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About Primafact 6

Primafact 6 takes case development to the next level. We have equipped Primafact
for more efficient document review and case preparation.

Starting with your Inbox, Primafact 6 adds tools to sort, filter, code and track your new materials,
making it easier to review and instruct and preserve details for future review. Enhanced coding tools
capture key case information, to automating the intensive task of memo building.

Primafact 6 enhances efficiency at every stage of review, connecting meaningful analysis to source
materials for better preparation and case understanding throughout the life of the case.

Video Overview
Click here to view our 10-minute overview of the new features available in Primafact 6.

We also offer a number of video tutorials on the individual features to help you get started.

New in Primafact 6

Primafact 6 includes a number of new features, as well as enhancements to features available in
Primafact 5. These include:

More Powerful Templates Configure your Cases more efficiently than ever with more feature-rich Case
Templates. Case Templates now pack the coding standards and preferred
views designed for your Case type. Open Cases with views & coding already
built-in, or easily update existing cases to match new Coding standards and
report-friendly views.

Primafact Inbox This is a special user-level folder designed to facilitate document intake and
review, with search, filter and messaging capability via the new Discussions
feature.

Review Workflows o New review workflow tools enable review tracking to more efficiently

manage and monitor document review and associated activities.
e Early Case Assignment enables documents to be associated with their
assigned Case prior to filing.

Document Discussions This new feature allows messages to be exchanged within user Inboxes, with
real-time notification.

Binder Enhancements Visual coding enhancements, search and filter tools directly within the

binder, and enhanced previews make identifying materials in your binder
more efficient than ever.
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Document Preview
Enhancements

Easily build Chronologies,
Outlines and Reports

Annotation

Enhancements

List View Enhancements

Copy Documents to
Browsers

E-Briefs

More information available on the Document Preview, with new Tabs for
convenient annotation review and document discussion within Binders and
Inboxes.

e Instantly assemble chronologies and outlines from Primafact into Word
and Excel

e Link back directly to Primafact source content

e Export URL link to Word memos

e Chronology support with Event Date + Time tracking

e 12 more annotation colours + custom labels for uniform coding

e Dedicated favorability coding

e Dedicated Text Excerpt field

e Annotation Repeats, Templates & automation

e Batch updating capability

e Better annotation view and search on documents, previews and lists

e Control default views, create and access multiple alternate views that
can be displayed in a single click

e Pop-Out List feature enables list views to be displayed alongside other
Primafact windows

Drag & Drop documents to Browsers and other locations outside Primafact
more efficiently

Assemble electronic briefs, including CaselLines filings, efficiently with
highlighting, hyperlinks, Document Title Aliases, and PDF Publish tools.
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Create and Update Cases With More Powerful Templates

Primafact 6 makes applying unified Case Standards more efficient than ever with coding settings and
views built right into the Template.

];;[ Watch the video here: Using Case Templates

Create New Cases
When adding a new Case to Primafact, you will now see a new Create New Case dialog:

' Create Mew Case X

To create a new case with predefined settings, select an existing case template from the dropdown. The selected case
template will be duplicated (all binders and settings will be copied to the new case). To change what will be copied to the new
case, dick "Show More...”

Mew Case Name :

|l£-'.rre.-' new case name here...

Copy from the following Case Template :
Select 3 templte... - x
¥ Case Templates Onhy

Show More... Create Case | Cancel

Now you can enter your New Case name before it’s created, and select the Template you want to use
for your Case using the dropdown beside the Select a template field.

By default, all Template settings, including coding settings and views, will be included in your new Case.
Optional: to selectively apply Template Settings click the Show More button and choose your settings.
Click Create Case to save your new Case.

Note: You can also copy the structure and settings of a selected Case, in addition to copying from
Templates, by un-selecting the Case Templates Only checkbox. This allows you to use any Primafact
Case as the basis of your new Case. \

Updating Existing Cases to Match Template Settings

If you are updating to Primafact 6 with an existing caseload, it’'s easy to update existing cases to match
your Templated Coding Standards and Case Views. You can even apply coding settings from another
Case using this tool.
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Apply Settings from a Template to an Existing Case

1.

2.

Start by opening a binder on the Case you want to update.

Click the Geary on the far-right of your blue binder ribbon.

Click Setup Case From Template from the dropdown menu.
The Setup Case Window will open.

Choose the template you wish to copy.

Copy from the following Case Template :
|l59fe.:‘t 3 templste. .. j

Click the Chevron beside any areas you wish to copy.

[T —— %

e

il
il
i
%%
|
N\
T

Cotmam ] _ome |

Select the Copy Case Template button for template options you wish to copy to your Case. Select
Keep Current to retain your Case’s current settings for that setting. (By default that setting will
make no changes to a selected setting unless you select Copy Case Template.)

When you have completed your selections, click Update Case to update.

To select specific areas to update, expand the Other Setup menu item using the blue chevron to
expand.
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Add Date of Loss to your Case

Adding the Date of Loss to your Case Summary makes it easy to filter Events by Pre-DOL and Post-DOL

using Primafact filter tools. Also, the DOL is displayed on all Case Binders and Case Views, for
convenient reference.

To add the Date of Loss to your Case Summary:

1. Navigate to any Binder in your Case

2. Select Summary on the blue tab bar

il Summary

3. The Summary Screen will open.

4. Click the Edit button to add the Date of Loss.

Edit

Working with Primafact 6 - New Feature User Guide
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5. Enter the Date of Loss in the Date of Loss field

L L LIEET e

Sun Mon Tue Wed Thu Fn Sat
1 2 3 &
5 B ¥ 8 39 10 M
12 13 14 15 16 17 18
19 20 21 22 23 24 &2&
2B 27 28 029 30 3

BiRiviviaimiee

6. Click Save to preserve your new setting.

The Date of Loss will now appear at the top right of your Case views, and will be available for use in
Date of Loss filters.

MITH, James - (21-0001) [DoL

-
a
>

5]
®
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New Coding Capabilities
Primafact 6 includes additional coding capabilities at the both the document level and for annotations.

New Document-Level Coding
You can now add team flags to documents to designate document-level attributes. Team Flag Labels
can be customized system-wide, or by Case.

As an example, a document with a Red Flag could mean “Offer Attached.” A document with a green flag
could mean “Outbound Correspondence.” Alternatively, you could use flags to designate attributes like
“Served” or “Ready to File.”

The flag makes it easy to identify content of a particular document, so you can filter for those attributes
on a search.

See Customizing Team Flags below for details on how to set up customized Team Flag Labels.

Annotation Coding Enhancements

Primafact 6 includes a number of coding enhancements designed to better track key Case Issues and
dates, with the goal of making comprehensive reports and chronologies available for efficient Case
preparation. For details on updates to the Annotation Form, see Annotation Form Updates below.
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Binder Enhancements
q;[ Watch the video here: Using Binder Viewing Enhancements

Binder Search and Filter

You can now complete full-text document searches directly from your Primafact Binders, making it
easier than ever to locate specific information when reviewing from a Binder. You can combine filters
with searches for very targeted document identification within your binders.

Search Bar
The search bar is located at the top of the Binder toolbar.

Full text search filter... o

£~

By default, Primafact 6 is set to perform full-text searches, including document titles, page text,
annotations and profile fields. To perform a search, click on the search area and type your search query.
Click the Enter key to perform your search. To adjust search settings, see Changing the Search Filter
Options, below.

If your search bar is set to perform Full-Text searches, you can use wildcards (* and ? characters) to
replace characters in your search.

Changing the Search Filter Options

The Binder search bar can be set to perform a Quick Search, which searches document titles, or Full-
Text Search, which can include content in Titles, Page Text, Annotations and Profile Fields, depending on
your selected settings.

1. To adjust your settings, click the filter dropdown to the right of the search bar:

N
Full text =earch filter... U o

£ -

2. Click Search Options.
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3. The Binder Text Filter Options dialog will open:

I Binder Text Filter Options — X

" Quick Filter

Highlight matches in binder, use next & previous buttons.
¢ Full Text Search

Filter to all matching items, induding matches in
document content.’

Indicate which parts of the documents you want to search :

v Titles The binder will be filtered to documents
with a hit in the title, page content,
[v Page Text annotation comments or profile fields.

B foETE Page content can only be searched if
[# Profile Fields documents have been fully OCR'ed and
Indexed,

Cancel |

4. Select the Quick Filter button to perform Quick Searches. Select the Full Text Search Button to
search for text content within your documents.

5. Selecting or de-selecting the Titles, Page Text, Annotations, and Profile Fields checkboxes will
adjust the scope of your Full-Text Search.

6. Click OK to preserve your selection.

Using Filters
You can use filters on their own, or combine with text filtering for focused document identification. You
can also apply more than one filter at a time for more refined results.

Filters are located on the binder toolbar to the right of the binder search bar. Available filters are:

o Key Document

= - Team Flags (Dropdown allows you to select multiple flag colors)

= Annotation Colors (Dropdown allows you to select multiple annotation colors

Cy v Annotation Favorability (Choose Favorable, Adverse, or both using the dropdown)
L] Annotation Issue

=

Document Date (Allows you to specify document date or date range)
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Reviewing Filters
1. To review which filters have been applied, click the yellow Filters button:

3 Filters X

2. The Current Binder Filters window will open:

Current Binder Filters X

Case : [l SMITH, James - 2.0 (PF& DEMO)
Binder : H Main Binder

Team Flags = Undertaking x
Full-Text-Search : « notice »
Document Date is between "2022-01-01 and 2022-04-07

Clear All Filters |

3. Click OK or Cancel to close. You can also selectively clear filters using this window.

Clearing Filters
1. To clear an individual filter, click on the selected item to de-select. For filter options with a
dropdown, click the dropdown and select Clear Filter.

You can also click the X on the Clear Filter button to clear all applied filters.

Selectively Clear Filters
1. To selectively clear filters, click on the yellow Filters button. The Current Binder Filters window

Current Binder Filters X
Case : [l SMITH, James - 2.0 (PF5 DEMO)
ginder : ]| Main Binder
T X
te is between ~2022-01-01 and 2022-04-07
Clear All Filters
ok Cancel
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2. Select the filter you want to remove and click the red X button.

3. Repeat as desired.

4. When finished click OK.

Document Preview Enhancements

Document Preview Tabs

We have updated the Preview area to display more
information without needing to open the document.
There are now four tabs:

e Preview Tab — Displays selected document

e  Profile Tab — Displays associated document profile
information

e Annotation Tab — Displays document information
on a searchable, filterable list

o Links Tab — Shows hyperlinks added to a
document, notes and link address

e Discussion — Displays document discussion history

e Information — shows additional document-level
information, including document locations in
Primafact, OCR status, review status and technical
information.

Each of the Preview, Profile, Annotation and Links Tabs
display the document Title, Key Document coding,
Reviewer and Team Flag information. You can
name/rename the document, apply Key Document

Preview  Profie | Annotations | Links | Discussion | Information

Orthopaedic Consultation Report of Dr. Randall Strong, dated November 18, 2020
w

&=~ =V B Teamriags ~
Case : SMITH, James - 2.0 (PF& DEMO) DOL : 2019-04-20 [
18/11/2019  11:29 5555550985 STRONG RG HD PAGE 1
NORTH SHORE ORTHOPAEDICS
RANDALL G STRONG 1.0,
{Onthopaedio Surgeon)
TEL: 22
FAX 85
VIA FACSIMILE TRANSMISSION
November 18, 2019
Mr. Sam Smart
Smart & Company LLP
FAX: 555-565-0522
COPY TO:
Dr. Steiner, Michael E.
FAX; 555-555-0875
CONSULTATION REPORT
RE: SMITH, James D DOB: 03/1211980
MRN: 0198764 39 Years MALE
Admit Date:  2019-Nov-18
Disc Date: 2019-Nov-18
Location: Qutpatient
I'saw James on October 12, 2020 at the request of his counsel, Sam Smart, and his family
physician, Dr. Michael Steiner, o review the appropriateness of a proposed Trealment Plan for
the rehabiitation of James’ lower back.
The physieal examination of James' lower back was preceded by my review of the Treatment
Plan of Dr. Arjan Singh dated September 19, 2019, the Paper Review of Dr. J O'Gorman of
Lakeview Medical Services dated October 2, 20149, and a review of the MRI of James' lower
spine performed on October 10, 20201918 at Yellowstone Medical Imaging.
Physical examination of James' lumbar spins was consistent with James' sel-reports of pain
and stiffness in the region, and also consistent with the findings of the October 11, 2018 MRI,
which revealed significant including of the L3-L4 Disc,
and some potential herniation in that region. B
B & [search Text H 1 4|2 L PPLLP,-

coding, apply Review status and apply Team Flags using any of these three tabs.
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Document Viewing

Open Document Enhancements

It's now easier to identify document context by quickly locating the document within its binder. Simply
click the Show in Binder button on the document toolbar to be taken to the document’s location in the
binder view.

7| File Edit View Search Tools Help

eL=-0 |3 [];_1 2| zomnfEms PP P T TP —pl 4 b I/'—HShDW in Binder... v]

\

If a document is copied to multiple locations, you can choose an alternate location by clicking the
dropdown arrow beside the Show in Binder button and selecting the desired binder location.
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The Inbox

Recognizing that document review often starts with the Inbox, we have created a dedicated Inbox
feature with capabilities that include the ability to search and filter documents in your Inbox, set
preferred views, and manage inbox discussions for quick and convenient team document
communications. You can create your own subfolders to organize inbox materials as desired.

You can access your Inbox by clicking on the My Inbox Icon at the top of the Shortcuts bar:

Viewing your Inbox

Main Inbox

The top level of your Inbox (Main Inbox) is designed to show you anything new that has been added to
your Inbox.

You can decide if you want your Main Inbox to also show the contents of any subfolders, or just the
contents of the Main Inbox folder. By default, Primafact shows the contents of the selected folder only,
meaning no content filed in subfolders will be shown.

New Arrivals Indicator

When new documents or messages arrive in your Inbox, your Inbox Icon will display the number of
unread items appearing in your Inbox:

My Inbox (3)

Working with Primafact 6 - New Feature User Guide 18



Note: If your shortcuts toolbar is hidden or disabled, your inbox notifications appear at the bottom-left
corner of Primafact.

| g &1 documents in inbox, 5 unread.

Sam Smart (3
Identifying Inbox Folders with New Items E

_1 Follow-Ups (1)

Individual folders with new items will also display a bolded title along -
__1 Hold for Filing

with the number of new items:

We recommend you set aside time to check your Inbox regularly for new arrivals.

NOTE - You can mark items “Read” or “Unread” by right-clicking on the item and selecting Mark
Read/Mark Unread.

Refresh button
We recommend you click your Refresh button from time-to-time to confirm you are viewing the most
recent content in your Inbox.

[4¢]
%3]
=
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Searching your Inbox

You can search and filter content in your Inbox. As with the binders, you can set your Inbox to complete
Full-Text Searches, or Quick Filter searches.

For guidance on how to use the filters, see Using Filters in Binders, above. Note the available filters will
be slightly different in the Inbox.

Filtering Inbox Content

You can filter your Inbox as needed in the moment, and even preserve those filters in saved Views for
quick future access.

Primafact 6 has two built-in filters: For Review and For Filing. When you are in your own Inbox, the For
Review filter identifies content marked for your review, and not marked done. The For Filing filter
identifies documents marked for filing by you.

Adding Documents to your Inbox
Documents may be added to Primafact Inboxes the same way you add documents to any location in

Primafact. This includes Dragging & Dropping, and Scanning to the Inbox if you have a compatible
scanning configuration.

You can also right-click on any document in Primafact and click the menu option, then select the
recipient(s) who will receive the document in their Inbox

3. Statement of Claim

5 Open
Mew 3
Print 3

Send to Inbox,.. Ctrl+l
EMail... Ctrl+M
Route Ctrl+R

G [ e

See Sending Documents to Other Users’ Inboxes below for guidance on sending documents to other
users’ Inboxes.
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Adjusting Your Inbox Settings: Setting Up Your Inbox

Note: For instructions on refining your Intox List View, see Customizing List Views, below.

Customizing your Tab Bar
You can change the items on your Tab bar to provide quick access to the views that are most important
to you.

To customize your Tab Bar:

e

A
1.  Click on the gear icon %5 at the far right of the blue Tab bar:

Sy
%&

2. The Tab Bar Options window will open.

Tab Bar Options X
Sort by Case All Documents
See Instructions For Fiing
For Review
Unread
Red Flag Docs

3. Select the Views you wish to add or remove from the Tab bar using the <€ > arrows.

4. Position the View order using the AY arrows.

5. Click OK to save your changes.

Change Inbox View — Folder Content
Inbox View settings can be set at the User Level to allow you to see your preferred fields and formatting
when you review your Inbox. Changes to your own view settings will not impact other users.
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Adjusting Folder Content Displayed in Main Inbox Folder
To change what Inbox Folder content (Inbox content only or Inbox + subfolder content) you see in the
Main Inbox:

1. Click the More View Options Dropdown button
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2. Select Modify View.

3. The Modify Inbox Documents View window will open.

4. Change Show Documents In: selection to “Selected folder and subfolders.”

Modify Inbox Documents View X

ew Name INIDucumEnIs

Description : | List of all documents.

show Documentsin : & Selected folder and subfolders.:
" Selected folder only.

Fite +

7

X

Group by ¢ | LI
Sort by : IDatE and Time of Arrival ;I Descending : v

I ;I Descending : [v
| ;I Descending : [V

Select Profile Fields. .. | Format Row Appearance... |

Creator : System oK Cancel |

5. Click OK to preserve your changes.
6.
NOTE: Primafact’s Default “Show Documents” setting is to show documents in Selected Folder Only.

You may make additional changes to your Inbox view using this window as described elsewhere in this
Guide.
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Updating your Inbox View
You can change your field display in your Inbox

To do this:

1. Click the View button and select Format Row.

2. The Format Row Appearance window will open:
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.
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- -—— . e -
. - -
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A foen oo mens . aee amen e L Sane o
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All Documents

[=] For Filing

IE' For Review

E Karim's Review Cueue
E Red Flag Docs

E Unread

H 5ave View...

# Modify View...
B Manage Views...

" Format Row Appearance X
Field Name
Urgent Message
Key Document ~
Urgent Message
For Review S
For Fiing ﬁ Text Size : IDefauIt ;I
Reviewers
Text Color : I
Doc Instructions . Default =
g::: and Time of Arrival @ Maximum Lines : ll_j
Message Horizontal : Vertical :
Document Title
Text Aligment : |Left Bottom
Document Team Flags < I ;” ;I
Mumber of Pages .
Tnbox Text Attributes : IDefauIt d
Binder Show Header : IDefauIt ~|
Doc Summary o
Rintac Show icon = vl
s 2 instead of text ;
Select Profile Fields... |
| | | | | Reviewers | Instructions | Arrival | Case | | Message
Y 4 2021-03-...  Smith,... i|
-
< I 0
Row Appearance : " Normal (defaulty ( Wide (= Compact {* Narrow

3. Select Profile Fields by clicking the Select Profile Fields button. Use the arrows to add or remove

fields from your display.
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4. Click OK to preserve your changes.

5. To position your fields, use the up and down buttons (if you do not see both, they will appear as
you select an item further down the list.

6. Formatting for the selected field appears at the right.

Formatting List Fields

1. You can change text attributes (color and size) for the selected field on the right hand side of the
Format Row Appearance window.

2. To conserve space on lists, text fields, such as Notes, offer the option of showing an information
icon instead of text:

Hotes
TextSize : [Default |
Text Color = |. Drefault j
Maximum Lines : |1 =
Horizontal : Vertical
Text Aigment : [Leh j |Bnt1m1 j
Text Attributes : [Defaut |

Show i |
!"ma;oﬂnf!e“ P | =] ]

3. Select your chosen icon using the dropdown.

Show icon v | j

instead of text :
] A
n Brown
B elack
n Green
n Purple
n Red
n Teal
¥ Lime W

4. Click OK.

5. Add any filters, if desired.
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Saving your View for Future Use
To save your view for use as a “Saved View”:

1. Click the View button and select Save View.

O’ Sm—— _ |[&] Al Decuments

- f—————" |[E] ForFiling
EForFlevim

E Karim's Review Queue
E Red Flag Docs

-— E Unread

- (mm|
= o+ Format Row...

weer 0
8 shasoaenes

3
S seveeRERRRRRER
iy Y b0

|
|

B Save View...
# Modify View...
& Manage Views...

2. The Save View button will appear.

F save View — e
Document View

View Name : [IRITo

Description : | |jst of all documents.

\ﬁsibility:| {* Personal ™ Public

Save New View I Crverwrite Current Yiew | Cancel |

3. Name your view. You can set this view to Personal visibility (meaning only you will see this view),
or Public visibility, which makes this view available to other users.

4. Save your view when complete.

See Customizing List Views below for more details on formatting Saved List Views.

NOTE - Be careful if creating a new view using an existing view as you have the option of overwriting the
current view with the new settings.
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Document Review Workflows: Reviewing Documents within your Inbox

Primafact Inboxes are designed to make it easy to review your documents right within your Inbox. In
addition to search and filter features, the Primafact Inbox has a number of review supports, including
“For Review” marking, a dedicated Notes field and a team Discussion tool.

Early Case Assignment - Assigning Documents to a Case before Filing

The Early Case Assignment tool lets you assign documents to a Case before filing. This allows you to use
Case coding tools while a document is awaiting review within Inbox, allowing users to effectively
complete document reviews and coding as soon as a document is received.

To assign your document to a Case:
1. Select the Document(s) in the Inbox.

2. Select any of the first four tabs in the preview Window.

3. Start typing part of the Case Name in the Case area to display matching options.

~ Preview Profile Annotations Links Discussion Information
Wofiter @ ¢ M v ] - T~-IR-"&~- &>

Wedical Brief
‘ Arrival | ‘ Hessage: ‘ Title &

2022.12.08 Report from Fine Financial Management —| &
~ || ] 1

20221208 Letter from Fine Financial ¢

SMITH, James 2.0 (PF6 DEMO)
b [# urs 2z SMITH, Jame...  2022-11-2¢ ([ Forreview - Econamic Loss claim Employment File - EleCo Carporation - Jam B SMITH, Jimmy

‘We requested everything without redactions. | @m SMITH, Simon
Sz AARONSON, 2022-11-29 will check. Thanks! Duplicate of EmploymentFile - EleCo Corpg,

Case : [smith N
2022.12.08 Medical Brief

4. Select the desired Case.

5. Click the Assign button to assign to the Case.
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6. Once assigned, the Case field will turn Grey.

CﬂSEZIEMrH.JﬂmES-E.D (PFS DEMO) ﬂ Eﬂ A

7. Clicking the dropdown button beside the binder icon will display all locations where the
document can be accessed in Primafact. Clicking any of the listed locations will take you to that
binder or folder in Primafact. (This is a single document; all locations contain copies of that
document.)

7
Case : [SMITH, James - 2.0 (PF6 DEWO) jj/lzﬂrb
\"‘-\-_\___,_.-#"/

Show Document in Location :

@ Unfiled - SMITH, James - 2.0 (PF6 DEMO)

= Janice Zima

8. Now you can apply any Case coding to your document.

NOTE — When the document is filed in a Case Binder in Primafact, the document copy will be removed
from the Unfiled folder in that Case.

Working with Primafact 6 - New Feature User Guide 27



Marking a Document “For Review”

You can mark your own documents “for Review” or mark for review by another User when sending

them a document.

Review Indicator

Documents marked for review will have the reviewers’ initials displayed on the first four Preview Tabs
when viewing the document Preview. Reviewers’ initials appear on the Profile Tab when viewing the

Open document in the Normal View.

Preview Profile Annotations Links Dizcussion (1)

Information

Clinical notes and Records of Dr Light 2017-2022

Team Flags ~

Case : SMITH, James - 2.0 (PF& DEMO} DOL : 2019-04-20 lZ[] -
OFFICE VISITS E ||
B F#IFT
MARE AR ST INSURANCE & ——
AODRESS PHONE (H] [ .Ml & sST-srre

e |Initials in Brown (JZ in this image) indicate a document is marked

not marked done.

“For Review” for that user, but

e Initials in Green (KJ in the above image) indicate a document has been marked as reviewed by

that user.

Marking a Document for Your Own Review
To indicate that a document requires your own review, click the dropdown arrow beside the Inbox Icon
on the Preview Tab (Profile Tab on an Open Document).

Click Mark for Review.

Preview Profile Annotations Links. Discussion (1)

Information

Clinical notes and Records of Dr Light 2017-2022

Case :

Team Flags ~

DOL : 2019-04-20

i -

OFFICE VISITS

NAME B SeniTri- INSURANCE®

=

ADDRESS FHOME (H)

10

L m‘-ms_-f

4]
|
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Marking a Document for another User’s Review

When sending a document to another User, select the “For Review” button on the Send Document(s)
window. The document will be marked for that user’s review when sent. To mark a document for
multiple users’ review at a time — see Sending Documents to Other Users’ Inboxes.

Marking a Review Done

To mark your review Done, click the checkmark button i to the right of the Inbox icon. Your brown
initials will turn green, and the document will no longer be marked “For Review.”

Preview Profile Annotations Links Discussion (1) Information

Clinical notes and Records of Dr Light 2017-2022

@I v || [ea]| 1 JZKJ Team Flags =

Case : SMITH, James - 2.0 (PF& DEMO) DOL : 2019-04-20 il -

NOTE - Clicking the checkmark button will mark the item as “done” by you, and add your initials in
green, even if you did not mark the document “for review” before clicking the checkbox.
Changing a “Done” review back to “For Review”

To return your reviewed document to “For Review” status, click the checkmark button Lrto the right
of the Inbox icon. Your initials will be changed to Brown, and your document will be returned to the
“For Review” list.

Unmarking a Document For Review

To unmark a document for your review, click the click the dropdown arrow beside the Inbox Icon on the

Preview Tab (Profile Tab on an Open Document).

Click the Unmark for Review option. Your initials will be cleared. (You will need to do this twice if your

initials are displayed in green.)

Preview Profile Annotations Links Dizcussion (1) Information

Clinical notes and Records of Dr Light 2017-2022

I'gl - _ ] LK Team Flags =

‘etz Unmark for Review
Case:SML DOL : 2019-04-20 [

T
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Inbox Filter: For Review
You can quickly filter to your Inbox items marked “For Review” by you (and not marked done) by clicking
the “For Review” Button on the blue Tab Bar located at the at the bottom of the Inbox.

All Documents For Filing For Review  Unread

See Marking a Document “For Review” for more details on this feature.

Sending Documents to Other Users’ Inboxes
You can easily move documents to other Users’ Inboxes, or send copies to other users for filing or
review while the document remains in your Inbox, allowing concurrent review for multiple users.

To Send Documents to a Single User

To send to a single user, you can drag and drop the selected document(s) from your Inbox into the other
user’s Inbox. A dialog will appear, giving you the option of moving or copying the document. You can
add a message, Mark “Urgent,” and/or “For Review.”

Dragged Documents *

Mezzage

9 For Bewiew | Track |

Specify whether pau want to mosve, copy or duplicate the items you have dragged.

Mowve Copy | Cancel |
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To send to multiple recipients at the same time:
1. Select your document(s)

2. Right-click after selecting your document(s) and select Send to Inbox.

12? 2022-04-04 03:52 pm SIMPLE, Gra... QOrthopaedicCo
| Bl Open
2022-04-04 03:52 pm SIMPLE, Gra... Clinical notes a1
MNew 3
z JZ KJ 2022-04-04 12:04 pm SIMPLE, Gra... % Print Document(s)... Ctrl+P Beta R4 Sample
2022-04-04 11:10 am SIMPLE, Gra..| [ Sendto Inbox Ctrl+l Letter from LAT |
EMail... Ctrl+M
12? KJ NG 2022-04-04 08:59 am SMITH, Jame.. b= B Clinical notes &
' Route Ctrl+R
whether thereiz a
2022-04-01 11:07 am SMITH, Jame..| (9 Save As.. Ctrl+5 L irreslance) inco...  Repartfrom Fin
|3 MNew Message...
z JRS JZ 2022-03-2912:51 pm SIMPLE, Gra... EMail from Jade
x Cut Ctrl+X
z JRS JZ 2022-03-25 12:44 pm SIMPLE, Gra... mi' Copy Ctrl+C Clinical notes ar
EE Duplicate in detail because
! 2 JZ KJ VN 2022-03-29 12:28 pm BROWN, Cyr... tto the Plaintiff notice Examinal
‘ Paste Crl+V
KJ 2022-03-2% 12:19 pm SMITH, Jame..| ¢ Delete Clinical notes a
aIe Rename F2 gnd you'll have it
KJ 2022-03-2912:18 pm E Teamn Flags » OrthopaedicCo
':% Merge
< Mark Unread
& Index...

3. The Send Document(s) to Inbox(es) window will appear.

Send Document(s) to Inbox(es) *
Send to these Inboxes :

Message :

9 Far Review | Track |

ok Cancel |
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4. Type the recipient initials in the top field (as you type matches will appear. Click on the item on

the menu or Enter to select.

Send to these Inboxes :

==
Message :
9 Far Review ‘ Track ‘
oK Cancel ‘

5. You may add a message if you wish. (Messages appear on the document Discussions tab)

6. You may also mark documents Urgent or For Review.

7. NOTE — Documents sent using the Send to Inbox menu item stay in your Inbox after sending. If you

wish to delete from your Inbox you

will need to delete after sending to other users. They remain

selected after sending so are easy to identify.

Sending A Message (Document Discussions)

You can add messages to documents as you send them to other users. These are called Document

Discussions and appear on the Discussions tab on a document.

Messages can be added as you send a document in the Messages area of the Send Document(s)

window, or sent from the Discussions Tab

of the selected document.

Send Document(s) to Inbox(es)

Send to these Inboxes :

x

Message :

Jade, pls provide a copy to opposing counsel as this is an undertaking, Karim - FYL,|

For Review | Track ‘

oK Cancel ‘
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Directing recipient to a specific page
You can direct your recipient to a specific page of your document by right-clicking on the page in the
Preview area, right-clicking and selecting “Send to Inbox” from that page. The document will open on

that page in the recipient’s Inbox.

Document Discussions Tab
All messages on a document appear on the Document Discussions Tab. You can send a message to
another user by entering their initials in the To area near the bottom of the Tab.

Preview | Profie | Annotations | Discussion ()

2022-03-01 11:20 am
00
Please prioritize
2022-03-01 11:48 am

Please provide a copy to opposing counsel, as
this is an update to the undertakings.

Today at 10:31 am

Enter Reply Here...

Cancel

Replying to a Selected Message
You can reply to a specific message by clicking on that message, and your message will be directed to

that user.

You can direct recipients to a specific page by entering the destination page in the Page area before
hitting Send.

Adding Persistent Notes and Instructions
You can add a more persistent notes and instructions by entering them in the Notes area on the profile

field, or other field that your team has designated for Instructions.

You can set this field to appear on your Inbox view, either as a text field, or as an [i] icon, which, when
displayed, indicates content has been added to that field.

See Updating Your Inbox View for details on how to make Notes visible on your Inbox List.
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Pop-Out Inbox
You can Pop Out your Inbox screen to view it alongside other Primafact windows. This is designed to
make activities like filing easier. You can pop-out any Inbox folder, and other list views as well.

To Pop Out your Inbox, select the Pop-Out button [ on at the far right of the main toolbar:
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Popping out your Inbox
screen into a new
window makes filing
easier, since you can
view both locations
side-by-side.
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Viewing Other Users’ Inboxes
You can view documents in other users’ Inboxes and Inbox folders. We do not recommend that you
complete your own document reviews while viewing another viewer’s Inbox.

Selecting Visible Inboxes
You can select which users’ Inboxes are visible to you in Primafact.

To choose which User Inboxes are visible:

1. click on the Select Visible User Inboxes button on the Inbox Toolbar:

- L

= select Vizible User Inboxes. .

2. The Select Inboxes window will open.

P Select Inboxes ¥

Select the user inboxes you want to see in the folder tree (some users in
this list may not yet have an activated inbox).

[] 3 Administrator
[ Jan Jung

[ B max Morley
=] Robin Winger
[ Sam Smart
[] & Tayior Banks

[~ Always Show all Inboxes

Select Al Clear all | oK Cancel

3. Check the User Inboxes you want to have visible in the Folder view. (Your own Inbox will not be
visible on this list, as it is viewable by default.)

4. Click OK to save your selection.
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Viewing another User’s Inbox (“View As”)

To view another User’s Inbox, you will be viewing content from the perspective of that user. You can tell
you are in another user’s inbox, because the Blue Tab Bar will change to a shade of purple and the other
user’s initials will appear on the left-side of the Tab Bar.

For Review By Case Unread by Case

Note - You do not have an Unread option available when “Viewing As” another user.

Working with Annotations

Updated Coding Tools
Primafact’s Annotation Forms have been updated to support more uniform visual coding, along with
fields to enable quick assembly of Chronologies, Discovery Outlines and other reports.

Annotation Forms offer automation options for more efficient coding.

Annotation Form Updates

Simple and Expanded Form
The annotation form can now be expanded to hold more information. Clicking the Show More / Show
Less button at the bottom-right corner of the Annotation form will expand or limit the display.

H .
Simple Form: Expanded Form
P Document Markup - Page 17, Life Care Report from Diane Helpern dated January 7, 2016 - o x F 1P~ Poge 17, Life Care Repe e Jonuery 7, 2016 - o X
[ amnotaton Tenpiates... v | Bicooy ~ W & | D G @ EI| 4 b == fearms,. - | Bcor -~ [H ¥ QW@ [E| 4P
[T FomtAcoeneviestn = T &R semome  Eetooe:[ 1]
- ~| High Importance : -
[T Post-hccdent Health J<i | ~] o igh Impor EventDate = —
nnceacon N [ =
[ o.amen
Vo e e .
e core e
"
bt
L1
TEG
T s =
Report Autr - |
TEO
-
Life Care Report from Diane Helpern dated January 7, 2016 ‘ 2016-Jan-07
) Lo
‘ X Delete this Annotation b StartRepeating ~ m Siop flepetin | X Clear Vas ‘ v Shon Mare,
@ Amofaton  Redscton CTak [ o [ ==
s [E 4 ow RT3t T
[ N SHOW MOTE oot romtmercpen sred sy 7 018 SR
| K ot v et b SitRepestiny = m g Repeeiiy | 30 Closr Ve | A Bhom Lo
& Aonctation  Redacton  Tosk o Concel
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Additional Fields on Expanded Form:
In addition to fields on the Simple Form, Fields on the expanded form include:

e Text Excerpt Dedicated area for quoted document content, distinct from the
(New) Annotation Note field. Allows verbatim content to be included separately
in Reports

e Annotation Author Creator of the Annotation
e Annotation Date Date Annotation was added to Primafact by Annotation Author

e Annotation Type Optional Field — Defaults to Analysis. Dropd-down options include Fact,
Handwriting, Highlight, and Question

e Report Author Originator of document content

e Page Image Annotated Page in Primafact — provides annotation convenient context.

Event Date & Time

The Event Date field is a new field displayed at the top-right area of the Annotation Form. It is designed
to support event chronologies. This dedicated field is designed to preserve the date (and optionally,
time) of the annotated content as it would appear in a chronological record of Case events.

Why use this field? Completing the Event Date (and optionally, the time) on an annotation form enables
swift assembly of Case Chronologies.

P Document Markup - Page 14, In-Home Occupational Assessment of Jane Talbot (OT) dated Jun... - O X

Annotation

[[] pre-accde ~| |pepression, Diac »| |y High Imfortance

Annoration Notes :
Good physical & psycholegical health pre-Mva

TEBC
In-Home Occupational Assessment of Jane Talbot (OT) dated June 25, 2021 2021-Jun-25
¥ Delete this Annotation P StartRepeating + X Clear Values |~ Show More
@ Annotaton ( Redaction ( Task Cancel
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Labelled Color Coding
Primafact now includes up to 18 colors, which can be labelled by the firm for more uniform coding and
more visual identification when viewing documents and binders.

Why use this field? Color-coding annotations with standardized colors & labels makes it easier to
recognize the broader category of an annotation for more efficient Case preparation. Annotation
Coding tools help to break down annotation content into manageable and relevant groupings for
downstream Case preparation and analysis.

' Document Markup - Page 14, In-Heme Occupational Assessment of Jane Talbot (OT) dated Jun... - [m] x

Templates... v | [[copy + i | A L

notation

[[] Pre-acdde »| [Pepression, Diag »| | & High Importance EventDate: [2018Jan 23 +| EventTime: [[EEGER] -

Annctation Notes :
& psychological health pre-MvA

TEGC
In-Home Occupational Assessment of Jane Talbot (OT) dated June 25, 2021 2021-Jun-25
¥ Delete this Annotation b StartRepeating ~ X Clear Values | w Show Mare
( Annotation ¢~ Redaction (" Task oK Cancel

Issue Coding
While Issue Coding has been available in Primafact 5, you can now add Annotation Issues to Case

Templates to more efficiently leverage document standards across Caseloads.

Why use this field? Issue coding allows more subtle categorization of Case Issues for refined analysis

and reporting.
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Favorability Coding
Dedicated favorability buttons (thumbs-up and thumbs-down ) make coding for adversarial value

efficient and highly-recognizable. You can filter annotations by adversarial value to quickly assemble
materials marked as notably helpful or adverse to your case.

Why use this field? Thumbs-up and thumbs-down buttons are instantly recognizable when viewing
documents and binders — document views display the thumbs-up and thumbs-down codes right on the
document, for instant identification when reviewing materials. You can filter annotations by adversarial
value to quickly assemble materials marked as notably helpful or adverse to your case, making
preparation for negotiations particularly efficient.

I Document Markup - Page 14, In-Home Occupational Assessment of Jane Talbot (OT) dated Jun... - o x

i Tenpiates... | Bycopy ~ RGaE| L
D Pre-Accide ~ e High Ifiportance EventDate : 2018 Jan 23 ~| EventTime : |[EIENEND -
Annocaton Notes £

Good physical & psychological hes

TEG

In-Home Occupational Assessment of Jane Tabot (OT) dated June 25, 2021 2021-1un-25
¥ Delete this Annotation ) Start Repeating ~ X Clear Values | v Show Mare
(5 Amnotation ~ Redaction (" Task Cancel

Text Excerpt

The Text Excerpt Field, found on the Expanded Annotation Form, is a dedicated location to house the
verbatim excerpt subject of the annotation. You can auto-populate any OCR’d text in this field by

clicking the T button below the bottom right-corner of the Text Excerpt field.

Why use this field? Designed for building reports, the Text Excerpt field provides a distinct area to house
text citations, distinct from reviewer comments in the Annotation Notes field.
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Working with Annotations — Advanced Efficiencies

New automation tools, including Annotation Templates and Annotation Repeat tools are designed to
make repetitive coding more efficient.

Annotation Copy

Copy Annotation Content to another Annotation

Use the Annotation Copy button to copy instantly copy Annotation content into another Primafact
Annotation.

1. Open the annotation you wish to copy.

2. Click the Copy button.

' Document Markup - Page 14, In-Heme Occupational Assessment of Jane Talbot (OT) dated Jun..

Annotation Templates... v | [Eicopy ~

[ Pre-actde ~| [pepression, Diag ~| | &% 5  Hghimportance  EventDate: [2013Jan23  ~| EventTime : [

Annotation Notes |

Good physical & psychological health pre-MVA @

TEG

In-Home Occupational Assessment of Jane Talbot (OT) dated June 25, 2021 2021-Jun-25

¥ Delete this Annotation } StartRepeating + X Clear Values | Show More

oK Cancel

@ Annotation ( Redaction (" Task

3. Click OK to close annotation.

4. Create new annotation in desired location.
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5. Click Paste Annotation button.

P Document Markup - Page 17, Life Care Report from Diane Helpern dated January 7, 2016

— x
‘Annmatmn Templates... = | [Bicopy ~ | ﬁl b

Annotation Notes

TEB O

Life Care Report from Diane Helpern dated January 7, 2016 ‘

2016-Jan-07

P StartRepeating ¥ W Stop Repesting | X Clear Values | w Show More
@ Annotation " Redaction { Task oK Cancel
| 4

6. All copyable fields will populate the current annotation.

7. Click OK to save and close.
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Annotation Repeat

The Annotation Repeat tool makes repeat annotations, such as identifying references to a specific issue,
quicker and more efficient. You can repeat with or without the annotation dialog. (Repeating with the
annotation dialog works well when you want to repeat specific fields and add additional annotation-
specific coding. Repeating without the annotation dialog works well when you want to repeat coding
and quickly move on.)

Using Annotation Repeat

1. Open an annotation form (this can be a new or existing annotation).
2. Populate the fields you wish to repeat.
3. Optional — Select Fields to Repeat

a. Click the Start Repeating dropdown button > Select Fields to Repeat button to select
which fields you will repeat from the available options.

v
) Tenplates... + | Bcory + BEOE Y
[ bty =] [ clentso... = e Hghlmportance  EventDate: [022Dec2
—
Potential for contributory liability with this action.
TEBG
Incident report dated December 2 2022
S —— e |+ Start Repeating | +

 Annotation (" Redaction " Task

Start Repeating with Annotation Dialog (default)
Start Repeating without Annctation Dialog

Select Fields to Repeat...

b. Check the desired items from the Annotation Auto-Repeat Options checklist. Click OK.
(Primafact will use the last selection if you do not select fields to repeat. Primafact will
use the default selection if you have never selected fields to repeat.)

4. Repeat with or without Annotation Dialog:
a. Repeat with Open Annotation Dialog:
i. Click Start Repeating

jii. Create a new annotation. Annotation Form will open with selected fields
populated. Update as desired. Click OK to save and close.

jii. Annotations will continue to open with selected fields repeated until Repeat is
stopped.
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b. Repeat without opening Annotation Dialog

I.

if.

fi.

V.

Click Start Repeating dropdown

Click Start Repeating without Annotation Dialog

| Start Repeating | =
Start Repeating with Annctation Dialog (default)
Start Repeating without Annotation Dialeg

Select Fields to Repeat...
Create a new annotation. Annotation will be created with selected fields
populated without form opening

Annotations will continue to be created with selected fields repeated until
Repeat is stopped.

Stopping Annotation Repeat
When you are ready to stop repeating your Annotation, click the green Stop Repeating button at the
top-right of your Primafact window.

-0
-
a
>
>
>
(L]

Create Chronologies and Reports

Comprehensively and consistently annotating your Case documents means more effective future

preparation. Applying structured annotation coding makes it possible to pull together detailed reports in

moments, for efficient preparation and review as your case progresses.

Reports are assembled using the Annotation List View, and can be easily exported to Word, Export, Excel

and PDF.

You can create highly customized reports in a table format, based on your requirements. Report

examples include:
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e Detailed Chronologies
e |ssue Chronologies
e Discovery / Witness Preparation Charts

The Annotation List View

Reports are assembled using the Annotation List View, which can be accessed by selecting the
Annotations option on your Blue Case ribbon. You must select a Case Binder to view the blue Case
Ribbon.

-:m'hn‘.m‘gjp-,f

L)

Annotations

Note: You can create custom Annotation List views to precisely set the columns and sort order of
chronology reports exported to Word. See Customizing List Views below.

Assembling your Report
To display the specific content required for your Report you will typically filter and sort the Annotations
appearing on your List.

To change the displayed annotations from the content displayed by default, you can filter and sort. You
can also use saved Views to quickly apply pre-set Annotation List formatting and filters. See Customizing
List Views, below for details on customizing your List View to display a custom report formatting and
filters.

When you have your Annotation List filtered and sorted into the desired content and presentation, you
are ready to export your report.

Create customized
Annotation List views for
quick and precise control

over the appearance and
order of exported reports
and chronologies.
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Export to Word
To export your displayed Annotation List to a Word table

1. Click the Report Dropdown and select Copy to Clipboard (for Word)

~&|-

E Copy to Clipboard (for Excel)

i Copy to Clipboard (for Word)
E Copy to Clipboard (for Outlock)
“ Annoctation List Report

|;| Evidence Erief

bEiiE wiiwvid

2. Paste into your Word document.

Create a Chronology

Assembling an Event chronology requires the Event field to be completed on your Annotation forms.
Event chronologies use the date in this field to sort by date.

W1 Document Markup - Page 2, Post-Accident ADHD Assessment Report of Olivia Olenska dated... - o x
| anmotation Templates... + | ooy v | H [(NE

[ tncame -preacagent =] | . oo mgmmmm( Eventoate: et v

Annccston o ¢ N P

2018 work hours were significantly higher than company average. i

EventDate ; |2013 Jan 1 - I
TEe

Post-Accident ADHD Assessment Report of Olii Olenska dated August 16, 2021 [ 2218015
‘ K Delete this Annotation ‘ ) StartRepeating = = 55 Fzpecting | X Clear Values | v Show More

 ovamion At Tak e

If your list is sorting by another column, you can sort your Event Date column to present your
annotations in chronological order.

Simply click on the Event Date column to sort your displayed annotations in ascending or descending
date order.

o - IQur’cktextﬁ.‘ter... |E|v 2filters X || =~ E 3~ 1 B & g v-l&g-|=>
| (E\rent Date ) | | Page # | Rep. Author | Title: | |
SN~—
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If your displayed view does not include an Event Date column, switch to a view that includes the Event
Date by clicking on your View Selection Dropdown.

N\
B v |Quick text ilfer.. EQ@|v Qﬁlterst—v@v! =lES glIr-1&-|&F >

| % [Event Date | | Page # | Wep. Author | Title: | |

To add an Event Date column to your Annotation List, you can adjust your List Formatting to include
different field selections and ordering. See Customizing List Views, below.

To export your chronology to Word use the Report Dropdown, as detailed in Export to Word, above.

Filtering by Date of Loss
Primafact includes a built-in DOL filter that allows you to filter to events occurring pre-DOL, or on and
after the DOL. To use this tool, the DOL must have been entered into the Case Summary.

To filter a List by Date of Loss:

1. Select the Event Date filter on your Annotation List

2. The Annotation Event Date Filter dialog will appear.
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3. Click the appropriate checkbox to filter to dates before or after the Date of Loss, as applicable:

P innotation Event Date Filter — Oa *
From :
| =] =
To:

[~ Filter to dates on or after the date of loss
[~ Filter to dates before the date of loss

Clear Apply | oK I Cancel

4. Click OK to apply filter.and close dialog.

Working with Primafact 6 - New Feature User Guide



Annotation Batch Updates

You can now update multiple annotations on a single Case in the same operation using the Annotation
List. This is a good way to update large numbers of annotations if you are using new coding values.

You can use this option to

v replace or amend certain values (e.g. turn light green annotations to mid-blue)
v update other fields (e.g. find green annotations and add favorability coding)

You can update:

v all annotations
v all filtered annotations
v selected annotations (selected using CTRL+ select or SHIFT+ select)

Be careful when Batch Updating — there is no utility to automatically revert back to prior coding if you
make a mistake. Firms may wish to limit personnel permitted to perform batch updates.

To perform a batch update:

1. Filter your Annotations to the items you wish to update (in this example we’ve filtered to all of
our Case annotations coded green):

2. Optional: Select specific annotions from this list (if desired).
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3. Click the Gear icon on the bottom-right corner of the Annotation screen:

a
-
2
=

4. Select Annotations > Annotation Batch Update

Case Issues...

Bates [Ds...

Teamn Flag Lakels...

Auto-Complete...

Annotations » Annctation Colors...

Annctation Termplates...

Annotation Batch Update
Update Case Annotations....

5. The Annotations Batch Update will appear.

Annotations Batch Update

@8 SMITH, James - 2.0 (PF6 DEMO)
ﬂ All Folders and Binders

Only annotations currently shown in the list will be updated.

Update the following annotations :

& Al annotations in current list
"~ Selected annotations

Specify which annotation fields to update :

Update this field : |

Ll L«

to this vaiue

;
]
3
1
1T
:
LefLed

=]
=]
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6. Choose which annotations you wish to update:

a. “All annotations in current list” means all annotations in your current view, which may
be filtered

b. “Selected annotations” means annotations you have manually selected using
CTRL+select or SHIFT+select

7. Choose the field you wish to update using the dropdown:

Annatatian Authar ~
Annaotation D ate

Color

Ewvent Date

Fawvarabiliby

Importance

|zzues

Motes

Redaction Reason v

< >

8. Next select the updated value (options will vary by field selected)

Update this field : j

... to this value : ' Favorable { Adverse  Clear

Remember - in this example, we want to take all of the annotations coded “green” and make them
“favorable.” We have filtered to “green” and are now updating the favorability field to “favorable.”

9. Repeat step 7 on the next value if desired. (e.g. | may wish to take all the green annotations
converted to favorable and change the color to something else, like yellow or blue).
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Customizing List Views

Creating multiple List Views in Primafact makes it easy to switch list displays at the touch of a button for
more relevant case viewing and report assembly. Customizing views makes it quick and easy to suit
your precise needs when viewing Case materials in Primafact.

Views can include specific fields and formatting, as well as pre-set filters for quick and consistent list
presentation.

One major benefit of customizing Annotation List views is that it enables you to precisely select the data
fields and sort order appearing in your exported reports and chronologies.

This section shows how to work with Annotation List Views, but these instructions also apply to setting
views for other lists including your Inbox and the Document List View.

The Home View (Default List View)

The Home View is the default view that you view when you first open a List view. You can change your
home view if you prefer to see a different default display. You can quickly reset your display to the
home view by clicking the home view button at the top of your list toolbar.

iz nopEoEE BoD|

3 as

To change your Home View see Change Your Default Home View, below.

One benefit of customizing
Annotation List views is
precise control over the

appearance and order of
exported reports and
chronologies.
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Creating a New View

You can create custom views to display your lists with your preferred fields, formatting, filters and sort

tools.

1. To avoid overwriting an existing view, start by saving your new view. Click the View Dropdown on

your list toolbar:

2. Click Save View.

=~

All Annotations (p)

@ * Medical - for export (p)

lE‘ Income- for memos - Before DOL

@ Medicals - Selected Tabs Sections (CNRs, Imaging Reports)
lz‘ Obstacles - Attention Needed

E CHRONOLOGY FORMAT (formatted for export)
E CHRONOLOGY FORMAT - unfiltered (fermatted for export)
ﬁ WITNESS PREP (p)

é':', Format Row...

2 Save View...
/ Modify View...
<= Manage Views...
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3. Name your view and add a description for future guidance.

Visibility: Click Personal if
you are creating the view
~For yourself or Public if

you wish to create a view
Description : | My personal view with x formatting and filters| for other users.

F save View — >
Annotation View

View Name : My List View

Apply to: Click All Cases
™ to use this view in other
Cases. Apply to This
Case will make this view
available to this Case
only. (Case views can be
copied to other Cases

| Save New View I Owverwrite Current View Cancel using the _UU datin
Existing Cases Using Case

Templates feature)

Visibility : | % Personal = Public

Apply to: | { This Case f+ All Cases (global)

You can complete this step once you have finished creating your View, but doing this step first
helps to preserve existing Views without unintentionally changing existing settings.

Formatting your View:

1. To format your current view, click the View dropdown on your List toolbar and select Format
View.

B - [Quick fext fiter... [& E]|~ 1Filter x |—-|§v! E@ﬂ[?v|§v| & »

All Annotations (p)
|§| * Medical - for export (p)

ﬂ My Annotations (p)

H Save View...
# Modify View...
= Manage Views...
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2. The Format Row Appearance dialog will open.

I Format Row Appearance — ¥
Field Name .
Annotation Color
Annotation Color
Annotation Event Date
Annotation Favorability .
Binder Text Size : IDefauIt j
Tab
Text Color :
Annotation Issues I. Default j
Annotation Page Number . ) . I_;|
Annotation Notes @ Maximum Lines : |1 =
Document Title Horizontal : Vertical :
Report Author 5 )
Tab Text Aligment : ILeﬂ: L”Bothom ;I
Text Attributes : |Default |
Show Header : IDefauIt ;I
Show icon
instead of bext r I j
Select Profile Fields. .. |
Event Date | | Binder | Tab | Page # | Title: | Rep. Auth. | Tab | |
' consectetur adipiscing elit, sed do eiusmod tempor B
incididunt ut labore et dolore magna aliqua. Ut enim
ad minim veniam, quis nostrud exercitation ullamco Damages
laboris nisi ut aliquip ex ea commodo consequat.... Knee —
e e s e e Damages |
a| 3
Row Appearance : {* Mormal (default) ¢ Compact { Marrow ¢ Wide ( Very Wide
oK I Cancel |

This is where you can specify which fields appear on your list, the order of your list columns, and
row formatting (size, color etc.)

3. Selecting Columns appearing on your list: To select which columns appear on your List click the
Select Profile Fields button on the Format Row Appearance dialog.

I FormatRow Appearance - x

Annotation Color

Text e : oefaut 4
TextCoor ¢ [ Defat <]

-
Masimumtines: [1 <]

ozl versal
TertAgment: ik <lfoton =]
B -~ |

P - ~ |
oz El

M’
N | L L T . \
consectetur adipiscing elit, sed do eiusmod tempor =%
incididunt ut labore et dolore magna aliqua. Ut enim
ad minim veniam, quis nostrud exercitation ullamco EamauesJ )
Iaboris nisi ut aliquip ex ea commodo consequat.... nee S I ct P ﬁl F Id
- e g SO el == romne rieids, ..
o THD
[ owAgpearace- ey C Compact C Narw i Very e
[
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4. The Select List Columns dialog will open.

5. Click items from the columns and use the blue arrows to add or remove fields from your List.

' Select List Columns

- O Pt

Profile Fields

Select the fields you want to show in the
document list and dick the right arrow to move
them over.

Select a Profile Group to filter the list :

Fields included on List Rows

Below are the fields which will appear in each
row. Remove a field by selecting it and dicking
the left arrow.

Annotation Favarability
Annotation Importance
Annotation Issue Category
Aninotation Item Type
Annotation Thurmnbnail
Redaction Label

¢

IAnnnEﬁnn LI

Annotation Author Annotation Event Date
Annotation Color # Annotation Issue
Annotation Date Annotation Motes

Annotation Page Mumber
Annotation Report Author
Annotation Text Excerpt
Document Team Flags
Document Title

Ik Cancel

Note: You can include fields from other areas of Primafact (such
as System fields including Team Flags and document Reviewer
Information, or other Profile Categories by using the Profile
Group Dropdown to change your Profile Field selection options:

1 Selec st Colurmns o x

Seect the fecs
document st and ek the right arTow to move
o over,

Dields included on List Rows

n each
row, Remove » fek by seectng it and ddkng
the left arow,

)
(

' Select a Profile Group to filter the list :

TIP: If you are
creating a view for
export to Word, keep
in mind the number
of columns that will

comfortably fit on
your page when
adding columns to
your view

| IAnnniﬁﬁnn

Annotation

Client Materials
[Service Fields

6. Once you have selected your fields, click OK.

Note: Reports and Chronologies export to Word in Table format. If you are creating a view for
export to Word, keep in mind the number of columns that will comfortably fit on your page.
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7. Next, on the Format Row Appearance dialog, use the blue up and down arrows to position your
fields in the desired position on your list — items from top to bottom are displayed from left to
right on your list.

I Format Row Appearance — d

Field Name
Annotation Author ’

Annotation Color
Annotation Event Date

g;r;z?ﬁon Favorability Text Size : [Defauit ~| i
x:zzgg: II?S:;::Jumber Text Color : I. Default j
gg?uon?etﬁn'l%oetes Mandmum Lines : Il_ﬂ

Repart uthor Horizontal : Vertical :

Text Aligment : ILEﬂ: j IEOttOI'I'I

Text Attributes : |De1’au|t

Show Header : IDefauIt

Lol Led Led L

Shaow icon
instead of text : r I

Select Profile Fields. .. |

Event Date || Binder | Page # | Title | Rep. Auth. Author | Tab |
| consectetur adipiscing elit, sed do eiusmod tempor B
incididunt ut labore et dolore magna aliqua. Ut enim
ad minim veniam, quis nostrud exercitation ullamco Damac
laboris nisi ut aliquip ex ea commodo consequat.... Knee |
i s e pamac| .
< | | 3

Row Appearance : f* MNormal (default) { Compact { Narrow { Wide & Very Wide

oK I Cancel |
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8. To Change Column Formatting, such as changing text color or size, click on the field name and
make your column formatting selections on the right hand side. In this example, | am making the
author column text bold and pink for quick visual identification:

' Format Row Appearance — >
Field Name )
Annotation Author
Annotation Color
Annctation Event Date
;‘i:r;Zan Favorability Text Size : IDefauIt LI
Annotation Issues # -
Text Color : Fuch -
Annotation Page Number I. Hensia J
Annotation Motes : : . |
Document Title @ Maximum Lines : |1 =
Report Authar Horizontal : Vertical :
Annotation Author : ,
Tab Text Aligment : ILEFt ;”Bnttom LI
Text Attributes ; | -]
Show Header : ngn::lt
Show icon
instead of text :
Select Profile Fields. .. |
Event Date | | Binder | Page # | Title | Rep. Auth. Author | Tab |
consectetur adipiscing elit, sed do eiusmod tempor <]
incididunt ut labore et dolore magna aliqua. Ut enim
ad minim veniam, quis nostrud exercitation ullamco Damac
laboris nisi ut aliquip ex ea commodo consequat.... E”EE —
amac
| A d T BAdmim Thie Ea} Chirie e | 1 A 1 Lm &L l_"l-\.n.nl.-: hd
‘| ’
Row Appearance : * Mormal (defaulty ( Compact ¢ Narrow © Wide & Very Wide
Ok I Cancel |

Save your View.

B - [Quicktext filter.. & El|~ 1Filter x l—-.ﬁ-! @@ﬂ[?v|§v|ﬂ>

All Annotations (p)
|§| * Medical - for export (p)

E My Annotations (p)

E,‘:', Format Row...

B Save View...

# Modify View...

= Manage Views...
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9. Ifyou are Saving updates to an existing list, select the Overwrite View option.

If you are saving a New view, name and save as a New View, completing the Visibility and Apply to
fields.

' Save View — *
Annotation View

View Mame ; [My List View

Description : | My personal view with x formatting and filters|

\ﬂsibility:‘ + Personal ™ Public

Apply to : ‘ " This Case * Al Cases (global)

Save New View I Qverwrite Current View Cancel

Additional View Formatting — Sort Order, Groupings and Filters

To specify your list’s sort order (essential for chronologies), as well as applying groupings and additional
filters, you will need to use the Modify Annotations View dialog.

1. Click the View dropdown and select Modify View.

B -~ [Quiok textfilter... & [El|+ 1riler x l—v.;gv! E@ﬁl?vl§v| = o>

All Annctations (p)
E * Medical - for export (p)

E My Annotations (p)

EE,Dj- Format Row...

H 5ave View...
& Modify View...

B> Manage Views...
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2. The Modify Annotations View dialog will open.

Maedify Annctaticns View >

View MName : |My List View

Description : | My personal view with x formating and filters

Applies to: |+ This Case i all Cases (global)

Show documents in :
|B sMITH, James - (21-0001) -]

Filters : | Annotation Issue is one of PRE-ACCIDENT HEALTH: [Aggravated by MV... +

y:

X
Quick filter : I
Group by ; IAnnnEtiun Color LI
Sort by : I.ﬁ.nnnmtiun Event Date ;I Iles::e

I ;I Descending : [

I ;I Descending : [
Select Profile Fields. .. Format Row Appearance... |

Visibility IF‘ersunaI TI

Creator : JAMICE oK | Cancel |

3. Adjust your settings as desired. Click the Descending checkbox to sort in descending order (e.g.
Z-A, or most recent items on top.

4. Click OK to apply and Save your settings to your Saved View.

NOTE: You can also select Profile Fields, format Row Appearance and visibility using the Modify
Annotations View dialog, so if you are creating a very detailed List View, it can be helpful to start with
this screen after creating your view.
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Change your Default Home View
You can select any of your Saved Views to appear as your Home View on your List Screen, to make it
convenient to access your most frequently-used view settings.

1. Click the View Dropdown on your list toolbar:

11
1

“lud Fee md b LE (40

2. Select Manage Views.

=~
All Annotations (p)
E * Medical - for export (p)

E My Annotations (p)

(mm|
ot Format Row...

H save View...
# Modify View...

> Manage Views...
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3. The Manage Views dialog will open.

' Manage Views —
|Nan1e Description Creator IAppIies To I\u"lsibility
£ | All Annotations (home) List of all annotations. Janice All Cazes Personal
E CHRONOLOGY FORMAT - Pre-and Post-Accident Chronalogy Karim All Cases Everyane
lE‘ Medical - for export Pre-and Post-Acddent Medical Chronology Karim All Cases Everyone
F My Annotations My own selected content and formatting Personal
E Pre-Accident Health Chronology (p) List of all annotations. Janice Case Personal
[E] wrmnEss PREP All Annatations flacaed Karim Case Everyone
< >
Mew... | Modify... Delete... Duplicate. .. Make Home View. ..
Select Close

4. Click the Make Home View button. Click Yes to proceed and set your new Home View.

Note: If your selected view is an All Cases view, this will reset your Home View for this List Type
across all Primafact Cases. (This will not impact your Inbox Home View Settings.

If your selected view is a Case view, this will reset your Home View for this Case only. (If this

setting is applied to a Template, the home view will be applied to Cases based on the Template,
unless reset by the User.)

Resetting your own Home View settings will not impact other Users.

f

5. Clicking the Home button will open your new Home View.
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Creating Electronic Briefs

Primafact 6 includes several new features designed to more conveniently assemble materials for sharing
outside the firm right within Primafact. New features include

v Highlighting - Looks like a standard highlight, to direct attention to specific content and
designed for export

V' Linking - Allows linking to content outside Primafact (e.g. external websites, such
as Canlii Case reports

- Allows linking to Primafact Content (in the same exported document or
Tabbed PDF)

v Title Aliases Add up to 5 alternate Document Titles to efficiently meet document
naming requirements for court submissions — this preserves preferred
document names without needing to duplicate new documents for other
purposes

v" Binder Bundles - New Binder type designed for export; includes title alias selection for
exported document and document sets

Adding Highlights

You can add highlights to your documents in Primafact 6 to call attention to key content. Highlights are
designed to be shared outside the firm, and you can elect to include or exclude highlights when
exporting your documents as PDFs.

Using the highlighting tool to add a highlight:
1. Open your document.

2. Select the Highlight tool from the markup options on your toolbar.
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FACTS

1. The Plaintiff, James D. Smith, was a passenger in a Motor Vehicle accident on March 18, 2019,

™

James sustained the following injuries: fractured pelvis, fractured right humerus with
wist drop, fracture of L5 vertebrae, fractured right ankle with Insertion of hardware,

strain to neck, back and shoukder, open head injury, loss of consciousness.

w

James suffers from a complete inability to engage in his pre-accident activities of daily living

(Occupational Therapy Assessment by Melanie Gold, dated November 24, 2019 at page 11).

.

A 2022 neurology assessment concluded "Not only is he unemployable, but also | am pessimistic

about his ever becoming wark ready. Without a 1t in his physical

and cognitive functioning, a sesmingly improbable scenario, he will be unemployable on a
permanent basis. He wil alsa be lefl. as he is now, severely restricted in all aspects of his

functioning." (Life Care Assassment from Diane Helparn, dated January 7, 2020 at page ).

M

If desired, use the Highlighter dropdown to select a different highlight color.

The highlighter tool will appear.

Draw one or more boxes around the text you wish to highlight. (Highlight boxes can be selected

and resized.)

Click to set highlight.

Highlights appear as transparent linear overlay over document content:

v

o m s WSS > [EEE | s (2 SFRe s 285 e e 444 LD (B4 T

FACTS
1. The Plaintiff, James D. Smith, was a passenger in a Motor Vehicle accident on March 18, 2019,
2. James sustained the following injuries: fractured pelvis, fractured right humerus with

wrist drop, fracture of L5 vertebrae, fractured right ankle with insertion of hardware,

strain to neck, back and shoukder. open head injury, loss of consciousness.

3. James suffers fram a complete inabilty to engage in his pre-accident activities of daily lving

( Therapy oy | daed November 24, 2019 at page 11).

4. A 2022 neurology assessment concluded “Not only is he unemploy
about his ever beooming work ready, Withoul a considerable impr]
and cognitive funclioning, a seemingly improbable scenario, he wi

permanent basis. He will aiso be left. &5 he is now, severely restr|

4. A 2022 neurology assessment concluded "Not only is he unemployable, but also | am pessimistic

functioning " (Life Care Assessment from Diane Helpern, dated J

about his ever becoming work ready. Without a considerable improvement in his physical functioning
and cognitive functioning, a seemingly improbable scenario, he will be unemployable on a
permanent basis. He will also be left, as he is now, severely restricted in all aspects of his

functioning." (Life Care Assessment from Diane Helpern, dated January 7, 2020 at page 9).

7. When you have completed highlighting reset markup tool to pointer or annotation setting:
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FACTS

1. The Plaintiff, James D. Smith, was a passenger in a Motor Vehicle accident en March 18, 2019.
2. James sustained the following injuries: fractured pelvis, fractured right humerus with
wrist drop, fracture of LS vertebrae, fraciured right ankle with insertion of hardware,

strain to neck, back and shoukder, open head injury, loss of consciousness.

James suffers from a complete inability to engage in his pre-acaident activities of dadly living

(Qccupational Therapy Assessment by Melanie Gold. dated November 24, 2019 al page 1)

4. A 2022 neurology assessment concluded “Not anly (s he unemployable, bat also | am pessimistic
about his ever becoming work ready. Vithout a considarable improvement in his physical functioning
and cagniive functioning, a seemingly improbable scenario, hie will be unemployable on
permanent basis, He wil aiso be ke, as he ls now, severely restricted In all aspects of his
functioning." (Life Care Assessment from Diane Helpam, dated January 7, 2020 &t page 8)

S~
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Adding Links
You can add links to your Primafact documents to other Primafact document locations and to online
resources outside Primafact. Links can be included in PDF exports from Primafact.

Using the linking tool to add a link to a Primafact location:
1. Open your document.

2. Select the Linking tool (the document markup setting defaults to “create annotation”).

FACTS

1. The Plaintiff, James D. Smith, was a passenger in a Mator Vehicle accident on March 18, 2019 J EE LT_‘ ‘f'

2. James sustained the following injuries: fractured pelvis, fractured right humerus with

wist drop, fracture of L5 vertebrae, fractured right ankle with insertion of hardware,

strain 1o neck, back and shoukder, open head injury, 10s$ of consciousness.

©

James suffers from a complete inability to engage in his pre-accident activities of daily living

(Occupational Therapy Assessment by Melanie Gold, dated November 24, 2018 at page 11)

4, A 2022 neurology assessment concluded "Not only is he unemployable, but also | am pessimistic

about his ever becoming work ready. Without a i 1t in his physical
and cognitive functioning, a seemingly improbable scenario, he will be unemployable on a
permanent basis. He will also be left, as he is now, severely restricted in all aspacts of his

functioning.” (Life Care Assessment from Diane Helpern, dated January 7, 2020 at page 9).

2 51 et v £ s

3. The link tool will appear.

4. Depress your left mouse-click button to draw a box around the area where you want to insert
your link.

5. The Create Link dialog will open.
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6. You have the option of Creating a PRIMAFACT link or a WEB link. If linking to a Primafact
document, click the Create a PRIMAFACT link checkbox. Adjust the color if desired.

{* Create a PRIMAFACT link (to a Primafact document)

{" Create a WEB link (URL to a Web Page)

Color ; ||:| Cyan j

Mext Cancel

7. Click Next.
8. Add alink note if desired.
9. Navigate to the desired location in Primafact where your link will lead.

10. Click Set Link.
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' Primafact
File Edit View Search Tools Help

R (o=@ [ DEE L[R2 | son -

':]Shnw in Binder..

Znum%:lmﬂ ’i) ’:) p - Doc#: IQ 4| | 35 Pages

xa]

Explorer | @ Wy Messages (11}| My Tasksl Search | Factum dated Octob... [EUES:URE Ty

He will require permanent grab bars when he moves. He also requires a hand-held shower and
non-slip bath mats. He no longer requires the use of a bath chair he received initially, but will
need to use one for a period of time following his right ankle surgery. As he already has this
item, it has not been included in the Life Care Plan.

Shortcuts

Ms, Gold recommended that Mr. Smith obtain an electronic memory device which combines
cellular phone and organizer and provides auditory cues and multiple alarms, such as an iPhone.
She noted this would assist with cognitive functioning, daily routine, time management, planning
and organization. Ms. Gold indicated that Mr, Smith will require intensive training on the use of
this system to develop and implement compensatory cognitive strategies. Ms. Gold also
recommended an external keyboard for this device.

Ms. Gold advised that Mr. Smith will require a rq create Primafact Link
following the right ankle surgery to remove his h
status, This is in addition to the twice yearly intet] Link Note {optional) :

Link to Diane Helpern Report at Page 9, regarding work capability.
RJ Pedersen (Rehabilitation Support Worker)

The Life Care Planner conducted a telephone intg i o i

Pedersen on November 1. 2021, Mr. Pedersen ad To link to a page in this document, go to the page you want to link to and
. ! S . then click "Set Link" (below).

since August 2021, Treatrnent is aimed at impro

Mr. Pedersen noted that Mr. Smi.th is easily frustl 4 jink to page in another document, open the document, go to the page
He recommended treatment continue for the next|  you want to link to, and click "Set Link".

Dr. George Lau (Psychologist) To link to an annotation (in this document or another), find the annotation,
select it, and click "Set Link".

The Life Care Planner conducted a telephone intg
7,2021. Dr. Li advised that Mr. Smith requires o
pain, depression, anxiety and lack of social suppg SetLink | Cancel
Thereatter, Mr. Smith will require blocks of twel

o
life stressors and change in status, ete, \/

Vocational Status

Due to Mr. Smith’s ongoing pain and functional limitations in multiple areas, and his age, it is
unlikely that he will be able to return to competitive employment.

In his Psychovocational Assessment report dated January 23, 2021, Dr. Crandall indicated that
Mr. Smith is unemployable in any capacity due to his physical limitations and reduced cognitive
efficiency due to pain, fatiguc and possibly organic brain damage and psychological factors. Dr.
Crandall noted “Although he is still in active treatment, I am pessimistic about his ever
improving his functioning to the point wheve he will be work-ready.”

11. Link will be set to the specified Primafact location.
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Using the linking tool to add a web link (location outside Primafact):
1. Open your document.

2. Select the Linking tool (the document markup setting defaults to “create annotation”).

" P ——
st|sun=-as 0
B -

TR e o (o p—

A RN L]

FACTS

1. The Plaintiff, James D. Smith, was a passenger in a Motor Vehicle accident on March 18, 2019, J EE LT_‘ é?

James sustained the following injuries: fractured pelvis, fractured right humerus with

™

wist drop, fracture of L5 vertebrae, fractured right ankle with Insertion of hardware,

strain to neck, back and shoukder, open head injury, loss of consciousness.

w

James suffers from a complete inability to engage in his pre-accident activities of daily living

(Occupational Therapy Assessment by Melanie Gold, dated November 24, 2019 at page 11).

.

A 2022 neurology assessment concluded "Not only is he unemployable, but also | am pessimistic

about his ever becoming work ready. Without & 1tin his physical
and cognitive functioning, a sesmingly improbable scenario, he will be unemployable on a
permanent basis. He wil alsa be lefl. as he is now, severely restricted in all aspects of his

functioning." (Life Care Assassment from Diane Helparn, dated January 7, 2020 at page ).

M

3. The link tool will appear.

4. Depress your left mouse-click button to draw a box around the area where you want to insert
your link.

5. The Create Link dialog will open.

6. You have the option of Creating a PRIMAFACT link or a WEB link. If linking to a Primafact
document, click the Create a WEB link checkbox. Adjust the color if desired.

Create Link

{~ Create a PRIMAFACT link (to a Primafact document)

{* Create a WEE link (URL to a Web Page)i

Color : ||:| Orange ;I

Mext | Cancel
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7. Click Next.

8. Add alink note if desired.

9. Specify the web link URL address. (Primafact will support Chrome’s link to highlight feature, to
direct link to a specific web page location, such as specific CanLii paragraph citation.)

10. Click OK.

11. Link will lead to specified external link location.

Opening Links inside Primafact

Opening links on an open document
1. Right-click over Link location and click Open Link.

Opening links in the document Preview
1. Left-click on Link and select Open Link.
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Adjusting Markup Display on a Document in Primafact
You can set visibility of document markups on an open document in Primafact — this can be helpful if a
heavily marked-up document is distracting.

To adjust markup display settings:

1. Click the Show dropdown on the open document toolbar:

§ (Occupational Therapy Assessment by Melanie Gold, daled November 24, 2019 at page 11).

4. A 2022 neurology assessment concluded “Not only is he unemployable, but also | am pessimistic
‘about his ever becoming work ready. Without a considerable improvement in his physical functioning
and cognitive functioning, a seemingly improbable scenario, he will be unemployable on a
permanent basis, He will also be left, as he is now, severely restricted in all aspects of his
functioning " (Life Care Assessment from Diane Helpern, dated January 7, 2020 at page 9) Sh owW... |

ISSUES AND LAW .

Annotations Shift+Ctrl+M

5. James' case meets the threshold test as defined in Mamado v, Fridson, 2016 ONSC 4080, where
A 1 WU s R TR Ly i Highlights Shift+ Ctrl+|

psychologialfuncion. Links Shift+Ctrl+L

6. Regarding permanence. i is not necessary 1o demonstrate that the plaintiff's injuries will last forever,
until death, Rather, they must be expected 1o last indefinitely: Brak v. Walsh, 2008 ONCA 221, H Sh 'Ft |: | H
ide All ift+ Ctrl+
para. 4; Giordano v, Li, 2014 ONSC 7516, para. 11 -

Show All Shift+Ctrl+5

2. Click the markup items you wish to hide or display.

Bundle Binders

The Bundle Binder is a new type of Binder designed for sharing documents with entities outside your
firm, and particularly to support efficient creation and export of court submissions, including CaseLines
submissions.

Bundle Binders include a number of features designed to facilitate e-brief production, including:

v" Multiple Title Aliases, allowing you to assign more than one title to the same document, so the
document can be renamed instantly depending on where the document will be submitted (e.g.
Firm Document Standards and Caselines titles can be applied to the same document)

v Copy binder to Tabbed PDF — This feature is available in Primafact 5, but designed for more
streamlined application.
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Create a Bundle Binder

1.

2.

3.

Right-click your Case Binder

Select New > Bundle Binder

.m New b | °] Folder
ﬂ = EMail... Crl+M {[] Binder
E] ' Route Ctrl+FR @ Bundle Binder
ﬂ 3 Save As... Ctrl+5 @ Scan..
- @ Mew Message... #y Import..,

& Link..

Name your binder, and add Tabs, Sections and Documents as applicable.

Using Document Alias Titles

%k %k %k

Export a Bundle Binder as a PDF

Primafact 6 has updated the PDF export tool to support easy exchange of organized, multi-document
tabbed briefs.

An exported bundle binder allows you to efficiently export a structured
document set in a single tabbed PDF, including:

PDF bundle binders preserve links
Bookmarks to each document to other document locations
Binder Page Numbering in your bundle
Alternate document Titles
Highlights (if desired)
Primafact links to other documents in the bundle
Web links
Bates IDs where applicable
Annotations (if desired)

Large files can be easily uploaded to Caselines, online portals, document exchange tools and other
locations outside Primafact.
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To export your bundle binder as a PDF:

1. Click the Binder-to-PDF button at the top of the Bundle Binder

2. The Saving from Primafact window will appear

' Saving 10 Decurnents from Primafact

File Mame :

|EEIUF|T SUBMISSIONS

Folder :

IX:&EIients'&E'l -0001 U ploads

Farmat ;

|ﬂ Single PDF File

There are 197 pages in total.

= Eeep docurnents in separate folders

% Put all documents in one folder

Il1ze the fallowing kitle :

| Main Title

Include the following in the PDF document]z] :

[~ Annotations [+ Highlights
v Binder Page Numbers v Primafact Links
v Bate: D'z [+ ‘web Links

h ake redactions ;
i+ Black  ‘white

Operi en complete.

QK I Cancel

Approximate disk space required : 49,472 KE.
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File name defaults to
name of Binder.
Rename if desired.

Change destination
folder if desired by
clicking browse button

Single PDF file
selection will create a
single tabbed PDF with
documents ordered as
they appear in your
Bundle Binder

Document titles
default to Title set
selected in Binder, but
you can use dropdown
to select a different
set of alias titles.

Other options may be
included as desired

Click Open in Explorer
checkbox to
immediately access
your saved PDF.



3. Select the desired output and click OK when complete.

Note: To upload individual documents, see Upload to Portals, below.

Upload to Portals

Document Export (Copy to Browser)
You can now upload documents to browsers directly from Binders and Inbox folders®. This eliminates
the “extra step” of dragging documents from Primafact to a local folder before exporting to locations in

the Cloud.

Copy Documents to Browsers and other locations outside of Primafact
To copy documents directly to browsers or other locations outside Primafact, including Windows

Explorer location:

4. Select your documents

5. Click the Export Button g

6. A separate window will appear. Drag the Green box to your target window.
i - -
Pages | Status | |
1 Ready
1 Ready

Title:
" Natice of Assessment - 2017 Tax Return (Pre-Mva)
" Notice of Assessment - 2018 (Pre-MVA) - May 15, 2019

Drag this box to copy the E Copy to Clipboard
documents to the target window.
Close

7. Confirm your upload.

8. Close the Upload from Primafact window.

If you are sending very large documents, it may take a moment for your documents to be ready. You can
continue working in Primafact as the documents are prepared for sharing.

1 Requires a supported browser.
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Primafact 6 Team Customizations

Primafact 6 enables more customizable settings for coding, including annotation colors and labels,
annotation default form settings, and team flag colors and labels.

Customizing Annotation Color Labels
Customizing Annotation Color Labels makes it easier to standardize annotation color coding.

Customizing System Default Annotation Labels
1. Inthe main Primafact Toolbar, select Tools > Setup > Annotation Colors.

File Edit Search Tools Help
Scan Documents...
Import Documents...
Link Documents...

Index New Documents...

Synchronize...

Publish to Folder or Media...

Auto-Complete...
Page Mumbering...

Import Published Documents.., Bates IDe..

Administrative ¥ Profile Fields...
Setup > Annotation lssues...
Annotation Colors...

Preferences...
Team Flag Labels...

2. The Annotation Color Labels window will open.

Annotation Color Labels *

Specdify the label for each annotation color. The label should specify a meaning, such as Helpful”, "Adverse®, etc.

|Highlight I3 [Bright Yellow I3
= v

IReview with Expert I3

[viclet v Lilac

IGreen I IBright Green v
|Pink I3 |Bright Pink v

Show Additional Colors
oK | Cancel |

You will see 12 colours. Click Show Additional Colors to make 6 additional colours available.

Select the colors you wish to use by clicking the checkbox to the right of the selected color.
Enter the color label in the text area of the selected color.

Click OK.

Now you have set your Annotation Color system defaults.
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Customizing Case Default Annotation Labels
If you want to customize your Annotation Color Labels for a specific Case:

1. Open any Case Binder.
2. Click the gear icon at the bottom-right the Primafact Window:

P Y

=il &

3. Select Annotation Labels.

4. The Case Annotation Labels screen will open.

Case Annotation Labels - SMITH, James - CLEAN (Training Demo 2021)** X

Reference Labels

e OIEEE tefmktlgbels
' Override default:

Spedify the label for each annotation color. The label should

specify a meaning, such as "Helpful”, "Adverse”, etc.' Copy from Another Case...
T = "
Fomoiome — g -
Friitomt = »
Ta—— o

oo N T "
o @ oo "

Hide Additional Colors

2

Cancel

5. Select Override default.

6. Add or rename any color that you wish to customize for the Case. (Colors that you do not
rename will retain the default system labels.)

7. Click OK.

Note you can copy values from another Case by clicking Copy from Another Case button, selecting
the desired Case and clicking OK, then Yes to confirm. After the Case values have been copied, you
can continue to customize your current Case labels as desired.
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Annotation Form Customization (Event Time)

To add or remove the Event Time field from the Annotations forms on a Case, click the Gear icon at the

far right of the blue Case Ribbon and select Annotation Colors. Select the Annotation Fields tab. Select
or de-select the “Event Time” checkbox and click “OK.”

Customizing Team Flags

Team flags are colored document-level flags. Adding labels helps ensure their use is standardized across

the team.

Customizing System Default Team Flag Labels

1. Inthe main Primafact Toolbar, select Tools > Setup > Team Flag Labels.

File Edit Search Tools Help
Scan Documents...
Import Decuments...
Link Decuments...
Index Mew Decuments...
Synchronize...
Publish to Folder or Media...
Import Published Decuments...
Administrative »
Setup »

Preferences...

2. The Default Team Flag Labels window will open.
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Auto-Complete..,
Page Numbering...
Bates IDs...

Profile Fields...
Annotation Issues...
Annotation Colors..,

Team Flag Labels...
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Deafult Team Flag Labels >

Specify the label for the predefined flags which appear on the
Motification dialog :

= ——
B femm
P fosremwm
T —
T —
T ra—
Sl
S T a—
T —
Sl —
B edared

Apply | Cancel |

3. Enter the desired label in the field to the right of your flag.

4. Click OK to save.

Customizing Case Default Team Flag Labels

To customize your Team Flag Labels for a specific Case:

1. Open any Case Binder.

2. Click the gear icon at the bottom-right the Primafact Window:

= ==

3. Select Team Flag Labels

Working with Primafact 6 - New Feature User Guide

77



4. The Case Team Flags window will open.

Case Team Flag Labels - SMITH, Sirmon (12349) =

™ Use global default labels

Specify the label for the predefined flags which appear on the
Motification dialog :

R
B femm
P [roeereviEwsn
Blaen
=g
B lomsdicor
B [Gentcor
P frmacor
P [SEE ATTACHMENTS
]
B [edered

Copy from Another Case... |

Apply | oK | Cancel |

5. Select Override default.

6. Enter the desired label in the field to the right of your flag. This will overwrite the system
default.

7. Select OK to save.

Note: To copy values from another Case, click the Copy from Another Case button, selecting the
desired Case and clicking OK, then Yes to confirm. After the Case values have been copied, you can
continue to customize your current Case labels as desired.
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System-Wide Annotation Form Default Settings

You can now customize default annotation values. An example would be opening Annotations to a
different colour than yellow. Setting annotation defaults can be done at the system level (globally, for
all users), and at the Case level (for all users while using that that Case).

Adjusting Annotation Defaults — Global Settings:
1. To change your firm’s global setting, go to

Tools > Setup > Annotation Templates

Tools | Help
Scan Documents...
Import Decuments...
Link Documents...

Index New Documents...

Synchronize...
Publish to Folder or Media...

Import Published Documents...

Administrative N
Setup > Aute-Complete...
Preferences... Page Numbering...
Bates [Ds...
Profile Fields...

Annotation Issues...
Annotation Colors...
Annotation Templates...
Team Flag Labels...

2. The Manage Case Annotation Templates dialog will open.

Manage Case Annotation Templates
@ Global System Templates
Template Name | pefauit [Type [ creator |
O Default Annotation Values = Analysis  System
(] Key Datz (g) Analysis  KARTM
[ ] Post-Acddent Health (g) Analysis  JANICE
O Pre-Actident Health () Analysis  JANICE
O Pre-Acddent Income {g) Analysis  JANICE
ad | wosry || pees Set s Default
Reset to use Gobal Templates Close

3. Select Default Annotation Values.

Working with Primafact 6 - New Feature User Guide 79



Adjusting Annotation Defaults — Case Settings:
You can set default values for individual Cases, overriding global annotation defaults and annotation
templates for that Case.

To change default annotation settings for a Case:

4. Click on the gear icon at the right-corner of the Case ribbon:

5. Click Annotations > Annotation Templates on the drop-down menu:

Case Issues...

Bates [Ds...

Team Flag Labels...

Aute-Complete...

Annotations > Annotation Coelors...

Annotation Templates...

Annotation Batch Update

Update Case Annotations....

6. If you have not activated Case-level templates, the template override warning will appear. If you
click “Yes” the Case Templates will disconnect from the Global templates?.

Primafact Warning X

This case uses the global annotation templates. Would you like to override these templates for this specific case 7

VN

2 You can reset back to Global templates but will lose any Case template customizations. (Any existing annotations
made using the Case template settings will be preserved.)
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7. The Manage Case Annotation Templates dialog will appear. Select Default Annotation Values and
click the Modify button.

Mznage Case Annotation Templates
@8 FOWELL, Wanda (12776)
Template Name [ oefat [ Type | creator |
] Default Annotation Values  * analysis  System
] Key Date (g) Analysis  KARIM
[ ] Post-Acddent Health (g) Analysis  JANICE
O Pre-Accident Health {g) Analysis  JANICE
O Pre-Accdent Income {g) Analysis  JANICE
add | weaty | ooere Set as Default
Reset to use Global Templates

8. The Annotation Template Definition will open.

Annotation Template Definition X
Template Mame : IDefau\tAnnthnn Values
shortcet: RO -]
@ Annotation ~ Redaction
|D Highlight | | Mone | High Importance
[rssues... |
Type : IAna\ys\s |
Report Author : |
Event Date : -
Notes :
Ann. Author : ~l
Ann, Date : |

9. Setyour field preferences and click OK. This works similarly to the settings for the global default
annotation values, except you have the added option of adding Issues to the default Case
annotation settings.

10. Your default annotations will open at the set values for this specific Case.
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11. Click Modify.

Manage Case Annotation Templates

@ Global System Templates

Template Name | Default | Type | Creator |
] Default Annotation Values = Analysis  System
[ Key Date (g) Analysis  KARIM
[ ] Post-Actident Health (1) Analysis  JANICE
O Pre-Acddent Health (g) Analysis  JANICE
O Pre-Accdent Income (g) Analysis  JANICE

Add ‘ Madify I> Delete Set as Default
Reset to use Global Templates Close

12. The Annotation Template Definition will open.

Annctation Template Definition x
Templatz Name : [Jefault Annatation Values
Shartaut : | ~|
& Annotation ¢~ Redaction
||:| Highlight | | None ~|  Highimportance
Type : IAnalysls ~|
Report Author : |
Event Date : -
Motes
Ann. Author : |
Ann. Date : |
oK Cancel

13. Set your field preferences and click OK.

14. Your default annotations will open at the set values, unless you have set a different annotation
for specific Cases.
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Technical Support

Thank you for participating in the Primafact 6 Beta. We appreciate your time and feedback!

If you experience any bugs in the program please contact Primafact Support at support@primafact.com
or 416-531-1891. The support desk is available from 9am-5pm ET Monday-Friday.
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