate in selected scope

@ Do not propagate tags to near duplicate groups
User Tags

Tracking-Review X -
P/C set Tagging Option

TestexclusiveTag Propagate tags to parent/child in whole case

Email Thread Tagging Option

Propagate tags to all mails of email thread in whole case

m o

You may also apply the tag propagation rule as required. Similarly, you may also choose to
apply the Tag Propagation Options using the radio buttons and checkboxes. Click the Save
button to save your settings.

* Hide Media Settings — By checking this option, the newly ingested media gets hidden for all
the non-admin groups. Access to this media can be provided to non-admin groups from
Venio Web. All the media listing modules show only those media which are restricted to a
particular set of users. Restricted media-related information is displayed in Project Details,
figures, and charts.
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Advance Settings
Tag Settings
| Auto populate default system tags (+)

Hide Media Settings

Hide newly ingested media for non-admin groups @

Admin and Project-Admin will be able to view all media(s)

These VenioOne Modules list only Restricted Media:
* Export

* Dashboard

*  Move Media /Documents

* Tiff QC Wizard

* SpamTag

* Manual Indexing

* View Duplicate->Project Scope

* View Similar Documents

When Document Restriction mode is on, all sources such as Tags, Folders, Saved Searches are
controlled (or disabled), i.e., these sources are under the restricted media scope and counts
shown are in accordance with the restricted scope. For example, export by tag source does not
export documents outside the restricted scope even if those meet the tag source criteria.

* Redaction Settings - Select Create default redaction sets option to create default redaction
sets in the project. This includes Highlight, Black, and Whiteout Redaction.

Redaction Settings

| Create default redaction sets

Highlight | |, Redaction [ [} ] and Whiteout | | redaction sets will be created in this project

* Export Settings - Set to show warning while performing export if there are files with
ingestion error which were not reprocessed.

Export Settings

Show warning in export if files with ingestion error were not reprocessed

Other Settings
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Web Printer Settings — Using these settings, you can set the maximum number of
documents that can be printed and the maximum number of pages per document that can
be printed. Enter the number and click Ok to save the printer setting.

Web Print Settings

Maximum No. Of Documents To Be Printed: 25

Maximum No. Of Pages Of a Document To Be Printed: 25

* Create Custom Field: You can choose to create a Custom Field by clicking on “Create

Custom Field”. The create custom field window then appears where you can create fields.
The created field should be applicable for create/edit cases as well as create/edit case

templates.
If a case is created using the template all the fields should also be created correctly in the

newly created case.

Create Custom Field X
Field Mame * Type * m ) —_—
Test_custom _field DateTine v
Description Description Allow Empty Value Yes @ No
“
Coding
Endble Coding @ ves No
Coding Values Coding value Allow Multiple Values ves @ Mo
i
Field Name Display Name Description Action
Priv_Type Priv_Type System Field Z @
Priv_Title Priv_Title System Field Ty &

* Create Empty Folders - You can choose to create an empty folder by clicking on the Create
Empty Folder option. The create folder dialogue appears where you can create a folder in a
different folder hierarchy or delete the created folders.
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Foldering -
Name Test_folder
Parent Folder Folders
-
Name :
Folders
Foldering -
Name Test_folder
Parent Folder Folders
Folders

* Term Highlight Management - While creating a case, you can establish highlights for
specific privilege terms that will make it easier to see the terms while you are reviewing
your documents. You may use different colors for each individual term. Expand Advance

Settings and click on ( + )to navigate to Term Highlighting dialogue.

Advance Settings

Tag Settings

Auto popuiate default system tags (+}
Hide Media Settings

Hide newly ingested media for non-admin groups @

Note: Site-Admin and Project-Admin will be able to view all media(s

Enable Privilege Term Highlight

Redoction Settings
Create defoult redaction sets
Highlight | |, Redaction | [Jl}] and whiteout | | redaction sets will be created in this proje
Export Settings

Show warning in export if files with ingestion error were not reprocessed
Other Settings
o ! o t t © (]

1. Click on Enable Privilege Term Highlight checkbox to enable the settings for privilege

term highlighting.
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Term Highlighting Management X

Highlight Setting

1
I Enable Privilege Term Hignhgh[l

Enable Search Term Highlight

Privilege Term Setting

4
Privilege Term I Company ID

Privilege Term From File = choose file

Browse
befautcolor 3 El T
Privileged Term @ Color @
Phone #FFFFOO ]

m Sl

1. Enter Privilege Term individually, select the term color and add term. Similarly, you
may also load a text file with all the terms.

2. Click on Browse, select load file and click Load to load the privilege term.
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Term Highlighting Management X

Highlight Setting
Enable Privilege Term Highlight

Enable Search Term Highlight

Privilege Term Setting

Privilege Term Add now torm

Privilege Term From Fie | highlightTel Browse | Remove

Default Color - @

Privileged Term @ Color @

No data

Note: Create a text file with each term on a separate line and use the load function to upload the term
list. Then select the colour and click Load.

3. Select the color for each term and click Add.

Or

4. By default, the highlight color is yellow. Use the drop-down list to choose the color
you want.

5. You can also apply the same Default Color to all the privilege terms by clicking Apply
Default Color to All. Once the terms are loaded, they will appear in the list.
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Term Highlighting Management

Highlight Setting

%4 Enable Privilege Term Highlight

Enable Search Term Highlight

Privilege Term Setting

Privilege Term Add new t FFO000

"
o

e

-
"
‘.

Privilege Term From File = choose file Browst

Default Color -' & SeEn
LN Bon B B R
T, aseEeEEn
TIvi i
ases

Chat

Message

Phone

6. You can make changes to each term color by clicking in the Color column.
7. Click Save when you have all your terms and colors established. You can also use the
Delete button to Delete Privilege Term tab to make changes to the terms.

Note: Privilege term can be configured from the Admin Section for the case as well. You may navigate to:
Administration >> Case Admin >> Highlight >> Manage select project and edit the privilege term to be
highlighted as necessary.

8. Once the case is created enabling the term highlight and data is processed, In search
and review page review can use highlight tool to see the privilege term.

* Enable Search Term Highlight - Enabling Search Term highlight will highlight the term
search in the Search and Review page. This setting is the default and can be disabled as
required.
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Term Highlighting Management X

Highlight Setting
Enable Privilege Term Highlight

B4 Enable Search Term Highlight

Privilege Term Setting

Privilege Term ‘ Email

Privilege Term From File | Choose file Browse

Default Color HEEFFO0 @ ‘

Privileged Term @ Color @

u s

Enabling this setting highlights the term searched in search and review page.

* |DP Group Mappings:
1. Enable SAML-IDP Server Based Authentication and Use IDP groups to control
VenioOne project level access in SAML-IDP Server Settings from Console
2. Directory Services - Group Mappings should be available below image settings in
"Case creation" page and group mappings should be same as in Console

Venio - ? 9 Ashiya.Acharya@Nepasoft.Com «

MORE OPTIONS
* FileFilters v
¢ Image settings v

* Directory Services - Group Mappings

SAML-IDP Group Mapping

Venio Group IDP Group
Site Admin Group oktaRoleUser -
Project Admin Group OktaGrpProjectAdmin -
User Group OktaGrpUser v
Viewer Group OktaGrpViewer -
OnDemand Group OktaGrpoOndemand -
External User Group OktaGrpExternalUser -
At Vilncdas Roniin Alrar AR A Al Inlandnr -

* Processing v

* General v
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3. Disable "Use IDP groups to control VenioOne project level access from Console
4. "Directory Services - Group Mappings" should not be available in "Case creation"

page

‘% Amazon WorkSpaces

Amazon WorkSpaces View Settings Support

|
=}

Manage Login Settings

L2949

X
s - P
B0 E
Users  Project  Venio A M R e e Aol SAML-IAP Server Settings
User Group  Ley
] Enable SAML-IdP Server Based Authentication foad crocpe
]| B okaT: 00wreN4XEy2cDF Y6B66LZv_ICOf8phw6CaukiRfeds
IcP Metadata Fie: T It . it
) = Group Type : OKTA_GROUP -
| Quicktinks S50 URL Provided by IdP: ta. _nsokta_1fexk22r juCy
- ) Select file having group names (one group name per line]
| Quick Actions 1P Issuer: kta. com/exk2: 57 ing group (one group name per line) -
A I T ttps://dev-420656.0kta.com File Location : |Browse fle.. [ [ ———
(Tagged):
| AutoRefresh Load groups from User Profile ‘ & ot
— | Load groups from OKTA | | (Untagged):
| Auto refresh every 5 —
[ Use IdP groups to control VenioOne admin level access ] s IdP groups to control VenioOne project level access
Custodian Dupiicates:
Project Duplicates:
Update project user group mappings for all existing project
] Use IdP groups to control VenioOne application access 7] Use 1dP groups to control Active VenioOne users
ble
User Name: super | Veni ———— ———
Velﬁom - ? 9 Ashiya.Acharya@Nepasoft Com ~
CASE DETAILS
Case Name * Case TEI“}J\U[G
Type Case Name | Lase setting - | 9
Client Matter Number Time Zone Search DupHCGle Op[iﬂh
Type Client Matter Numbe [utc] uTc(Etc/oMT) v show all hits in the selected scope (No DeDupe) o

MORE OPTIONS
= File Filters v
* Image settings v
* Processing v
* General v

5. Goto Admin Settings and in Case Admin Section, click on Manage under Case
dropdown and click Edit.

6. Click on "Directory Services-Group Mapping" Edit the Group Mapping and click on
"Update Case"

7. Edited AD Group mapping should be updated and saved successfully
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Workflow Rule
E System Log
Email Alert Setup
e Login Setting

Case Admin

M cose

« Create

« Manage

« Storage Report
User Group
Review Set
Redaction Set

Field

Administration > Case Admin > Manage

Manage Case

1l IDP MAppings

Custodian Count
0

ﬁ Created on:

W field 1

0

ﬁ Created on:

| Custodian Count

1/24/2022 9:4218 PM

1/18/2022 12:53:55 PM

Document Count:

Document Count:

Media Count:

Media Count:

@)

Document Size: 0B

Client Name: Sudharshan

&* CreatedBy: ashiya.acharya@nepasoftcom

Client Name: Sudharshan

Document Size: 0B

&+ CreatedBy: Sudharshan

8. Select the same IDP Group for two Venio Group's. And click Update Case.

9. "This IDP Group has been already mapped. Cannot map IDP group to IDP Mappings-

(Venio Group name) should be displayed

Workflow Rule
System Log
Email Alert Setup
Login Setting

Case Admin

i Case
« Create
« Manage

« Storage Report

" User Group

Review Set

Redaction Set

Field

* Image settings

* Directory Services - Group Mappings

SAML-IDP Group Mapping

Venio Group

IDP MApping

IDP MAppings-
IDP MAppings-

IDP MAppings-

IDP MAppIr

IDP MAppings-

IDP MAppings-|

* Processing

* General

s-Site Admin Group

Project Admin Group
User Group

Viewer Group
Demand Group
External User Group

Data Uploader Group

IDP Group

OktaGrpProjectAdmin
OktaGrpUser
OktaGrpViewer
OktaGrpOndemand

OktaGrpExternalUser

OktaGrpDataUploader

This IDP group has aiready been ®

mapped. Cannot map IDP group to
IDP MAppings-Site Admin Group.

After you click the Create Case button, you will be taken to the screen where you can upload

files.

* Image conversion options — Auto-generate images for ingested files will be disabled for

TOA

© Venio Systems, Inc.
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Image Conversion Options
Auto generate images for ingested files Default color conversion option

Notify me after image generation is compiete :
Y geg plete @ Black and White v

* Sending to Production — For TOA Project, the Sending to Production option is grayed our
or disabled in the Analyze page

7?1 i ?5"* > ) @)
u Type search term here. include Family m Document Count €3 | BT BT | @) ¥+ H[P f

* Full Text Viewer: For TOA project, only full text viewer will be available and other tabs
are grayed out or disabled in the Review Page. Also, the user will not be able to send
document to analyze and to production pages from Review page in TOA project.

u Tyehsechenetm herd Include Family n Document Count:35 Document: « < 2 > » < | | #|
Tags [FilelD: 5] x 8 0 X Table x o X Text x 8 0 X
Search Tag B¢M @ cxtacted caqQma

B system Tags k E Account_Num
Responsive

130

o O

<]
QERD

L3

Non-Responsive

Potentially Non-Responsive [Account_Num]

O [violations _w_descriptions]
o
o aad Account_Num
o = ;
Metadata [FilelD:5] x» 5 O x O & -
string
o 1selected out of 35 documents 1 o |l - gl Count

* Image options in Menu — All the options related to images are disabled in the menu
options.
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Search Query Help

[DefaultReviewLayout] - Load Layout
Create/Edit Layout
Save Search

Save as Dynamic Folder

Send to Folder

> » [ \i\ 70

Show Advanced Options - For TOA projects, the Show Advanced Options buttons will be

disabled in the Production page. There will also be change in Folder Path and File Name
Options label option name.

Create Reproduce Status

Production Name

Source
Select Tags Select Tags to Produce
Combining Operator @ OR () AND

w Control Number Structure

- Folder Path and File Name Options

Export native with original folder structure and file name

Production Format

Generate Cross Reference Files

Venio Systems, Inc.

Generate sequential number

Native cross-reference file

11.5.0.0
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* Active Directory Group Mapping - In Active Directory Settings, when the checkbox of
“Use AD groups to control VenioOne project level access” is checked, the active
directories are displayed in the table below as shown below:

“ Amazon WorkSpaces -

Amazon WorkSpaces View Settings Support

\ETY R

B0 @

Users  Project  Venio Admin

Process Admini

User Group  Level B
V] Enable active directory authentication

| Common Tasks Domain Server Name: | ADDC-1
| quick tinks Organisational Unit: | QA
‘ Quick Actions Dormiai Name: veniosystems.net

& Refresh Domain User Name: | Venio.admin

£ UnlockMeda Domain Password: | FREEEERsemsmes s

Load active directory groups | | Clear |

| Auto Refresh

Autorefreshevery 5 - mind

User Name: Super | Venio Adn

Manage Login Settings
Manage Login Settings
Actve Drectry Setins TSRS

] Use AD groups to control VenioOne admin level access

[] Use AD groups to control VenioOne application access

V| Use AD gr to control VenioOne project level access
& ot _ lodian Duplicates:

Venio User Groups Active directory group

External User Group Tester
Data Uploader Group

Reviewer Group

FBI Admin Group

FBI Reviewer Group

test role1 Group

R ENRIE]
| « T

7] Use AD groups to control Active VenioOne users

Venio User Active directory group

Venio User Venio OnDemand User »

The default values of Active Directory Group Mappings are displayed in Case Creation page in

More Options.
VeniolS[if

CASE DETAILS

Case Name *

Case_test

Case Template

| ' oetauttprojectTempiate

- ? 9_ -

- @

Client Matter Number Time Zone Search buplicate Option

ype Ciient Matter Number JuTe] uTc(ete/emT) v Showonlyor ected scope (DynamicbeDupe™) -
MORE OPTIONS

« File Filters

« Image settings
« Processing

+ General

Once you have made all the selections in More Options, click on the Create Case button.

Note:

When selecting a location of the new project from the New Project Location field. The available

options are Remote Repository and Local.
1. Enter the location where you wish to store the replicated project in the field.

2. Click Next.
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Venio creates a folder under this directory named after the case name

\\server\sharedfolder\<CaseName>

Within that casename folder, Venio will create a folder structure as seen below

Name Uate moaniea l_,pt ] Fd
CrashDocs File folder
DxIFiles File folder
FullTextFiles File folder
HiddenFullTextFiles File folder
HTML File folder
Import 8/4/2022 1:39 PM File folder
ImportTemp 8/4/2022 2:52 PM File folder
MHT File folder
MissingEmailFulltextFiles File folder
NativeFiles File folder
Production File folder
ResponsivePst File folder
TIFF File folder
UserlDFiles File folder
VeniolndexLoc File folder
ViewlnfoFiles File folder

3.5 Opening a Case

As soon as you login to VOD, available cases will be displayed in the Case Launchpad. There are
tabs at the top to access either Cases or Review Sets.

NOTE: Those with limited Reviewer rights will only see the Review Set batches assigned to
them.

Click the desired Case Name to open a case to the Review Dashboard or use the Search bar to
search for a case by name. Return to the Case Launchpad at any time by clicking the logo in the
upper left corner of the VOD screen.
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Buttons in the upper right corner of each case listing may be used to:

HER@ :

Analyze
* Review/Search - Produce/Export

The case list can be sorted in 4 ways.

*  Recent Project First will list the projects created most recently first.

*  Older Project First will list older projects first.
*  Project Name Asc will list the projects in alphabetical ascending
order.

15 Recent Project First
13 Older Project First

T: Project Name Asc
Iaproject Name pesc © Project Name Desc will list the projects in alphabetical descending

order.

4 User Group Association

Users can be assigned to one or more projects, and VenioOne allows users to be assigned to

different groups for flexible workflows. The User Group Wizard manages creating and editing
user group permissions and information. Create User groups by launching the User Group on
the Administration tab.
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i Case

s User Group

« Create

» Manage

NOTE: For creating a new user group, atleast one project must be present in the order.

4.1 Creating a New User Group

To manage access to data and areas of the VenioOne interface most efficiently, create custom
user groups with custom rights.

To filter the user group, select the case at the top-right corner of the page. This lists only the
user group associated with the case.

1. Navigate to Administration > Case Admin > User Group > Create.
2. Select a case from the top right corner.

Administration > Case Admin > UserGroup > Create

Create User Group

Assign Rights

Analyze

4

3. Enter Group Name.
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Create User Group

Name * = Add Users

nter Group name

Select All Users
nsdemo03
reviewer

eula

bipin

Bipin

4. You can also clone the user association group from another group association.
5. Select from the clone list as shown below.

6. To add all users or one user, select the checkbox for Select All Users or the
corresponding checkbox of the user. If you want to flag the group as Is Internal
Project Group, select the check box as shown below. This will create an internal
project group.

7. To assign rights to the user group, select permission to each feature in different
category.

|s Deactivated

Is Internal Project UserGroup

8. Once done, click Clone at the end of the page. You can also click Reset Form to reset
the changes and fill in the details.

© Venio Systems, Inc. 11.5.0.0 Page | 65



OnDemand Admin Guide

® Venio

Analyze

Custom

4.2 Managing a User Group

This page displays all the user groups (inbuilt and custom). You can edit, delete, and clone the
user groups from this page.

Navigate to Administration > Case Admin > User Group > Manage.

Click on the (#) icon to make any changes for the existing user groups.

Make the desired changes and click .

The changes are updated.

You may also click to reset the changes and refill the details.

If you want to flag the group as deactivated, select the check box as shown below. This will
create a group but will be hidden in any other modules.

Administration * Case Admin * User Group » Edit

Update User Group

Narme * N . ! + Add Users
MyCase _mohana-Project Admin Group

[ Is beactivated

Is Internal Project UserGroup

You can update the user associated with the user group, permission, and clone permission
from another user group from this page.

4.3 Deleting a User Group
Click (®) to delete the user group.
Venio Systems, Inc.
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NOTE: You can edit the permission for the built user group as required. However Inbuilt user
groups cannot be deleted.

4.4  Cloning a User Group

Click [*J to clone the user group. When the clone is successful the word “Clone” is appended to
the user group name.

5 Uploading and Processing Data

Data can be uploaded immediately after you create a case, or you can click the Upload button
anytime files need to be uploaded.

5.1 Data Types Supported

* Data can either be Unstructured raw data in a variety of different formats or Structured,
such as third-party production. VenioOne supports virtually all of the structured data
export formats used by common eDiscovery platforms.

* Datacan also be a Transcript file (.pcf or.ptf format). However, the Transcript option is
only displayed when permission is given to the user to upload transcripts.

* Data can also be an export from the following Social Media platforms: Facebook,
Twitter, Cellebrite, Slack, and Bloomberg. Social media content can either be individual
files or container files.

NOTE: If the Social Media option is not available, please contact your VenioOne
Administrator. After enabling the Fallback engine (Ingestion_Engine_Type = “Fallback” in
the control setting table), then the option to upload social media should appear.

© Venio Systems, Inc. 11.5.0.0 Page | 67



OnDemand Admin Guide

& Venio

Masie selact o saurce daota type

e ? -
AN Ban

Urstrustuesd Rrucesrod

* -
lw

5.2  Uploading Data from the Local Computer
9. Click the Upload button.

L
& Smith v. Jones A a4
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¥ Clianibame - Wenic Syrhems
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Select one of four broad data type options: Unstructured, Structured, Transcript, or one of the
Social Media icons.

Plagie 261001 0 SOUICH data type

* -
= ‘
lw

The source selection screen displays.
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Either click the folder and select the file location on the Local Computer
OR
Click the Repository button (upper right corner) and follow the instructions below.

€ Local Computer

DRAG AND DROP FILES HERE TO UPLOAD
A\ only container files are supported. (2)
O selected source type: Unstructured
£
Upload Status - Completed 3 out of 3 file(s) Processing Status - Completed 3 out of 3 media(s)
. 3 _______________________________] .3 ______________________________J

Upload progress detais... Process progress details..

NOTE: Unless you are using Internet Explorer with an add-on installed (see ActiveX Uploader
section below), VOD only allows certain container file types for upload. Click the

A s e s et @ o to view the file types supported.

Supported File Type List

Flle Type Cxtansion
72 fechive Tie :
2r e 30
KA | b o
" wr
Lot DAose 52
Mcrosolt Cotermt e t
L2k Corrpress
et o (s
NGO
row| @ 132 <
LS Otce Bindor -~
IITOOK Lepres e
MCE Archave )
(¥ S oft O W< tie
(13 - - ¥
MacrosTRt ( S v =
(¥  C S0 M T
Lon s DOROT e
. TpeE 3
¥ ogo > '

To Upload Data from a File Repository:

1. Select a Repository and click the Load button to display the Repository Hierarchy.
2. Hover over a folder in the Repository Hierarchy section and click the Expand All button.
3. Click to select the folders.
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4. Click the Add button to list the files to be processed.
5. Click the Process button.

€ Repository

[ « type - Unstructured

Repository " Repository Hierarchy

6. The selected file details will be listed as shown below. Provide the Custodian Name for each
file.
Note: The filename is used as the default custodian and media name.
7. If needed, remove files from the list by clicking on the Delete button ().
8. Click the Upload & Process button to upload the files and queue for processing.

Féa home Cuwizdor home e She Duizin

B - -

(==

The Upload and Process Status will display.

9. Track the Upload and Processing status.

User will receive an email on start and completion of processing.

IMPORTANT: For Structured Data that is being imported into VOD, you will receive an email
and inapp notification indicating that the file is uploaded and ready to be processed. You must
click the link to start processing the data. See Section 0 below for details.

5.3  Uploading Data from a Data Repository

If a data repository has been associated with the client, it will be available to select from within
the Upload process.

Click the Upload button.
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Select one of four broad data type options: Unstructured, Structured, Transcript, or one of the
Social Media icons.

The source selection screen displays.

Click the Repository button in the upper right corner.

The repository selection screen displays.

€ Repository

@ selected source type - Unstructured

Repository s} Repository Hierarchy

(2]
Q searc

File/Folder Name

Select All
| Project Location
Export Location

| Projectlocation adde...

No data available to display file/folder(s) hierarchy.

Select a Repository(ies) from the list, and then click the Load button (bottom left).

A list of folders and/or files within the repository will be displayed in the Repository Hierarchy section.
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@ selected source type - Unstructured

e
Repository Far) Repository Hierarchy
Q search File/Folder Name Repositc me
B select All Q & .S)
Project Location - samples Projectlocation added from VOl
Export Location aws
® Projectlocation adde.. case_repositery _ingestion_fjn
CreateindexDerno
CreateindexTest Check
Deepspeeach]
DemoWalkthrough
&3 e
1
NOTE: When you hover over the root folder, three buttons will display:
o Add - Adds the files for processing
o Expand @ - Expands the folder hierarchy
o Collapse @ - Collapses the folder hierarchy
If the files are already expanded, then there will only be 2 buttons displayed — Add and
Collapse.

Either click the Add + button next to a folder OR
Place a check mark next to the items to be uploaded and click the Add button (bottom right).

The items to be uploaded will be listed with a space for the Custodian Name to be entered.

facebook-balmukun-few

msg thread 3
- | multimedia
» % [ multimedia

transcript sample
twitter-test-account

VODClient

Either select a Custodian Name from the drop-down list or enter a name.
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Note: If no custodian name is provided, the file/folder name will be used as default
custodian name. When multiple file/folder(s) are assigned to a single custodian, selecting
the custodian name will be mandatory.

Flle/Foider Hame Custodian Narme Delete

NOTE: If needed, remove files from the list by clicking the Delete button.

Click the Process button to upload the files and queue for processing.
The Upload and Process Status will display as shown below.

Track the Upload and Processing status.

User will receive an email on start and completion of processing.

IMPORTANT: For Structured Data that is being imported into VOD, you will receive an email
and in-app notification indicating that the file is uploaded and ready to be processed. You must
click the link to start processing the data. See Section 5.5 below for details.

5.4  Processing Social Media, Chat, and Mobile Data

VenioOne will process the data from a variety of social media and team chat platforms, as well
as Cellebrite mobile data. The majority of the data is processed into.eml files, so it can be
viewed using Venio’s Social Network Diagram and other Email Analytics tools.

Specifics on what export formats are needed and how the data will be presented for each
different type of data is detailed in the subsections below.

NOTE: Some of these settings are available only when the ingestion engine is set to the
FALLBACK Ingestion engine, so check with your VenioOne administrator, if you do not see
them.
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54.1 Viewing Social Media, Chat, and Mobile Data

The individual.eml files generated by VenioOne can not only be loaded into VenioOne, but also
opened with Outlook, Outlook Express, Thunderbird, etc. You could also open the.eml files
with a text viewer, but it is not very readable due to the coding that is displayed.

There are other tools that convert XML to PST, but it’s really horrible e.g., each email file may
have hundreds or thousands of recipients if sent to the whole company. We parse the data
such that different chats are placed into folders containing the.eml files by date.

The files ingested include any emojis, GIFs, videos, and other attached files and links. Some of
the social media and chat data can be filtered by person and date as well. All of these can be
searched and reviewed using VenioOne’s full suite of review tools.

5.4.2 Cellebrite Data

You should have an image from a mobile device created in Cellebrite, which the person doing
the collection has licensed. Cellebrite allows you to export in XML. Venio uses the Cellebrite
XML output to parse the data into a format that is then loaded into VenioOne for search and
review. It will even display the communications data in our Social Network Diagram (spider
web view of communications).

Caveat: Garbage In. Garbage Out. We can only use the data that Cellebrite has created in their
image.

5.4.2.1 Processing Cellebrite Data

The processing of Cellebrite data creates one folder per item type. The contents of each folder
are:

* SMS, MMS, Chat will be ingested as.EML files
* Contacts will be ingested as.VCF files
* Calendar will be ingested as ICS files

The rest will be ingested as CSV files as follows:

* Calls - One CSV file listing the type, start time, duration, and who started the call
* Location —Single CSV file listing the date, time, and coordinates

* Installed Apps - Single CSV file listing the app name, version, and description

* Password - One CSV file listing the account, data, and label

The time for processing depends on the size of the Cellebrite data and your environment but is
generally 1.5-2 GB/hr. on average.

5.4.2.2 Viewing Cellebrite Data
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After the Cellebrite data is ingested into VenioOne, you may use any of the usual functions for
processing data. For example, our Email Analytics tools will show the breakdown of
communication and connections within the text messages from the Cellebrite data.

5.4.3 Slack Data

To use Venio’s Slack ingestion, the Slack admin must download the data from Slack, which is in
JSON format. VenioOne processes the data and creates.eml files that are then loaded into
VenioOne for search and review.

5.43.1 Processing Slack Data

VenioOne creates one.eml file per day that includes all of the Slack Channels. Each channel
gets a separate folder. Any embedded images in the Slack discussion are included in the.eml
files. Any attachments are downloaded as well. If there are private chats, those are included
as.eml files in folders for each chat.

There are other tools out there that convert XML to PST, but it’s really horrible e.g., each email
file may have hundreds or thousands of recipients if sent to the whole company. We parse the
data such that different chats are placed into a folder containing the.eml files by date.

5.4.4 Bloomberg Data

Bloomberg has a communication platform that is similar to Slack, which includes chat, email,
etc. An XML export can be done within the Bloomberg environment that VenioOne processes
to extract the data in a useable format for discovery.

There are other tools out there that convert XML to PST, but it’s really horrible e.g., each email
file may have hundreds or thousands of recipients if sent to the whole company. We parse the
data such that different chats are placed into a folder containing the.eml files by date.

5.4.5 Facebook Messenger Data

VenioOne processes the JSON export from Facebook Messenger into.eml files that are
presented in VenioOne for search and review using all of our available tools.

5.4.5.1 Exporting from Facebook

The steps below will walk you through the process of exporting the Facebook Messenger JSON
data from Facebook. These steps may change from time-to-time, but this should at least get
you started.

Login to the Facebook account.

Go to Settings and Privacy > Settings > Your Facebook information.

Click download your information.

On the Request copy tab, select the Date Range, Format and Media Quality.
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NOTE: The format selected should be JSON.

In the Your Information section, select the Messages checkbox only.

Click the Create File button.

The download request will be sent to Facebook.

Check the Available copies tab.

After Facebook sends the Your Facebook information file is ready to download notification,
then click the notification and click Download button.

The download archive is what you will upload to VenioOne.

5.4.5.2 Processing FB data

Email(.eml) messages are generated in VenioOne based on the file splits selected in the Social

Media Settings used in the Ingestion Settings step of the Project Setup Wizard in the Desktop
Console. For example, in the screenshot below, each 500 messages generate 1.eml file.
Whereas, if the entire conversation option is selected, there will only be a single.eml file
generated.

Social Media Setting

Split Option

Entire conversation
Note: Entire conversation will be used 1o generate single el flle,

Indwidual message
Note: Emi files will be generated for ndividual messages.

4 Number of messages  300|
Note: Emi files will be generated based on specfiad number of messages,

Duraton of conversaton 5§ Days Months Years
Note: Emi fies wil be generated based on conversation duration (in days or months or years),

Gap of conversation 5 ! Days Months Years
Note: Emi fies wil be generated based on conversation gap (in days or monthe or years),

The back end uses the folder structure provided by Facebook, i.e. the archive file which is
downloaded and ingested in VenioOne.

NOTE: These settings are available only when the ingestion engine is set to the FALLBACK
Ingestion engine, so check with your VenioOne administrator, if you do not see them.

5.4.6 Twitter Data

5.4.6.1 Exporting from Twitter

Go to: https://help.twitter.com/en/managing-your-account/how-to-download-your-

twitterarchive and follow the steps there. It generally takes about one day from the request time
to get the file. The file will include messages, tweets, and retweets. You will then upload the zip

file you receive into VenioOne.

5.4.6.2 Processing Twitter data
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Email(.eml) messages are generated in VenioOne based on the file splits selected in the Social
Media Settings used in the Ingestion Settings step of the Project Setup Wizard in the Desktop
Console. For example, in the screenshot below, each 500 messages generate 1.eml file.
Whereas, if the entire conversation option is selected, there will only be a single.eml file
generated.

Social Media Setting

Split Option

Entire conversation
Note: Entire conversation wil be used 1o generate single el fle,

Indwidusl message
Note: Emi files will be generated for ndividual messages.

4 Number of messages  300|
Note: Emi files will be generated based on specfied number of messages,

Duraton of conversaton 5 Days Months Years
Note: Emi fies wil be generated based on conversation duration {in days or months or years),

Gap of conversation 5 ! Days Months Years
Note: Emi fies il be generated based on conversation gap (in days or monthe or years),

The back end uses the folder structure provided by Twitter i.e., the archive file which is
downloaded and ingested in VenioOne.

NOTE: These settings are available only when the ingestion engine is set to the FALLBACK
Ingestion engine, so check with your VenioOne administrator, if you do not see them.

5.4.7 Microsoft Teams Data

For a successful login into the MS Team chat, preconfigure a few basic settings:

* For configuring Hosted URL: Hosted URL must have “https” otherwise the user cannot
see the login screen through which the user can upload MS Team Chat data.

Update the WEB_BASE_URL and VOD_API_URL in the control setting table with https.

Update tbl_pj_controlsetting set value="https://hostedwebUrl" where
[key]="WEB_BASE_URL’

Update tbl_pj_controlsetting set value="https://hostedAPIUrl" where
[key]="WEB_VOD_API_URL’

* Create a new application in Microsoft Azure and proceed with generating the
application Id or client Id. This id needs to be updated in the oauth client id in the
control settings. For the process to update URL refer to the admin user change guide.

For generating new OAUTH ID you must do the following configuration:
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Go to https://portal.azure.com/
Login with Microsoft account (admin account)
Expand portal menu (Top left)

H>whm

Select Azure Active Directory

| A Home - Microsoft Azure X | +

& - C {Y @ portalazure.com/#home

= l Search rescurces, services, and docs (G+/)

!
=1~ Create a resource

A Home ' to Azure!

&l Dashboard ubscription? Check out the following options.
= All services

% FAVORITES

- a

::E All resources \
(%) Resource groups \ i -
& App Services ' n 1,

“¥> Function App

@ soiiiis /.;.-;> Azure Active Directory *
SQL databases /

€ Azure Cosmos DB e A
o View
N virtual machines acce
ire A
Load balancers
@ Free training from Microsoft .
i Storage:accounts Secure your application by using OpeniD Conn...
: 6 units + 50 min
4> Virtual networks
® Azure Active Directory Useful links
. - ¢ )!
@ Monitor Overview [2
Get started &
& Advisor Documentation [
Pricing @ 8s

0 Security Center
https://portal.azure.com/2blade/Microsoft AAD_IAM/ActiveDirectoryMenuBlade
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7. From the Manage option in portal menu, select App registration.

Note: A user must have an account in MS Team to access MS Team chat.
A @ Switchtenant |8 Delete tenant -t

-

© overview

¥ Getting started
o Azure Active Directory can help you enak

Preview features

X Diagnose and solve problems

nepveni23
Manage

I/O Search your tenant
& Users
& Groups } Tenant information
8 External Identities

Your role

& Roles and administrators Global administrator More info
& Administrative units License

- Azure AD Premium P2
#§ Enterprise applications

Tenant ID
CH Devices e232682d-2250-4102-bbae-47d... [I)
&% App registrations Primary domain

o : nepven123.onmicrosoft.com
(&) |dentity Governance P

8. Click New Registration. Enter the name of the application.
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Home > nepven123

_ Microsoft Azure R Search resources, services, and docs (G+/)

g= nepven123 | App registrations =

Azure Active Directory

© overview
¥ Getting started
B8 Ppreview features

X Diagnose and solve problems

Manage
& Users
& Groups
85 External Identities

., Reles and administrators

Be

& Administrative units
#§ Enterprise applications
W Devices

&5 App registrations

(&) |dentity Governance

<« -+ New registration @& endpoints &2 T

o Try out the new App registrations search pre

o Starting June 30th, 2020 we will no longer a
support and security updates but we will no
Graph. Learn more

All applications Owned applications

A Start typing a name or Application ID to fi

(@

OnDemand Admin Guide

9. Insupported account types, select appropriate option such as: "Accounts in any
organizational directory (Any Azure AD directory - Multitenant) and personal Microsoft
accounts (e.g., Skype, Xbox)". In here, choose one of the four options that best suits the
production environment.

In Redirect URI, select "Web" and enter the value of Web Base URL from

tbl_pj_ControlSetting. E.g.,

Note - Url must start with "https" or "http://localhost"

10. Click Register.

Venio Systems, Inc.
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| A Register an application - Microsc X ‘ + ([~ = X

& - C (Y @ portalazure.com/#blade/Microsoft AAD RegisteredApps/Cr.. w Q@ ® ® o :

Microsoft Azure AR Search resources, services, and docs (G+/)

Home > nepveni123 >

Register an application X

* Name

The user-facing display name for this application (this can be changed later).

I New app for demo v

Supported account types

Wheo can use this application or access this API?
O Accounts in this organizational directory only (nepveni23 only - Single tenant)
O Acceounts in any organizational directory (Any Azure AD directory - Multitenant)

@ Accounts in any organizational directory {Any Azure AD directory - Multitenant) and personal Microsoft accounts (e.g.
Skype, Xbox)

O Personal Microsoft accounts only

Help me choose...

Redirect URI (optional)

we'll return the authentication respense to this URI after successfully authenticating the user. Providing this now is optional
and it can be changed later, but a value is required for most authenticaticon scenarios.

Web v ] | https://somedemocompany/venioweb v

Register an app you're working on here. Integrate gallery apps and other apps from outside your organization by adding from
Enterprise applications.

By proceeding, you agree to the Microsoft Platform Policies

11.
11. After registration, the site redirects user to the Application page. Copy the value of

Application (client) ID and update value for OAUTH_CLIENT_ID in tbl_pj_ControlSetting.
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Home > nepven123

s New app fordemo 2 -

|p Search (Ctrl+/) ’ « E[ Delete @ Endpoints (&) preview features

i®  Overview
A Essentials
& Quickstart

Display name : New app for demo
#" Integration assistant . :

Application (client) ID Bfea097ea-6fbf-4b80-9009-de481e29045b
Manage Object ID : 75d3f1f0-8728-4e78-bd5e-7f2f98477009
& B8randing Directory (tenant) ID ! ©332682d-225d-4102-bbde-47dced34f717

icati Supported account types : All Microsoft account users
D Authentication PP vp

Certificates & secrets
o Welcome to the new and improved App registrations. Looking to learn how

In the future if there is any change in the web base URL, we can modify the same in the
redirect URI in the same screen (right to the application (client) 1d).

| A\ New app for demo - Microsoft 4 X |+

& - C {Y & portalazure.com/#blade/Mi ft_AAD_Regi: pps/Applicati Blade/( iew/qui yp

R Search resources, services, and docs (G+/) (8 2 :2;1\:55;\;1&5@;:‘;‘)::2:51 &

Home > nepven123 >

g New app fordemo # - X

R Search (Ctrl+/) « E[ Delete @ Endpoints 53 Preview features

8 overview

A Essentials
& Quickstart

Display name : New app for demo Client credentials : Add a certificate or secret
F 4 Integration assistant Sy

Application (client) ID Blfea097ea-6fbf-4b80-0009-ded21e29045biiTh} Redirect URIs : 1 web, 0spa, 0 public client
Manage Object ID : 75d3f1f0-8728-4e78-bd5e-7f2f08477009 Application ID URI : Add an Application 1D UR!
&= Branding Directory (tenant) ID : ©332682d-225d-4102-bb4e-47dce434f717 Managed application in I... : New app for demo

Supported account types : All Microsoft account users
D Authentication PP i )

Certificates & secrets X
@ Welcome to the new and improved App registrations. Looking to learn how it's changed from App registrations (Legacy)? Learn more
{I!' Token configuration
9 API permissions @ Sterting June 30th, 2020 we will no longer add any new features to Azure Active Directory Authentication Library (ADAL) and Azure AD Graph. We will continue to provide L
technical support and security updates but we will no longer provide feature updates. Applications will need to be upgraded to Microsoft Authentication Library (MSAL) and
@ Expose an API Microsoft Graph, Learn more
fii App roles
X
& Owners A\ Starting November 9th, 2020 end users will no longer be able to grant consent to newly registered multitenant apps without verified publishers. Add MPN ID to verify publisher
&, Roles and administrators | Pre...
Get Started  Documentation
M Manifest
Fonsm. b N P - i I
4 »

12.

12. Go to Manifest from the left panel and verify the following settings have ‘true’ in their
values. If the values are ‘false’, change the values to ‘true’ and save.
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* "oauth2AllowUrlPathMatching": true,
* "oauth2AllowldTokenlmplicitFlow": true,
* "oauth2AllowImplicitFlow": true,

= Microsoft Azure ) Search resources, services, and docs (G+/)

Home > nepveni23 New app for demo

New app for demo | Manifest »

|C' Search (Ctrl+/) | Save X Discard 1 Upload i Download 7 Got feedback?

Overview
? The editor below allows you to update this application by directly modifying its JSO

&4 Quickstart

s > 1 {
" Integration assttan 2 "id": "75d3f1fe-8728-4e78-bdse-7f2f98477009",
3 "acceptMappedClaims”: null,
Manage 4 "accessTokenAcceptedversion”: 2,
& Branding S “addIns”: I;]’ 3
[ "allowPublicClient": null,
3) Authentication 7 "appId": “"feaed7ea-5fbf-4b80-9009-dess81e29045h",
8 "appRoles”: [],
Certificates & secrets G "oauth2AllowUrlPathMatching™: true,
i Token configuration 19 “createdDateTime": "2021-86-15T710:07:04Z",
' 11 “"disabledByMicrosoftstatus™: null,
- AP permissions 12 "groupMembershipClaims™: null,
12 "identifieruris™: [],
& Expose an AP 14 "informationalurls": {
15 "termsOfService": null,
3. App roles
16 "suppert”: null,
8 Owners 17 "privacy”: null,
18 "marketing”: null
&y Roles and administrators | Preview 19 ¥a
2 20 "keyCredentials™: [],
B Mapifest @ 21 "knownClientApplications”: [],
22 "logourl™: null,
Support + Troubleshooting 22 "logoutUrl®: null,
ﬂ Troubleshooting 24 "name": "New app for demo",
25 “"cauth2AllowIdTokenImplicitFlow": true,
& New support request 26 “cauth2AllowImplicitFlow": true,
27 "oauth2pPermissions”: [],
28 "oauth2RequirePostResponse™: false,
29 "optionalClaims™: null,
38 "orgRestrictions": [],

Make sure the web server machine is configured to support the VoD web site to run in https in
the 1IS manager. That said, for MS Team, the ondemand application should be run in https as
well.

Also values for the following keys of the control setting table should be configured to https as
well -
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WEB_BASE_URL eg https://nsdemo01.ad.veniosystems.com/venioweb

VOD_API_URL eg https://nsdemo01.ad.veniosystems.com/VenioOnDemandAPI/vod/services

After all the above settings are done for MS Team chat user can upload and process the data in
the MS Team Chat from VOD.

f ¥V B
4 G |5

Social Media

(Social Media data)

5.5  Processing Structured Data

As soon as structured data has been uploaded, you will receive an in-app notification and email

indicating that the file is uploaded and ready to be processed. You must click the link in the
notification/email to start processing the data.

Notifications

import Analysis Complete - © © hours ogo
mport Anaysis of the upicad DemoSampleaip’ cormpleted in your cose

A200_ Impart Clhck hars ta soatings with 1he impan

import Analysis Complete — © 10 oo ago

megingyals of tha upicad DamaSamplazip completed In your cass IMPORT
Cle 0 contirue with the import.

Cose Added - © 0oy 000

Your Case New  Project Lat_Search Ouplcats  Ogption hos been syccasiuly
A ek e b A AR e i e

The Select Load File dialog displays.
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Lo Frown Temrphey
wadde amoge e e -~
] B i L CE

Lous Fie Dots Sermat

Laa Ve Tove duse

1. Choose a template from the Load from template drop-down list for field mappings. The
DefaultimportTemplate is selected by default.

2. Change the Load File Path, Date Format, and the Time Zone as needed.

3. Change the Image Load File Path as needed.

4. Click the Next button to navigate to the Map File Path page.

NOTE: In this step, you may preview the default template to review the field mapping

information.

| L re L FEILD WA Y0
Vo e Pty =
B Procews na-Ton 0~ os s ates @ moon irogm
Fel- Toul Mappony fmid L L] Mg Wb gy i

Wraage Fe s Pats
Tt Teeri puer imee Nertve (9 owr Pety -
Lo ot v | AT

Click the Load File Preview button.

The Load File Preview dialog displays with field details.
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Load File Freview x

Select the field type from the drop-down list on the right and view the preview on the left side
of the dialog.

Click the Close button when you’re done to return to the Map File Path page.
In the Map File Path page, you may:

* Toggle which items are processed - Full text, Native, or Image

* Select/update the Mapping Fields (Full text, Native, or Image)

* Update the Folder Paths (Full text, Native, or Image)

* View the Number of Files (Full text, Native, or Image) in each folder at the bottom of the
table.

When the settings are complete, click the Validate Paths button to validate the mapping.

A message displays to confirm that the paths are valid. If the information is not accurate, it will display an
error message. Click the Previous/Next buttons as required.

‘Walldotlon Succassiul

BB st e dbe koo e e i

Click the Close button.

The Field Mapping page displays.
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Field Mapping
Fie Hs ‘ E ‘ &nio Fisid Y  Mapped Fisids -
Lood File Field Venio Field(s)
BATES BEGIN [+ | DocumenT_unicut_pemrer | . -
EMAL_BCC [ | B _scc | s
cuan_ce Tiviacc < -
EMAR _FROM u EMAR _FUOM Y
EMAR_SUBJECT [ = | Baas_svasEcT | ¥ >
EMAL_TO BETEDS cT
NATIVELINK NATIVE Fi { Fit @0 et Vanio Fe -

TEVT ik & e UL Caru St ' -

In the Field Mapping page, you may :

* Switch between the Load File Field and Venio Field
* Filter and configure by Mapped /Unmapped/All fields using the drop-down.

Field Mapping

4 ’ a : Y Mopped Helds -

Al

Lood Fie Fiekd Venio Fieid(s) MEPPREEIN
Unmaopped Fissds
BATES BEGIN [ = | DOCUMENT_usiquE_oenTER X v
EMAL_BCC o=z i
EvaL_cc nm X w
EMAL_FROM [+ | s reow | TR
EMAL_SUEECT [ » | ans_susmsect | 5w
BMaL_TO BETED Sl
NATIVELUINK 1 IVE FILE D # FIFLD Somch/Saloct nio Fosa v

TEY T s -

* Use the search field to search for specific fields.
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* Click the Create custom field button to create custom field names. Enter the name(s)
and click the Create button.

Add Custom Fleids

Selecl)Dossinct 10

AL WS SADE Y
AL TIVE ECHvID
EML TIVE BEN
BAAML BENT _DATE

B nEram
W CHEATIL

LUBESS

Click the Save as Template button to save your settings as an Import Template to reuse

these settings. Enter a Template Name and Description. Click the Save button to
complete the process.

Import Template X
mmpkate Name

Descrigslion

m rexm

Once all of the fields are mapped, click the Validate button.

After validation is successful, click the Start Import button to start importing the data.
The Import Progress dialog will update as the import progresses.
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When the import status reaches 100%, click the Case Launchpad button to navigate to the
imported case

rrqant Pingrecs x

Dwai Mg atg row WA 10
ol

Camgedn Dupbooin Mo imoy  Coegdetnt
Vb ok Cumimct
L fmcryea 2t Socne
Lenguoge kv i ot Mot Soonted

gt be raamdeln dramaeet Hhees T b acom el e esdng
& atd wnreg

5.5.1 Adding Media to Custodian

When uploading structured data, you can assign media to a custodian. The Custodian can
either be selected from an existing list or a new one can be created in VOD.

5.5.1.1 Add Custodian

You can import data to the custodian in two ways:

* Import data to custodian(s) mapped with this load file field — Using this option you can
select an existing load file field to import data to custodians.

* Import All data to this custodian — Using this option you can selector enter the
custodian’s name to import the data.
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5.5.1.2 Add Media

You can import data to the media in two ways:

* Import data to media mapped with this load file field — Using this option you can select
an existing load file field to import data to media.

* Import All data to this media — Using this option you can selector enter the media to
import the data.

While field mapping, you can add custodian and add media with the fields provided and click
Import. A notification confirms once the import is complete.

Add Custodion

5.6  Tracking Upload and Processing Status

Uipl o Sterus - Comipleiad T out of 7 k() Froceasing Slobus - Completed 7 out of 8 medials]

Custodion Mame Telb Lokay

3 | ingpaction In piogres.

The Upload Status section (on the left above) shows the status of the files being uploaded. The
Processing Status section (on the right above) shows the media being processed. The status of
each file being uploaded or processed is displayed as a progress bar.

Click the Detail Status link (on the left above) to view processing details.

* Dark blue represents files whose processing has completed

* Light blue are the files being processed

* Gray are the files whose processing has not yet started
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Click the View Job Status Detail link (on the right below) to view the details of the Ingestion,
Indexing, Language ldentification, Email Analysis, and TIFF jobs as a percentage.

Custodion Name: Teb Lokey

@ teb_iokey_000_1_1 (2) [ Incexing in progress.. |

Language Identification Languoge identification Email Analysis
Progress: 1055 o e L be

ETAGOT000

T GG

When processing completed, the Notification button will update. Click the bell icon to
review the new notifications.

soc Srith v, Jones - ? 9 { -

Notifications

Processing Completed ~ © inutes ago

f CONE 'SMEh v, JONes NOE DeeN tuCCaisiLily DeoCasiad ‘:\)

Processing Completed ~ ©  minutes ag

Your case Smah v, Jones has been successiuly processed,

You can also see a list of notifications such as processing started, processing completed, case
added, etc. with details and the time processing started. The details include:

* Custodian name

* Media added date

* Total scanned file size
* Total document count

Clicking the Click here link will take you to the:

* Analyze page if documents are processed
* Upload page with processing status if documents are started processing - Upload page if
case is being added

5.7 View Project Settings Report

On the Upload screen, the View Project Setting link displays the Project Settings Report for the
project.

Note: Project Settings Report is available only if:
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* Permission has been granted from Desktop Console > Project User Group > Reports >

Allow to view Project Setting Report.

* The control setting key below must be set to 1
DISPLAY_PROJECT_SETTINGS_LINK IN_UPLOAD_PAGE =1.

5.8 ActiveX Uploader

In the Internet Explorer browser only, you may upload files using the ActiveX Uploader after
installing the Venio Addons. With the ActiveX Uploader, you may upload files individually and
are not restricted to uploading only container files. Before using the ActiveX Uploader, the VOD
URL should be added as a Trusted Site in the Security tab under Internet Options. If not, the
following message will be displayed:

@ Collapse upload file(s)

& Use the browse button or Drag & Drop a single container file or folder in the box to Upload.
& Do not place multiple Custodians in the same Container file.
2 Assign a Custodian Value in the space provided. If no Custodian Value is provided, filename will be used as default custodian name.

& Each file will be assigned to a single custodian only

A\ only container files are supported. @

Note: AutoZip Upload Addon has been disabled since the website is not added in trusted sites list. You can still upload files using
regular web upload or follow the steps to add websites to trusted sites.

After installing ActiveX, the following screen is displayed.

@ Collapse upload file(s)

& Use the browse button or Drag & Drop a single container file or folder in the box to Upload.
& Do not place multiple Custodians in the same Container file.
& Assign a Custodian Value in the space provided. If no Custodian Value is provided, filename will be used as default custodian name.

& Each file will be assigned to a single custodian only

@ (®) Select File(s) to upload D () Select Folder to upload

| | Browse

VenioOne OnDemand Zip Upload 6.5.0.15 Q —
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5.9 Invite to Upload

You can also send invitations to other users to allow them to upload files using the Invite to
Upload option.

Click the drop-down arrow on the Upload button and then click the Invite to Upload option
as shown below.

& Smith v, Jones : (a)(&)
Cu . G e C Madia C ST T E &'E

7 Cleiril i iree

‘ Crvohied Oni:  B/30)2020 24142 PR .‘." Croabed By supe

The Invite to Upload dialog displays.

Check to select internal users to be invited.
If needed, check the Invite External users to upload link and enter the email address(es) of the
external user(s) to be invited.

NOTE: This feature must be enabled within your VenioOne database in order for this
option to display. By default, external invites are not enabled.

Enter instruction notes to the user in the Instruction field.
The default Link Expired time is 7 days. Change as needed.
Click the Send Invitation button to send the invitation.

il Ugers To Usload X

Uenr Kama Roin

B I U — Mormal

To Enable inviting external users to upload, change this setting:
[Key] ALLOW_EXTERNAL USER_DATA_UPLOAD = 1?
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select * from tbl_pj_ControlSetting where [Key] like '%external%'

5.10 Accessing Cases and Media

A panel on the upper right side of the screen can be expanded and used to view Custodians
and Media in the case at any time. After expanding the Custodian/Media list, select the
Custodian and Media and then use the green buttons to push that data to Analyze, Review, or
Production. Custodians may be sorted in ascending or descending order using the adjacent
button.

Cose: Srmith v. Jonas - 7 9 -

} Ul Filela) Higlony Cusladianm; T Medair: 8

onn

Media Hormes File Coung Tokol Size [ME)

D

The Search bar may be used to locate Custodians/Media.
5.11 Unprocessed File Replacement

When a file cannot be processed, an in-app or email notification is sent to the user. Files with
issues affecting their processing can be replaced with another file using the Repair File page in
VOD, which can only be accessed by using an in-app notification link or email link.

NOTE: Additional error handling options are available within the VenioOne Desktop Console, so
users may contact you as the VenioOne Administrator, if replacing the problematic file with a
repaired file is not an option.

Nedia Kame FikeW File Name  Emor Description
NotPcotions

Comanis 4 e e Thz iz 12 ron proceszed

frecessing Faliod -~ © o Juw seconds ap

Prospecansy 1 eoerm e bt

wthe Comianey £ Feldrs ko The fi2 15 non processed
1380 TVmMEnpdoraneE_ NSl Cles

e R L R

Precessing Startes - © | vinute oo Chck here to replace the failed hies

20175 NB of compiese dotn o cose Fwlegceotl 23050 1 being

Click here 1o view the Ses

Sy

VYoo OvDemyd Suppont Growp

In-Application Notification Email Notification

When you click the link in the email or in-app notification, the Repair File dialog will display.
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Repar File
Flewd rike Name Lrroe Descrption Repair Nemod Rupak Action
4 orc ane e Mk bz non procossed =
Srprocas with resared ﬁd -
0oy L
& Fokderadbi Tha fik 15 o preceszad e a
Do not repak

You have two options for dealing with files that have not been processed:

* Reprocess with a repaired file — Click the Browse button to select the repaired file from
your local drive. Select file(s) and then click the Repair button to replace the file(s).

* Do not repair

NOTE: To use these options, the user must have permission given within the Desktop Console
to use this feature.

Global Right Management

Sekect 2 ey Qrous 1 ot he g b aesngs: -davend Gzt Advwe G | otz s rnin
7 Losaipte

2B Mods e Oubs Matsgeewe | o ppion Panlig

g o o deglecs fitee
T Ao 1o IR L e with placidukde
B Modi e Sepotionn
| Vi Now o wew Fltet feplacerect acor;
Ul dze 1o v e 2osmers protectzd be ASSkEETent repat

5 ey} seco oA .omcjl

ooy e umcreed e 01 of e exet g o f e becrd per Soep

5.12 Upload History

Navigate to Upload History using: Upload Page>Open Panel>Upload File(s) History
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00 0
®e oo
co e TY
Unstructured Structured
(Unprocessed RAW data) (Third porty production data)
) Upload File(s) History Custodian#: 1 Media#: 1

| = ]l Q “ X ] Custodian Name |

Q, search.
Media Name File Count Total Sire (MB) = Action

T[] custedianName:albart_meyers_000_1_Lpst Media Job Overview
[~]|albert_meyers_000_1_1 71 341733 @

5.13 Media Job Overview

Under the Action column of the listed Media Name(s) click on the eye icon (Media Job
Overview) to view the Processing and Post Processing Status.
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Media Job Overview %
Maedia Job Overview of Custodian | Media: Status as of : 03/10/22 1:24:08 PM Refresh Job
Mmmn_m_l_l.p‘t\&on_m_m_l_l Status

[' ~ Jobs: Jobs Initiated By Ingestion \

Note: The jobs can be further drilled down by expanding the respective jobs.
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Media Job Overview

Media Job Overview of Custodian \ Media:
albert_meyers_000_1_Lpst\albert_meyers_000_1_1

Jobs

~ Jobs: Jobs Initiated By Ingestion

Dingesu'on(Jobld: 2)

Post Processing Jobs

Inserting missing files

Compute full text preference in media level
Complete file queusing for Indexing

Auto queue files for entity extraction

Complete file queueing for Languoge Identification
Populate custom field values

Validate if all child files are processed for missing item report
Compute number of files in parent-child family
Compute group hash value

Compute deduplication in custodian level

Auto-qusue files for missing email generation

Apply tags to nawly ingested duplicate files if propagate tags to duplicate files is setup -

Log and copy parent liles of crashed documents in project folder

6 Analyze

Status

Completed

OnDemand Admin Guide

Status as of : 03/10/22 11:24:08 PM Refresh Job

Status

Status

Completed
Completed
Completed
Completed
Completed
Compieted
Completed
Compieted
Completed
Completed
Not Started
Completed
Completad

Started On
2021-12-2313:0752
2021-12-2313:0753
2021-12-2313:07:53
2021-12-2313:07:54
2021-12-2313:07.55
2021-12-2313:0754
2021-12-2313.07:54
2021-12-2313:0754
2021-12-2313.07:55
2021-12-2313:0755
N/A
2021-12-2313:0755
2021-12-2313:07:56

Completed On
2021-12-2313:07:52
2021-12-23 13:07:53
2021-12-2313:07:53
2021-12-23 13:07:54
2021-12-23 13:07:55
2021-12-2313:07:54
2021-12-2313:07:54
2021-12-2313:07:54
2021-12-2313:07.55
2021-12-2313:07.55
N/A
2021-12-2313.0755
2021-12-2313:07:56

The Analyze Dashboard provides information about the data in your project/case including
document counts, file types, metadata, and other information. The page is made up of
interactive widgets that may be used to review the data that has been uploaded, create
searches, or do culling or tagging. Additionally, the layout may be customized, and multiple
layouts may be saved for use across projects.
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20 + | B Eooe

| B = mul/Anachmor>
m L !é
YO B - = ————
0 ~r— Y ¥

EREADCRUME F 34 & SUMMARY wix PROCESSING SUMMARY Sidlx

Froect Nore Smith v. Jonee
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6.1 Analyze Dashboard Options

Buttons at the upper right of the Analyze Dashboard may be used to:

|E Tag and Untag items selected within the widgets
|i| Add a Widget to the Analyze Dashboard

|§2’ Send data to the Review Dashboard or Production

’zz| After selecting data within the widgets, Apply Inclusive or Exclusive Filters

6.1.1 Send to Review

At any time, you may send documents for review. Click the Send to Review button (ﬂ) on the
control bar to send all the documents for review. Refer to section Error! Reference source not f
ound. for more information on the Review module.

6.1.2 Send to Production
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At any time, you may also send documents for production. Click the Send to Production button

(

E) on the control bar to send all the documents for production. For more information on the
production/export process, refer to section 9 below, which covers the Production module.

6.1.3 Save and Load Analyze Layouts

You may save different layouts of Widgets within the Analyze Dashboard. For example, you
may wish to save an Email Analysis Layout with tools for analyzing emails. Simply arrange the
widgets to your liking and then use the Save Analyze Layout button (shown below).

=¥ e B
. Load Analyze Layout / Save Analyze Layout

When saving a layout, you will be asked to name it. To load a saved layout, click the Load
Analyze Layout button, pick your layout from the drop-down list, and click the Load button.

Lood Loyaout -

6.2 Widgets
6.2.1 Using Widgets

IMPORTANT: Updating one widget updates the entire Analyze Dashboard.

* Resize a widget by clicking and dragging the edges.

* Maximize a widget using the Maximize button (**) in the upper right corner of the
widget.

* Widgets with the Edit option button ( # ) in the top right corner may be set to show the
Top 10, 20, 50 or 100 items or All items, and displayed in a Bar, Pie, or Table view.

*  Within widgets, items may be selected to filter the scope of the entire Analyze
Dashboard. After selecting an item within the widget, use the inclusive and exclusive
filter buttons ( ¥ ™) in the upper right corner to filter the data.

3 . . . . .

* Use the Export button () to save the information contained within the widget.
Depending on the widget, you will have options to either save it as either an image or
Excel/CSV file.

© Venio Systems, Inc. 11.5.0.0 Page | 100



Venio

* Remove a widget by clicking the Close button ( *).

6.2.2 Add/Remove Widgets

Click the Add Widget button (H) to add a new widget to the Analyze Dashboard.

The Add Widget dialog displays. The Add Widget dialog lists various common widgets, such as the

Timeline, Processing Summary, Summary, Social Network, FileType, E-mail Attachments, EDOC, Tag, and

Exception
Files.

Click to select the widget you want to add and its options.

The widget will be added to the dashboard. If the selected widget is already displayed, a message displays

indicating the widget is already in the dashboard.

Ackd Wiciget

To add additional widgets that are not listed, click the Add More Widgets button.
Choose the Chart Type, View Type, and the Field to add a corresponding widget.

ADD WORE WIDSETE

To remove a widget, simply click the Delete button (ﬂ) to remove it from the dashboard.

To add additional widgets that are not listed, click the Add More Widgets button.
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Type in the Fieldname, matching field names will be searched and listed.
Choose the Field, Chart Type, and View Type to add a corresponding widget.

Add Widget x
TIMELINE BREADCRUMB PROCESSING SUMMARY SUMMARY SOCIAL NETWORK FILETYPE
Is Archive File

Is Decrypted File
E-MAIL [ ATTACHMENTS EDOC TAG FOLDER EXCEPTION FILES Is Denisted File

Is Exception File

@ 9 . . .) Is Password Protected File

Is System File

Add X Cancel

6.2.3 Timeline Widget

The Timeline widget shows the number of documents per Year, Month, Week, or Day.

TIMELINE Yoo -afejxn DM &Iix

Doto Range: 02)/07/2000 - 02/28/20%  E-malfAttachmonts: 8232 Edoce: 38

B Edoce

B E-moil/At:achments

The filters in the top right allow you to set the date range. The date range is set using the
dropdown calendar in the Start Range and End Range fields.

27J2000 - 2f2pj2008 N £ 388

Dete Range: 12/07/2000 - 02/28) oex 39
FEB 2000 ~ L4 >
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6.2.4 Breadcrumb Funnel Widget

The Breadcrumb Funnel widget shows the total document count.

BREADCAUME L X

6.2.5 Summary and Processing Summary Widgets

The Summary and Processing Summary widgets give you the breakdown of processed files,
duplicate files, and exception files.

SUMMARY 144 & FROCESSING SUMMARY F ket

Praect Norre Smth v, Jones

Custodons Madias Documants
7 8 8272
Dupiicotes Achives Togoued

3040 0 7670

6.2.6 File Type Widget

The File Type widget shows the document counts for each file type. This will give you an idea of
what kinds of files are in your data.

FILE TYPE (TOP 20)

6.2.7 Exception Files Widget

During processing, if there are files that can neither be accessed nor processed, they will be
shown in the Exception Files widget with the file size and count listed.
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6.2.8 EDOC Widget

The EDOC widget shows the statistics related to documents only. You will also be able to see
the number of duplicates, if they exist, within the project.

EDa3C &V X

6.2.9 Tag Widget

The Tag widget shows the document counts for the top 20 tags in your project. Use the Edit
option button ( # ) to change the number of items displayed.

TAG (10P 20) 20 5 ox
¥anc | e——ac e
sheel (2)
balance
—p— -
(| 4) E <
) -

6.3  Analyze Dashboard Searching

At the top of the Analyze Dashboard is a search bar.
u Type search term here... Include Family m Document Count 223

The following options are available (from left to right):

Custodian/Media Selection | Displays a list of Media and Custodians from which you may
select

Venio Systems, Inc. 11.5.0.0 Page | 104



Venio

Search Field Enter your search terms in this field

Include Family checkbox Determines whether family documents will be included in the
results

Expand Search Field If you need additional space to enter search terms, use this
option

Execute Search Clicking this button will execute your search

Clear Search Input Clicking this button will clear the Search Field

Search Term Help Use this button to display information on composing searches
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‘ Document Count Displays the number of documents within the search results
6.3.1 Multiple Term Searches

You can do single term or multiple term searches in VOD. For multiple term searches, type the
term(s) on separate lines in the search field. Click the Expand button () to expand the search

field where you can enter more than one term. When you click the Search button (&), the
search results are updated within the Analyze Dashboard.

Also, an interactive breadcrumb trail is added below the Search field and the results of the
search are displayed in a Multi Search Term Status widget as shown below.

g— B0 BB B R PP

¥

To filter the display, select the search term checkbox(es) and click the Inclusive Filter button (
to apply filtering changes within the widgets of the Analyze Dashboard

6.3.2 Search Term Hit Report

Click the Report button (ﬁ) at the top right corner of the Multi Search Term Status widget to
view the Search Term Hit Count Report (shown below).
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6.3.3 Search Guide

If you need assistance in formulating your search, click the Help button (&) to display the
Search Expression Guide (shown below).

Venio Systems, Inc. 11.5.0.0 Page | 101



OnDemand Admin Guide|

& Venio

Search Expression Guide
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6.4 Filtering
You can apply Inclusive or Exclusive Filters in a single widget or multiple widgets.
6.4.1 Filtering a Single Widget

To filter a single widget, use the Inclusive/Exclusive Filter buttons in the top right corner of the
widget.

Click to select the item(s) within the widget that you wish to filter.

+
Either click the Inclusive Filter button () for inclusive filtering or the Exclusive Filter button (
ﬁ) to apply an exclusive filter.
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The filter is applied. The breadcrumb list is updated and the widgets within the Analyze Dashboard are immediately
updated.

6.4.2 Filtering Multiple Widgets

To filter multiple widgets at one time, select items within the widgets and then use the Inclusive
Filter (ﬂ) and Exclusive Filter (ﬁ) buttons on the control bar of the Analyze Dashboard.

Inclusive Filter

Use the Inclusive Filter button () for inclusive filtering. For example, select the Microsoft
Word bar from the FILE TYPE widget and Attachment from the EMAIL/ATTACHMENTS widget.
Then, apply the inclusive filter using the Inclusive Filter button.

A [ Home | cudit auditing [ FILE_TYPE is: Micros.. _

When hovering over the breadcrumb list, both filters are displayed.

Exclusive Filter

Use the Exclusive Filter B¥ button for exclusive filtering. For example, select the Microsoft Word
bar from the FILE TYPE widget and Attachment from the E-MAIL/ATTACHMENTS widget. Then,
apply the exclusive filter using the Exclusive Filter button.

| opge | g ol A - FILE_TYPE is: HOT Microscft Word
A [ Home | oudit auditing [ FILE_TYPE is NOT M... £ MAIL_ATTACHMENTS ix- NOT Astachmert

When hovering over the breadcrumb list, both NOT filters are displayed.
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7 Tagging

Tagging may be done from either the Analyze Dashboard or the Review Dashboard of VOD.
Tagging may be administered from those locations or the Case Admin Settings if you have rights
to do so.

7.1 Bulk Tag/Untag

Bulk tagging is done from the Analyze Dashboard.

O 0 ey B [ JIY [ [ |

Click the Bulk Tag button ( ) on the control bar of the Analyze Dashboard.

The Tag Documents dialog will display a list of tags.

Select tag(s) to apply to all the documents.
Scroll to the bottom of the Tag Documents dialog and click the Tag button.

e
NOTE: Use the Bulk Untag button (%) in the same way to untag all of the documents.

7.2 New Tag

7.2.1 Create New Tag from Analyze Dashboard

Click the Bulk Tag button on the Control bar of the Analyze Dashboard.

The Tag Documents dialog displays.
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Scroll to the bottom of the dialog and click the Create Tag button.

The Create New Tag dialog displays.

Venio[: v 0

Enter a Name for the tag.

Select the Tag Group using the drop-down list or click the Manage Tag Group link to create one.
Click Advanced Option

Select the parent tag from the Parent Tag drop-down list.

NOTE: If the tag being created is a top level tag, then the Parent Tag drop-down will be
left to display Select Parent Tag.

Enter a Description if you would like to have one.

Under Reviewer Comment, select from the following options from the drop-down menu:
* Recommended: User may want to enter comments in the field for the selected tag.
* Optional: Users can skip entering the comment for the selected tag.
* Required: User must enter a comment for the selected tag before updating.
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Enter a reason in the Label field.

Select a Color for the tag.
To secure the tag for specific groups, click the Advanced Options link.

Click the Create button.
7.2.2 Create New Tag from the Review Dashboard

Click the New Tag button in the Tags panel of the Review Dashboard.

The Create New Tag dialog displays.

Enter a Name for the tag.
Select the Tag Group using the drop-down list or click the Manage Tag Group link to create one.

Select the parent tag from the Parent Tag drop-down list.

NOTE: If the tag being created is a top level tag, then the Parent Tag drop-down will be
left to display Select Parent Tag.

Enter a Description if you would like to have one.
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Under Reviewer Comment, select from the following options from the drop-down menu:
* Recommended: User may want to enter comments in the field for the selected tag.
* Optional: Users can skip entering the comment for the selected tag.
* Required: User must enter a comment for the selected tag before updating

& Advanced Option

Enter a reason in the Label field.

Select a Color for the tag.
To secure the tag for specific groups, click the Advanced Options link.

Click the Create button.

7.3 Create a Tag Group

You can create two types of Tag Groups: Non-Exclusive and Exclusive. In a Non-Exclusive tag
group, multiple tags from the same tag group can be applied to the same file - for example, a list
of issue tags. However, in an Exclusive tag group, only one of the tags in the tag group can be
applied to afile - for example, Responsive or Non-Responsive tags.

From within the Create New Tag dialog, click the Manage Tag Group link.

The Tag Group dialog displays.
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In the Tag Group dialog, enter a Name for the tag group.
Check the Apply exclusive tag check box if you intend to create an exclusive tag
group. Click the Add button. Close the dialog(s).

7.4 Tag Propagation

If you have rights to do so, you may set additional tagging options for Tag Propagation within
the Case Admin settings.

Click the drop-down arrow next to your name in the upper right corner and select Admin
Settings.
Click the Case Admin link to expand the Case Admin settings.
Click the Tag link to expand the Tag settings.
Click the Propagation Settings link to display the propagation options.

The Tag Propagation Settings are shown.

Set the Tag Propagation Settings using the radio buttons and check boxes.
NOTE: Details on the options are in the sections below.

Click the Save button to save your settings.
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7.4.1 Duplicate Tagging Options

Select one of the three options for how to handle duplicate tagging. The options are:

* Propagate tags to all duplicates in the case: Tag all duplicate documents within the case.

* Propagate tags to all duplicates in the selected scope: Tag duplicate documents within
the selected scope.

* Do not propagate tags to duplicates: Do not tag duplicate documents.

7.4.2 Parent/Child Set Tagging Options

Choose whether to propagate tags within families of documents. Checking Propagate tags to
parent/child in the case will tag both parent and child documents.

7.4.3 Email Thread Tagging Options

Choose whether to propagate tags within email threads. Checking Propagate tags to all emails
of email thread in the case will tag all emails within a thread.

7.4.4 Near Duplicate Tagging Options

Choose how to propagate tags to near duplicate documents. The options are:

* Propagate tags to near duplicate group in whole case: Tag all near duplicate documents
within the case.
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* Propagate tags to near duplicate group in the selected scope: Tag near duplicate
documents within the selected scope.

* Do not propagate tags to near duplicate groups: Do not tag near duplicate documents.
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8 Review Dashboard

The Review Dashboard is where search results or documents to be reviewed are displayed. It is
divided into three sections containing various panels, as well as a Search Bar at the top of the
screen and a pop-up panel on the right side of the screen that displays Saved Searches, the
Search History, and Dynamic Folders.

* Each panel can be resized or dragged to move the panel.

* Column displays and sort order may be adjusted within some of the panels.

* Panels may be popped out to place on another monitor for ease of reviewing
documents.

* After adjusting the display, you may wish to save the layout. You may save multiple
Review Dashboard layouts according to your needs.

Tags [FilelD: 2] x Table x Text x

B:m @txocted cams
2 system Tags 0 A ) 2 EMAIL_FROM: support@plus.net
U ‘- EMAIL_ ¢ € H T
s ECEEECE N e -k
v

= chris@nantwich39 freeserve.couk
Non-Responsive EMAL GO
Potentially Non-Responsive O B EMAIL_BCC
EMAIL _SUBJECT: Your ADSL is now octive!
O = EMAIL_ATTACHMENTS:
o EMAIL_START _DATE_TIME
B EMAIL_SENT_DATE_TIME: 7/1/2003 1:02:04 PM
EMAIL_RECEIVED_DATE_TIME: 7/1/2 02:05 P\
(m| = rs MAIL_RECEIVED_DATE_ /1/2003 1:02:05 PM
EMAIL_END_DATE_TIME
Metadata [FilelD: 2] x - (] ol
o Dear Chris Wood,
1selected out of 15 documents = . 2
We are pleased to inform you that your ADSL Home Self-install (Annual
INTERNAL_FILE_ID
X e Contract) ADSL connection is now active. Once you have installed your
ADSL connection hardware and telephone line splitters, you can connect
Notes [FilelD: 2} x
CUSTODIAN _NAME to ADSL straight away. This email contains the information you will need
Allrar ® 4+ - to set up your connection equipment, so please read and keep it for your

NOTE: In the Review Dashboard for TOA projects, only the Text View will be available. As shown
below, the other view tabs will be grayed out. Also, some options on the Search Bar, such as
Send to Analyze and Send to Production will be grayed out as well.
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8.1 Review Dashboard Admin

There are settings that should be enabled to the user by the OnDemand Admin in order for
various panels to be available and to control which fields are visible within each panel.

8.1.1 Access to Panels

Access to the panels can be configured within the Desktop Console under Global Rights
Management. Select the group first. Then, enter the name of the panel in the Find field to
locate those specific rights. Use the check boxes to set the group’s access rights and then click
the Apply button to save the changes.

| Global Right Management
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8.1.2 Access to Fields within Panels

To control which fields are displayed to a particular user group, follow the steps below.
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Within VOD, click the arrow next to your name (in the upper right corner) and select

8.1.3

Admin Settings.
Under Case Admin, click the arrow to expand Field.
Click Security.

The Field Security dialog displays.

Select the project from the Case drop-down menu (upper right corner).
Select the group Role from the drop-down menu (upper right corner).
Use the check boxes to select the fields to be displayed within the panel.

Click the Save button (bottom right corner).

veniol1 "~ ? 9

Field Display Order within Panels

The layout in which fields are displayed within panels is done within the Layout Management
section of System Admin in VOD. To control which fields are displayed within a particular panel,
follow the steps below.

Within VOD, click the arrow next to your name (in the upper right corner) and select

Admin Settings.
Under System Admin, click the arrow to expand
Layout. Click Manage.

The Manage Layout dialog displays a list of layouts.
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Click the Edit button for the layout you wish to change.
The Create/Edit Layout dialog displays a list of Visible, Closed, and Hidden Panels within the Layout.
Acmerseration b Syatem ASTen 8 Lopoie 8 L

Create/£dit Layout

Baview Lot Nowe

[SER | PRSI

7. Click the Fields button for the panel to be edited.

The Fields-Panel Name dialog displays Available and Visible Fields. Restricted fields do not appear.

8. Click-and-drag a field from the Available Fields column to the Visible Fields location for it
to be displayed within the panel.

Venio Systems, Inc. 11.5.0.0 Page | 114



OnDemand Admin Guide

Venio

b M- MsecaStn x

Flekds Whitie e

- e |l i Ty hd | &

|

L TN

CTOMTICH AEE

O, COMTRO Rt

PAMLY_ M

7. Click the Save button (bottom right corner).

You are returned to the Create/Edit Layout dialog.

Click the Continue button (bottom right).

The Create/Edit Layout panel layout dialog displays. This screen is used to adjust the location and size of
panels.
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Click the Update button.

8.1.4 Restricted Access

As a project administrator, you may restrict user access to only certain Custodian(s)/Media or
Folders within the case. If so, they will only see files related to those items where rights have
been granted within VOD. Information on how to set up these restrictions is contained in
Section 12.24 below.
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8.1.4.1 Restricted Access by Folder

If users are restricted from viewing certain Folders within the case, they will see the following
dialog when accessing the Review Dashboard. To keep from seeing it every time, the Do not
display in future checkbox can be selected.

Folder X

Folder - 0

Fl 25

% Do not display in future Close

8.1.4.2 Restricted Access by Custodian(s)/Media

If users are restricted from viewing certain Custodian(s)/Media within the case, they will see the
following dialog when accessing the Review Dashboard. To keep from seeing it every time, the
Do not display in future checkbox can be selected.
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Custodian/Media x

Select Custodion/Media Scope

Media Name
< Custodian Name: a
o

Custodian#: | Media#: | Media(s) Selected |

B Do notdispiay in future

By default custodian/media scope will be set to all m Close
custodian/media

8.2 Search Bar

u fileid»0 Include Family n Docurnent Count:56

There is a Search Bar displayed at the top of the Review Dashboard. The Search field shows the
guery for which the results are displayed (fileid>0 means all files in the case). Enter either
individual search terms or complex search conditions using multiple lines.

* After adding your search terms, click the Search'®! button to run the search.

* Clear the contents of the search by clicking the CIealm button.

Use the Include Family check box to include parent/child documents in the search
results.

For details about proper search syntax, click the Other Options button at the right end of
the Search Bar and select Search Query Help.
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( (oudit) ) OR (CUSTODIAN _NAME = ) nclude Family

Term Search ~

Field Search £

CUSTODIAN_NAME

EQUALS ( =)

AN

=]

Query Appending Operator @ o -

Clear AND OR NOT Add Control

As shown above, you may run combined term, field, and other types of searches using the
Advanced Query Builder, which is accessed by clicking into the search field on the Search Bar.
For detailed information on searching, refer to Section 9 below.

8.2.1 Search Bar Options

At the far right end of the Search Bar are navigation buttons and several other option buttons.

Document: <€ €| ] > »

* Send to Analyze — Sends documents to the Analyze Dashboard
* Share Documents — Displays Document Share dialog to send a secure link to the
documents to either external or internal parties

* Send to Production — Sends documents to the Produce Dashboard
* More Options — Displays other available options described in the sections below

NOTE: For TOA cases, some options may be grayed out, because they are unavailable.

8.2.2 Send to Analyze

On the Search bar, click the Send to Analyze button to send the search results for analysis within
the Analyze Dashboard.

8.2.3 Share Documents

© Venio Systems, Inc. 11.5.0.0 Page | 118



Venio

VOD allows you to share documents with internal or external parties. You may control the level
of access they have and set an expiration date for the shared link. For security purposes, all
activities are tracked in the VenioOne database.

1. Inthe Document Table, select the documents you wish to share.

2. On the Search Bar, click the Share Documents button.
The Document Share dialog displays.

Document Share

Internal Users Share to External User

User Email
Permission for external users

Instruction

B I U = Noma ¢ =

3. Enter the Share Name and Link Expired in (Days) duration.
In the Internal Users section, select the internal recipients with whom you want to share.

5. For external sharing, select the Share to External User check box and then choose or add the
email addresses of the external recipients.

NOTE: External sharing will only be available, if enabled in your VenioOne database.

6. Inthe Permission for external users section, select the checkbox to provide any of the
following permissions to user:
* Allow tagging/untagging
* Allow to create document notes visible to all users
* View Analyze Page
* Allow Redaction
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7. If you wish to enter any instructions or notes to be shared when sharing documents, enter
them in the Instruction section. You can also format the text using the formatting options
available.

8. Choose either Full Rights or Read Only for the permission level.

NOTE: Admin and Expert level users will always have Read/Write permissions.

9. Check the option to Allow to add document notes if the recipients should be allowed to add
document notes.
10. Click the Send Invitation button to complete the process.

Parties will receive an email with a link to access the documents shared with them.

8.2.3.1 Manage Document Sharing

To manage features of document sharing as an admin, navigate to Admin > Case Admin >
Document Share > Manage
Venio| ) - ? e

Document Share

®
(o

Field 1668773713385

Tag i — I - Allow to Add Notes: ves
otal Documents Share Expires I Aflow to view anclyzé page:

Allow to Tagging/Untagging: Yes

Document Share 2 Shared with: =

+ Manage Instruction:

o/ Highlight

&+ createdBy: super

As an Admin, you can click on the eye icon and see all the users with whom the document has
been shared.

You can also extend the link expiry by clicking on Edit. Once the link is extended, an email
communication is sent to the users notifying them about the new link. The extension applies to
all users that the document has been currently shared with.
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1668773713385

SHARED LINK WILL EXPIRE ON 11/25/2022

EXTEND LINK EXPIRY @ n/25/2022

Internal Users External Users Permissions TAGGING REDACTION ADD NOTES ANALYZE

User Details User Details

Q
falok tyagi@veniosystems.com

ftyagio510@gmail.com
No data

The reshare button is disabled when the admin unselects any user. Also, Admin when unshared,
the links also are expired for the specific user.

1668773713385 ©
SHARED LINK WILL EXPIRE ON 11/25/2022
EXTEND LINK EXPIRY @ n/26/2022 o
Internal Users External Users Permissions TAGGING REDACTION ADD NOTES ANALYZE
User Details User Details

Q

falak tyagi@veniosystems.com

ftyagi0510@gmail.com

No data
m e
8.24 Send to Production

On the Search bar, click the Send to Production button to send the search results for
production. The Create Production dialog will open for you to create a new production for the
selected documents. For more details, please refer to Section 10 below, which covers the
Production module.

8.2.5 More Options

At the end of the Search bar is a More Options button which opens a large menu of options
when viewing search results (shown below left). When viewing a Review Set, the options are
more limited (shown below right).
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Search Query Help

Print Documents

Print Status

Slipsheet Documents
[DefaultreviewLayout] - Load Layout
Create/Edit Layout

Save Search

Save as Dynamic Folder

Switch to Email Thread View

Queue Entity Extraction

Send to Folder

Remove from Folder

Convert To HTML

Convert To RTF

Send to Image

send Image/PDF Image Files to OCR
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NOTE: For TOA projects, some of the Other Options will
not be displayed in the Review Dashboard as they are
not available in TOA projects.

Below is a summary of the items on the Other Options menu. Additional details are in the
sections below.

Mark as Reviewed Marks the selected file(s) as Reviewed. All files must be marked as
reviewed to check in a batch.

Load Layout Displays the Load Layout dialog for you to switch to a different layout

Create/Edit Layout Displays the Save Layout dialog for you to create or update a layout

Save Search Displays the Save Search dialog for you to name and save the search.
Saved searches, as well as the Search History, are accessible in the
hidden side panel on the right side of the Review Dashboard.

Save as Dynamic Displays the Dynamic Folder dialog for you to name and save the
Folder Dynamic Folder. Advanced Options allow control over which groups
may access the Dynamic Folder. Dynamic Folders are accessible in the
hidden side panel on the right side of the Review Dashboard.

Wynamee Folkder -

= Advoncmd Optiera

Switch  to Email | Switches the Normal View to Email Thread View.
Thread View

Send to Folder Opens the Folders dialog to add selected files to a folder.

Remove from Folder | Opens the Folders dialog to remove selected files from a folder.
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Send Image/PDF
Image Files to OCR

Sends selected files to have text extracted by the OCR engine.

Send
Images to OCR

Generated

Sends selected files to have text extracted by the OCR engine.

Send
Images to OCR

Redacted

Sends selected files to have text extracted by the OCR engine.

Print Documents

Opens the Print dialog for you to send the selected documents to print

Print Status

Displays the Print Job Status dialog

Slipsheet
Documents

Displays the Create Slipsheet dialog. For information on its use, go to
Section 11.10.1 Create Slipsheet in System Admin below.

Queue Entity
Extraction

Queues entity extraction from the VOD search grid

8.2.5.1

Saving and Using Layouts

If you have customized your screen layout, you may wish to save it. You have the ability to save
and load multiple screen layouts for use across your matters.

On the Search Bar, click the More Options > Create/Edit Layout option

The Save Layout dialog displays

© Venio Systems, Inc.
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Save Layoul
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To save the layout, select the New radio button.
Enter the Layout Name
Click the Save button to save the new layout

NOTE: To update the layout (other than DefaultReviewlLayout and Layouts associated with a
client that are non-editable), load the layout to be updated as the current layout first, then go

to create/Edit Layout, select the Update Layout radio button and click the Save button.

Save Layout

Save Layout Option New Layout @ Update Layout

Layoul Name

esl Llayoull

To switch layouts, click the More Options > Load Layout button. Select the Layout from the

dropdown menu and click the Load button.

8.2.5.2 Saving Searches

On the Search Bar, click More Options > Save Search.

The Save Search dialog will display.

© Venio Systems, Inc. 11.5.0.0
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Enter a Search Name and click the Save button to save the search for future use.

8.2.5.3 Accessing Saved Searches

Expand the side panel on the right of the Review Dashboard to access the Saved Search tab.
Click the magnifying glass Search button adjacent to the search to rerun it.

Case: Smith v. Jones - ? 9 Super
|
1> saved Search
Search Name Searc.. Searc.. Searc.. HitCo. IsPriv..
Aulo_Search.. balan... super 2020-.. 1090  No n
Aulo_Search.. balan.. super 2020-.. 50 No a
Aulo_Search... balan.. super 2020-. 0 | No a
SEC SECT super 2020-. 48  No u

8.2.5.4 Search Log History

To view all past searches, expand the side panel on the right of the Review Dashboard and
click the Search Log History tab. Click the adjacent magnifying glass Search button to rerun a
search.

Case: Smith v. Jones - ? 9 Super v

Search Log History

Search.. Dynam.. Search.. Search.. HitCou.. IsPriva..

Fileld>0 super 2020-12. 8272 | No B
Fileld>0 super 2020-12.. 8272  No n
Fileld>0 super 2020-12.. B272  No a
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You will have an option to either run the search in the same scope as the original search or the
current scope. Make your selection and then click the OK button.

Search From History b

W MR RO Gk i okl i reh

8.2.5.5 Email Thread View

You can view email message threads only in Email Thread View. Generated emails are missing
emails within a thread that the system creates which are extrapolated from the email bodies of
valid emails in the thread. These are only visible in the email threading view and are display
only. Missing and generated emails are same but for the generated ones, Venio is able to
rebuild the missing email and populate limited metadata. So a generated email is a missing
email that it is able to generate from the body of other emails in the thread. Whereas, Missing
emails cannot be generated due to lack of something needed to generate a view of it. For more
information, click here.

Different types of email files are denoted by different color icons.
* Inclusive Email — Green Message icon( &)

* Email Document — Gray Message icon( )

* Generated Email — Yellow Message Icon( )
* Missing Email — Red Message Icon (E'i )

To navigate to the Email Thread View, click Switch to Email Thread View from More Options:
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Veniom Case: Casel23 Vi - ? 9 Super ~

Coding History

i j
u Type search term here. Include Family eSRWELEELEEVTN  pocument Count:91 Document: « < 1 n

a2 B [pefaultreviewLayout] - Load Layout
! Tags [FilelD: 2] x & 0 Table x o Text [FilelD: 2] x | ¢ th l yout] i
[ Create/Edit Layout 9
Search Tag sED .
s ® enocees B savesoacn 3

& system Tags g Color | & Document Type | Calendar Location | Che ™ Sove as Dynamic Folder

@) 5 Mike,

& responsive %) % Auto Folder

Non-Responsive 4 —

The Negotiation Team) @ Switch to Email Thread View
Privileged A = commitments already give
Confidential renegotiate as the informal W Delete Docuument
& and was not available atth 7= it i

& userTags = Queue Entity Extraction

TAG SEarchl & personally, | believe th Send to Folder

search2 with family & some of the lssuies. Py Remove from Folder
Metadata [FilelD: x v &5 0O A - Regards,
2] Adrian

m
1selected out of 91 documents i 2 % - s sl le W o
Internal File Id From:  Asbury Mike MJ
- Sent: 02 November 1999 14:45 V.

The Email Thread View appears.

Veniom Case: Cosel23 v v ? 9 Super ~

Coding History
©3 —
u Type search term here. Include Family EBRWEVETFEREESTENN  pocument Count:48 Document: « < | > » ‘ <l & [ #]
2
Tags [FilelD: 1] x 8 0 Table x o Text [FileiD: 1] x | < ¢ 8 o
D
searc! + fons ~ « <> » o L.D
[(COCRCl < > M B + B8 B Actions eEm @ extracted cQe &
B system Tags ~ [Jsubject Tag Colo &
_| Responsive Liam - | attach a copy of my preliminary financial analysis for Hart Scott
Non-Responsive » lart Scott - S3304 -n Rodino purposes. The. analysis shows a tolal. expected value for this
compound of $7m using our normal evaluation methodology. | have not
Privileged » A RE: S- 3304 Disclosure of Chemical Structure undertaken a separate US split as it would obviously be lower that $15m.
Confidential
= ’ [ RE: 5-3304 LOI and Term Sheet Based upon this work | do not believe that a HSR submission is necessary
UserTags for this opportunity.
TAG SEarchl » B RE: DRAFT TAMT risks presentation.ppt
603 i i Please let me have your thoughts.
4 search2 with family » || B RE: Draft License Agreement with Shionogi re: S ¥ =
Metadata [FilelD: x v &8 0 N &= PF: §-3304: Shinmant nf Cansiiles And API = | at Tony Glynn
1] AstraZeneca
m T i Director of Finance, Global Licensing, PS&L
seactecoutol ocuments 1 LEE . 2|3 |4|5||= Room FI08 Alderley House
(Tel No 01625-512056, Mobile 07713332848, Fax No 01625-518755)
Internal File Id

Tonv Glvnn@astrazenaca com

In the Email Thread View, you can expand and collapse the emails using the Expand all, Collapse
all icons available in the Table section. You can also tag all inclusive emails or tag whole email
thread of selected documents using the options available in the Actions drop down:
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Table x (m]

B Actions ~ @8 M

Tag all inclusive emails
~ Oi Tag Color

Tag whole thread of selected documents

~ /| i Hart Scott - 53304 -

v B FW: LEGALLY PRIVILEGED AND CONFIDENTIAL : Hart Scott
v i FW: LEGALLY PRIVILEGED AND CONFIDENTIAL : Hart Sc

v i FW: LEGALLY PRIVILEGED AND CONFIDENTIAL : Hart
v i FW: LEGALLY PRIVILEGED AND CONFIDENTIAL : Ha

|| = FWELEGALLY PRIVIIEGEN AND CONFINENTIAL -

1selected out of 46 documents 1 > ,.2 34|85 |

Tag all inclusive emails — By selecting this option, all the inclusive emails that are in the current
search results will be tagged. You can also untag any of the available tagged emails using this
option.
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Selected documents (1128)

= System Tags
B responsive
Non-Responsive
up_TagA
& User Tags
@ taga
=@ Tagaa
tag AAA
& rogt
& tagc
& tagD
| duplicate docs Make It longerrrrrrrrerreres
@ nddi
& ltelo Tag
Hello Tag2
@ testtag
& tag AAAa
— R
(— Il

taa test]
b =

Select the tags from the available list. Click Save to save the tags. A message confirming the
inclusive emails are tagged appears:

Tags have been soved for the

documeants
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Tag whole email thread of selected documents - By selecting this option, all the inclusive emails
that of the selected documents will be tagged. You can also untag any of the available tagged
emails using this option.

Select the tags from the available list. Click Save to save the tags. A message confirming the
inclusive emails are tagged appears:

You can click Switch to Normal View to go back to normal view.

8.2.5.6 Send to Image

Documents can be sent to Image from search results. After running a search, select the
document(s) and then click Other Options (right end of the Search Bar). Select Send to Image
from the menu.

A summary of the items for Send to Image is displayed. Page Limit, Engine and Color Conversion
can be selected as desired in the Document Detail table. Advanced Options include items
related to the Bates Numbering and page limit. The Details section can be expanded to view
previous image queue details. At the bottom left are check boxes to Launch and Relaunch.
Select Launch if it is the first time; otherwise, select Relaunch. Then, click the Start button to
start the imaging process.
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Sand to Imags

Summary
Total Search Resull
Documents Applicable lor Image Queus
Previously Added to imoge Gueuse

Remaining o be Cueued

® use delault limit from project setting(1000)
Sl custam mas poge limit

Custorn max page imit | 1npg

Apply Systern bates Number oplion

[ cenerates bates numiber lor generated imoges

Prefic -
S1aeT Hurniber i)

Podding a

(%]

Lt

[0 ignore aute imagejobs for media processing status

Detail informations for document(s) remaining Lo be gueued

-

[~} File Type Group Count
= POF 1
Detoils

Previously added 1o noge Queus

Jobid Mo of Documents Image Requeshed By

7 1

[ Lessrer Belaunch

4G

AN EvENIOSyELEMS.om

Advoneed Option A

Poge limit Engine Colar Conversion
Moz Poges - Dielau - Desfieauy -
Detgls  ~
o
Start Tirme End Tirme Total Tirme Slotus
bcay 16 2021 10558 Mary 16 2021 10:550M O0:00:02 Cormphels

The Tiff and Tiff Pre- QC jobs will be queued and can be monitored from System Admin > Job >
Status (shown below) or from the Details section in the same Send to Image dialog.

Job Status
Project
Q search
. Projectid ProjectNa.. Jobld Type
u 6 Vod Testp.. 20056 TIFF
|| 6 Vod Testp.. 20057 TIFF Pre-QC

8.2.5.7 Queue Entity Extraction

Venio Systems, Inc.

Remarks

TIFF - April .

TIFF Pre-Q..

c
MRl Voo | i Progess [« | ousac | < Postponec x~
Running in..  Status Created On  Started On Complete..  Action
4 InProgress  4/23/2021 4/23/2021 DeZum
N/A Not Started  4/23/2021 DeEZnm
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Within the Document Table, click More Options > Queue Entity Extraction to queue the entity
extraction of VOD search results. Then, a message will display asking whether to queue the job.

Click Yes to queue the job.

Entity Extraction @

Are you sure you want to queue the documents for entity extraction?

8.2.5.8 Convert to HTML

Documents can be converted into HTML from search results. After running a search, select a
document (or multiple documents) and then click More Options (3 vertical dots in the top right
corner of the Document Table). Select Convert to HTML from the menu.

A summary of the items for HTML conversion is displayed. At the bottom left are check boxes to
Launch and Relaunch. Select Launch if it is the first time; otherwise, select Relaunch. Then, click

the Start button to start the conversion.

HTML Conversion

The HTML Conversion jobs will be queued and can be monitored from System Admin > Job >
Status.
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Job Status <
proect R -t stora | | o | | Fouana | = Fosizonsa
[+ | Comsing §'» | Oarreisted | » | Qoveng
Q
Projectie  Prejectna. | Jood  Type Remi.  lounning . - Status Created On  Swted On Complete.  Action
lacazu TestfomeZ 3007 RTF Canversion WF=— NA& Compicted  2/24/2021 3ra&face) 3/24/202 L < -4
140420 TestDernod 2000 RTT Canverson RF-~ NA Completed 3{24/202 zefzon 3f2al202 & o X

- M0 TwetDwenn? | 30060 ’mmmmm el Tuu irmmm Mazlzm | Almfanm | Nz

8.2.5.9 Convert to RTF

Documents can be converted into RTF from search results. After running a search, select a
document (or multiple documents) and then click More Options (3 vertical dots in the top right
corner of the Document Table). Select Convert to RTF from the menu.

A summary of the items for RTF conversion is displayed. At the bottom left are check boxes to
Launch and Relaunch. Select Launch if it is the first time; otherwise, select Relaunch. Then, click
the Start button to start the conversion.

HI¥ Comversion "
Summery

Tobex Snroh e

Cocumnunts Appacatie for RTT Quecs

r wly Acduo Quis

Reenaining to he i

Eelect Fils Typeas for Conversion

<

= ouTicoK weo MS Ouooh

a

The RTF Conversion jobs will be queued and can be monitored from System Admin > Job >
Status.
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Joo Status o
Poject NIRRT Sl ¢ | Pt stoea | o b s | 4 | P |« ] Moutponn |
| »| Conceling | « | Comolerea | « | Carncemd |
Q
- Projectid Prejectna. | Jobid  Typa Ramarks Runrevng ¥ Stenus Ceod On Sieted On Complete . Action

O e e N e R
8.2.5.10  Creating Slipsheets

Within the Document Table, if they have the rights to do so, reviewers may create slipsheets to
replace the document images for either selected documents or all documents. Reviewers may
either enter text and/or fields or use an image. You may also make Slipsheet Templates
available for their use.

1. Click the Other Options button and then click Slipsheet Documents.
The Create Slipsheet dialog displays.

1. Click either the Selected or All radio button to choose which images will be replaced with
slipsheets.

The Summary section will update with the number of documents for which slipsheets will be added.

2. Choose from the following radio buttons:

* Load from Template — Select template from drop-down list
* Slipsheet Text — Choose the location, text, and fields to be included
* Select a slipsheet image file — Use the Browse button to go to the location of the file
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Ak A @slgsheet 3o x

@) Sewcied

Total document tor Ziosheet

Lood fram wermpote

.
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X
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) Add Fags

Repriace Tt with sipsbvsst it

3. Use the Preview button to review your slipsheet(s) prior to creation.
If using Slipsheet Text option, you may check the option to Replace fulltext with

slipsheet text.
5. If there are existing images of documents already, you may select the option to Replace
images of already existing documents with slipsheet.

6. Click the Create button to generate the slipsheets.

8.2.5.11 OCR Image/PDF Documents

Documents can be sent to the OCR engine from the search results. After running a search, select
document(s) and then click the Other Options button (right end of the Search Bar). Select Send
Image/PDF Image Files to OCR from the menu.

A summary of the items to be OCRed is displayed. At the bottom left are check boxes to Launch
and Relaunch. Select Launch if it is the first time; otherwise, select Relaunch. Then, click the
Send to OCR button to send the files to the OCR engine.
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Venio OCR -

Summary

Totol Search Resunt 6
Documents applicable for OCR queus
Previously added to OCR queus 0

Remaining 1o be queved

Show All Files For OCR

%
~ ¥4 POF '
¥ eor Adobe Acrobat (PDF) 1
NOTE Fassword Protected, Corruptad, 2ero Syte. System ond Danist files wil not be quausd Launch Relounch
Inily docurnants without axtracted fulltest will be indexed uting e OTRa text
Send To OCR Close

The jobs will be queued and can be monitored from System Admin > Job > Status.

Job Status <
roect RN ] « + sous EETDORETIOETNOETI
Projectis ProjectN. | Jobid Type Remarks Run. Stotus Creoted . Storted . Compilet Action
100486 VOD-Q 20 indexing  Autc-indexin N/A  Complet. 4/30/200 4f30/20n sf0f200 O © E
0048 VOD-Q 19 OCRGen. OCRGenerat N/A Complet. 4/30/2001 &/30/200 a/30f200 © © X
0046 VOO -Q 18 longuog. Auto-langua N/A Complet 4/30/200  &j30j200  4j30j/2020 D (-] E
10048 VOD-Q 17 Indening  Auto-ncexin N/A  Complet. 4/30/20n &f30/20n 4f30f2020 O © ¥
£ 10046 | VOD - Q. B OCR OCR-Apill.  N/A | Complet. | 4/30/2021 | 4/30/202 | 4/30/202

8.2.5.12 OCR Tiff Documents

Documents can be sent to the OCR engine from the search results. After running a search, select
the document(s) and then click the Other Options button (right end of the Search Bar). Select
Send Generated Images to OCR from the menu.

A summary of the items to be OCRed is displayed. At the bottom left are check boxes to Launch
and Relaunch. Select Launch if it is the first time; otherwise, select Relaunch. Then, click the
Send to OCR button to send the files to the OCR engine.
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Generated Image OCR *
Summary
Total Search Resun &6
Ramaining 10 D Gusued 0
Praviously oaded to OCR gueus
Torol Socument with slipahest only 0
Tl SOcumenty without imoge 0
Tola!l Socumsnts maoged
N
- ¥ POF 1
o {
oA POF Adobe Actobot (POF) 1

NOTE: prtd Prost et Ut oo ryte, System and Dermt e v be g ot Bl tourch B Relounch
Cur 3 WIthOwt ot od daxed waing the Roct toat

Send To OCR lase

The jobs will be queued and can be monitored from System Admin > Job > Status.

Job Status [
roject % v Statur Em
-

Q &

Frojectid  Progect N. Jozid  Type Statue Createdd . Stortes Compist. Aation

IOJMS Voo - Q. 24 OCRGonzrated T OCH Geneo I Corrplet. [4f”1'20!l afaofzozr  alavfzoz

8.2.5.13 OCR Redacted Documents

Documents can be sent to the OCR engine from the search results. After running a search, select
the document(s) and then click the Other Options button (right end of the Search Bar). Select
Send Redacted Images to OCR from the menu.

A summary of the items to be OCRed is displayed. At the bottom left are check boxes to Launch
and Relaunch. Select Launch if it is the first time; otherwise, select Relaunch. Then, click the
Send to OCR button to send the files to the OCR engine.

Venio Systems, Inc. 11.5.0.0 Page | 138



. OnDemand Admin Guide

Redacted Image OCR »
Redaction Option
® scloct Redaction Set(s)
summary
Use A1 Avalatie Redoction Sets
Remoining to be queved 1
W2 Nndoctian Sut Natme  Rnaaos
Toto! docurments whose redaction changed since last |
¥ vagnight Privisged Hghiigne redocted image OCR or ditterant redoction sot waro
usal
¥ eagacton Privieged S Rectangie
Praviously oaded to OCR queus 1
¥ wrraout Privieged  Solid Rectangle
Total documants having redocted rmage !
Chect Quatted Flwe TONr ANCL erants ananan 1
Sv' De ipoan ure
- 1
A ror Adabss Actatat (POF} 1
NOTE Pagaworet Protectncl Cormupted Jeeo iyte, Systam anct Daniet Hes wil not be ques s Lourch Relounch

¥ Grdy documeets wahout sciractsd fultael will Be incessd umng 1he OURe et

The jobs will be queued and can be monitored from System Admin > Job > Status.

«Q

Job Status

RERER . oo - Qucue Documart to O RSP - ot sicris | - inprogross |+ oused | | rosipones IS

Type Ramarks Status Creatad .. Stortad..  Complat..  Action

|u] Project Id  FrojactN.. | Jo.

V] 10046 VOD- Q. 34| OCRRedacted T OCRRedoct.  NotStort. | 4/30/202 |
| |

8.2.6 Overlay Custom Fields

To navigate, click on the 3 vertical dots in the top right corner of the Document Table and click
on Overlay Custom Fields.

Venio Systems, Inc. 11.5.0.0 Page | 139



Venio

Document: « < | >» | 2 [ < E.

J v"

More options

-

Search Query Help
8 Print Documents

L
Overlay Custom Fields D

st
1

]

Print Status
ble.

%

Slipsheet Documents

]

Create Responsive PST/View Status

a
=

Audio Transcribe
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Save Search
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Save as Dynamic Folder

8.2.6.1 By Coding Value

Select Field from the drop-down list all the custom fields created from the custom fields should
be listed.

The value entered in ‘Specify Value’ will replace the value of the fields selected. The changed
value will only be displayed in new search result.
Following cases should be implied when overlaying custom fields by coding value

o Select Field: The drop-down should list all the custom field to code and Specify value will
overwrite the value of selected field in search result, which will be reflected in new
search. If the selected field is

o Integer custom field: It allows user to type and validate for integer value while starting
the coding

o Datetime custom field: Date picker should be displayed in Specify Value option,
specifying sequential value should be disabled when date time is selected.

e Numeric field: Prefix and Padding should be disabled.

e Coding field with configuration to allow only predefined value: It should allow user to
choose the predefined values.
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Overlay Custom Fields

By Coding Value By Field Value By Find And Replace By Merge Field Value By Field Value in Priority Order

Overlay the field with specified value

Documents Selected: 0

Select Field Entity_Date = %)

Field Values Append;‘ﬂepluce [2]

@ specify value J @ Replaes the

Specify Sequential Value

Close

o Coding field with configuration to multiple value: Specifying multiple values should be
allowed with delimiter defined and user specify to append the field value, the
predefined delimiter should be selected and drop-down should be disabled to restrict
delimiter change. It should select correct delimiter and be disabled.

« Append/Replace: It should work correctly for incremental coding.

8.2.6.2 By Merge Field Value

A field overlay enables you to modify the field's database properties.

1. Select Field from the drop-down list all the custom fields created from the custom fields
should be listed.

2. Choose any Delimiter from the drop-down list.
Select the source fields from the Available Source Fields. The selected fields are
displayed in the Selected Source Fields.

4. Click Apply. A success message appears:

V Overlay marge field complated "

succassfully.

8.2.6.3 By Find and Replace

1. Inthe Overlay Custom Fields, select By Find and Replace.
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Overlay Custom Fields

By Coding Value By Field Value By Find And Replace By Merge Field Value By Field Value in Priority Order

Overlay the field with merged value of the selected fields

Documents Selected: 0

Select Field Delimiter

Entity _Date v

Available Source Field Selected Source Field

Q
Bates Number
Begin Control Number
Calendar Location
No selected fields
Channel

Control Number

Close

2. Select the required custom field, enter the text to be replaced in the Find text box
and text to replace it with in the Replace text box.

3. Click Apply. The old value of the selected field is overlaid by the new value
8.2.6.4 By Field Value in Priority Order

In the Overlay Custom Fields, select By Field Value in Priority Order.

Select the required custom field. Select the Available Source Field required and
drag it to Selected Source Field.
3. Click Apply.

Overlay Custom Fields

By Coding Value By Field Value By Find And Replace By Merge Field Value By Field Value in Priority Order

Overlay the field with replace value

Documents Selected: 0

Select Field Entity _Date M
Find

Replace

m C‘Ose
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4. The value of selected field is overlaid by the value of Selected Source Field
according to the priority of the fields. If the field with higher priority doesn't have
any value, then the value of the next field is selected.

8.2.6.5 By Field Value

Right-click the search results and choose Overlay Custom Fields. Depending on the
requirement, choose either Selected, Unselected or All from the sub menu to copy field values
to a custom field.

Overlay Custom Fields
Coding Value By Field Value By Find And Replace By Merge Field Value By Field Value in Priority Order

Overlay the field with one of selected field in priority order

Documents Selected: 0
Select Field Entity_Date -

Available Source Field Selected Source Field

[
2 i | Calendar Location
Bates Number Channel

Begin Control Number

Calendar Location

Channel

Control Number

|

In the Overlay Custom Fields dialog, the left side has Venio fields and custom fields that are
used as "source fields." The right side has custom fields used as "destination fields". The
objective of this function is to copy field values of "source fields" to "destination fields".
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Overlay Custom Fields *

By Coding Value By Field Value By Find And Replace By Merge Field Value By Field Value in Priority Order

Documents Selected: 0

Filter  AllFields - Field Mappings Custom Fields
[m] Source Fields Destination Fields W
Q i Priv_Title Q
3 Priv_from [] DOCUMENT _UNIQUE _IDENTIFIER
reviewset_search
i reviewset_search | \ FAMILY _IDENTIFIER
~ search
i search L] IMAGESPLITIDENTIFIER
[ System Bates Number
: L] priv_To
[] System Created Date Time
M L] priv_Type

(I System Last Access Date Time

] System Last Modified Date Tim...

¥ Each field can be mapped only once, either as a source field or as a destination field.

Apply Close
Move to the field of your choice from source field list and map it to the required destination
field.
Overlay Custom Fields *
By Coding Value By Field Value By Find And Replace By Merge Field Value By Field Value in Priority Order
Documents Selected: 0
Filter  AllFiolds - Field Mappings import Custom Fields
u Source Fields Destination Fields =
Q i Priv_Title i Priv_Type Q
V] search i Priv_from % priv_To ‘ DOCUMENT _UNIQUE _IDENTIFIER
— 2 S ~
] System Bates Number i search i FAMILY _IDENTIFIER ¥ FAMILY _IDENTIFIER
- System Created Date Time | IMAGESPLITIDENTIFIER
" :
- System Last Access Date Time d Priv_To
. - )
B System Last Modified Date Tim... V] Priv_Type
N Team | reviewset _search
¥ Each field can be mapped only once, either as a source field or as a destination field. m Gloss

Click Apply once you have completed mapping the fields.

If there are any problems or mismatch in mapping fields, a warning window is shown. Please
follow the instructions as indicated in the warning window.
8.2.7 Responsive PST Creation
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Overlay Custom Fields

By Coding Value By Field Value By Find And Replace By Merge Field Value By Field Value in Priority Order

Documents Selected: 0

i i v Field Mappings Custom Fields
(=] Source Fields Destination Fields [m]
Q 3 Priv_Title 3 Priv_Type Q
0 SR Do TN ¢ fem Source field is:":da:;i;m::and destination field is "bigint”. < IR A h U
v/ System Last Modified Date Tim... 2 peorch Please choose fields with matching types. v/ FAMILY _IDENTIFIER
0J — i System Last Modified Date Time 3% IMAGESPLITIDENTIFIER [x] ¥ IMAGESPLITIDENTIFIER
‘:‘ Tiff Imaging Engine i DOCUMENT _UNIQUE _IDENTIFIER a Priv_To
] Tiff Page Count /] Priv_Type

reviewset _search

Tiff Type

¥ Each field can be mapped only once, either as a source field or as a destination field. i
Apply Close

Before creating a responsive PST, ensure that Outlook is installed in machine where export
service is installed.

Select the document(s) from the review page and from the menu, user can select Create
Responsive PST/View status

n [_] Include Family Document Count:8439 Document: € < | > » |EJ |E‘ |E| |:|

? Search Query Help

Table x o X Text x | NearNative > | I g print pocuments
B +M @ cextracted & Print Status k
; 1 X Create Responsive PST/View Status X
O Tag Color B Document Type | & Email From: Thompson|TH %
Email To: Semperger|Serr W Slipsheet Documents
v Caraj/O=ENRON/OU=NAJt
© I/ / / E [pefaultrReviewlayout| - Load Layout
scholtes[Scholtes];
Dianal/O=ENRON/OU=NA, [# Create/Edit Layout
= Email Cc: Emmert[Emmet
s Caroline[/o=ENRONjou=t B Savesearch
Stokley[Stokley]; Chris[/O:  mw save as Dynamic Folder
Email Bee: ) ) '
Email Subject: Wednesda B4 Switch to Email Thread View
Email Attachments: # Delete Document
Frmanil Stesrt Nite Time-

The selected documents are queued for creating the responsive pst, the list of documents are
shown in the Ul, when user selects create the responsive pst is created, the status can be shown
in the Pst status tab.
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Responsive PST Creator x
Create PST PST Status

Root Folder Logical Path
chris_stokley_000 chris_stokley_000.pst > Personal Folder > stokley-c > Stokley, Chris (Non-Privileged) > Chris Stokley > V.
chris_stokley_000 chris_stokley _000.pst > Personal Folder > stokley-c > Stokley, Chris (Non-Privileged) > Chris Stokley > V..
chris_stokley _000 chris_stokley _000.pst > Personal Folder > stokley-c > Stokley, Chris (Non-Privileged) > Chris Stokley > V..
chris_stokley _000 chris_stokley _000.pst > Personal Folder > stokley-c > Stokley, Chris (Non-Privileged) > Chris Stokley > V..
chris_stokley_000 chris_stokley_000.pst > Personal Folder » stokley-c > Stokley, Chris (Non-Privileged) > Chris Stokley > V...
Devaney Devaney.pst > Personal Folders > EMLs (09/14/0717:07:15) > Fw:-msg
Devaney Devaney.pst > Personal Folders > EMLs (09/14/07 17:07:15) > Fw: Gun Hill Road Closes.msg

B3

Responsive PST Creator x
Create PST PST Status
<
Pst File Name Created By User Created On Status Action
ResponsivePst-202201280. | super /282022 4:37:52 AM Mot started. BT

Once the responsive pst is created, the user have options to, download the pst, view the logs
and delete the responsive pst form the Action column in the above Ul.

8.2.8 Folder Panel

If there is any document present within a folder, the corresponding folder contains a check
mark in the Folder Panel in the left. Also, if there is a sub-folder present in a folder in the Folder
panel, the complete tree structure is visible for the folder. If the folder does not contain any
folder/document, there is no checkmark for the Folder in the panel.
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venio[2/11)
search Tag m a8 + BE:+:m

B system Tags
Responsive

>

Non-Responsive
Potentially Non-Responsive
B user Tags
abc

B Tracking-Review

o|lo|olo|o|B

Tracking-
TestTagsPanelinReviewSet

Tracking-TestTagShowhide

| B B IP I P PO

E

Folder [FilelD:26] x v & O X

Name

2 selected out of 7 documents

- Folders 1 « | .

Folder!
Notes [FilelD: 26] x | g O X

-+l

8.2.8.1 Saving and Using Layouts

If you have customized your screen layout, you may wish to save it. You can save and load
multiple screen layouts for use across your matters. When a user creates/edits layout from a
review page, that layout is listed while editing the user information associated with the layout
from the user management.

1. On the Search Bar, click the More Options > Create/Edit Layout option

The Save Layout dialog displays

Document: « ¢ 1 > » ‘ [ ‘ <||&]|t|

? Search Query Help
8 Print Documents

& Print Status

+t X

& Create Responsive PST/View Status

%) Audio Transcribe

Save Layout x

W Slipsheet Documents
= I o= vasan . Save Layout Optior @ New Loyout Update Layout
ayout_set] - Load Layou
i Layout Name
;-'_Jdl‘.e';:cll @ Create/Edit Layout I E i
Layout, Review

sad\testey 8 Save Search i

m Save as Dynamic Folder
ad \testcl

xad\testeL___ T —

2. To save the layout, select the New Layout radio button.
3. Enter the Layout Name
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4. Click the Save button to save the new layout

NOTE: To update the layout (other than DefaultReviewLayout and Layouts associated with a
client that are non-editable), load the layout to be updated as the current layout first, then go
to create/Edit Layout, select the Update Layout radio button and click the Save button.

sove Search =

To switch layouts, click the More Options > Load Layout button. Select the Layout from the
dropdown menu and click the Load button.

When an admin/internal user is editing the user information from system admin, all the layout
created/edited from review (or) layout created from layout management associated to the user
must be listed.
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Administration > System Admin > User > Edit
Edit User
Email Address
priyanka@veniosystems.corr
|
Full Name -
Priyanka_ClientXYZ

Phone

Client Name = ; ‘

DEBLECIS OnDemand Client Admin v

Assign Cases i
Case testbyme
autofolder afaults ject Admin Group
ESEUStOm minate sject Admin Group
layout ayout_internal Admin Group

8.2.8.2 Set the created/edited layout as default

When a user loads the layout or create/update the layout from the review page, that layout
should be made the default layout for the user. The layout should be the current layout in the
review page i.e., when a user is logging out and logging in, then set that layout in load layout
option. All the settings from the layout should be reflected/loaded in the review page.

User can reorder the fields, close the layout panels, sort the fields, check/uncheck the fields to
display in table panel. Save the layout.
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VenioZ) Case: | testcustom - - 2 emma Clienteyz ~

Tags | Metadata || Parent/Child | Email thread || Duplicates || Text | Near Native || Image || Folder || Similar Document || Coding History I

1 e e
X
u Tipeseph tececs [ inciida camiy Document Count13 pocument « <1 > » [=][<][2][7]
e
2 Table x a x
BEsD

o Tog Color B dian Nome | Document Typs | Intemal Fileld | Original File Path
O = original EMAIL_ATTACH 3| \\fs02 \vs\priyanka_awsv \upload\ xyz\ Upload testcustom | 202203022115545021\ AzureEmailThread o
m] &= original EMAIL_ATTACH 4 | \\fs02.0d com\VS\priyanka_ \upload xyz\ Upload |\ testcustom 202203022115545021\ AzureEmailThread r
a B original EDOC 6| \\fs02 \vs\priyanka_t \upload\xyz\Upload| 02203022120365957' p\s
a -] original EDOC 7 | \\fs02.0d. com\ VS \priyanka_ \upload xyz\ Upload |\ testcustom 202203022120385957 \ slacksample zip \ s
[m] -] original EDOC 8 | \\fs02.ad veniosystems com\VS\priyanka_awsworkspace \upload xyz\ Upload | testcustom )\ 202203022120365957 \ slacksample zip\ s
[m] -] original EDOC 9 | \\fs02.0d. \vs\priyanka_t \upload xyz\Upload | testcustom | 202203022120365857 \ slacksample.zip\
a -] original EDOC 10| \\fso2 \vs\priyanka_t \upload \xyz\Upload \202203¢ 85957 \slacksample.zip\ s

1selected out of 13 documents . " .

Notes [FilelD: 2] x 8 o x

Document « ¢ 51 > » ‘E]|-:J|$.| |

? Search Query Help

8 Frint Documents

X Print Status k|
3

Create Responsive PST/View Status 0

Title

o) Audio Transcribe

| Save Layout x

[loyout _set] - Load Layout

Save Layout Optiorn: O New Layout Update Layout

Create/Edit Layout
Layout Name

B Save Ssarch
| Layout Hemo |

o

M Savs as Dynamic Folder

& Auto Folder

The Review page must load with the current layout and same must reflect in load layout option
with all the settings done by user.
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VQniom Case: testcustom - = Lo e priyanka_Clientxyz ~
Tags | Metadata || Parent/Child | Email thread | Duplicates || Text | Near Native | Image | Folder | Similar Document || Coding History
u ype search term here. include Family Document Count13 Document: « ¢ 1 >» (][ <][&])
? Search Query Help
Table x 8 Frint Documents
& Print Status 3
& Create Responsive PST/View Status ‘:‘)
a B Custodio
4) Audio Transcribe |
- original EMAIL 2 | \\fs02.ad veniosystems. com | Vs \ priyanka_owsworkspace\upload \xyz\Upload | testc i
(m] & original EMAIL_ATTACH n \xyz\Upload \testc: [tayout_demo] - Load Layout L
a bl original EMAIL_ATTACH [# Create/Edit Layout
[m] B original EDOC Upload\testey B Save Search
m Save as Dynamic Folder
[m} -] original EDOC
& AutoFolder
[m} -] original EDOC -
a B EDOC
[m} -] original EDOC 7\slacksample.zip \ sic

1selected out of 13 documents

Notes [FilelD: 2] x

Default Layout

8 0o x

While editing the layouts, the Default layouts cannot be edited. If the layout being updated is a
default layout, the editing is restricted and the Save button is disabled and the following

message is displayed:

Save Layout

Save Layout Option:

Leryout Name

DefaultReviewlLayout

cannot be updated.

MNew Layout @ Update Layout

This layout is default layout. So, this

B save ¥ Cancel

Client Layout

Also, you cannot edit the Client layouts. If the layout being updated is a client layout, the editing
is restricted and the Save button is disabled and the following message is displayed:

Venio Systems, Inc.

11.5.0.0 Page | 151



Demand Admin Guide

Eoren Loyout

Lo Loyout Optee

LPpess Marnap

Pasr Lt i g Lot

Thia eyt i eertesonded with e

T, i corce B upcined.

8.2.8.3 Preserve selected fields and order

Change field order and by clicking on next pages fields should be preserved and the fields
shown/hide are preserved as well.

Select a layout and reorder the fields.

Table x

o X

B<:M @Edrocted

1selected out of 1402 documents

Table x

(] =
(] =
O &
(m] =
a ™
(m] =
a [

1selected out of 1402 documents

Venio Systems, Inc.

E B K %

@

custl

custl

custl

custl

custl

custl

cust]

11.5.0.0

Email From: Andrew H Lewls[Andre\v HlLle
Email To: Cindy Olson|Cindy Olson]

Email Cc:
Email Becc

-

Text x | Near Nat

Email Subject:
Email Attachments:
Email Start Date Time:
Email Sent Date Tirme:
Email Received Date Time:
Email End Date Time:

Cindy,

£ searcn Query nep
8 Print Documents
X Print Status

& Creats Responsive PST/View Status

4d Audio Transcribe

W _Slipsheat Documents
[DefaultReviewloyout] - Load Layout

[# Creats/Edit Layout
B Save Search
B Save as Dynamic Folder

& Auto Folder

Several of the traders on the Central Desk have asked me to forward our

opinions to you regarding the sale of Astros ticksts.

First, on Tuesday, March 7, Eva Pao and myself went to get lunch and buy
Astors tickets ot TE30 AM. We walked the entire floor looking for the

ion

Channel

o X

B+Mm @Edacted

English
English
English
English
English
English

English

Search Query Help

T | Noox Nl Print Documents

| Create Responsive PST/View Status
Emnail From: Andn

Email To:Cindy @ ¥) Audio Transcribe

Email Ce: RS 9

Email Bee: i

Email Subject: [DefoultReviewLayout] - Load Layout
Emnail At

Ermil Stost Dota] Create/Edit Layout

Email Sent Date 1 B SaveSearch

Email Received D

Ermnail End Date Ti @ Save as Dynamic Folder
& Auto Folder

Cindy,

Several of the traders on the Central Desk have asked me to
forward our
opinions to you regarding the sale of Astros tickets.

First, on Tuesday, March 7, Eva Pao and mysell went to get lunch
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After reordering the fields try navigating to different pages, the order of the fields changed by
the user should be preserved.

? Search Query Help
Table x o x Text x I Near Nath 8 Print Documents
£ 3

B:@ @ettocted Print Status

Create Responsive PST/View Status
() Tag Color B Custodian Name | Control Number | Bates Number | BeginBates | Colendor Location | Channel Detecty Email From: N 4
pib@optizedirec! ¥ Audio Transcribe
e e [ | ] -
Email Cc:
[m] = custl English Email Bee: [DefoultReviewlayout] - Load Layout
Email Subject 1b
a ] custl English Froetradi ﬂ; [Z Create|Edit Layout
s Email Attachmen @  Save Search
custl English
O - R Email Start Date *
o - ot BN Email Sent Date] ™ Save as Dynamic Folder
Email ReceivedD gy Auto Folder
[m] = custl English Email End Date Ti
a = cust! English
[m} = custl English
The following message was sent to you as an opt-in subscriber
TSNS U 5 1402 BORGHES P I z AEIN P to Option-Wizard.com. We will continue to bring you valuable
offers

8.2.8.4 Change Priority

The Change Priority option in the custodian management page when clicked provides you an
option to move the move the custodians up/down to set/save the priority.

Navigate to Administration > Case Admin > Custodian > Manage. Click on Change Priority.

Change Custodian Priority

Please drog & drop to change the priority order

Once the priority deduplication is changed, the files based on changed custodian priority and
media summary will be changed. Also, the exact same changes will be replicated in the console
and vice versa. When the media is being processed, a message is displayed mentioning the
restriction in saving the priority of the media.

8.2.8.5 Save Search items to Custom Fields
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VenioOne gives you the ability to save a search with a search name so that the search
can be shared with another user. You also can start a new search after the search has
been executed.

Save search terms in a custom field updates custom fields with responsive search terms.
The search name is used as custom field name.

To save a search result:

1. Click on the Save Search button.

2. Provide the Search Name and click the Save search terms in a custom field checkbox.
Also select Create a new custom field radio button.

Save Search x
Search Name
IVENeN | T
SOve search terms In 0 custom lield
® Creols 0 new custom leld
UILNg cusiom heid

m x

3. Click Save. A message confirming the search saved successfully appears.

VenioQOne OnDemand

Sarch Soved Su wailaly
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1. Now go to the Search History to see the results saved with the Search Name provided. It
will be listed on the top of the grid.

8.2.8.6 Tag search terms during saved search
venioZ1) Case: Globol Fieh - " 2 9
u u wiude Fomity [ECREE-RPPRORTIRI (., Countd Document: ¢
Tags [File: 7] x 6 0 X Table x 0 x Toxt [FileiD: 7] x oD
mpete text 15 Nt yw ot which may o e y e SeOrching A here '9

B system Togs e x

Responsive
Non-Resg o
Privieged

fidentiol

Metodota [Fileld: 7] x v 8 0O X

1 asiecied out of 4 documents
Internal File id

Custodian Nome

bl

Notes [Filett: 7] x

To tag search items during a saved search:

1. Click on the Save Search button.
2. Provide the Search Name and click the Create and apply tags using search terms as tag
name checkbox.
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Save Search

Search Name *

Date _NewSearch

name

w
©
@
(e
-

w

Select saved search name

@) Create a new custom field

Use existing custom field

aved custom field

Create and apply tags using search terms as tag

[[] use existing tag structure from search

[C] save search terms in a custom field

3. Click Save. A message confirming the search was saved successfully appears.

VenioOne OnDemand

Search Saved Successfully

Venio Systems, Inc.
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4. You can Save search by applying tags using search terms as tag name and click on Use
existing tag structure from search. Select from the available drop-down list and click
Save.

5. You can manage the tags from the Tag Management (Administration > Case Admin > Tag
> Manage) page.

8.2.8.7 Save Search items to Existing Custom Fields

To save a search result to an existing custom field:

1. Click on the Save Search button.
2. Provide the Search Name and click the Save search terms in a custom field checkbox.
Also select Use existing custom field radio button. Select from the available drop-down.

Save Search X

Search Name
test
Save search terms in a custom field
O create a new custom field

® use existing custom field

’ hew_Custom_FieId v

3. Click Save. A message confirming the search saved successfully appears. All the search
documents will be appended with the new custom field.

8.2.8.8 Accessing Saved Searches

Expand the side panel on the right of the Review Dashboard to access the Saved Search tab.
Click the magnifying glass Search button adjacent to the search to rerun it.
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Case: Smith v. Jones - ? e I -

> saved Search

IF pweat

eral Search Name Searc.. Searc.. Searc.. HitCo.. IsPriv..
Aulo_Search. balan.. super 2020-. 1090

Emily

3iLRg Aulo_Search. balan super 2020-.. 50 No

ulo_Sec bala uper 2020 0

SEC TSEE super 2020-_ 48  No

8.2.8.9 Hide Custom Fields

When the admin layout is loaded (may it be default to the user or user load the layout from
review)in the review page, by default hide all the custom fields. However, the permitted custom
fields are available in the show/hide columns list for users to select and display the desired
custom field in the grid.

Note: User group must be selected before moving fields

1. Create alayout from admin settings

Administration > System Admin > Loyout > Manoge

Manage Layout

®
(w)

admin_Layout

2. Load the layout in the review page. Click on show/hide option from document table,
permitted custom fields should be available.
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Show/Hide Columns x
Document: « < 1 > » — < 3

Search Query Help

Print Documents

Print Status k

s 0w

Create Responsive PST/View Status
ndrew H Lew

a
=3

Mson]

[
F
Audio Transcribe s
‘
Slipsheet Documents
F

[admin_Layout] - Load Layout

Create/Edit Layout

A8 8

Save Search

Save as Dynamic Folder

P RO R EZ

Auto Folder

8.2.8.10 Custom field handling in layout

If none of the custom fields are selected in the document table and save the layout, it
saves all the permitted custom fields in the layout and when you next load the layout, it
displays all the custom fields unnecessarily.

Currently, if none of the custom fields are selected, the custom fields do not get saved in
layout. Also, while loading the layout, and if the layout is created from review, only the
configured custom field/s in the layout are listed.

Show/Hide Columns x

(IS <

8.2.8.11 Search Log History

To view all past searches, expand the side panel on the right of the Review Dashboard and click
the Search Log History tab. Click the adjacent magnifying glass Search button to rerun a search.
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Case: Smith v. Jones - ? e per v

> Search Log History

P ot

eratt Search.. Dynam.. Search.. Search.. HitCou.. IsPriva..
a>0 uper 2020-12.. 8272 1

Emily

HilRd  Fileld>0 super 2020-12.. 8272  No

You will have an option to either run the search in the same scope as the original search or the
current scope. Make your selection and then click the OK button.

Search From History X

@ search in same scope asin or

8.2.8.12 Email Thread View

You can view email message threads only in Email Thread View.

Different types of email files are denoted by different color icons.

. . (>
* Inclusive Email - Green Message Icon ()
% |

* Non-Inclusive Email - Black Message Icon ( ) fegemail and email attachment (| L)
* Generated Missing Email - Blue Message Icon ( ) =

* System Generated/Dummy Email - Red Message Icon ()

8.2.8.13  Send to Image

Documents can be sent to Image from search results. After running a search, select the
document(s) and then click Other Options (right end of the Search Bar). Select Send to Image
from the menu.

A summary of the items for Send to Image is displayed. Page Limit, Engine and Color Conversion
can be selected as desired in the Document Detail table. Advanced Options include items
related to the Bates Numbering and page limit. The Details section can be expanded to view
previous image queue details. At the bottom left are check boxes to Launch and Relaunch.
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Select Launch if it is the first time; otherwise, select Relaunch. Then, click the Start button to

start the imaging process.

Send to Image

Surmmary
Tatal Search Resull
Docurnents Applicable for moge Queus
Previously Added to Image Queuwe

Remaining o be Gueusd

® Use delault limit from project setting{1000)
Sl cuslom max page limit
Custein fex page it | 1nog

Apply Systermn botes Number oplion

Genengles bates numiber lor genenaled images

Prefix - 1MAG
Stoet Nurmber 2

Posdding a

®

gnone aulo Mnogejobs for medio processing stolus

Detail informations for docurment(s) remaining o be quewed

] File Type Group Count Poge Limil
| PDF 1 Mo Poges
Details
Previously added to bnoge Queus
Jobd Ha. of Docurments Image Requestad By Start Tirme
7 1 anuUrejEvEniosysiems.com My 18 2071 10-55PM
b Relaunch

Advanced Oplion A

Engine Color Conversion
-
End Tirme Tobal Tirme
Rdery 16 2071 10:5500 O:00:02

Detads A

Status

Complete

m e

The Tiff and Tiff Pre- QC jobs will be queued and can be monitored from System Admin > Job >
Status (shown below) or from the Details section in the same Send to Image dialog.
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Entity Extraction

Are you sure you want to queue the documents for entity extraction?

8.2.8.14 Queue Entity Extraction

Within the Document Table, click More Options > Queue Entity Extraction to queue the entity
extraction of VOD search results. Then, a message will display asking whether to queue the job.

Click Yes to queue the job.

Entity Extraction E

Are you sure you want to queue the documents for entity extraction?

8.2.8.15 Convert to HTML

Documents can be converted into HTML from search results. After running a search, select a
document (or multiple documents) and then click Other Options (3 vertical dots in the top right
corner of the Document Table). Select Convert to HTML from the menu.

A summary of the items for HTML conversion is displayed. At the bottom left are check boxes to
Launch and Relaunch. Select Launch if it is the first time; otherwise, select Relaunch. Then, click

the Start button to start the conversion.
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HTML Conversion *
summary
Total Search Result 186
Documents Applicable for HTML Queue nas
Previously Added to HTML Queue ns3
Remaining to be Queued 3

Select File Types For Conversion

¥4 File Type Description Count
~ ¥ email 3
¥ outLook_Mse MS Outlook 2

~ ¥ Multimedia 1

¥4 RIFFWAVE windews Sound 1

Launeh || Relaunch m Close

The HTML Conversion jobs will be queued and can be monitored from System Admin > Job >
Status.

Job Status <
profect G ST - [ o st « [ rogrss |« [poused | | Posiponed] <%
[ x| Canciing | » | Completed | x | Canceled
Q Searcr
= Projectid ProjectNa.. | Jobid Type Rem.. Runningin.. Status CreatedOn  Started On  Complete..  Action
140420 TestDemo2 | 30071 RTF Conversion RTF-.. N/A Completed = 3/24/2021 3/24/2021 3/24/2021 0O o X
140420 TestDemo2 30070 RTF Conversion RTF ~ Completed ~ 3/24/2021 3/24/2021 3/24/2021 o e £

8.2.8.16 Convert to RTF

Documents can be converted into RTF from search results. After running a search, select a
document (or multiple documents) and then click Other Options (3 vertical dots in the top right
corner of the Document Table). Select Convert to RTF from the menu.
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Table x
u Type search term here R - o < - |[8]
O 1AG_colg B SaveSearch

W Save as Dynamic Folder

i

4 Switch to Email Thread View
#= Queue Entity Extraction

B3 Send to Folder

B3 Remove from Folder

</> Convert To HTML

B send Image/PDF Image Files to OCR

@ send Generated Images to OCR

O oj0o|oojo

#® Send Redacted Images to OCR

A summary of the items for RTF conversion is displayed. At the bottom left are check boxes to
Launch and Relaunch. Select Launch if it is the first time; otherwise, select Relaunch. Then, click
the Start button to start the conversion.

RTF Conversion »
summary

Total Search Result nge

Documents Applicable for RTF Queue n7

Previously Added to RTF Queue nn

Remuining to be Queued 1]

Select File Types For Conversion

¥4 File Type Description Count

m QUTLOOK _MSG MS Outlook n7

Launch Relaunch m Close

The RTF Conversion jobs will be queued and can be monitored from System Admin > Job >
Status.

Job Status <
ot D Y - ot s = inroges - Pause |  osponed ..
[ x| Canceiing | x | Complsted | x | Canceled ]
Q s
Pro;ectld ProjectNa.. | Jobid Type Remarks Running In... Status Created On  StartedOn  Complete..  Action
140420 ‘estDemo2 RTF Conve.. | RTF- Marc.. | NJA Completed | 3/24{2021 3/24/2021 3/24/2021

8.2.8.17 Creating Slipsheets from Console

Within the Document Table, you may create slipsheets to replace the document images for
either selected documents or all documents. You may either enter text and/or fields or use an

Venio Systems, Inc. 11.5.0.0 Page | 164



Venio

image. You may also use a Slipsheet Template if one has been made available to you by your

administrator.

1. Click the Other Options button and then click Slipsheet Documents.
The Create Slipsheet dialog displays.

Click either the Selected or All radio button to choose which images will be replaced with
slipsheets.

The Summary section will update with the number of documents for which slipsheets will be added.

Choose from the following radio buttons:

* Load from Template — Select template from drop-down list
* Slipsheet Text — Choose the location, text, and fields to be included
* Select a slipsheet image file — Use the Browse button to go to the location of the file

Create Slipsheet
® selected:1 Al x

Summary
Total document for slipsheet
Total number of document with image

Total number of document without image
-} Load from template:

@ Slipsheet Text:

slipsheet Text Location GRS

A Font

) Add Fields
Replace fulltext with slipsheet text

Select a Slipsheet image file:

Browse

Use the Preview button to review your slipsheet(s) prior to creation.

If using Slipsheet Text option, you may check the option to Replace fulltext with slipsheet
text. If there are existing images of documents already, you may select the option to Replace
images of already existing documents with slipsheet. Click the Create button to generate the

slipsheets.

8.2.8.18  Creating Slipsheets from Web
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In the SlipSheet window, you can generate a slipsheet for specific file types. The slipsheets are
generated when the files are TIFFed.

Veniol®):

10.

11.

12.

8.2.8.19

Slipsheet

Check the Generate slipsheet for the following types of file check box to generate a
slipsheet for the specified type files when the files are TIFFed by TIFF engine.

Check the any File type checkbox to use a place holder.

Select the Load from template radio button to display the placeholder text/TIFF
placeholder from the template.

Click the drop-down menu and select a slipsheet template.

Select the Slipsheet text radio button to display the placeholder text in the slipsheet.
Click the Font link to select font for fields or text to be printed in slipsheet. Click the Add
Fields links to select a field from the drop-down and add to the place holder text.

Click the Preview to view the slipsheet which would be created.

Click the Select a Placeholder TIFF file radio button to browse for a placeholder TIFF file
from the client desktop location to use as a slipsheet.

Check If a document is slipsheet, create (replace if already exists) with slipsheet text
check box to show the placeholder text in the viewer.

Check Generate slipsheet at the first page when less than available pages of a document
is TIFFed to generate the slipsheet on the first page.

Check Generate slipsheet when TIFFing timed out to generate slipsheet for files for
which TIFFing has timed out.

Check Delete TIFF OCR’d and redacted Tiff OCR’d text when Tiff sheets are generated to
delete OCR’d TIFFs.

OCR Image/PDF Documents
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Documents can be sent to the OCR engine from the search results. After running a search, select
document(s) and then click the Other Options button (right end of the Search Bar). Select Send
Image/PDF Image Files to OCR from the menu.

A summary of the items to be OCRed is displayed. At the bottom left are check boxes to Launch
and Relaunch. Select Launch if it is the first time; otherwise, select Relaunch. Then, click the
Send to OCR button to send the files to the OCR engine.

Venio OCR x

Summary

Total Search Result 6
Documents applicable for OCR queue 1
Previously added to OCR queue 0

Remaining to be queued 1

Show All Files For OCR

& e Type )escription
v ¥ POF 1
¥ POF Adobe Acrobat (PDF) 1
NOTE: Password Protected, Corrupted, Zero Byte, System and Denist files will not be queued Launch Relaunch
Only documents without extracted fulltext will be indexed using the OCRed text
Send To OCR Close
The jobs will be queued and can be monitored from System Admin > Job > Status.
Job Status <
LETE « | VOO - Queus Document to OCRI SRR CIVER * | Not Storted | = | in Progress | x | Poused | | Postponed | .
Projectid ProjectN.. | Jobid Type Remarks Run.. Status Created . Started . Complet. Action
10046 VOD- Q. 20 Indexing Auto-Indexin N/A  Complet 4/30/2021 4j30/2021 4&f30/2000 OO0 © E
10046 VOD - Q 19 OCRGen. OCR Generat N/A  Compilet 4/30/2021 4/30/2021 4/30/20201 OO © X
10046 VOD-Q 18 Languag Auto-Langua. N/A Complet 4/30/2021  a/30/2021 4f30/2020 O] Q b1
10046 VOD-Q 17 Indexing Auto-indexin N/A  Complet 4/30/2021 4/30/2021 4f30/20n1 D © K
W 10046 | VOD - Q- 16 | OCR OCR-April3. | N/A | Complet. | 4/30/2021 | 4/30/2021 | 4/30/2021

8.2.8.20 OCR Tiff Documents
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Documents can be sent to the OCR engine from the search results. After running a search, select
the document(s) and then click the Other Options button (right end of the Search Bar). Select
Send Generated Images to OCR from the menu.

A summary of the items to be OCRed is displayed. At the bottom left are check boxes to Launch
and Relaunch. Select Launch if it is the first time; otherwise, select Relaunch. Then, click the
Send to OCR button to send the files to the OCR engine.

Generated Image OCR *
Summary
Total Search Result 6
Remaining to be queued 0

Previously added to OCR queue 1
Total document with slipsheet only 0
Total documents without image 0

Total documents imaged !

«

¥4 pOF Adobe Acrobat (PDF) 1

NOTE: Password Protected, Corrupted, Zero Byte, System and Denist files will not be queued Launch Relaunch
nly documents without extracted fulltext will be indexed using the OCRed text

The jobs will be queued and can be monitored from System Admin > Job > Status.

Job Status s
LN -« | VoD - Quaus Document to OCRI SRS ~ | tot started | < | In Progress | x | Paused | = | Postponod [EN
3] Compieted |
Q
Projectid ProjectN.. Joblid Type Rsmor- Status Created .. Started .. Complet.. Action

8.2.8.21 OCR Redacted Documents

Documents can be sent to the OCR engine from the search results. After running a search, select
the document(s) and then click the Other Options button (right end of the Search Bar). Select
Send Redacted Images to OCR from the menu.
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A summary of the items to be OCRed is displayed. At the bottom left are check boxes to Launch
and Relaunch. Select Launch if it is the first time; otherwise, select Relaunch. Then, click the

Send to OCR button to send the files to the OCR engine.

Redacted Image OCR

Redaction Option

®  select Redaction Set(s) s
ummary

Use All Available Redaction Sets
Remaining to be queued

<

i >et Narr k 1
Total documents whose redaction changed since last 1

"/ Highlight Privileged Highlight redacted image OCR or different redaction set were
used
¥ Redaction Privileged Solid Rectangle
Previously added to OCR queue 1
¥4 whiteout Privileged Solid Rectangle
Total documents having redacted image 1
mW“ Tatal dncimante imanad 1
¥ Fi
~ W4 PDF 1
-
w4 PDF Adobe Acrobat (PDF) 1
NOTE: Password Protected, Corrupted, Zero Byte, System and Denist files will not be queued Launch Relaunch
Only documents without extracted fulltext will be indexed using the OCRed text

Send To OCR Close

The jobs will be queued and can be monitored from System Admin > Job > Status.

Job Status <
S V0D - Quats Document to OCRI SN | ot stared | x| nProgross | » | Paused] < | postponod IS
Complstad
Q search..
. Projectld ProjectN.. | Jo.. Type Remarks Status Created.. Started.. Complet.. Action

OB ocs|vo-o | s¢|oohmeduciedtn |ocRmeduct ||vetsir g | | | |

8.2.8.22 Move Document

After processing documents in different media, you have an option to move documents from
one media to another. While choosing the document(s) to move, Source should be parent, but
the destination can be a parent or child or nested child. After successfully moving the selected
document, all the hierarchy will be moved making the source and destination a single family.

1. Go tothe Review page. Select parent document/s not within the same family and click
on More Option context menu.
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Jocument: €« ¢ 6 > » |2 || <€ | & u

W Delete Document
X = Queue Entity Extraction
IP3 Send to Folder

P¥ Remove from Folder

.

ternalf ¢ convert To HTML
Convert To RTF

Send to Image

e §

Send Image/PDF Image Files to OCR
Send Generated Images to OCR

Send Redacted Images to OCR

¥ W B

Move Documents

2. Click on Move Documents

Pop up to enter field will be displayed.

3. Enter valid field ID for the document to be moved under.

If the provided Field ID is valid, a success message is displayed, and the moved
document is moved within the hierarchy of the destination document.
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Move Document

Destination parent File id 1

Selected document and its family set will be moved as child documents to destination parent field.

n X Close

Total parent documents selected to move 5

4. If aninvalid file id is entered (file id from the same family, selected file not being parent
file, the moving file id itself, etc.), then a corresponding error message will be displayed.

0 Document can not be moved to
itself.

Move Document

Destination parent File Id 8

Document can not be moved to itself.

Selected document and its family set will be moved as child documents to destination parent field.

Total parent documents selected to move 1

8.3 Review Module Left Section

The left panel of the Review module consists of the Tags panel at the top and other metadata
panels at the bottom.
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8.3.1

Tags Panel

The Tags panel shows all tags available and a few

additional options for working with tags, as well as a

tag search field.

The arrow buttons may be used to save tags and move

OnDemand Admin Guide

Tags [FilelD: X 2 0
14489]

SIUORGE < > M B +

to the previous or next file, as well as mark the file as

reviewed.

The Save Tag(s) button simply saves the tags applied.

Prior to saving changes, the tag color will be changed to

green for tags being added and red for tags being

removed.

Use the following options to work with tags:

&= system Tags

Responsive
Non-Responsive
Privileged

Confidential

& user Tags

Comment

* Navigate documents by clicking the Save Tag(s) and Move Next button (EI) or Save

Tag(s) and Move Previous button. (E). This will also mark documents as reviewed.

* View the current File ID number at the top of the list of tags.
* Search by Tag ID by typing in the tag search field.
* Apply tags by selecting the document from the document table, checking the tag(s), and

then clicking the Save Tag(s) button (E ).

* Use the Create New Tag button F) to create new tags. See the prior section on Tagging

for more details.

Venio Systems, Inc.

Manual_test_Report _Responsive
Manual_test_Report_Non
Responsive
AUto L Resp
uto _1 )
Respor
| [P — - - -~ -
11.5.0.0
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NOTE: There are the CAL-specific tags that appear when a CAL review set is created. The Auto
tags are used by VOD’s CAL engine when predicting and should never be used by reviewers.
Manual tags display only if you have permission to use them for tagging/untagging.

Tags comment - User can view the tags/comments entered by other users for a specific case in

the Tags section for the specific tags.

Tags [FilelD: 14489] x g 0O

Search Tag ¢ > M B +

&= system Tags
Responsive
Non-Responsive
Privileged
Confidential

= user Tags
Comment

Comments can't be empty

After entering the comments, the user must click on Save icon to save the comments to be
viewed by another user, else it does not gets saved and the tag is not updated with the changes.
When the comment is saved, a success message pops up.

8.3.2 Edit and Delete Tag

Edit and Delete icon links are available in the tag hierarchy in both review and analyze tag tree.
The link is visible when the use hovers mouse on the tag

Note: Saved Search and Review Tags are restricted for Edit and Delete Operation.

Tag Documant i

You can click Edit to edit tags and Delete to delete the tags.
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8.3.3 Metadata Panel

Metadata [FilelD: 3] x
The Metadata panel displays the metadata

details of the emails and documents.

. INTERNAL _FILE_ID
Use the Show/Hide Columns button to 3

adjust what is displayed within the panel. CUSTODIAN_NAME
Blll Ropp

ORIGINAL _FILE_NAME

IPM.Note.msg

8.3.4 Parent/Child Panel

The Parent/Child panel displays the
documents that have a relationship
with the selected document. "

FParantfChild [Floilc 3] =

Click the View button (& )to view
either the parent or child.

Use the Show/Hide Columns button to
adjust what is displayed within the
panel.

8.35 Email Thread Panel

The Email Thread panel displays all
documents within the Email Thread of e "
the selected document, if any exist. i

Use the Show/Hide Columns button to
adjust what is displayed within the
panel.

NOTE: In order for email threads to
display, the email threading process

must have been run within the Desktop Console.
8.3.6 Duplicates
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Displays all the duplicates of a
selected document.

Duplicates [FilelD: 4] x |

| INTERNAL_FILE_.. CUSTODIAN_NAME IS_PARENT ORIGINAL _FILE_ NAME
4 | Bill Rapp Yes expense info.msg
14 Bill Rapp Yes expense info.msg
281 Bill Rapp Yes expense info.msg

To view a duplicate, click on any
document in the duplicate panel.
A tag on duplicate and the primary document in the document table indicates that it is a

duplicate and by clicking on View in the Duplicates panel you can view the details of the
selected document.

Togs [FiletD: 6] x 6 0 Table x o Text [0 6] x

,

B system Togs

Gonfidentio

B C-clone-clone_Tagoroup

v © | Re: nvon Center Goroge mig meg N
Duplicates [Filel; 6) x C- -] ]
o
-
E Radie mag 9 .
filel0 Detol.  intemolfield Custodion Nome Prease move me to JJJ] vew goroge
LJ
52 [ e
G 1 suiected out of 14686 documents . =P

& 0

««rnZQema

If the document is outside of the review set scope, an error message appears.

View Document Details

Document Id 25 is not in the current search scope. Do you still want to
see the details?

[J Do not show this message again

B

You can click Yes to see the details.

You can also click on the check box “Do not show this message again” to skip the warning
message.

After performing a search operation, the logged in user can view similar documents of the
selected document from the list view of search results. The user can use the feature ‘Similar’
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(View Similar Documents) available in the review module to view the similar documents
according to the frequency of texts contained in the fulltext of documents. Hence, any
document with no fulltext will not be suitable for this feature. For this feature to work, the
‘Index Fulltext’ setting of the project should be enabled.

Note: To enable “View Similar Documents”, the control setting key VIEW_SIMILAR_DOCUMENTS should

be enabled (enabled by default) which is discussed in section 21.1 Control setting keys for Console and
Web Application of the document ‘VenioOne Console Admin Guide’.

8.3.6.1 View Similar Documents

To view the similar documents, follow the steps given below:

2. Navigate to Review Page.
3. Perform Search in the search box to list search results.
4. Click Similar on the left panel.

1 u i n include Family BeSEE-GRWEEIITEEVENE  Document Cou
L =

Togs [FilelD: 8] x 6 0 X Table x o x
2
Q O ]
O = A
0 o
] -
O = @
O b
O B A
(. =
FnlolD:El x [35 0o x 0 -
oo m () =
Filold  Detoils Similarity % INTERNAL_FILE_ID  CONTROL_N O =
2 = 6 () o
~ -
m 5968 36
600 1 selected out of 19 documents = . .
m 00.00
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The user can view the similar documents results with default Similarity Score Percentage=50%
and default Search Scope as All Documents in Project and can be changed from the settings
icon.

Similar [FilelD: 8] x v &8 0O X
R ox)m
o x

F -

Similarity Search Scope
@ All documents in project

o

3 Selected Scope

Minimum Similarity Score %

5 C

8.3.6.2 Document Handling in Duplicate Panels

The restricted documents are handled differently in the duplicate panels pane. The document
which is not shared or having restricted access is not visible in PC, duplicate and email thread
panel even though the document is available in family, duplicate and within the same email
thread of the selected document. The unrestricted documents can only be accessed by the user
with Super User rights.In the duplicate panels, documents are handled in the following ways:

* Handling on document restriction - If only fileld 1 is restricted to the user, the user can
view the unrestricted duplicate document through duplicate panel's view link.

| venioIT) venioTD case: 102 - A 2
et oo Bl s @ R e
 systom Tags ngs[lnmn x 8 0  Toble x O Text[FilelD: 6] x
:

. = «ern
0 @R L ® exwacted
.

© systom Tags
Responst

B c-clone-clone_TagGroup

c . TogGroup
clone_NotAGoodExample

2001 3:52:00 AM
o o: 4/4/2001 35200 AM
one_NotAGoOdE xample

Duplicates x v8no

Duplicotes x 80
Detai.  Interal Fileld Custodian Narr

] .

15elected out of 14686 . A
internol Fle id  Custor NI . ST S
inte Piease move me to [l new garage

Andy

,,,,, cren Notes [FileiD: 6] x &0

oeta
]
=
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Handling on document collaboration/share- If only fileld 1 is shared to internal/external

Venio Systems, Inc.

user, the user can view the unshared duplicate document 2 through duplicate panel's
view link

Venio[&i)

Case: 102 i

(-]

Document: « <

Tags [Filei0: 180]

Text [FiloiD: 180)

& systom Tags

Rosponsive

dentiol

& c-clone-clone_TagGroup

Duplicates x v6 0

Detai.

Internal File id  Custodion Narr  §

1selected out of 1 documents

180 andrew _iewis

Notes [FileiD: 180]

Handling for different action in review page - If the current search result contains only
original document and user viewed the duplicate document 2 through the view link in
the duplicate panel, the actions such as send to tiff, send to OCR, send to tiff OCR etc.
are not applicable since document 2 is not selected in the grid and those action are
mainly for the selected document in the document table/grid.

Venio OCR — The user cannot Launch, Relaunch or send to OCR.

Venio OCR 2

summary

Show All Files For OCR

Send to Image - The user cannot Start Launch, or Relaunch.

11.5.0.0
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Send to Image x
Summary

Total Search Result !
Documents Applicable fof Image Queue 0
Praviously Added to image Queue o
Romaining 1o be Queued 9

Detail for (s) be quoued Advonced Option v

File Type Group Count Page Limit Engine Color Conversion
No data
Detoils
" 1§ Close

Generated Image OCR - The user cannot Send to OCR, Launch, or Relaunch.

Generated iImage OCR _
Summary

Total Search Result ;

Remaining to be queued !
Previously added to OCR queue 8
Total document with siipsheet anly 0

Total documents without image 1

Total documents imaged 9

No data
NOTE: Password Protected, Comupted, Zero Byte, System and Denist files will not be queued unct Relau

Redacted Image OCR A
Redaction Option Summary
® Select Redaction Set(s) Use All Availoble Redoction Sets

Redaot Type

Highlight Privileged rghignt

Redaction Privileged Solid Rectangle

No data

Whiteout Privileged Solid Rectangle

anuro) Confidentiol Solid Rectangle

anuroj... c Solid g

File Type unt

INC
NO sword Protected Corrupted Zero Byte, anist fles will not be queued e Retounch
S
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8.4 Review Module Center Panel

The main part of the center section of the Review module is the Document Table panel, but
there are several other tools available there as well, which are detailed in this section.

8.4.1 Coding History

Coding History panel is used to monitor the tag/untag activity log and coding field activity log.
Venio@ - ? 9 Super ~

Coding History

Document Count14 u Fileld>0 n AT SUN Y - Q Advanced Search Document: « < 1 w2 |[<|[&] 8]

Tags [FilelD: 2] x & 0 Table x o Nearr 58 O
Native
D
Q S systemTags * [ 7ag color le Size | Internal file Id | Original File Name it File Pt fvh_e'e:o: |
' ailed due  —

You can drag and drop Coding History to the main page too.

Veniom - 2
Document Count14 u Fileid>0 n LETLEELLYE ®~> Q  Advanced Search Document: « < 1 >» |2
Tags [FileD: 2] x & 0 Coding History [Fileid: 2] x 8 0 Table x o
gel < > m 8 + B sBD
E systemTags Action Comments User Action Date * [J1ag color File Size | Internal File Id | Original File Name
Q | Responsive R .
~ Type: Coding Field v FW: Alert!! Nuclear blast in Fuk]
| Non-Responsive
) Briviiaged S e Priv Type 982016 3 FW:Strange and beautiful stre
A Added 4, :02 PM
Confidential ded (2) super  |04/26/2022 0502 40960 4 Re:FW: tickets to look at.msg
41984 5 Re: FW:tickets to look atmsg
1selected out of 14 documents 3 ] . ,
Metadata X v+ & 0

8.4.1.1 Save as CSV

To save the results displayed in the Coding History, click the Save as CSV & button in the upper
right corner of the Coding History. The list of files is saved to your computer’s Download
location.
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Coding History [Fileld: 2] x g 0O
B
Action Comments User Action Date Save as CSV
~ Type: Coding Field

~ Name: Priv_Type

8.4.2 Document Table

The Document Table displays various fields for the search results or documents to be reviewed,
as well as a document count and navigation tools at the bottom of the table. Check boxes on
the left may be used to select documents.

Table x m]

s BO

* O 1rog color iginal File Name
-m- FW: Alert!! Nuclear blast in Fukushima Japanmsg | | \WSAMZN-QI654GLS\ Uploads\b\Upload\10.2__ 31202204151246:

982016 3 FW:Strange and beautiful streets .msg \ \WSAMZN-QI654GLS\ Uploads\ b\ Upload10.2_3\202204151246¢
40960 4 | Re: FW: tickets to look atmsg \ \WSAMZN-QI654GLS\ Uploads\ b\ Upload10.2_3\202204151246:
41984 5 Re:FW:tickets to look atmsg \ \WSAMZN-Q1654GLS\ Uploads \ b\ Upload\10.2_3\202204151246:

1selected out of 14 documents ; I - i

Document Types:

Email are categorized as internal, inbound, and outbound based on the internal domain specified in the case
setting and those email identifiers are shown in the document type field in the document table on the review
page.

Email

Internal Email: -__ .. ..

Internal emails are those that are sent between individuals with email addresses that belong to the
same organization or company.

Cutbound Email

Outbound Email: .
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Outbound emails are those that are sent from an internal email address to an external email
address, such as to a customer, vendor, or partner.

& FV

Inbound Email: ... '"Peund Emal

Inbound emails are those that are sent from an external email address to an internal email address,
such as from a customer or partner to an employee.

This is determined by the internal domains of the organization involved in the case in the Case Create Page
and this field can take multiple domains as input.

A TAG_COLOR field may be included in the Document Table layout. It is displayed by default.
Different colors are displayed in this column if that color tag has been applied for the document.

Tabin «

u i i J‘“‘"m

L) & 5

iy o 48
i

O O o

m ] 3

8.4.3 Sort Results

To select how items are sorted in the Document Table, click the Sort Results * button in the
upper right corner of the Document Table. Use the drop-down lists in the Sort Option dialog and
then click the Sort button to re-sort the search results

Sort Option =

sLel By FAMLY _IMTERMAL_FILE_ID -

B Keap Fornily Togedhe

8.4.4 Show/Hide Columns
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To select which columns display in the Document Table, click the Show/Hide Columns @ button

in the upper right corner of the Document Table. Deselect any items you wish to remove and
click the Save button.

Fields will be displayed left to right in the same order as they are listed.

Show/Hide Columns x

8.4.5 Save As CSV

To save the search results displayed in the Document Table, click the Save as CSV & button in

the upper right corner of the Document Table. The list of files is saved to your computer’s
Download location.

8.4.6 Page Navigator

Use the Page Navigator to move through the pages of documents in the Document Table. Click
the right and left arrows to navigate through the pages and the double arrows to navigate to
the beginning or end of the documents.

W it ol of 3128 . il# % |0
doasumEnts

Enter a number in the search box to move to that

page of documents.
8.4.7 Document Tally
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Within the Document Table, you can do a document tally by clicking on any of the column
headings. As soon as you click the column heading, the Tally dialog will display for that column.
The individual items within that column will display with a count of how many there are. In the
example below, we can see that there are 280 items with the original file name enron.xls. If
needed, you may use the search field and Find button to locate items.

Check to select items in the Tally list and then click the Apply Filter button to show only those
items.

You may also use the Export to CSV button to export the list of items and counts.

Tally b

OOoO0OO0ODA|l

8.4.8 Document Notes

The Notes panel (below the Document Table) shows all of the documents notes in a threaded
view. You may add a new note to the document, expand or collapse the list, edit an existing
note, or reply using the icons displayed to the right of a note in the list.

8.4.8.1 Adding Notes

To add a note, click the Add Note button (#®) in the upper right corner of the panel. When
adding a note, you may choose the visibility for your note using the radio buttons. After
entering your note, click the Add button to save the note.
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Notes [FllelD: 3] x

o
Need to et tha informot iom nis document with Bl
@ Do nol show 1o any other users Show only 10 usSers associated with my rol
Show to oll users
n 2 2
- Who can see ! te
Notes [FilelD: 3] x
Lo+
® super - 12/28/2020 10:17:56 PM o0

Need to confirm the information in this document with Bill.

8.4.9 Coding Panel

The Coding panel displays all of the coding fields and is usually displayed as a tab within the Notes
panel. Coding values may be single value, multi-value, or predefined values, which are separated
by the delimiter selected when the custom field is created. Coding is available only once a custom
field is created in Field Management from the Desktop Console and the Allow Coding checkbox

is selected.

Then, the coding field must be added to the screen layout in VOD for it to be visible there.

Field Management

Cootur Fredds [ ey

Custom Fedd Detads

© Cozaie Cusian ek ygog Tevoiae
Peictame  i2at Notee I
Disglay Nave | nat
Fekd Vebuzs
Trpe [Text
Langth %L Preduon Sce
1) Alow Sroly daes Do ren, dlow ety vels Spcely deladt vab 10 e i case of ensly wille
Codng Predefred Cadeg Vales
WpenCazeg
Aloes Mutpie Ve
Detretey
NOTE: Tyom orm cocting vakie on secn re
Fisd M Cragtap N Red Type Loty | ls Searchable | Alow Pl vahoe | Defaudt Vil | Preceen Scu
Has_Srery_Frone Muber  Hos_Fnthfhane Nmbar  Boslewn 4 %5 0 I 2|
Frtite (12 Dussnncs hhsbvas Cabini 11 Sanmmnct At mbiar | inioncda Darasranks we wre
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Depending on their rights, users may Reset, Add, and Update coding field values in bulk or for
individual files. They must click the Save button to save their changes.

The Show/Hide Columns button in the upper right corner of the panel to adjust which coding
fields are displayed within the panel. After any changes, you will need to save the changes as part
of the screen layout in order to keep the fields displaying on the users next login.

As shown below, a Help icon next to each Coding Field Name displays information about the
field when hovering over it. For multi-value fields, the delimiter that must be used between
items is also displayed next to the Coding Field Name.
Coding [Fllei: 2] »
Predefined_Values_Only @
Predefined _Valuss_Multi © r gen: 50

Text_Field ©

Text Fiukd _Multi ©

8.49.1 Add/ Update Single Coding Field

Users can perform single coding by entering a single value in the coding field. Be sure to click
Save.

NOTE: The coding field value will update only for the last checked file If multiple files are
selected.

iy | Fikeit 3]

singlevalue _TEXT

Enter Value

uliivols _TEET

Precsatined

8.4.9.2 Add/ Update Bulk Coding Fields

If a user has rights to do so, they can perform bulk coding on multiple files at one time. Users
should first check the check boxes to select the files to apply the coding changes to. The Bulk
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coding Add or append data button is only displayed on the right side of the custom field grid
when more than one file is selected.

] B ' NTERMAL_FiLE AMLY _UNTERNAL D | ORIGN
anito iy

anla b

m - " 16 | seremies by

2 sadectad out of 11 documents . ' . 2

| Coding [FileD. 23] x

SingleValue TEXT
MultiValue TEXT

Predefined

sadigad - n

After clicking the Add or append data button, a dialog displays to enter the coding information.
Click the Save button to return to the Coding panel.

Singlevalue _TEXT

Cuifrai? Voluss

e walues

B2

After updating the value, the update success message is displayed in the top right corner of the
screen and the bulk update values are updated after reloading the Review page.

8.49.3 Allow Predefined Values and Multiple Values

Coding values may be single value, multi-value, or predefined values, which are separated by
the selected delimiter while creating the custom field. You may choose to allow users to only
use the predefined values or enter another value by either selecting or deselecting the Allow
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Predefined Values Only checkbox in Field Management in the Desktop Console. The Allow
Multiple Values checkbox controls whether a single item or multiple items may be entered in
the coding field.

Field Management

Ogoom Medd Detads © Lreate Custyer "elds yeog Terpinte
Feldhame et Notes
Desplay Name el
Faded Vhyom
T  Text
Length 03 Pracisien Srale
€1 Now Empty Yakoe 7 Darot alow amdty valus Spacty defodt valoe to use n case of ety value
Codng Fradedined Codng Values
IV Alow Codng
1 Wl b exieefrmed dabses Grdy s
1 W Mudtle Valoes venbouser
Debmeter: 059 (1) -
058 (1)
058G - NOTE: Type ore coding okt on cach e
e (<)
052 (=)
Make Searchable 052 () Ade O
. 053(7}
Fad Neows 4 () Fske Tyoe Length [s Seardnable  Alow MUl vaus  Defaul Valus | Proadson | Scx
Has_Zntty_“hone_Nurvbar  Has_SrityPnone _Nurte Boolzan ES b =3 q =
Snlity US Passoort hurbar  Entity U5 Passoort Murbor  Uncade Paragagh YES ES Q
-
=ews_mitity % Passnrt b mes_frbiylS Feeport e Hoolean TS s 0 =
IateTime_SingleValye CateTme_Sngeysiue DateTrre Ts TS q
Y castne iae | DaisTns wibme | Cateme = o e
TahSovvdon DalvSochivuim Dalw YES £ 0
Catepultyshie Catepulty/she Date s Ts 0 - =
[« | i ===

" Right S5k e e ke 1o o0t dadsto fekd | oo Turedatn Chree

With settings to only allow predefined values, users may only select the values which are already
defined for the coding. Multiple values can also be selected, but users are not allowed to type in
the textbox. Once the user clicks on the browse button, a wizard to select the predefined values
will be opened where they can select single or multiple values. Any currently applied values will
be displayed at the top of the wizard. The user will be provided with three different options to
apply coding:

* Override existing values: Replaces previous values with current selected values.
* Append to end: Appends the current selected values after the previous values.
* Insert at beginning: Inserts the current selected values before the previous values.

After the details are selected, the user must click the OK button within the wizard. The bulk
update values are updated after reloading the Review page. Finally, the user needs to click the
Save button in the Coding panel to ensure the new values are saved.
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MultivaluePredefine
Current Vaiues
S=BBEBYEAD )
i Curervahes |
HRLANHEEEY
Precefinec Cocing Vohues
CE655535655
CERRBARSAS Seojact e valies

WINN
W vericw sisting velass

apperc o ed Salect the option W appl coding valuesl

¢ 0 raen a bagining

Mutioe voluss wil D& seporates oy

8.49.4 Allow Predefined Values without Multiple Values

When users are only allowed to select from predefined values, but are not allowed to enter
multiple values, then users can select predefined values from a drop-down list of the available

values. The user has to select and then Save these values.
« | Coding [Filem: 3] x

SingleFredafine

tastatastatatag ’V’ u

taslaElaateTsal palaaletos
testetesiatetas

etohgsdddddddddédddddasddddgaanngageagnggeoaggsoosagaggaaadhgsisghhjshfs

8.4.9.5 Multiple Values with No Predefined Values

Users are allowed to type multiple items in the coding field using the defined delimiter shown

after the Coding Field Name. User needs to click the Save button to save the values.

Text Field _Multi @ Delimiter: ;"

Text item §; Text item 2; Text item 3

8.4.9.6 Overlay Coding Field Values
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Users may also overlay the coding fields’ values using a load file in either.txt or.csv format.
Start by clicking the Overlay button on the bottom left of the Coding panel.

Coding [Flse 1] «

BinglePredetine

RSl s il e s w n
m

The Overlay Coding page is displayed

Overlay Coding x

“ Pl ot falg Name Rupiace | Append fiukt veloes up A o

Click the Help button in the upper right for information on formatting the load file.
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sample text file (*.txt,*.cev) for Coding Overlay

Import file size must < 15 MB
Import file must <= 25000 lines.

Header in first line of Load file

Fiizla, FialdName, Replneippand, Finkivalues
BhdustamNama LAPFERD  TO  FNRDvnlusisvaun’
omNamalvalue

ISTOMANOMSLNSERT AT _SEGINNING valuaZswalua 3

No header in first line of Load file

1364, CuzlomNurme volue Lo updon

Note:

- Dalimter charactor Cammal,) o Tab or Samicaion(;) o Other (ora
rraroctor)

= Reniocadppand naad to Do OVFRRINDE _FXISTNG WAL UF !

APAEND _TO_FND ," MNSERT AT _BFGINNING, <ampty veluas i

QOVERRANE _EXISTMNG VALUF

- Regeceppand 5 only used tor tha custom hald with “Allow Multga

Click the Browse button and browse to your overlay file.

After browsing to the load file, all files are automatically loaded into the Overlay Coding dialog.

Overiay Coding
Dufrrites

a8

(OIS

g8 a

4]

YU

Srowse o

~ Provesw W rwee loodfile cev
fle
Fis g Neld Mame Replocs | Appeas Field Vaues Up
DateTrne APPEND IO _END 21 Tel-21 5O5 48 AM
2 DateTime APPEND _TO_END Ji-Fe-21 S 5546 AM
3 DoteTrre APPIND _TO_END 2 Teb 1 SH%AB AM
4 Datelirme APFPMND_TO_END 21-Fela-31 SE5 2B AM
S DateVirre APPEND _TO_END J1-fetr-11 e BA AR AM
§ DutaTirme AFPEND _TO_END R~ 55548 AW
/ DoteTine APPEND _TO_END J1-Feb-21 bS48 AM
3 Dotelme APPEND _TO_END Ji-Fet-31 25548 AM

m e

Click the Apply button to save the new values.

If the load file is valid, the update success message is displayed in the top right and the values are updated
after reloading the Review page.
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Comng Overnry Loxna
V' ety

vootie ooy e

T w7 rimid rmcinome U deplace/Appene T felavanmee U uUpdates T Voleoton Umssoce

No doto

If the load file is invalid, the Validation Message column is displayed with error messages.

Overlay Coding x
Delerytsr Comma Prav ey Brovwes replocwlie iy ™. o
i
Q searst
1 T ¥V orsig Feld Nome T mepace/appe. T Fedvones 7
1 I 7 SnglevolueCustom APPEND_TO_END 0I/ESQES9G9090 .
] 2 2 SngvolueCustom TO 2 £rvor iwatd Replace/Append vo_ |
- 3 -1 gnglevaleCustom  DArTY 2 Drrar rwold fegloce/Append vo. |
] " 3 CateTime APPIND _TO_IND  D-feb-21 654 .
| s 4 Date APPIND 1D END  2F-Teb- B tKiba. .
|
~ - 3 ODatelime AFPEND_TO_END  J-Fei-2) .
s 7 & Datehime WEPLACE J-Fo- BEsA, 5] £rmor mwand leploce/Append vo.
1 8 3 Dawlime APPEND_TO_END JF-fet- G554 .
h | Cowe

If you click the Apply button, an additional error message appears. Any rows with errors will not
be overlaid until the issue is corrected in the load file.
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Finkt e T ReplaceAnpe Fiadet Vatlums. T Velidetian Meseoge

Date AVPEND_TO_END  J-Febr2i G654 Erar. Unabie 10 save coding vk
APPIND_TOIND  2%-fub-21 Error invatd volue 20-Feb-37 -
nERACE A-tabr-N 5564 Larar ikl Hapr Ces ARpand v
AFPEND_TO_END  2i-Feb-21 5004 Nec any change in coding values,

AFPIND_TO_TND I Taty 21 5554 Frreae Linsbie 1o srvw cocdng vis.

]
o
%
=
]
]
v
v

AFFEND_TO_END 2-Feb-21 5554 Ne gny ¢nhanga in coding values.

8.5 Document Viewer (Review Module Right Section)

The Document Viewer makes up the right section of the Review Module and displays the
email/document contents in multiple formats, including Text, Native, or Tiff view.

NOTE: In Index only cases, the Document Viewer will only have Text view. Native, Tiff, and PDF
views will be disabled.

8.5.1 Text View

Text View shows the text in the body of

the Email/Document. If the project Tk .| Meanathve 1| mage &) @6
settings included headers in the email @ exrocted O Generated () Redacted OCR B
body, you will also see this information . THIS 1S THE TTEXT WITH RED COLOR .
in the Text View. S D

There are radio buttons at the top of
the viewer for the following:

Extracted — Extracted text for
documents.

Generated - Extracted text for
image files.
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Redacted - Extracted text for redacted image/image set files.

You can click the Search button and enter
the search term in the search box that haddda o —T

displays. If the search term you entered "
matches a term you specified in Term
Highlighting, then the term should be
highlighted with the specified color

8.5.2 Near Native/Native View

If you open VOD in the
Internet Explorer browser
before installing the Venio

z
A

Tal Hip ML Rop M ENRON oy

Addons, it will display the Near Froen: bty
Sent Frid)/26)2001 31430 FM
Native View. subject:

Rucwived: b n 10200 2001 51490 o
e e axmvord . wouks AT AL yOuU Mg o0 2 e SC Tl Curmee al 71 1%

&AM 1O redd. vou pORSe S JOr pOur XMS TOC Ur Dapuie 1090 Wl sl Loyl

After the installation of the ol 96k a5 8 o 12100 G0v0 0 e or GG i v FOOGUTOD 13 and vy
Venio Addons, VOD will display oo S S S
the Native View. This view

shows the metadata

and text in the body of the

email or document in its native format.

8.5.2.1 Viewing Supported Multimedia File Types

Supported media files are displayed in the Near Native Viewer when selected from the
document list. You can mark different points of time within the file and add Notes. The list of
marked time and Notes will be available and when clicked, the media player will navigate to the
respective point in the audio/video file.

To create a time-stamped note: Click into the Note field, enter your note, click the Mark Current
Time button, and then click the Save button.
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Near Native [FilelD: 1251] x

3
|
Time Note
0:00:03 timel
0:04:47 time2
Time (in seconds)
Iime in seconds
Note
Il 546/10:34
Enter a note
8.5.3 Image View
. Imoge [Rlell: 3] » o
In the Image View tab, you can )
view any documents that have © Gl 2o s O):Desdicnd 7o 2
been successfully tiffed. S e Y

If a file has not been tiffed, clicking
on this tab will perform a “tiff- o S At
onthe-fly” to display the image. s

v P 1000001 § % X0 Pu

In this view, you may add
annotations, redactions, and Beayses
highlights, if you have been given

rights to do so by the

Administrator.

8.5.3.1 Redaction and Viewing Tools

Tools for viewing the document, as well as any redactions, are found at the top of the Image
View. There are options for changing the size of the document within the viewer, as well as
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navigating the pages of the document. Additionally, there are tools for working with the
redactions, if any, in the document.

D

[.. M1 v W Pa.;,1:=r1]
Page Mavigation

Ta AappRapp]. BINC=ENRON OU=NATN=RECIPIENTSCH=0rapp]
Faom Rapy

B Fri 10287001 1003212 P

Sulgect  axjseria ik

The tools for viewing redactions offer the following options:

* Redacted Pages Only - See only those pages within a document where annotations have
been added. By using this feature, redactions can be quickly reviewed, or modified.

* Hide Redactions - View tiff files without their redactions.

* Redaction Mode — Displays redaction tools, which are covered in the next section.

* Opacity - Make all redactions or highlights transparent without modifying them.

8.5.3.2 PDF View

When the Control setting key Enable_PDF_Imaging flag is enabled in the database, the PDF
Viewer is loaded in the Image tab for PDF image files. In this view, you may add redactions and
highlights.

The following tools are available in this view:

* Highlight

* Redact Text
* Save

* Fit to Page

e Zoom In/Zoom Out
* Download (if you have rights to do so)
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To delete any applied redactions or highlights, select the element and right-click for the Delete
option.

8.5.4 Annotations and Redactions

In the Image View, you may annotate or redact the image of the email/document, as needed.

To do so, click the Redaction Mode button to display the redaction tools on the left side of the
screen and enable redactions to be made.

Rapp{Rapp] BIs['OSENRON/OU=N
Ragpp

Fr 107262001 103212 PM
oxponse nfo

8.54.1 Accessing Redaction Sets
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When there are redaction sets available for use within your project, you will see the Redaction
Set button (as shown). Hovering over it will display the available redaction sets. It may be used
to access or edit existing redaction sets.

&

1L Redaction

Whiteout

8.5.4.2 Applying Redactions

1. In Redaction Mode, hover over the Type of Redaction button and select the redaction to
be used.

The cursor displays as a + symbol.

2. Click-and-drag to select the area to be redacted.

When the cursor is released, the selected area is redacted.

If needed, click the Select button to select the redacted area and adjust. 4.
Click the Save Annotations button to save the redactions.

A confirmation that annotations have been saved will display briefly.
8.5.4.3 Applying Highlights

1. In Redaction Mode, hover over the Highlight button and click Highlight.

The cursor displays as a highlighter.

2. Click-and-drag to select the area to be highlighted.

When the cursor is released, the selected area is highlighted.

If needed, click the Select button to select the highlighted area and adjust. 4.
Click the Save Annotations button to save the highlights.

A confirmation that annotations have been saved will display briefly.

8.5.4.4 Redacting Entire Pages
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1. To redact an entire page or pages of a document, click the Redact Page button.
2. Select the option for which pages to be redacted and click the Next button.
Select the Redaction Set and click the Apply button.

The selected redactions are applied to the designated page(s).

Redact full-page
D i = twomlant, Bl l-praagss X
| Redaction Option
Sedeort rednothom et o apphy

# Redact current page (Current page numbes: 1)

Hosl Uik
Redact o page(s) Aedaczon Types 50bd Reclengle

“rie lnm
Redact range of pages from |1 ¥V [0 |1V

“Ellinnd
Redact ol pages excepl page number 1v FII

Reiscion Types Fchinht
it
Next [ gty

8.5.4.5 Copying Redactions

IMPORTANT: Prior to using this function, ensure that your image size and orientation are the
same. This is a bulk operation that, because of the way the redactions are applied, cannot be
undone in bulk.

1. In Redaction Mode, select a redaction. 2.
Click the Copy Redaction button.

The Copy Redaction dialog displays.

Select the options to use within the dialog.
4. Click the OK button to add the copied redaction to the selected location(s).
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FileId : 4
Source Criteria
Redaction set: [Select Redaction Set n

Redactions sets in:

All Pages
W Page Number :I
Note: Can be range (=g: 1-10) or comma seperated
Note: This section defines scope of source which will bz copied

Destination
Copy redaction 0!

® Current Document
All Remaining Pagss
W Pag= Number
Notz: Can be range (2g:1-10) or commaz seperatad
All Document in Search Result
Note: This section defines scope to destination i.2, where the redaction will be copied to.

Nots:
We copy redaction based on coordinates of selected redaction. Any slight variation in image
szz/orienzation will lead radaction being copizd w0 incorrect location,
As this is bulk operation, once redaction is appliad it cannot be undone zs bulk action, it has to
5 done one document at 2 time.

OK Cancel

8.5.4.6 Create a New Redaction Set

1. To create a new redaction set, click the Create New Redaction Set button.

The Add Redaction Set dialog will display.

Adc Redaction Set A
Type: Highlight -
Rezson: Impartant H ORessons
Name: |
Background Color: jBlack |~
Text Color: White -
Caption Text: [
Font Size: &0 -
Clear Acd

2. Complete the information as follows:

Type: There are two types of redactions: Solid Rectangle and Highlight

Reason: There are three predefined reasons for redaction: Privileged, Confidential and PII.
NOTE: You may use the Reasons link to add additional reasons for redaction.
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Name: Name to identify the redaction set.
Background Color: Background color of the redaction set.

Text Color: Text color of the redaction set.
Caption Text: Text to be shown on the redactions, if needed.

Font Size: Font size of the caption text.

Click the Add button to create the redaction set.
8.5.5 Spreadsheet View
In the Spreadsheet tab, you can view any Excel documents that have been successfully ingested.

In this view, you may add redactions and highlights, if you have been given rights to do so by the
Administrator.

Spreodshect x

Individual Life
GAAP (in millions)

a 2001 2002 2003 2004] seq. 2008

Gross Wr $379.40 $377.50 $333.40 §403.20 $312.90
t Underwrit -5 (24 $27.00 §16.30 $15.30 $38.30
Combinet 10100.00%  9190.00%  9540.00%  9580.00%  8680.00%
Float $353.80 $350.00 $166.70 $305.60 $410.60
1 Costothl 100.00% 160.00% AB0.00% A60.10% 1280.00%

8.5.5.1 Spreadsheet Redaction and Viewing Tools

Tools for viewing the spreadsheet, as well as any redactions, are found at the top of the viewer.
There are options for Redaction Mode and Show/Hide Redaction. Additionally, there are tools
for working with the redactions, if any, in the document.

* Show Annotation - See only those pages within a document where annotations have
been added.

* Hide Annotation - View Excel files without redactions.
* Redaction Mode - By using this feature, redactions can be quickly reviewed, or modified.
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Spreadsheel x|

Q L C D E ¥ G H |
loge Individual Life Annotabon

GAAP (in millions)

a 2001 2002 2003 2004] sep.2005

, Gross Wi $379.40 $377.50 $383.40 $403.20 $312.9

= Underwrit S (3.4) $27.00 $16.30 $15.20 $38.30

Combinec 10100.00%  9190.00%  9540.00% 9580.00%  8680.00%
8.5.5.2 Annotations and Redactions

In the Spreadsheet View, you may annotate or redact the image of the excel document, as
needed. To do so, click the Redaction Mode button to display the redaction tools on the left
side of the screen.

spreadsheet [FilelD: 3] x

e ) =] Save Redaction Q’?}
|

A B C D E F G

;;/ | GAAP Results (in millions)
L

N

X 3 2003 2004 2005 2006
» GrossV $383.40 $403.20 $432.50 s472.
5 Underw $16.30 $15.30 $51.40 $27.
s Combined Ratio 9540.00% 9580.00% 8700.00% 9380.0C
5 Float $366.70 $385.60 $418.20 $436.
s Cost of Float (4.6%) (4.6%) (12.8%) (6.4
9
10
n
12
‘ . ‘ 13
8.5.6 Social Media View

Extracted social media files can be viewed from the Social Media Viewer.

NOTE: The Social Media Viewer must be enabled for the Layout selected and the following
permission must be enabled for the user: ALLOW_TO_VIEW_SOCIAL_MEDIA_VIEWER.
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If it is not displayed, click on the Document Viewer drop-down arrow and select Social Media to
display the Social Media Viewer.

Tent [Filell: 5] = =

) Lxvrocted

w

In the top right corner of the Social Media Viewer, you have options to zoom in/out, refresh,
and enter a page number to go to a particular page.

Sociol Media :NQID' EE x -

ol © [a a ¢ ]
2 4

I O
Similarly, you have buttons on the left to view conversation Metadata Information and also the

Filter content. You also have an icon for the social media platform from which the data was
extracted e.g., the Facebook icon.

Filter will allow you to filter messages by participants in the conversation and also the date
range.

8.5.7 Transcript View

In the Transcript tab, you can view any transcript documents that have been successfully
uploaded.

Venio Systems, Inc. 11.5.0.0 Page | 203



Transcript

Tran = sans v 14 v Normal
Hignignt - 3
IVTHESS DXAMATICS BT PAGE
Word Whee Vv J
i s WL VALORE §

GOVERNMENT EXHIBITS:

| 1164 E-mail dated 6/28/96 53
' 1165

5 E-mail dated 7/29/97 59

1167 PSD 3 Yr Outlook acd 1aan ant

In this view, you may add notes and highlights, if you have been given rights to do so by the
Administrator. The Font, Font Size, and Font Type can be changed from the drop-down options
available at the top of the viewer.

8.5.7.1 Making Transcript Annotations

To display the side panel, click the hamburger Menu button = In the top left corner of the
viewer. The following options are displayed:

* Transcript: In this section of the panel, all the uploaded transcript files will be listed.
Click the required file name to view it.

Transcript b

Maritz, Poul = Volume |

* Highlight: All the applied highlights will be listed. They will be displayed in the format -
PageNumber:LineNumber e.g., 12:20. When any of the listed numbers is clicked, it will
navigate to the respective page. To delete the highlight, click the Delete button beside
the respective highlight.
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Highlight 5 520 Sans v 14 v| Noi
24
BN
3:1
16 INDEX
2
. - WiTNESS EXAMINATION BY PAGE
o © Paul Maritz MR MALONES
34 5
36 6 GOVERNMENT EXHIBITS:
) 7

* Notes: All the added notes will be listed. They will be displayed in the format -
PageNumber:LineNumber e.g., 1:6. When any of the listed numbers is clicked, it will
navigate to the respective page. If you want to delete the note, you can click on the
Delete button beside the respective note.

= sans v |14 v| Normal
Notes > 1OT LNE LISUICL O Cowanmoig, llEILi HI e ulnee
) 10 Microsoft, One Microsoft Way, Building 42, Re
R L The court reporter is Katherine Gale
= 12 I from the firm of BARNEY, UNGERMANN
D412 13 l 21900 Burbank Boulevard, Woodland Hill:
_ L I'm the videctape specialist, Ana de

icon beside

To view the added note, click the™ the note or
click on the

line where the note

is added. The note is displayed as follows with the name of the person who created it
and the creation date.
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* Word Wheel: A search field is available where you can enter the term you want to
search or a series of terms in single quotations e.g., ‘Microsoft Corporation’. Click the
Search button to display all possible results and highlight the searched term. When you
click to select a search term, the page and section numbers will be displayed for all
instances of the search term. When a number is clicked, VOD will navigate to the
respective page and line.

= Sans v
Word Wheel >
1:1 | IN THE UNITED STATE
micros 2 | FOR THE DISTRICT Of
3
Word Wheel ) -
G Microsoft X
- 5 | UNITED STATES OF Al
N 1:8 2
s 5 | Pplaintiff, ))
210 211 7 o
Microsoft vs. ) No. CIV 98-1232(
\'microsoft ’ == o & || IMICROSOFT fORPC
Microsoft; 9

Defendant. ) )

* Document Link: Documents within the project can be linked to the selected text/line of a
transcript file. Document links will be displayed in the format PageNumber:LineNumber
FileName, for example 12:20 test.zip. When any of the Document Links are clicked, VOD
will navigate to the respective page. If you want to delete the link, click the Delete
button beside the respective Document Link.
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8.5.7.2 Adding Transcript Highlights

To add a highlight, select text within the transcript and then right-click. Select one of the three
highlight colors you wish to use. The text will be highlighted, and the page/line number
reference added to the list of Highlights. Be sure to click the Save button to save your changes.
8.5.7.3 Adding Transcript Notes

To add a note, select text within the transcript and then right-click. Select Note and enter the
text for the note. Click the Close button when finished. The page/line number reference is
added to the list of Notes. Be sure to click the Save button to save your changes.

8.5.7.4 Adding Document Links

To add a document link, first select document(s) from the Document Table. Then, select text
within the transcript and right-click. Select Link Selected Document. Click the Close button when
finished. The page/line number and document reference are added to the list of Document
Links.

8.5.7.5 Transcript Annotation Report

In the upper right corner of the Transcript Viewer is a button = for reporting on transcript
annotations. The following options are available in the Select Report drop-down: All, Notes, and
Highlight. Select one of the options and click the Generate Report button. The report will
generate in a new window. The report displays the notes, created by, created time, and the
page/line references where the note is added. Similarly, for highlights, it shows the section of
the transcript which are highlighted.
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The report is generated as follows:

[t7-1:8]
Highlighe'
17 wn ] Mo G SA-1ZER(TRI) )
18 Datendar. } )
[e2-12 |
Mot

Super - 457007, 133 P
hest

2 DCISTRCT

Click the Print button to print the generated report.

8.6 Document Collaboration

Please refer to section Error! Reference source not found. on Document Sharing.
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9 Searching in VOD

9.1 Search Overview

In VenioOne, a search involves searching for a particular term or phrase in the specified media
scope. Depending upon the search query, VenioOne may search in the Lucene index or in the
SQL project database. VenioOne uses Lucene.Net Version 2.9.2 for fulltext indexing of
documents and metadata.

NOTE: Search terms are NOT case-sensitive.

* A query is broken up into terms and operators. There are two types of terms: Single
Terms and Phrases.

* ASingle Term is a single word such as "test" or "hello".

* A Phrase is a group of words surrounded by double quotes such as "hello dolly".

*  Multiple terms can be combined together with Boolean operators to form a more
complex query.

9.2 Boolean Search Operators

Boolean operators are AND, OR and NOT (The operators MUST always be in UPPERCASE).
Boolean operators are used to combine different search criteria to form the final compound

search query.

Note: The precedence of the Boolean operators is NOT - AND - OR. First NOT is processed,
then AND after that OR. Use the round braces ‘(* and ‘)’ to group search terms to reduce
confusion.

9.2.1 OR Operator

The OR operator links two terms and finds a matching document if either of the terms exist in a
document. The OR operator is the default conjunction operator. This means that if there is no
Boolean operator between two terms, the OR operator is used.

Example 1:
To search for documents that contains either "signed contract" or "agreement" use query:

"Signed contract" OR agreement
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Note: If you want to find only documents that contain the phrase “signed contract”, you must
use the quotation marks. Otherwise, you will get different results, with false positives.

Example 2:
If you run a query without quotations using the following:
Signed contract OR agreement.

The result will be all documents containing either the word “signed”, “contract” or “agreement”
because the default OR operator will be used between the terms. This will likely yield more
results than Example 1.

9.2.2 AND Operator

The AND operator matches documents where both terms exist anywhere in the text of a single
document. This is equivalent to an intersection using sets. The symbol && can be used in place
of the word AND.

To search for documents that contain "signed contract" and "confidentiality agreement" use the
query:

"Signed contract" AND "confidentiality agreement"

9.2.3 NOT Operator

The NOT operator excludes documents that contain the term after NOT. This is equivalent to a
difference using sets. The symbol ! can be used in place of the word NOT.

To search for documents that contain "signed contract" but not "confidentiality agreement" use
the query:

"Signed contract" NOT "confidentiality agreement"

Note: The NOT operator cannot be used with just one term. For example, the following search
will return no results:

NOT "confidentiality agreement"

9.3 Special Characters

In VenioOne, as in many common indexers, some symbols or characters are treated as stop
words and are skipped during indexing, therefore not searchable.
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To escape these characters, you need to use the “\” before the character.

For example to search for (1+1):2 use the query: \(1\+1\)\:2
VenioOne supports escaping special characters that are part of the query syntax. The current
list of special characters is:

? [ { "
% ] } ;
+>"<-=~/

e \ &l _ *

) {
9.4 Wildcard Characters

Wildcard is only supported in Search By Term, Wildcard Search, Fuzzy Search, Proximity Search

and Field Search. Wildcards supported by VenioOne are *and ?. The wildcard characters are
described below.

The * wildcard will match zero or more characters, except space.

Multiple character wildcard searches looks for 0 or more characters. For example, to search for
test, tests or tester, you can use the search:

test*

You can also use the wildcard searches in the middle of a term. For example, to search for text,
tent, or tenant, you can use the search:

te*t
The ? wildcard will match a single character, except space.

The single character wildcard search looks for terms that match that with the single character
replaced. For example, to search for "text" or "test" you can use the search:

te?t
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Advance Search button is available at the end of the search bar as shown below:

u Type search term here... LRI ©Q, Advance Search

Click the button to open the Advance Search dialog. Expandable sections indicate the different
types of searches available, which are described in the sections below. The search composed
using one or more of the different search types will be displayed at the top of the Advanced
Query Builder.

—_— - _£ £ £

Al

add andor change field search value or any other filter criteria to generate a valid query Include Family n |

* Term Search v * Synonym Search v
* Field search v * Reviewset Batch Search v
« Wildcard Search v * Tag History Search v

* Fuzzy Search v * Non Processable Search v

9.5.1 Query Builder Ul Settings

You can edit the Query Builder Ul Settings through a button available at the top right corner
of the dialog. You can re-order, select/unselect the available search modules by selecting the
available options.

Query Builder Ul Settings

= Term Search

= Field Search e
= Wildcard Search

= Fuzzy Search

= Synonym Search

= Reviewset Batch Search

= Tag History Search

= Non Processable Search

m Reset Default Close
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Fields for the Field Search can be configured using the corresponding settings icon. The selected
fields are listed according to the options : 'Show X selected fields only' or 'Show X unselected
fields only' in the field search.

Select the settings from the list. The corresponding options appears for you to select the desired
options:

Query Builder Ul Settings

Configure which fields to be displayed in field search selection.
= Term Search
%4 = Field Search

2 L} Field Name
= Wildcard Search

BEGIN_BATES
= Fuzzy Search
CONTROL_NUMBER
Synonym Search
CUSTODIAN_NAME

= Reviewset Batch Search
DEFAULT _FULLTEXT _PREFERENCE

= Tag History Search
DETECTED_LANGUAGE_ALL

== Non Processable Search " <
DOCUMENT _NOTES

EDOC _AUTHOR
EDOC_CREATED_DATE
EDOC_HAS_COMMENTS

EDOC_HAS_HEADERS _FOOTERS
Show 10 selected fields Only Show 83 unselected fields Only

Select the desired options and click Apply.
Reset Default resets all the settings to default values.

9.5.2 Term Search

The Term Search section enables you to search in document contents, metadata, or both
document contents and metadata by providing the keyword(s) and/or phrase(s).

Enter the terms in the desired field(s), select the context option, and then click the ADD(OR)
button to create an OR search.

To create an AND or NOT search, click the drop-down arrow on the ADD(OR) button and select
the desired option.

The query will be added to the Search Bar at the top of the screen.
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’é Term Search Lood File Search

Al Least One Term 6 tAIPn
All Terms

Exoct Phrose

Contains

Begins With

Ends Wan

Search Terma Fulitext Attributes

(® soth (Fulitext & Attributes)

9.5.2.1 Term Search Options

* To search only the document contents, select the FULLTEXT radio button. Search terms
can be multiple terms combined using Boolean operators.

Search Terms ':.EJ Fulitesxt Attributes
On 4 i
Soth (Fulltext & Attributas)

ADD (OR) =

Example: FULLTEXT(term1 OR term2)

* To search only document metadata, select the ATTRIBUTES radio button. Search terms
can be multiple terms combined using Boolean operators.

Search Terms Fulltext  ® antributes

On ' £ 5
Soth |Fulltext & Attributes)

aDD(OR) -

Example: ATTRIBUTES(term1 OR term2)
* To search in both document contents and metadata, select the Both (Fulltext and

Attributes) radio button. Search terms can be multiple terms combined using boolean
operators.
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Example: term1 OR term2

Note: If neither FULLTEXT nor ATTRIBUTES is specified, by default the term is searched
in both attributes and fulltext.

NOTE:

Caution Regarding >= and <= Operators in Text Field Searches

It's important to exercise caution when considering the use of the >= and <= operators in search
operations involving text fields. These operators, primarily designed for numerical comparisons,
should not be employed with text fields due to the potential for generating incorrect search results.
Instead, it's advised to restrict the application of these operators exclusively to numeric custom
fields.

To illustrate this, let's examine a practical scenario using a dataset containing the values 'a’, '2', and
11", all stored as text within a field. When the >= and <= operators are utilized in this context,
unexpected and inaccurate SQL outputs can arise:

C] Copy code

(val nvarchar(max))

( ), ( ), (
val <

val >

This example exemplifies the pitfalls of using >= and <= operators on text fields, as the
results diverge from anticipated outcomes. Consequently, adhering to numerical custom
fields for operations involving these operators is essential to ensure accurate and
reliable querying.
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9.5.3 Load File Search

Within the Term Search tab of the Advance Query Builder, you can use a Load File to run
searches in VOD. This is particularly useful if you want to use the same searches again or across
projects, or if you have a lot of search terms.

1. In the Advance Query Builder, on the Term Search tab, select the Load from File radio
button.

2. From the drop-down menu, select the type of load file you will be using.

VOD accepts the following types of load files for searching:

* Search Term: This is used to search for specified terms contained in the load file. The
Search Term option loads the listed search terms from a text file and searches for
documents containing those terms.

This type of load file supports every search expression that is valid in the search query
box. Example 1: field search like FileID = 26 OR ControlNumber = 1123

This query will search for documents with Control Number “1123” OR a document with
FilelD 26. It should be noted that for field searches, the Field Name must be specified
otherwise the search term will be treated as a single term.

Example 2: “Responsive” will search for documents with the term “responsive,” but
TAGS (“responsive”) will search for all documents that have been tagged as
“responsive”.

* INTERNAL_FILE _ID: This loads the listed FilelDs from a text file and searches for
documents containing those FilelDs. The field should not be included in the load file. A
search for FilelD=23 should be written only as 23 in the load file.

NOTE: Unlike the Term Search, this query does not support other field searches and
should only contain FilelDs.

* EMAIL_ENTRY_ID: This loads a text file containing a list of EntryIDs that are to be
searched. This query also does not support other field searches and should only contain
Entry IDs. And, like in the INTERNAL_FILE_ID searches, the field should not be included.

* HASH_VALUE: This loads a text file containing a list of hash values that are to be
searched. This query also does not support other field searches and should only contain
hash values. And, like in INTERNAL_FILE_ID searches, the field should not be included.

HASH_VALUE_SECONDARY: This loads a text file containing a list of secondary hash
values that are to be searched. This query also does not support other field searches and
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should only contain secondary hash values. And, like in INTERNAL_FILE_ID searches, the
field should not be included.

*  CONTROL_NUMBER: This loads a text file containing a list of control numbers that are to
be searched. This query also does not support other field searches and should only
contain control numbers. And, like in INTERNAL_FILE_ID searches, the field should not
be included.

NOTE: Among the above types of load file searches, only Search Term requires the Lucene
index.

Click the Browse button and navigate to your load file.
To validate the load file, you wish to use and ensure it is in the correct format, click on the
Validate button.

If the load file is valid, a message will display to confirm the validity.

If the load file is valid, a message will display to confirm the validity.

Term Searck ®! Load File Search

SEASTH TERM - Frapared Sesarch Terrms e Brovvsn

Click the Search & Save button to save the search.

»" The file you hove validated is o valid file. £l

6. Enter a Search Name and click the Search button.

Search & Save ad

9.5.4 Field Search

VOD gives you the following Operator options when running a Field Search:
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EQUALS(=) BETWEEN
BEGINS
LESSTHAN(<
(<) WITH
LESSTHANEQUALTO(<=) ENDS WITH
GREATERTHAN(>) IS NULL
GREATERTHANEQUALSTO(>=) ISNOT NULL

Field validations are in place to prevent searches with incomplete queries.

The following are the searchable fields in VOD:

CONTROLNUMBER: Assigned control number do a document

CUSTODIAN_NAME: Assigned custodian name

DEFAULT _FULLTEXT_PREFERENCE: Select from EXTRACTED, TIFF_OCR, or
REDACTED_OCR

DETECTED_LANGUAGE_ALL: Documents with all identified languages
DOCUMENT_NOTES: Documents with notes added

EDOC_AUTHOR: Document author metadata

EDOC_TITLE: Document title metadata

EMAIL_ANY_ADDRESS: Email address or name in any of the email fields

EMAIL_BCC: Email address or name in BCC metadata of an email - EMAIL_CC: Email
address or name in CC metadata of an email

EMAIL_ENTRYID:

EMAIL_MESSAGEID:

EMAIL SUBJECT: Subject metadata in an email

EMAIL _TO: Email address or name in TO metadata of an email

EXPORT_FULLTEXT _PREFERENCE: Options are EXTRACTED, TIFF_OCR, REDACTED_OCR
FILE_SIZE: Document’s native file size

FOLDERS: Folders created within VOD

FULLTEXT_SIZE: FullText file size

FULLTEXT_TYPE: FullText file type

GROUP_HASH_VALUE: Document with gGenerated family hash value
HAS_HIDDEN_OBJECT: Yes/No field indicating whether hidden objects are present in a
file

HAS_SYSTEM_BATES: Yes/No field indicating whether a system bates number is present
in afile

INTERNAL_FILEID: Automatically assigned unique identifier

IS_CENTROID_NDD: Search reference documents used for Near Deduplication
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* IS_NOT_IN_REVIEWSET: Yes/No field indicating whether a document is included in a
reviewset

* IS_PARENT: Yes/No field indicating whether a document is a Parent

* NEAR_DUPLICATE_GROUP_INTERNAL_FILE_ID: Populated with FilelD of CentrolD of
near duplicate group

* NEAR_DUPLICATE_SIMILARITY_PERCENTAGE: Populated with near duplicate similarity
percentage

* NEAR_DUPLICATE_GROUP_CONTROL_NUMBER: Populated with control number of
CentrolD of near duplicate group

*  ORIGINAL_FILENAME: Documents with specified filename

*  ORIGINAL_FILE_PATH: Documents with specified original file path

* RECOGNIZED_FILE_EXTENSION: Document’s with specified file extension

* REDACTION_REASON: Documents with indicated reason for redaction

* REDACTION_SET: Documents within specified redaction set

*  SAMPLING_NAME: Documents within specified sample name

e  SLIP_SHEET_TEXT: Documents with specific text included in slip sheet

*  TAGS: Documents with assigned tags

* MEDIA_PROCESSED_DATE: Populated with the date the media was processed.

o] - - . . " Fleld Search Guide

L AND > L v NOT

To compose a Field Search, you must click on the “click me” link.

At that point, the Select Field drop-down will display. As you use the drop-down lists to select
the field and then your operator and content, the query being built is displayed on the Search
Bar at the top of the dialog.
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To add additional fields, click the AND, OR, or NOT buttons as shown in the example below. To
delete an item from the search, use the Trash Can button.

Field Search e

CUSTODIAN_.. EQUAL. © Capt..

AND O
=

AMND
OR

NOT
Query Appending Operator
e OR w Clear

To combine a Field Search with one of the other search types, create your Field Search
criteria and then select the Query Appending Operator from the drop-down in the bottom
right. Click one of the other search tabs and enter the additional criteria needed. Below is an

example of a Field Search combined with a Fuzzy Search.

(CUSTODIAN_NAME = "ALBERT _MEYERS™) OR (oudited OR audits )

9.55 Wildcard Search

The Wildcard search enables you to use the wild characters described in Section 7.4 above. You
will be able to see the wildcard expansion results and pick and choose which of those expanded
terms you actually want to use in the search. This helps you narrow the search to smaller hits
and avoid false positives. At the same time, you will be able to see what variations of a term or
phrase are in the data.

Wildcard term expansion can be performed using the FULLTEXT, ATTRIBUTES or BOTH. After the
term expansion, you can select multiple expanded terms and form the query for searching. You
may also use the Show Term Count option to display the number of document hits for a specific
term. Wildcard searches can also be combined with other searches using the ADD(OR) button.
Wildcard Search Examples:

Searching for “*ght” could return eight, caught, height, etc., if these terms exist in the scope of
your search.
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Searching for “mat?h” could return match, matoh, mateh, etc., if these terms exist in the scope
of your search.

NOTE: There is no need to specify * at the end of terms while expanding terms. By default,
VenioOne adds * after each term in expansion if no wildcard character is specified.

1. Select Wildcard Search tab in Advance Query Builder.
Enter the wildcard term to expand in the Wildcard Term box.

Use the Expand Using... drop-down to expand the search term using Both, Fulltext or
Attributes.

4. Optional: Use the Show Term Count check box to show the document counts for each
expanded term.

5. Click the Expand button to display the terms.

6. Select the terms to search from the list using the checkboxes.

7. When you select multiple expanded terms, the default Term Combining Operator is OR.

You can change this to AND or NOT, as desired, using the drop-down list.

Click the ADD (OR) button to add the terms to the Query Field.

Click the Search button to execute the search.

0 %
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9.5.6 Fuzzy Search

The Fuzzy Search enables you to find terms similar to the one you provide. This helps you to find
misspelled words, such as people’s names, or when you are unsure of the exact spelling of a
term. Fuzzy search can search in either FULLTEXT, ATTRIBUTES or BOTH. After the expansion
(finding variations) of the terms, you can select multiple expanded terms and form the query for
searching. Fuzzy searches can also be combined with other search types using the ADD(OR)
button.

Fuzzy Search Example:

A search for “fat” could return dat, fax, hat, pat, etc., if these terms exist in the scope of your
search.

Select Fuzzy Search tab in Advance Query Builder.
Enter the fuzzy search term to expand in the Search Word field.

3. Optional: Adjust the Fuzzy Factor which defines the strictness of expansion. The default
fuzzy factor is 50%. Increasing the fuzzy factor will search for less similar terms, while
decreasing the fuzzy factor will search for more similar terms.

4. Use the Expand Using... drop-down to expand the search term using Both, Fulltext or
Attributes.
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Expand Using Both
Expand Using Fulltast

Expand Using Attributes

5. Optional: Use the Hide Term Count checkbox to show the document counts for each
expanded term.

6. Click the Expand button to display the terms.

7. Check the boxes next to the term(s) to search from the list.

8. When you select multiple expanded terms, the default Term Combining Operator is OR.
You can change this to AND or NOT, as desired, using the drop-down list.

9. Click the ADD (OR) button to add the terms to the Query Field.

10. Click the Search button to execute the search.

e T ok

9.5.7 Synonym Search

The Synonym search enables you to list all the terms that are synonyms of the term you
provide. Synonyms can be searched in either FULLTEXT, ATTRIBUTES or BOTH. After the
expansion (finding synonyms) of the terms, you can select multiple synonyms found and form
the query for searching.

Multiple terms can be expanded at the same time. For expanding multiple terms, separate each
term with a space.

If any synonym for a term exists, but that term does not exist in the system, those synonyms will
not be listed in the expansion window as shown below.
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Searct -
S audit Expand Using Both v
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If needed, the expanded synonym list can also be exported to.csv file.
Synonym Search Example:

House is a synonym for “home”. However, if the term home does not exist in the scope of data
being searched, then the synonym house will not be listed in the synonym expansion box.

Select the Synonym Search tab in the Advanced Query Builder.
Enter the term(s) to find synonyms for in the Search Word field.

3. Use the Expand Using... drop-down to expand the search term using Both, Fulltext, or
Attributes.

4. Optional: Use the Show Term Counts checkbox to show the document counts for each
expanded term.
5. Click the Expand button to display the terms.

The terms found (and counts for each term, if Show Terms Counts is selected) are displayed.

6. Check the boxes next to the term(s) to search from the list.

7. When you select multiple terms, the default Term Combining Operator is OR. You can
change this to AND or NOT, as desired, using the drop-down list.

8. Click the ADD (OR) button to add the terms to the Query Field.

9. Click the Search button to execute the search.
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9.5.8 Tag History Search

The Tag History Search enables you to search for documents tagged/untagged with the selected
tags. Multiple tags can be combined using a Boolean operator (AND, OR, NOT) to form complex
queries. The Tag query can also be combined with other queries.

1. Select the Tag History Search tab in the Advance Query Builder.
Check one or more tags to search for in the Tag Name(s) list.

NOTE: When you select multiple tags, the default Tag Combining Operator is OR. You can
change this to AND or NOT using the Tag Combining Operator drop-down (bottom left), as
desired.

Add the tag (s) to the Search Query textbox by clicking the Add (OR) button.

NOTE: Use the drop-down arrow on the button to select the appropriate Boolean operator
if you wish to combine the tags with an existing query in the Search Query textbox. If the
Search Query textbox is empty, then selecting any Boolean operator has the same effect as
there is nothing to combine with.

Click the Search button.

The files with the selected tags are displayed in the Document Table.
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9.59 Review Set Batch Search

The Reviewset Batch Search enables you to search for the documents in a review set batch.
Multiple reviewsets, batch statuses, and reviewers can be combined using a Boolean operator
(AND, OR, NOT) to form complex queries. The Reviewset Batch Search query can also be
combined with other queries.

Select the Reviewset Batch Search tab in the Advance Query Builder.

Check one or more Review Sets you wish to search for in the Reviewset drop-down list.
Optional: Select a status from the Batch Status drop-down list.

Optional: Select a reviewer from the Reviewer(s) drop-down list.

Click the Apply button.
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A list of the matching batches is displayed.

10. Check one or more items to search for in the Reviewset Batches list.

NOTE: When you select multiple Reviewsets or Batches, the default Term Combining
Operator is OR. You can change this to AND or NOT using the Term Combining Operator
drop-down (bottom left), as desired.

If we select Exclude option, the files are filtered in the following way:

* Apply filters on first level files only- The first level file under the compressed file
(archive) will be considered as Parent file and those files will not be excluded.
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For e.g.: Apply a File Type Filter to exclude Multimedia File Types (Top Level only)
on Project Settings. After ingestion, multimedia will come up inside compressed
files as a Parent (IS_PARENT=YES)

* Apply filter on parent level files only — The First level files extracted from Archive
is considered as parent file.

* Apply extension on files in any level - This option will exclude files from all levels
and might break family relationship.

* Do not apply filter on container file — This option does not filter any archive file
(not related to its contents)

11. Add the Reviewset Batch(es) to the Search Query textbox by clicking the Add (OR)
button.

NOTE: Use the drop-down arrow on the button to select the appropriate Boolean
operator if you wish to combine the reviewset batch(es) with an existing query in the
Search Query textbox. If the Search Query textbox is empty, then selecting any Boolean
operator has the same effect as there is nothing to combine with.

12. Click the Search button.

The files with the selected reviewset batches(s)are displayed in the Document Table.

9.5.10 Non-Processable Search
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Normally, in search results we do not list system, denist, or archives files. In order to make
those documents searchable, we have provided a search section for Non-Processable files. VOD
supports the following non-searchable search fields:

* De-NIST Files: This searches for original denisted files. - Archive: This searches for
original archive documents.

O Password Protected Archives: This searches for archives that are password protected.
o Corrupted Archives: This searches archives that are corrupted.
o Processed Archives: This searches archives that are processed.
o Errored Archives: This searches archives that are errored.

* No-Text: This searches all the original documents whose fulltext file does not exist. This
includes images, archive, system and De-NIST files as well.

* System Files: This searches for original system files.

* Exception Files: This searches for Exception files.

O Password Protected: This searches for original password protected documents.
o Corrupted: This searches for original documents that are corrupted.

o Unknown Documents: This searches for original documents that were not recognized
by the system.

o Non-Processed: This searches for original documents that were identified by the
system but that could not be processed by the system.

Like any other field searches, non-processable field searches can be combined with Boolean
operators.
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Example 1:

(IsArchive = "True") AND (IsPasswordProtected = "True")

This will search for all the documents that are password protected and are archived.
Example 2:

(IsDenist = "True" OR IsSystem = "True")

This will hit all documents that are either system or are De-NIST files.

NOTE: Tags cannot be applied in System and/or De-NIST documents. We cannot apply tags to
archive documents either.

9.6 REGEX Searching

A regular expression or regex is a sequence of characters that define a search pattern. For
example, phone numbers, Social Security numbers, or dates.

On the Search Bar, you can run regex searches as well. For regex searches, the syntax should be
in the following format: FULLTEXT (REGEX ("reg_ex_here")) to search the text of the documents
and ATTRIBUTES (REGEX ("reg_ex_here") to search the metadata of the documents. Any
documents found will display. When doing a full text REGEX search, terms will be highlighted
within the documents. REGEX searches can be combined with field searches as well.

For example; the syntax of some REGEX searches could be:

FULLTEXT(REGEX("\d{1,3}"))

ATTRIBUTES(REGEX("\d{1,3}"))

(ATTRIBUTES(REGEX("\d{1,3}"))) OR CUSTODIAN_NAME = "Cust1"
(FULLTEXT(REGEX("\d{1,3}"))) OR CUSTODIAN_NAME = "Cust2"
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10 Production

Documents may be sent to production from the following three areas:

* Production link in the Case launchpad (shown below)
* Send to Production button on the Analyze Dashboard
* Send to Production button on the Review Dashboard
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Either of those options will bring you to the Create Production dialog. You will note that there
are also tabs at the top to Reproduce a prior production or check the Status of a production.

Create Reproduce Status

Production Name

Source

Media ¥
Media Name Original Document # Duplicate Document #
~ Custodian Name: 20_newsgroups.rar

20_newsgroups 19523 531
Media(s) Selected: 0
¥ Bates Number Structure Gonerate bates nuriber =
Folder Path and File Name Options

Export native/text/images with original folder structure and file name
Include original file extension in fulltext and image file names
¥ Production Template
10.1 Create Production
1. Enter the Production Name in the Create Production dialog.
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2. Select the Source from the drop-down list.

rMedia -

Media

Tag

Folder

Saved Search

Follow the steps in sections 10.1.1 to 10.1.4 below to complete your media selection. 4.
Enter the Prefix, Start Number and Padding in the Bates Number Structure section.

& Bates Humber Structune G ol LR g
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Under the Folder Path and File Name Options section, choose from the 2 options:

* Export native/text/Image with original folder structure and file name: If this option is
selected, the export files will have the original folder structure and file name.

* Include original file extension in fulltext and image file names: If this option is selected,
the export file will have its original extension appended to it.

Folder Path and File Name Options

Export native/text/images with original folder structure and file name

Include original file extension in fulltext and image file names

NOTE: As shown below, for TOA projects, there will only be one option in this section.
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3. Select a Production Field Template from the drop-down list

OR
Use the Create New Template button to create a new one (detailed instructions are in

section 10.2.1 below).
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Production Template

Production Fleld Template

4, Optional: Use the Advanced Options link to set additional options as described in section
10.2.1 below.

NOTE: The Export dialog of Index Only projects will not have Advanced Options.

Optional: View the production using the Production Summary link.

g Poga Counl

8. Click the Produce button to create the production.

A message confirming that Production is successfully queued is displayed.

10.1.1 Media

As shown in section 9 above, Media is the default source in the Create Production dialog. With
media selected as the source, all the custodian names and media will be displayed with
document counts for each media.

Select all or any custodian from the list and complete the rest of the options in the dialog.
10.1.2 Tag

With Tag selected as the source in the Create Production dialog, tags will be listed in the Select

Tags drop-down. The number of documents that will be exported when selecting a tag will also
be displayed.

Select the desired tag(s) and the combining operator (OR or AND), and then complete the rest
of the options in the dialog.

Selected tags may be removed by clicking the Delete button in the tag selection drop-down list.
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10.1.3 Save Search

With Saved Search selected as the source, Saved Searches will be listed in the Select Search
drop-down. The number of documents that will be exported when selecting a search will also be
displayed.

Select the desired saved search(es), and then complete the rest of the options in the dialog.

Veniom Case: prmcase - -~ ? e Super ~
Source Settings Other Settings Summary Status
Select Option Template Name * Select Source *
New Production N DefaultExportTemplate - copy-copy v Name Saved Search v

When the source selected is a Saved search, the search results contain checkboxes for each
saved search result, allowing you to select the desired saved search from the list.

Cose: Regi2x - - P 9 Sopar ™
Select Option Tempicte Nome
roduction - Ricoh tempiate - -
SELECTED SOURCE SAVED SEARCH SOURCE ADVANCED OPTION
searched by Show search history froe
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Select a saved search option from the search results, to continue to the next page.
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Similarly, if the source selected is an Image Set, it shows the available image sets containing
checkboxes for each image set, allowing you to select the desired image set from the list. Until
you select source from the available list, you will not be allowed to move to the next page. A
message is displayed that no image was selected.

Whenever we do the production, there is an option where we can exclude the documents which are already
produced. This can be done via selecting the option in the production.

The option in the p