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Intfroduction

Primafact 6 takes case development to the next level. Primafact is designed to support more
efficient document review and case preparation.

Primafact provides several main benefits to litigation teams:

1.

2.

3.

Improved efficiency in managing litigation documents
Superior access to case documents & review notes

Flexible review & reporting options

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

Why Primafact?

v

N N N N N RN

Better document access with all documents related to a matter organized in one central
location

User-determined document positioning in Binder view, for controlled case narratives
Search for a document electronically, no more misplaced documents or files
Immediate access to all files in a case

Detailed document markup and redaction

Pinpoint annotations case-wide

Effective case preparation and review

Efficient production preparation and export
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New in Primafact 6

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

More Powerful
Templates

Primafact Inbox

Review Workflows

Document Discussions

Binder Enhancements

Document Preview
Enhancements

Easily build
Chronologies, Outlines
and Reports

©2022-2024 Sandcat Software Inc.

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.

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.

New review workflow tools enable review tracking to more
efficiently manage and monitor document review and associated
activities.

Early Case Assignment enables documents to be associated with
their assigned Case prior to filing.

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

Visual coding enhancements, search and filter tools directly within
the binder, and enhanced previews make identifying materials in
your binder more efficient than ever.

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

Instantly assemble chronologies and outlines from Primafact into
Word and Excel

Link back directly to Primafact source content

Export URL link to Word memos

Working With Primafact 6 13



Annotation °
Enhancements

List View Enhancements e

Copy Documents to °
Browsers
E-Briefs o

©2022-2024 Sandcat Software Inc.

Chronology support with Event Date + Time tracking

12 more annotation colours + custom labels for uniform coding
Dedicated favorability coding

Dedicated Text Excerpt field

Annotation Repeats, Templates & automation

Batch updating capability

Better annotation view and search on documents, previews and
lists

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

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 Caselines filings, efficiently
with highlighting, hyperlinks, Document Title Aliases, and PDF
Publish tools.
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Getting Around Primafact

Cases

Primafact supports documents management by “Case”, which is visually identified as a black
folder icon. Supported with standardized but customizable binders/folders a Case includes
coding and review features that make it easy to manage documents and associated markup for
efficient ream review as Cases progress.

Case Navigation Ribbon

This blue ribbon, found at the bottom of the Case Binder and Case List Views, provides access to
key Case views, along with Binder Page Numbering and Case Customization options accessed
via the Gear menu.

Binder Summary Documents Annotations o LF

Accessing the Case Navigation Ribbon

The Case Navigation Ribbon is only available on folders set up as Cases (identified as Black Folders
in Primafact) — if your matters are set up in a regular yellow folder, you will not be able to access
Case features, including the Case Navigation Ribbon.

To access the Case Navigation Ribbon, click on any Case Binder. You will see the blue Case
Navigation Ribbon at the bottom of the binder view. This ribbon is also visible using the
Summary, Documents and Annotations screens. The Case Navigation Ribbon is not available
when viewing Case Content in a folder list view.

Binder View

The Binder is a unit for grouping documents in Primafact Cases. The Binder View allows
documents to be positioned in a discretionary order, as determined by members of the team.
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Clicking on a Binder £ displays the “Binder View” for that Binder. The Binder View also includes
the blue binder navigation ribbon at the bottom of the screen, which allows users to access other
Views, including the Case Summary screen, Annotation List, and Documents Views. These views
can only be accessed from within the Binder View.

The order of documents displayed in the Binder View is common to all users — this means that if
a document is moved by one user, it is seen in that same binder location by all users. However,
the Binder can be customized (numbering preferences, icon display preferences) at the user level,
with selections not impacting other users.

Binder Tabs and Sections

Binders are subdivided into Tabs and sections for more detailed document organization and
easier navigation. The Tab is the highest level of binder organization, and each Tab can be
divided into sections and subsections.

Binder Collapse/Expand

You can collapse binder tabs and sections to more easily navigate binders. Collapsing and
Expanding Applies Only to You: Unlike binder sorting, which impacts all users, collapsing and
expanding tabs and sections only affects your view of the binder.

A collapsed Tab/Section is indicated by 3. () Exhibits
this symbol (in the red circles) I @ Pleadings
Il = Evidence

orities
atents (U.3.)
A, US Patent#2, 153, 401 Cigarette Self Exti
Storage Device (August 4, 1994)
B. US Patent#1, 581, 451 Fire-Safe Cigarett
18. 4 Patents (Canadian)

14
An expanded Tab/Section is indicated by v Uth
this symbol (in the blue circles) 5

1. Open abinder.
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2. Click on the Collapse/Expand toolbar
icon and select “Collapse All” or

“Collapse” just the tab/section you have
highlighted.

3. Click on the Collapse/Expand toolbar icon and select “Expand All” or just the tab you
have highlighted.

You can also expand and collapse by:

e Right-clicking anywhere in the binder and
select Collapse All from the context menu.

Ctrl+X
Ctrl+C

e Left-clicking on the expand/collapse (@Expert Evidence

. . . . a ngineering Affadavit
triangle beside a tab/section: 1. Afiidavit of TBH (Class-action notifications exper)

2. Affidavit of BB (Engineering Expert-fire and explosion)
3. Affidavit of RMH (Patent Agent) dated May 22, 2001
h. G}afety

4. Affidavit of JW (Cigarette Safety Expert)
5. Affidavit of LT {Chairperson National Safety Committee

e Double-clicking on an collapsed tab/section heading will expand it.

e Double-clicking on an expanded tab/section heading will collapse it.

Document Preview

The document preview makes it easier to identify documents in binders and on lists, by displaying
the selected document on a single screen.
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To display the document preview pane, click the ﬂ button at the far-right of the filter row
near the top of any Binder or List View.

To preview a document, simply click on any document title in your binder index to display the
first page of the document.

To close the document preview pane, click the ﬂ button to the right of the quick search panel
above the binder index.

Opening a Document from the Preview Pane
You can read and do most review tasks using the Preview Pane, but in some cases users need to
review an open document.

To open a document from the Preview Pane, right-click on the preview pane and select Open
Document in Tab. Alternatively, you may click the document icon on the ribbon located at the
bottom left of the preview pane. You can also double-click on the document name in the binder.

You can open the document in a new window (Detachable Document Window) by clicking on the
New Window button in the lower left corner of the preview pane, if you prefer.

Detachable Document Windows

Viewing a document in its own window (detachable document window) makes it easier to view
and work on more than one document simultaneously in Primafact. All features available for a
document opened in its own tab are available in this new window.

You can open the document in a new window by clicking on the New Window button in the lower
left corner of the preview pane. If viewing a document in a Tab, you can switch to a detachable
window by clicking on the new window button at the top-right of the Primafact Toolbar. @

Open from Primafact Document opened in Tab:

P primafact -
File Edit View Sesrch Tools Help

*ﬂm =]
X X

LE=-0 3 [][] L Q@fv& show.. - | Zoomw: [T o P - [ ] 1Pages H| 4 ) |@srownsner. ~

P Explorer “| [Perofie | Discussion | Annotations | Links | Highights | Stamps | Text | Thumbnais | iformation | Browse

2022 OCT 15 - Letterto counsel re Undertaking 1 - UT 1
SMART & COMPANY LLP SamSmarBAJD Vera§ w
PERSONAL INJURY COUNSEL Ben Goudy, MAJD  Martl
Dewey DeWal, 0 Claire I & - 7 P TeamFlags ~
Hiary Shickds, )0 Jefer ==l

3 exporer|

as o Shorcus

Open from Preview Pane:
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O

To restore the document to the main Primafact window, click the “Restore Window” button in
the top right of the toolbar

— O >

Show. = | Zoom: || 46.3 El

This will return the document to a tab in the main Primafact window.

Case Navigation Ribbon

The new case navigation ribbon at the bottom of the Binder View of any Case Binder gives quick
access to the Case Summary Document List, and Annotations List.

Binder Summary Documents Annotations

The gear icon at the far right of the case navigation ribbon allows you to manage Case

Issues, Bates IDs and AutoCompletes.

Document List View

In addition to viewing your document sets in the familiar binder index format, the Document List
view gives you additional ways to sort and view document sets.

The Document List view displays documents in listed orders that can be changed on-demand, by
filtering the document selection, or ordering documents by selected fields chosen by the user, or
by using Saved Views. Documents may be displayed by Binder or by the entire Case.
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Accessing the List View
You can access the Document List view by selecting the Documents option on the bottom blue
navigation ribbon.

Binder Summary Documents Annofations

List View Features

The List view displays documents in listed orders that can be changed on-demand, by simply
filtering the document selection, or ordering documents by selected fields chosen by the user.
Documents may be displayed by Binder or by the entire Case.

Filtering the List View

Applying filters to the List View helps you quickly locate specific documents. Using the Quick
Filter identifies only those documents containing the filtered term in any of the displayed fields
(that are visible on your screen. For example, typing a doctor’s name into the Quick Filter will
limit the displayed documents to that doctor’s records, allowing you to quickly identify the
document you are looking for.

B - |Full text search filter... o E ~ worker % B ~| =~ @ ¢y~ F TR~ &S~ >

You'll see the number of documents meeting the filter criteria identified in the lower-right corner
of the list pane.

To sort your list by different criteria, simply select the chosen header item on the top of the list
to sort in ascending or descending order.

Document Preview in List View
As with the Analysis View, the List view offers the option of a Preview Pane to view any selected
document, or the Profile Fields of any selected Document.

To display the preview pane, select the chevron icon to the right of the filter bar. ﬂ

Your selected document will be displayed at the right of the screen.
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Profile Preview
To view the document’s Profile Fields, select the Profile tab in the Preview window. The

Discussion tab will display comments associated with the document.

Adjusting List Views

Primafact has list view options for

e Folders displayed on the Explorer tab (includes clicking on a Tab, Section or Subsection in
any Binder)

e Case Documents

e (Case Annotations

e Inboxes

Exporting Document Lists
To Export Lists see Exporting Annotation Lists & Reports.

Favorites

Favorites allow you to identify documents that you refer to frequently, for ease of access. You
can filter to favorites by clicking the ¥ icon from any Binder or List View.

Creating Favorites
To apply the Favorite tag to a document:

1. Using the Preview or Profile Tab, click the greyed-out 3% icon to apply the Favorites tag.

Removing Favorites
To remove a Favorite tag:

1. Using the Preview or Profile Tab, click the ¥ icon to remove the Favorites tag.
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Setting your Personal Viewing Preferences
About Viewing Preferences

You can customize a number of personal viewing preferences for Primafact, which do not impact
other viewers. Customizable preferences include overall Preferences, Binder View settings, and
List View settings for Primafact Inboxes and other Primafact Lists.

Personal System Preferences
To set your personal Primafact preferences:
1. On the Explorer Tab, go to the main Toolbar menu
2. Select Tools = Preferences
3. Select your desired options
4. Click OK when complete

These preferences affect your viewing only. Other users are unaffected by your selected
preferences.

Customizing your Binder View

You can customize elements of your binder view, including the color of tabs and sections,
displayed icons, as well as your numbering preferences.

Binder Customizations affect your view only — other users are unaffected by changes you make
to numbering style (e.g. A B C vs. 1.2.3. numbering). (We do recommend that team members
adopt a numbering standard for all users).

Note that the order in which documents are displayed in Binder view is universal to all users.

To Customize your Binder View:
1. Inthe Binder View, on the top tool bar select View

2. Select Customize Binder View

=| [] Binder Only

=] Binder with Flat View

O Show Annotations

1 Show Bates
@ Customize Binder View...
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3. Once your customizations have been selected, click OK.

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:

s
§ (Occupational Therapy Assessment by Melanie Gold, dated November 24, 2019 at page 1),

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 unempioyable on a

permanent basis. He will also be lef, as he is now, severely restricted in all aspects of his

functioning " (Life Care Assessment rom Diane Helpern, dated January 7, 2020 at page 8). Show... |

Annotations Shift+Ctrl+M
5. James’ case meets the threshold test as defined in Mamado v, Fridson, 2016 ONSC 4080, where . i i
S A A R R A Highlights  Shift+Ctrl+|

psychological function.
Links Shift+Crl+L
6. Regarding permanence, it is not necessary 1o demonstrate that the plaintiff's injuries will last forever,

until death, Rather, they must be expected to last indefinitely: Brak v. Walsh, 2008 ONCA 221, . .
+ +
G SR Hide All Shift+Ctrl+H

ISSUES AND LAW

Show All Shift+Ctrl+5

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

Hidden markup will be hidden on all open Primafact documents (open on a Tab or separate
Window) until you change Show/Hide settings.

NOTE: Markup is not hidden in document preview.
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Search Tools
How Text Searches work

Primafact allows you to search scanned documents by converting the document content into
searchable text using Optical Character Recognition (OCR) and mapping the results to the
scanned page image. Handwriting is not converted to searchable text. Primafact supports full-
text searching of scanned, printed to Primafact and imported documents as well as linked Word
and Excel files.

Locating document content

You can locate your document content a number of different ways in Primafact:

Binder Search & Filter

List View Search & Filter (Inboxes and Document Lists)

Quick Search (less powerful alternative to Binder Search & Filter)

Searching within a document

Using the Search Tab

S NI N N NN

Find Folder

Find Folders

The Find Folder button allows you to navigate quickly to a specific folder, binder, tab or
section/subsection. For example, instead of scrolling through hundreds of matter names in a
Clients folder, you can use the client name or matter number to go directly to the folder.

1. Click on the Find Folder button at P primefact

. Eile Edit Search Tools Help
the top of the Explorer window. S e e e
Open |_>|< Hew - qa* - - Drag to Browser

- Find Folder

T -3 Scanner Inbox

. i Case Termplates

----E Inboxes
m- (1 CASES

Explorer
u
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2. Type all or part of a folder,
binder, tab or section
name and press Find, or
click Enter on your
keyboard. The first match
will appear.

' Find Primafact Folder — O >

Enter part or all of the folder path

|slralus| l/ MHext \] Brevious ¥ Clear

E|_| CASES ~
. @8 1-DEMO(C)

-l 1 - McLEQD, Skyler (22-00123)

-001

1] 224
aude [co-Ul e

3. Click P> Next or «@ Previous to move to the next or previous match.

4. If you are looking for a misplaced folder, you should make sure the Search for folders and
binders in the trash checkbox is checked prior to executing the search. If this is checked,
matching items from the trash will be shown.

Quick Search/Quick Filter

This is an alternate search option for the Binder view, for users who prefer Binder search
options available Primafact 5 and earlier versions of Primafact. Default Binder search settings
are more robust and discussed in Binder Search and Filter.

Quick Search Allows you to find document titles in Binder view (Does not search document

text, just the titles)

1. The Quick Search (highlights) field at the top of the binder view allows you to quickly
jump to documents containing specific text in the title.

2. Inthe Quick Search field, type part of the title for a document, tab or section. Press the

Enter key or the “& button to commence the search.

3. Click P> the or «@ button to move to the next or previous match.

In-Document Searching

Searching within a document allows you to locate specific words or phrases within a selected
single document (within an open document or using the Preview Pane).

©2022-2024 Sandcat Software Inc.
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Search within a document using the Preview Pane:

1. Enteryour search query in the Search Text box. Note: this search is very literal, and = =
can find only one word or phrase at a time. Searching within a document does not
accommodate quotation marks or wildcards. o

E E IS-:-.;-*-:.’? Text “ 1 J_| 1

2. Click the binocular icon Hl or press Enter on your keyboard to identify matches.

3. Click P> the or «€ button to move to the next or previous page containing a match.

Search within an open document (tab or separate window):

[F=N ol =)
1. Click on the binocular icon I in the toolbar.
H P =
2. Enter a word or phrase in the text-entry area. Ly x

Note: this search is very literal, and can find only
one word or phrase at a time. Searching within a
document does not accommodate quotation
marks or wildcards.

3. Press Enter on your keyboard

4. The current match will be highlighted in Orange @\] @ H

and other matches will be highlighted in bright
green. Bright green arrows indicate more
matches on other pages on the toolbar indicate
matches on other pages of the document.

-
-

Using the Search Tab
Global Searching & Selected Folders
Why Use the Search Tab

The search tab is a flexible tool that allows you to search Globally across Primafact, as well as
drilling down into selected folders, tabs and sections.
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The search tab is the only search tool in Primafact that allows you to search Globally across
Cases, and to find content in the Trash and Archives. The search tab is the only tool that
permits detailed Boolean searching of Profile Fields across the Primafact database.

By Default, the search tab scope is set to search the currently selected folder (selected in the
Explorer Pane). You can search the whole database by selecting “All” folders.

Basic searching

Once you have set the scope for your search (All vs. Current etc.)

1. Click on the Search tab or the
Search shortcut to open the
search window.

2. Allsearch is the default. This
works like a Google search —
Primafact will look for
documents containing each of
the words or phrases you type
into the search bar.

3. Enter the word(s) or phrase you
wish to locate in the search
field (search terms are not case
sensitive).

4. Click the Search button or press
Enter

'Primafact
File Edit Search Tools Help

DOpen New - “_?J b4 - Drag fo Browser
X Explorer
""" s | [ and /' [ ananot | [Fyor | B near | [F Profies | L Bates
Find docs. containing all the following words :
My Inbox (26) | < <
Search Folder : \CASES\1 - STRATUS, Claude (22-01234)\Main Binder
Explorer
' Primafact
File Edit Search Tools Help
Open New - j’\ - - Drag to Browser
Explorer JEENG
rg And Not r!| Or E| Near ﬁﬂ Profiles 1 Bates

My Inbox (26)

Explorer

Search Folder : \CASES\1 - STRATUS, Claude (22-01234)\Main Binder

ag to Browser

G5 | B ano | B ananot | Byor | ) near | [ promies | 2 sates
ind docs. contaning l the folowing worcs

IT |

Search

Find docs. centaining all the following words :

C},& Search | *

TIP: Searching for probable cause (without quotations) will find all documents which contain
both the words “probable” and “cause”;
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Searching for “probable cause” (within quotation marks) will find all documents containing the

exact phrase.

Working with Search Results on the Search Tab

The search results are divided into two parts. The top section displays all the documents which
were found; the bottom section shows the matches for the highlighted document.

By default, documents are sorted by the number of hits — greatest to least. You can change the
sort by clicking on one of the other column headings. For example, clicking on Added will sort the
documents from oldest to newest. Clicking on page number will show search results by largest

documents.

Documents appear in the
top frame. Matches
(“hits”) within the
highlighted document
appear in the bottom
frame.

Coloured arrows indicate
a page grouping - in this
example, there are four
hits on page 4.

1. Click on a document
name in top pane to
reveal hits by context in
lower pane.

I All | .ﬂmd | .-’-‘n.ndNot | Or | Mear | ﬂﬂ Profiles |

Find docz. containing all the fallowing words :

|"fire zafe cigarette”

Search Folder : \AClientz\Doe, John [Product Liability]WPreTrial Binder

Location

Fire Safe Cigarette
IS Patent #1, 581, 451 Fire-5afe Cigarette [October B, 1925)

Amended Statement of Claim

Relative [gnition Propensity of Test Market Cigarettes dated Jan 21, 2001 \\Clients"Doe, John [Product Liab

N &, John [Product Liab
WClisntzhDoe, John [Product Lisb

WClientshDoe, John [Product Liab
\WClientshDoe, John [Product Liab

Fage | Hit # | Area | Context

" 2 1 Tent it on the capacity of Philip Marris to manufacture & fire zafe cigarette.
" 3 2 Text 1 Morris during. the 1970z and 1980z to develop £ fire safe cigarette.
" 4 3 Text p Marris had the capacity to successfully market 2 fire safe cigarette
" 4 4 Tent z. Given the success of the Philip Marris' propozec fire safe cigarette
" 4 15 Tenxt auld not have launched a commercially successtu fire safe cigarette
" 4 B Text nidary 11, 2000, that Philip Maris finall), released 2 fire zafe cigarette
o - L P TP B T VT O P TS = S

[ Tite

| Loation

Affidavit of J'y

Fire Safe Cigarette
S Patent #1, 581, 451 Fire-Safe Cigarette [October £, 1925)

[Cigarette S afety Expert) “AClientshDoe, John [Product Liability

Amended Statement of Claim

WClientshDoe, John (Product Lisbility)'

Relative lgnition Propensity of Test Market Cigarettes dated Jan 21, 20001 \\Clients\D oe, John [Praduct Lisbility)'

WClientshDoe, John (Product Lisbility)'
WClientshDoe, John (Product Lisbility)'
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FPage | Hit & | Area | Context

b 2 1 Test it on the capacity of Philip Moz to manufacture = fire gafe cigarette. Dur
b‘ 3 2 Text 3 Moz during. the 1970z and 1980z to develop = fire zafe cigarette. The
’ 4 3 Text p Momiz had the capacity to successfully market & fire zafe cigarette in 1!
> 4 4 Text z. Given the success of the Philip Moz’ proposec fire safe cigarette desi
’ 4 ) Test auld not have launched a commercially successfu fire safe cigarette in 1!
h a4 =) Tk wramens 11 OO Mo ek Dlailim bdmerin Fin =l el mmmd = Fiem mmfm i —mem b —ebe
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2. To view a hit in context, | Page | Hit # | trea | Contest
use your mouse to place s 1 Test
the pointer over the hit '5 5
you wish to review. A )_
yellow dialog will pop up

upholztered furniture or mattresses" 1 -

Text the report of the Technical Study Group of

e prevented. 1 15, There are four kn

K i i i E A T ~uk Hem 11T mdmr Blem kA mrik ke mn A im mrmm Gm s
with that hit in its "' : loss of property suffered by class members would have been prevente

immediate context.
' 8 15, There are four known ways of making a fire safe cigarette. These ar

|

1'(3] A "self-extinguishing cigarette” which goes out when left untendec

L=, LA L LT LLLIUGLIL LG LA 10D WAL LD 1 GUULT LELEL WG S ¥ bl Lilh D61k, DI, LL 1

3. Double-click on the
selected hit to open the
document at the page  prevented
where the match occurs.

Text matching selected 15.  There are four known ways of making a [fifé Saf# GiEaTefe. These are:

search terms is
hlghllghtEd in green. (g} A “self-extinguishing cigarette”™ which goes out when left untended. Such

all. of the needless death, imjury and loss of property suffered by class members would have been

cigareftes prevent the ignition of household fabrics because 2y go out before ignition can
take place. A self-extinguishing cigarette may be made by making small changes in the
paper porosity, circumference, and tobacco packing densit of a conventional cigarete.

Also important is the elimination of chemical accelerant: which are usually added to
conventional cigarettes to prevent them from going out when not being puffed on bv the
smoker. For example, the cigarette developed by Philip Mesis, and sold in the U.5 under

the Merit brand name, is such a self-extinguishing [fifé S8 Fgareite;

Use the Green arrows at the top of the toolbar to advance to the next or previous page containing
a search “hit.”

NOTE: In Normal view, you can use the Browse area to display a list of all documents picked up
in your search. Clicking any of the documents will open that document in your Tab —which can
be an easier way to review your search results than by going back and forth to the search tab.

Advanced search options

Using Wild An asterisk (*) can be used as a “wild card” to replace any number of
Cards characters sharing a common root. This is useful when searching for a word
that may come in a number of forms, or may have a number of spellings.

NOTE: Your search string is limited to 15 characters plus a wildcard.

Wildcard examples:
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misrepresent® will return words beginning with “misrepresent”, such as
misrepresentation, misrepresentative, etc. Searching for “misrep”
without the wildcard (*) will not find occurrences of the word
“misrepresent”.

*cause will return words ending with “cause”, such as cause and
because.

s*s will return words starting and ending with the letter
statistics, stats, states, etc.

o _n
S

, such as

You cannot use the asterisk twice in a word.

A question mark (?) may be used as a “wild card” to replace a single
character in a word. It will replace only one letter at a time, in the exact
location within the word. You may use more than one question mark within
the same query.

For example:

Types of content you can search:

If you check the Show | F primafact

Additional Options box,
you will have additional
options available that
will allow you to search
for specific content:

File Edit Search Tools Help

Open Mew v | Ea v

1

Explorer [EaAL

an | [Eane | [E snanet | [ or | [E Nesr

Find docs. containing all the following words :

L?W will find words like law and low, but not words like lockjaw.
SP??E will find words like spine and space, but not specialize [sic].

Incies..

Search Folder . WScanner Inbox

Include : Documerts:  Search:

Iv SubFolder® [ Linked [" Text [ Annotations
- I Mative [~ Tiles [ Profies

-

Check this: To Do this:

Text Find all documents containing the search term(s) anywhere within
the document text.

Titles Find the search term(s) in document titles.

Annotations

Find the search term(s) in the Annotations.
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Profile Fields Find the search term(s) in the document metadata (the profile fields
shown at the right when you open a document):

Using the Profiles 1. Select the category you are using when viewing documents (or
Tab (on the another one entirely) by clicking on the dropdown button and
Search Tab) selecting the appropriate category:

All Fields

2. Click on the dropdown list beside the category field you wish to
search and select the criteria.

Cade: I...is any walue

Caopied To: I...is any walue

Date Feceived : IW
Document Date ; IW
Examination Legend IW
Falder : IW

b atter 4 IW

&)
= [

Chapae

.1z blank

..z nat blank
...conkaing

.z equal o
..z not equal to
iz greater than
iz lezs than
.1z betwesn

b atter Mame : I"'is any value

Pricrity - I._.ig any value LI I
3. Enterinthe search term
Code : iz equalta L“ I"B'F":|22 I
‘opied To: I_..is any value LI I
Aeceived : I...is any value. LI I
wntDate: | s ano valhie -1

4. Click on the Search button
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Text Search Operators (Simplified Boolean Search Commands)

The scope of your searches is also governed by the Boolean connectors you select to create the
parameters of your search.

ALL & AND In Primafact, the ALL search is an AND search.

AND restricts the results to documents that contain both phrases. ALL restricts
the results to documents that contain ALL of the words or phrases entered (in
an ALL search, double quotes are used to define a single phrase).

Documents containing only some of the selected words or phrases will not be
identified by these searches.

OR Broader than an AND or ALL search; results include documents containing any
of the phrases entered.

AND NOT Restricts results to documents containing the phrase selected EXCLUDING
documents containing a particular word or phrase.

NEAR This is also known as proximity searching. Finds documents containing terms
located within designated number of words from one another.

For example: If you search for “back” within 8 words of “pain”, then it would be

found in a document containing “she complained of back pain” or “patient was
exhibiting lower back and hip pain’.
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Working with the Binder View

Binder Search and Filter

You can perform full-text document searches directly from your Primafact Binders, to locate
specific information located within the 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 (* character) 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:

Full text search filter...

2. Click Search Options.

£ -
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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 :

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

IV Annotations Page content can only be searched if
[# Profie Fields documents have been fully OCR'ed and
Indexed.

Cancel

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

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

5. 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.

B =
Available filters for the Binder view are:
W Key Document
=~ Team Flags (Dropdown allows you to select multiple flag colors)
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El =

@

Annotation Colors (Dropdown allows you to select multiple annotation

colors
Annotation Favorability (Choose Favorable, Adverse, or both using the

dropdown)
Annotation Issue
Document Date (Allows you to specify document date or date range)

Unread Documents

Reviewing Filters
1. To review which filters have been applied, click the yellow Filters button:

2. The Current Binder Filters window will open:

Current Binder Filters

Case : [l SMITH, James - 2.0 (PF6 DEMO)
Binder : {[] Main Binder

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

Clear All Filters

Ok | Cancel |

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

Clearing Filters

4. 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.
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Selectively Clear Filters

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

Current Binder Filters x
Case : [l SMITH, James - 2.0 (PF§ DEMO)
ginder : ]| Main Binder
Team Flags = Undertaking X
Full-Text-Search : «notice »
Document Date is between ~2022-01-01 and 2022-04-07
Clear All Filters
ok Cancel

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

The document preview makes it easier to identify documents in binders and on lists, by displaying
the selected document on a single screen.

If the preview pane is not displayed click the il button at the far-right of the filter row near
the top of any Binder to display the preview.

[ .

wiiwisim

Flviviainie

e
—rir g

Clicking the _>| button to the right of the quick search panel above the binder index will hide
the document.
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Document Preview Tabs
The Preview area has several tabs that display additional information about
the previewed document.

]

e Preview Tab — DiSplayS selected document Preview FProfie | Discussion | Annotations | Highights | Links | Information
° Profi’e Tab — Displays associated document . |7 Cinicaltiotes and Records of Dr Sieiner 20122023
profile information 2o g B reomriage
e Discussion — Displays document discussion Case 1 - STRATUS, Claude (22-01234) DO 2021-04.20 -
history
e Annotation Tab — Displays document S E
information on a searchable, filterable list o — ——
. . DCUPATION DATE OF BIRTH AGE
e Highlights Tab — Shows highlighted text & o e
. DRUG DIAGNDSIS - REFERRED BY
connects to associated pages s —
e Links Tab — Shows hyperlinks added to a [ =) oy
. 5 fass 301k P repelive bed. [landadie [y e aiel: Do -
document, notes and link address el gt o b stas? bandachen - tass.
, . ML i A
e Information — shows additional document- o v hde oo ot o
. . . . I d hiresy 3
level information, including document TJ;\\],
locations in Primafact, OCR status, review - frel behing aue 4 Warslin'p
. . . = feola prasest ok fap of baad
status and technical information o oee ) weboae

T _salaked to Sraeses?

BP novwad— 1 fq,.

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

& [search Test.. H 1 4] [7e

Organizing Binders

Primafact binders are designed to permit flexible positioning of Tabs, Sections and Documents.
Unless Auto-Sorting has been applied, simply click and drag to move documents to their desired
position.

Sorting Binders

Set Binders to Auto-Sort

One of Primafact’s most powerful features is that it lets you organize your documents very
flexibly, by positioning documents exactly where you want them. Note Binder order is Global —
all users will see all documents displayed in the same order when they are in Binder View.
However, if you prefer, you can set binders to automatically sort incoming documents by one of
the following three categories:
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v" Document Date (provided the document has been assigned a date)
v" Document Title
v Date Document was added to Primafact

This can be quite helpful for document types such as correspondence, which are typically
organized in chronological order, by date sent/received. However, auto-sorting may not be
appropriate for other file types, which might be organized by issue, for example.

Auto-sorting works only at the binder level (you cannot auto-sort individual tabs or sections).
Accordingly, if you have some types of documents that are auto-sorted (such as correspondence),
we often recommend setting up a separate binder. This can make it much quicker to file
documents sent to those binders.

You cannot manually reposition documents in any binder set to Auto-Sort, unless positioning
documents with the same Sort value (e.g. same Document Date). If you are not happy with auto-
sorting the binder, you can turn Auto-Sorting off at any time.

Discretionary Document Sorting
You can sort documents by the above categories at the Binder, Tab, and deeper levels at any time
by manually initiating a sort.

Sorting re-orders your documents within each tab/section/subsection (documents will not move
to different tab or section locations during a sort). Individual documents can be repositioned
manually after the sort.

Note: You cannot “UNDO” a sort. (This means you can’t revert your documents to their pre-
sort order using the UNDO button; you can re-sort or manually re-order documents after
applying a sort.)

Sorting a binder:

You can sort using any of the three options in ascending or descending order.

1. Select the Tab or section you wish to sort. (This is not necessary if you are sorting the
entire binder.)

2. Click on the Sort icon in the menu bar. (Alternatively, you can sort by right-clicking in the
Binder and selecting Sort followed by the desired option.)

3. Select the level (Binder/Tab/Section) you wish to sort.
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4.

In the sort window, choose the sort category, in
ascending or descending order.

If sorting by date, undated documents will be
displayed at the top (if “Sort Ascending” is
selected), otherwise, they will appear at the
bottom (if “Sort Descending” is selected).

Sort Binder "Correspondence, Memos & Auth.. @

Sort "Correspondence, Memos _Authorizations" by

=}

|Dn:n:ument Dake

f* Sort Ascending (eg. &-2)
" Sort Descending (eg. Z-4)

[ Automatically sort newly arriving documents

(04 Cancel

Apply

If desired, you can select the Automatically sort newly arriving documents checkbox to

have inbound documents automatically land in the sort order as they arrive in the binder
(NOTE: this option is available to entire binders only, and not to individual tabs or

sections).
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Managing Documents

Importing New Documents

Files can be imported to Primafact via Drag & Drop, or by right-clicking on any Binder, Tab, Section
or Folder and selecting New > Import and navigating to the source document location.

You can Drag & Drop emails from Outlook, and can import attachments directly from emails.

Once Imported, a document is considered a “native” Primafact document, which is stored in the
Primafact database and supports document coding, including annotations, Team Flags, and
Profile field coding.

Primafact will import the following file types as “native” Primafact documents:

e Word
e PDF
* msg
e JPG
e TIF

e BMP

If your firm scans using high-end multifunction copiers attached directly to the network, this
typically will “push” scanned documents to a server hard drive location. These files can be
imported to Primafact using the import function. The import function also allows you to add
documents provided on CD or DVD media from third parties.

Drag & Drop Import

1. Select the desired tab or section destination in Primafact.
2. Drag & Drop from the source location to the desired Primafact location

Import Documents Menu

1. Select the desired tab or section destination in Primafact.
2. Right-click and select New - Import)
3. (Alternatively, click on Tools -> Import Documents)

You will be presented with the Import Documents window below. It is divided into two
parts: the left shows the folders in the file system; the right shows the documents in the
currently highlighted folder:
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' Import Images and PDF Documents El@

Select the folder containing the documents Select the incoming dacuments [only documents which are checked will be imported]:
pou wigh to link

| My Documents j Name Type Size Pages | Madified |
B Deskiop * |0 T sudio statement of lisa Adobe Acrobat De 1.35 MB 21 19/03/2013 7:01 AM
|E| Jim Korolas .
’ Public [ T Flash Syne Speed. - ke Adabe Acrobat e 121.1 KB | 11/04/2013 7:37 AM
i Computer E| IO T Letter from Marmas Piz Adobe Acrobat Di 7737 KB 1 19/03/2013 7:01 &M
':f"’;ﬁz;t O & Letter from Mammas Fiz Adabe Acrabat De 7761 KB 1 19/03/2013 7-011 &M
-8 Sceshs
. Address
. Deployment
| ExchangeDaAE
. Grouphetrics
. METLOGOM
. PiDocs
. Public
. RediectedFolders
L SySYOL
. USER_FOLDERS
accounting. SANDCAT
admiristrator SANDCA _ (# Mowve Documents from File Spstem to Primafact
. i rrr—— - " Copy Documents to Primafact [and keep oiiginals]

Diestination Faolder ‘ Refresh | | Cloze |

Destination : Scanner Inbox

4. Select the files you want to import by checking each selected document (or by right
clicking and choosing Select All).

5. The bottom left of the window shows the location in Primafact where the checked
documents will be imported.

6. This usually defaults to Scanner Inbox. A different Primafact folder can be specified by
clicking the Destination Folder button. Doing so will display the Select Primafact Folder
window, where you can navigate to the desired Primafact location.

7. The selected documents can be moved or copied into Primafact.

a. When COPY is chosen, it will leave the selected documents on the network folder
location, these “source” documents will NOT be deleted.

b. However, when you select MOVE, the files in the file system folder will be
removed after they have been imported to Primafact. This is to help users with
workflow, the assumption being that PDF and Image files represent scanned
documents which only exist for the purpose of being imported into Primafact, and
once imported they are no longer needed.

If you wish to import native documents into Primafact without removing them from the file
system, make sure that Copy Documents to Primafact (and keep originals) is selected.

©2022-2024 Sandcat Software Inc. Working With Primafact6 41



Importing Email (Outlook Integration)
You can import email and/or supported attachments from Outlook to Primafact by Dragging and
Dropping.

The Primafact Plug-In is needed to access the Outlook Integration features, including how to
easily control how Outlook email and attachments are imported. (You can select what content
to import, and whether email and attachments are imported independently, or merged together
as a single email.)

r ® Include Message and Attachments |~

|__L| Send As One Document -
Send

[ .
= Assign |Me -

Email Autonaming
Emails imported to Primafact are autonamed, according to a pre-determined format.
Attachments imported independently retain the filename of the original attachment.

Supported Attachments
Primafact will import some attachments directly to Primafact. Supported attachments are:

e Word documents

e PDFs

e WordPerfect Documents

e Attached Emails (but not their attachments)

Unsupported Attachments

Certain attachments will not be imported to Primafact. You can bring them in by other
methods, such as saving to the network and linking (e.g. video files or Excel document), saving
as a PDF and importing (e.g. Excel document that you want to crystallize), or Printing to
Primafact.

Unsupported attachments include:

e Excel documents
e Audio/video files such as MP4s
e Attachments to attached emails (open the attachment and import independently)

Send to Primafact from Outlook

This import option allows you to send your email (with or without attachments) directly to
someone’s Inbox. It is a great option when you are delegating your document intake to an
assistant.
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Send to Primafact using the right-click menu in Outlook :
1. Right-click on the desired email(s) in Outlook.

2. Select Send to Primafact from the pop-up menu, then choose the recipient.

[® copy

G Quick Print

Reply

Reply All

Forward

Mark as Unread
Categorize »

Follow Up »

@ #7aE K L & J

Find Related »

Send to Primafact » Me

Sam Smart

More...

3. The email will arrive in the recipient’s Inbox.

Drag and Drop from Outlook
You can also import an email by dragging it directly from Outlook into any Primafact binder
(Binder View recommended).

Print to Primafact

Print to Primafact saves you from printing and scanning materials that need to be in Primafact.
Print to Primafact uses a special print driver that creates a file that you can save in Primafact.

Typically this feature is used with non-TWAIN scanners cannot scan directly to Primafact —
selecting the scan to Print option, to direct your document to Primafact.

Documents can be printed directly into Primafact from any Windows application that supports
printing (e.g. — Word, WordPerfect, Outlook, or any page on your web browser).
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1. From your document (or email, browser window, scanner application etc.:

2. Choose Print within Microsoft Word as shown here:

On the On the Print Dialog,
choose Primafact from the
list of Printers, and in this
case, leave all other printing
options at their default.

Click OK.

IE‘ A LA Documentl [Compatibility Mode] -
Home Insert Page Layout References Mailings Review View Adt¢
| save .
: Print
[ save As f*;
B Copies: 1 =
.| Save as Adobe PDF )
Print
5 Open
[ Close Printer
Primafact
Info -~ f . January 05,
Recent Printer Properties Jane Smith
Twenty-Fou
2 15 Ozk Ave
New Settlngs Suite 208
e Toronto, OM
Print All Pages - M2N 2N2
Y Print the entire document
Pages: Cancellatio
Save & Send :
°| Print One Sided
i Dear MsSm
Help 4 Only print on one side of the ...
Collated | would ask1
== Collate Hour Fit:
:] Options Ui_ll,z 123 123 ¥ SRR
; ‘ : ‘ Duetoanin
Exit A Paconm g et _ the duesto

3. Primafact will open a window allowing you to choose a destination within Primafact where

the document will be saved as shown on the image below - select the destination folder, and

click OK:

' Print to Primafact

Enter part or all of the folder path :

Find Previous Clear

20 1-5TRATUS, Claude (22-01234)

) ACTIATY

m-E]] Administration
&--f]] Corespondence
- Th Correspondence

- f] E-Briet

-] Main Bincer

&-f]) Medical Brief

a-f ] Pleadings

-8 2G-DOE. James (Global Defaults)

Document Title :

------ = Unfiled -1-STRATUS, Claude (22-01234)

2024-JUL-12 | Letter to Counsel re Undertakings

Pause between documents : [V

1 decument(s) ready: 1 pages in first document.

Cancel

o]

If your document is not already named, you can apply a name using the “Document Title” area

shown above.
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4. Click OK to save the document in Primafact. Click on “Open last Batch of Documents” if you
want to see the documents in Primafact.

Importing a Primafact CD (Primafact Publish Import)
You can import Primafact CDs from other firms into your firm’s Primafact and maintain the
complete structure as seen on the disc:

1. Set upan IMPORTS folder if one has not already been created. You will be importing your
documents to this Folder (or another non-Case folder), then moving them to your desired
Primafact Case location.

2. Insert the CD/DVD you received from another law firm using Primafact. If you received
the file as a link, you will need to unzip the file to import.

3. From the main Primafact menu, select Tools > Import Published Documents

4. Select the desired folder. (If you wish to preview contents, click a folder on the left to
view its documents on the right. Note that for binders, you have to click each individual
tab and section - the

FZ Import Published Primafact Dats - a
contents of tabs and Inpon o st ot o [ P e Fmtoc Dot 52

Show published data at the following location : ‘J S pecific Folder

sections are not shown

ULl L] x

Select folder contairing the published data: ‘\\ZZ-DT 234 - STRATUS, Claude

when the binder icon is [emwmerormmermm— published. Click on any foder (@ se= s contents and select speciie documents for imperting
highlighted).

hedical Brief Documents

Document Tile

5. Highlight a folder to see its
content.  Although they
will be imported, linked
documents are not shown,
only scanned and imported
documents are shown.

6. Click the Destination
Folder button at bottom

Irport Close

Destination : IMPORTS

left to select the Primafact
folder where the documents should be copied.

7. Make sure any folders you want to import are checked. When you check a folder, all the
subfolders are automatically checked as well.

8. Click Import to start the process.

9. When complete, a message is displayed indicating the import was successful.
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Naming New Documents

Documents in Primafact should be named in a way that makes content clear to a user, and reflects
naming that would be appropriate in a Productions Index. Document names in Primafact may
differ from the names of documents actually filed with the Courts. You are responsible for
ensuring that documents are named in accordance with the practice directions of the applicable
courts where applicable.

Documents brought into Primafact will retain the name that they were assigned at the time of
Scanning, or the name that they acquired in Windows (Word, Outlook emails, file names on CD
etc.) You can rename these documents at any time.

Scanning to Primafact — Auto Naming

Scanned documents are automatically numbered in the sequence that they have been scanned,
i.e. “New 00000012"”. It is helpful to have a document preview displayed as you rename it as
this allows you to review the document’s contents as you assign a new name. To rename:

1. Review the document in the preview pane. Locate the page with appropriate name/date
information, if necessary.

2. Right-click the document, and select Rename and type in the name of your document, or
rename in the Document Title area of the Preview tab.

Applying a Document Date
The document date should be included in the document title where possible (adding a date to
the Document Date Profile Field enables your document to be sorted and filtered by Date.

You may want to consider aligning the format with Court guidelines. For Primafact to recognize
a document date from your document title, ensure that your date format matches Primafact’s
recognized date formats below.

If you include a document date using a recognized date format in your document name,
Primafact will automatically populate the Document Date field with the date specified in the
document name.

Recognized Primafact date formats

Primafact will recognize date formats included in a document title in addition to the examples
above. Details on how Primafact’s date triggers work and accepted date formats are listed
below.

We recommend adopting team-standardized date formatting for document titles.

©2022-2024 Sandcat Software Inc. Working With Primafact 6 46



Except where the document date appears at the beginning of the document title (where
document date is automatically recognized), the document date must be preceded by one of
the following to trigger date recognition:

v dated

from

on

to

hyphen preceded and followed by a space ("[name] - [date]")
The year must be indicated by 4 digits.

NSRRI

*

What if more than one date appears in a document name?

If more than one date keywords is included in a document title and followed by a date, the first
date following a recognized date trigger is taken.

e.g Hospital Records from St. Michael's from January 1, 2019 to May 30, 2021

...the document date is January 1, 2019

Example 2
Hospital Records from St. Michael's January 1, 2019 to May 30, 2021

...the document date is May 30, 2021

Example 3
January 1 2019 Hospital Records from St. Michael's January 1, 2019 to May 30, 2021

...the document date is May 30, 2021

Valid Date Formatting Options:
01-JUN-2021

June 1, 2021

JUN 1, 2021

1Jun 2021

Tuesday, June 1, 2021
Tuesday June 1 2021
2021 Jun1l

06/01/2021*
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06.01.2021*
06-01-2021*
2021 06 01*
2021.06.01
2021-06-01

Digits may be separated by any of the following characters: /\-,()?? | {}[]~. space

* [note in some cases your System may override date formats so that dates above are interpreted as January 6,
2021. Test to confirm date defaults on your system.]

Document Copy & Duplication

At times you will want multiple copies of the same document in Primafact. Copy allows you to

position the same document, inclusive of coding, in multiple Primafact locations, for ease of

access. Duplicate creates a stand-alone clone of your document, inclusive of most coding. Any
subsequent changes made to the original document do not impact the duplicate. Any

subsequent changes made to the duplicate do not impact the original.

You can also copy or duplicate entire Tabs, Sections and Binders.

Duplication

A few things to keep in mind when duplicating documents:

v

v
v
v

When duplicating a document to the same case, Bates IDs are retained

When duplicating a document outside the case, Bates IDs are removed

Document Discussions are not included

When duplicating a Case folder, all information, including Bates IDs, is duplicated.

To duplicate a document:

1.

2.

Right-click on the selected document.

Select Duplicate.

Select the target folder, binder or Case.

Right-click and select Paste.
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Making a Copy of a Document

Essentially copying a document creates a “shortcut”, which allows you to access the same
Primafact document from multiple locations. For example, you may create a separate binder
with select materials for a motion, while keeping your principal document set intact.

You can only copy a document to other locations in the same Case, or to any non-Case folder,

such as an Inbox. You cannot copy a document to another Case.

Any changes you make to any “copy” impacts all “copies” in the database will be copied
separately into the binder.

Merging Documents

Merging brings multiple documents together into a single document.

Merging documents is useful where a document is too large to be fed through the scanner at one
time, or where a document is assembled incrementally over the lifetime of a file.

To Merge two documents into one:
In the BINDER VIEW!

1. Left-click on the document that will comprise the first pages of your merged document.
The resulting merged document will retain the name, location, profile field content and
discussions on this document ONLY. Name, location, profile information and discussions
on documents merged into this document will be lost.

2. Press and hold the CTRL key and select the next document that you wish to merge into
the first.

3. Right-click and select Merge

4. Your merged document will appear as the first-clicked document, along with any profile
field content and discussions associated with that document. Merged documents appear
after the last page of the first-clicked document.

NOTE: Primafact recommends limiting documents 1,500 pages. Longer documents can be split
into multiple volumes.

! Note document merge order differs when merging documents in a list, rather than in Binder view.
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Extracting Documents
Extracting allows you to:

e split a single document into multiple documents, OR

e duplicate selected pages of a document into a separate document
Extracting is useful when you batch scan multiple documents in at the same time, or when you
find that a very large document should be broken up into smaller pieces, individually named.

It can also be helpful to create freestanding documents, while keeping an original document
intact, such as preserving a complete set of Clinical Notes, along with a separately managed
Report that is also part of the Clinical Notes.

To extract pages from a document:

Open the document you want to Extract from. Choose Thumbnail view.
1. Right click and select “Extract Pages” from the context menu.
2. The extract dialog will open.

3. Rename the document as desired. If you do not rename, the new document will be
named “xx pages extracted from Document Title” (unless you named it in above option).

4. Choose a destination for the extracted document page(s). (If no destination is selected
the extracted document page(s) will be placed in the same directory as the source
document.

5. Select Move or Copy:

a. Select “Move” to remove selected pages from the original into a new document.
The original will no longer include these pages. This is a “CUT”".

b. Select “Copy” to place copies of the pages in a new document. The original
document will remain intact. Note the Copy will not include annotations, but will
include redactions from the original document.
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Document Intake and File Assembly
Scan Settings

When scanning documents into Primafact, we recommend the following settings:

e Black and White

e 300 PPI (this is the minimum setting, do not scan at 200ppi or lower)

e To keep file sizes as small as possible, color should only be used for documents that need
to be in Primafact in color — i.e. photographs

| Want To... Doc Input What it Does How to Do It Who Uses It? When To Use
Type Type
Scan paper Paper Direct  Scans document Select New >Scan Typically used  Requires a TWAIN
documents Scan directly into and document by firms with Scanner.
directly to Primafact (no destination. Centralized
Primafact interim . Scanning
placement into Requires workflow
(Dedicated Windows or Connection to a
Scanner) TWAIN Scanner. Performed by
Outlook) :
Scanning Clerk
Bring Paper Paper Scan Moves/copies 1. Scan your Firms without ~ When using a networked
documents + scanned document to a TWAIN scanner.
into Primafact Import  documents into your email orto  scanner
using a Primafact a Shared Folder R g
networked on the Network :
: Staff with
scanner (Windows .
Folder). filing
responsibility
(Legal
2. ;:rif)skrlcer::r\:\:f Assistant, Law
or CIer.k, or
Drag and Drop dedlcallted
) Scanning
from Windows, Clerk.)
Outlook, select
applications.
Bring PDFs or Electro Import Converts filesin 1. Use the New > Users with For these file types:
other scanned nic .PDF, .TIF, .JPG Import menu existing PDF or PDE TIE
documents Docum & .BMP to or other .JPG .BMP
into Primafact ents Primafact 2. Dragand Drop supported file ’ ’
(PDFs & documents from Windows,  types
photos) Outlook, select
applications.
Bring an email Emails Drag  Converts Drag & Drop from Creators of For internally-created
or Word Word & documentsinto  Windows new “final” documents, or
Docs Drop documents — Outlook emails.
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document
into Primafact

Link regularly
updated
documents
(e.g. running
memo,
Undertakings
Chart) to
Primafact

AV
files,
Docum
ents
you
want to
editin
Word,
Excel

or
Print
to
Prima
fact

Linke

Docu
ment
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static Primafact
documents

Creates
shortcuts from
Primafact to
documents
stored on your
network

Text in linked
files can be
searched in
Primafact

Documents
remain editable
(subject to
security settings
& permissions)

OR

Using File > Print
from any printable
application (e.g.
Outlook, Word,
Web Browsers)

1. Use the New >
Import menu
or
2. Dragand Drop
from Windows,
Outlook, select
applications.

*Note: File must be
located in a shared
server location. File
name & location do
not automatically
update if
renamed/moved on
server.

eliminates
need to print
and scan

Users who
wish to access
diverse file
types from
within
Primafact

(Can be used for any
document file-type.)

1. For audio video file
types - e.g. emergency
call recordings, videos

2. For routinely accessed
editable documents
(e.g. Undertakings
Charts, Running File
Memos)
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Understanding Case Templates

A template is the foundation of your files, providing the “skeleton” Case onto which your new
client files will be built. Each Case includes one or more binders organized with tabs & sections
to sort documents by type. Templates can also include Case-specific coding, including Annotation
Color Labels, Annotation Issues, Team Flag Labels and List Views.

A, P Similar to precedents found in a law
) Lo e firm, Templates allow files to be
I 4 Loss of Income . .
A. 4 Income Tax Records quickly assembled to a consistent
[m] 1. 2019 Notice of Assessment - 2019 Tax Year (2 Years Pre-MVA)
m 2. 2020 Notice of Assessment - 2020 Tax Year (1 Year Pre-MVA) Standard' The new Case can be
o 3. 2021 Notice of Assessment - 2021 Tax Year (Pre & Post MVA) amended with additional Binders,
B. 4 Post-Accident Return to Work Income .
1. STGNWORX INC PAYSTUB January 2022 tabs and sections as needed to
i B S e reflect the unique needs of the file.
C. 4 Economic Loss Expert Reports
(m} 1. 2023-MAY-24 Report from Fine Financial Management . . . .
O 2. 2023-MAR-10 Report from Greenmore Valuations Inc. EaCh blnder WI” be OrgaanEd Wlth
I 4 Medical Brief tabs (shown in red text in the image
A. Ambulance & Hospital Records . . e
B. 4 Decoded OHIP Treatment Summary to the left) and sections (identified
1. Decoded OHIP S Mar 2018-Sept 2022 . . .
e sl i i with green text in the image to the
C. 4 Clinical Records
4 Family Doctor left). Tab and section colors are
SeOm 1. 2 Clinical Notes and Records of Dr Steiner 2018-2023

customizable at the user level.
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Creating a New Case in Primafact

1. Inthe Explorer view, right-click where you would like to create the folder and select New
and then select Case.

—

4 Find Folder

= Scanner inbox

i Case Templates

= Inboxes | Mew 3 | ] Folder

: S| = EMail. Ciem [ Case

_| IMPORT 5! Route Ctrl+R ﬂ Binder

_| RESOL E Save As... Ctrl+5 @ Scan..

= T | mport.
mi Copy Ctrl+C é] Link..
% Duplicate

Paste Ctrl+V
Rename F2

ale
= Cellapse
Collapse All

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

' Create Mew Case .

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 :

|lE? ter new case name here...

Copy from the following Case Template :
|5 elect 3 template... ﬂ X
¥ Case Templates Onhy

Show Maore... 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.
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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.

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 date of loss is displayed on all Case Binders and

Case Views, for convenient reference.
To add the Date of Loss to your Case:

5. Navigate to any Binder in your Case

6. Select Summary on the blue case navigation ribbon.

W primafact = =) X
File Edt Search Tools Help
Hopen [ftiew = 5 - | &0 (P 08 D F - Tomgwosowser X G &) @ B} | X oo Proex | View - &) Sort « Productons + | % Gl -
Ml Explorer
-
% - n | Annctatons ks | formaton
g B - ot soocn e — - A m-E-a-E B ® T @ vy |Pevew Pofie | Oscmse otstons | Hghights | Lnks | informator
9 = Z Cinical Notes and Recards of Or Stener 2018-2023
Z|1 4lnvestigation N o Votes 303 Rocordsof O Steres
O 1. 2021 APR 20 - MVA Report
Pl 4 Loss of Inccme &-E¥ PP seameugs ~
A income Tax Records Case 1 - STRATUS, Claude (22-01234) 0OL - 2021-04-20 a -
§ o 1. 20!9lml\ceofAssessmém~2|7|9‘raxvear (2 Years Fre-MVA) a
= I 2. 2020 Notice of Assessment - 2020 Tax Year (1 Year Pre-MVA) ﬂ
O 3. 2021 Notice of Assessment - 2021 Tax Year (Pre & Post MVA) I
8. 4 Post-Accident Return to Work Inc OFFICE VISITS ——
1. STENWORX INC PAvstusmury 2022 R —— — -
2. STGNWORX INC PAYSTUBS APRIL 2022 oo v 00 o T 5555 -sa%s]
ocummon OaTe oF T
C. 4 Economic Loss Expert Reports = : =
OGO
o 1. 2023-MAY-24 Report from Fine Financial Management a e s 1
[=} 2. 2023-MAR-10 Report from Greenmore Valuations Inc. =1 ANGS, ==
oo

> sy
1. Decoded OHIP Summary Mar 2018-Sept 2022

ical Notes and Records of Dr Steiner 2018-2023

o 1. 2019-JUL-06 Clinical Notes of Dr. Shelly Barr, Wellness WIC Visit Re Lumbar Strain - UT § ==
o 2. 2020-FE8-12 Clinical Notes of Or. Wendy Waller, Wellness WIC Vist re Bruised Cocoyx - UT 6 =]
4 Rehabilitation
1. 2022-AUG-15 Summary notes from RX Rehab
o e o

Binde  Summary Documents Annululmm

7. The Summary Screen will open.

8. Click the Edit button to add the Date of Loss.
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10. 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-related filters.

MITH, James - (21-0001) [DOL : 2021-12-04 ]

=
a
2.
>

5]
]
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Updating Existing Cases

Converting a Regular folder to a Case
If you are creating a Case from an existing folder, you can convert the folder to a Case.

1. Right-click on a folder and select Convert to Case.

2. The icon for the folder will switch from manila-coloured to black
to signify the change to a Case.

NOTE: Cases cannot be nested within other Cases.

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.

Apply Settings from a Template to an Existing Case

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

2. Click the Geary on the far-right of your blue Case Navigation Ribbon.

O

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

5. Choose the template you wish to copy.

Copy from the following Case Template :
|L*‘1' elect 3 templte... ﬂ

6. Click the Chevron beside any areas you wish to copy.
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7. 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.)

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

9. To select specific areas to update, expand the Other Setup menu item using the blue
chevron to expand.
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Document-level Coding

Team Flags

Primafact 6 Team Flags allow you to tag documents with a labelled flag to easily identify and

filter documents. Team Flag labels are set by the team. Team Flag Labels can be set up globally
or by Case. (Applying Case label settings overrides the Global settings for that Case.)

Thirteen (13) Team Flag colors are available in Primafact 6. There is no limit to the number of

Team Flags that can be applied to a document.

Applying Team Flags
Apply to a single document
To apply a Team Flag to a document:

1. Click the Team Flags dropdown button on the document Preview or Profile Tabs.

Discussion

[ Profile

Stamps | Text

Annotations

Thumbnails

Links

Information

Highlights

Browse

2021 NOV 24 - Occupational Therapy Assessment by

=
< Team Flags ~ _-’

5% | Melanie Gold

&~

Show fields from category :

[1-DEMO

Document Date

Date Received :

Tab#:

CaseLines Doc Type :
Undertaking Sent Date

Service Status :

Subject :

2. Click the desired Team Flag to apply. Repeat as needed.

Apply Team Flag to Multiple Documents at One Time
1. Select your desired documents in the Binder or List View

2021 Nov 24

KEY ADVERSE DOCUMENT
Liability

Inbound

Outbound

Internal

Contains Report

Offer

Lavender

Add to Brief

R R R R R RE N

Undertaking

Hold

2. Right-Click to display the pop-up menu:

3. Select Team

Flags

4. Select desired flag. Repeat as needed.
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11 Decoded OHIP Treatment Summary

IIl 4 Clinical Records Ed Qpen
A. 4 Family Doctor New d
om 1. NIMBUS Clinical Notes and Records of Dr. Healy Print »
B. 4 Wellness Walk-In Clinic & Add Comment.. Ctri+A
=2 EMail... Ctrl+M
[ 2. 2019 JUL 06 WELLNESS WALK-IN CLINIC - back straif lﬁ’ Route Ctrl+R
C. 4 Rehabilitation ¥ SaveAs. Cties | I™ KEY ADVERSE DOCUMENT
1. 2022 AUG 15 Summary notes from RX Rehab ¥ Cut Culox | Liability
2. 2022 SEPT 16 Summary notes from RX Rehab iy Copy ctiec  |P Inbound
B 3. 2023JANO- Notes from Rx Rehab &) Duplicate B Outbound
CE 4. 2023-DEC-18 Notes from Rx Rehab - Re RTW Plans | Paste cev | ™ '"’e'"_"
D. Misc Pre-MVA ¥ Delete i Cortaies Report
v 4 Imaging ale Rename F2 ; E):\f/:mgy
A. 4 Pre-Accident W -
1. 2018 MAR 20 - Pre-MVA Cranial Clinic CT Scan Head -ﬁ Merge F Addto M
2. 2018 APR 3 - Pre-MVA Cranial Clinic Report & Mark Unread i Vreietaking
3. 2019 JUL 4 - Pre-MVA Lower Back CT Scan Report Productions » : .
V 4 Plaintiff Medical Reports View » B Hold
[m 1. 2021 NOV 24 - Occupati Therapy A by Mel Sort »
[ 2. 16 AUG 2023 - Adult ADHD Assessment Report of Olivia (/& Index...
@ 3. 2022 MAR 29 Orthopaedic Consultation Report dated ", Collapse All

Removing Team Flags

Follow the same steps outlined in Applying Team Flags, above. Repeat as needed.

Filtering by Team Flag

You can filter by Team Flag in the Binder and List Views. Team Flag filtering is not available on

the Search Tab.

1. Click the Team Flag dropdown and select your desired flag filter.

ll
= KEY ADVERSE DOCUMENT
B Liability
B Inbound
B Outbound
F Internal

= Offer

F' Lavender
= Add to Brief
F‘ Undertaking
=

=,

= Hold

Show Multiple ltems...
Clear Filter

Filtering by Multiple Flags
To filter by more than one flag:

1. Click the Team Flag dropdown and select your desired flag filter.
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M8 Ky ADVERSE DOCUMENT

B Liability

= Inbound

P Qutbound

= Internal

F Contains Report

B Offer

B Lavender

P Add to Brief

F‘ Undertaking

=,

-
P Hold

Show Multiple ltems...

Clear Filter

2. The Select Team Flags window will appear:

' Select Team Flags x ‘

™ KEv ADVERSE DOCUMENT
O B mnbound

O P outbound

D P Internal

D F Contains Report

o
=
1]
=

Lavender
Add to Brief
Undertaking

ooooooono
B B i

I.
=]
(=

Select all | Clear Al ‘ oK | Cancel ‘

3. Check the desired Flags.

NOTE: The Team Flags Filter is an <OR> search among Team Flag Values. In the above
example, this means that the filter will identify any document with either the Liability Flag
or KEY ADVERSE DOCUMENT FLAG (or both).

Profile Fields

Adding information to Profile fields makes it easier to record and retrieve document-level
information as your case progresses. You can use profile field data to filter documents.
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See Profile Fields for details on customizing and managing Profile Fields.

Batch Profile Updates

Batch Updates allows you to update Profile fields on multiple documents at one time using the
the Documents List and Folder List views.

i
4

| uici Fier... x | H

V-im~[bG~

:~j L]
1

Complete a Batch Profile Update
You have the option of batch updating profile fields of selected documents or all documents on
the filtered document list at one time.

1. To Complete a Batch Update, select the desired documents on your list, using the
control (CTRL) key and your left-click button on your mouse. (If you plan to update
all documents on the list, skip this step.)

2. Select the drop-down arrow beside the Multiple Updates icon. lr—ll@

3. Select the desired scope (update selected documents or all documents).

4. Apply your desired values within the applicable profile field(s) — you may update
several fields without leaving this window.

I Batch Update Profile Fields o a2 =)
Show profils fields from the Following Frofile Group : =
[an Fietds |

Code :
Copied Ta !
Dakte Received : ~|
DocType : ﬂ
Dacument Date : ﬂ
Examination Legend :
Folder :
Fram: || Clint]
" Update Al  Append
& Updateif Blank " Clear " Donotupdate
Importance | - -
oK Cancel | Apphy |

5. Click the applicable update button (Update All, Update if Blank, Append, Clear, or

Do not update).

6. Select the Apply button to apply your changes.
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7. Continue updating fields as desired.
8. When you have finished your updates press OK.
9. Your updated profile fields will be applied to the selected documents.

NOTE: You may use Batch Profile Updates to replace entire profile field content, or to
append information to existing content.

YOU CANNOT “UNDO” A BATCH UPDATE — you would need to revise fields individually
or by completing additional Batch Update operations.

Undo

The “undo” feature allows you to undo the following four types of operations:

e Folder and Document Deletions (depends on security settings)
e Folder and Document Cut and Paste’s

e Folder and Document Copy and Paste’s

e Reordering of Documents in a Binder

You cannot undo anything else in Primafact.
Primafact will remember Copies, Moves, Reorders and Deletes for up to 60 days.

Primafact only shows you the operations which you performed - you cannot undo operations
performed by other users.

1. To access the Undo dialog, select

Edit > Undo from the main menu — [ [= [me |

. . . x Delete 1link Zhours, 29 minutes ago  2009-03-05 20:35 i
Whlle n the Explorer view. You can % Move 1 folder 4hours, 26 minutes ago  2009-03-05 18:38 E
also press Ctrl+Z. @Cow 3 documents 4hours, 30 minutes ago 2008-03-05 18:34

: Copy of PreTrial Binder

The window lists all the actions x Move Deleted from : Cliemts\Dos, John (Product Lisbilicyl |o

to * Trash

which can be undone. As you hover %““ Time 20090308 1203
. Copy i
the mouse over each one, details of —
. (ol W , Moves, W canno
the operation are shown. R
Show etas ol |

v |
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2. To “Undo” an operation, highlight it
and click the Undo. You will be
prompted to continue. Click Yes to
proceed. Only one operation can be
undone at a time.

In this example, "Copy of PreTrial
Binder" folder was deleted from
"Doe, John Product Liability)" 4%
hours ago. By undoing the deletion,
the folder is moved from the trash
to "Doe, John Product Liability)".

3. If you want more details shown for
each operation, click the Show
Details button at the bottom left of
the dialog. A list of folders and
documents which were copied,
moved, re-ordered or deleted is
shown.

Some operations cannot be
undone. For example, if a deleted
document has been purged from

0014 Certificate For Business Transact dated December 23, 1993.pdf

the Trash, it cannot be restored. 0015 Certcate Authentcation of LM in Delsware dated October 1, 159

Illg Document 0016 ILM Certificate Of Incorporation dated October 18, 1993.pdf

Also, depending on Security
settings, most users may not be
able to Undo a Delete. This is
because of recommended Security
settings of Read Only on the Trash,
except for one or two uses that will
maintain the Trash.
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Team Document Sharing and Inbox Review

Emailing and Routing Primafact Documents via
Outlook

You can share Primafact documents quickly and easily as e-mail attachments. E-mailing sends a
copy of the document as a PDF file, although you also have the option of sending documents in
TIFF format (which may be preferred for nuanced photos, for example).

EMail a document
(also see: “E-mailing and Routing Multiple Documents” below):

1. Open a document, right-click on the page and select Mail > Email Document, or use the
toolbar button to do the same.

2. A window will display. You can change the File Name — PDF format and All pages of the
document will be included by default.

3. Thereisatab atthe top for PDF options. Click on this tab for more options. You can specify
whether you want annotations included, or if it is a colour document, you can adjust
compression size to make the file size smaller for emailing (Note: to ensure photos sent
as PDFs are sufficiently detailed, set the compression to no less than 40%. Alternatively
you can send photos in TIFF Format.)

4. Click OK. Your usual e-mail window will appear with the document attached.

5. Enter the recipient’s address and send your message as usual. When the recipient opens
the attachment, the document will open up in their PDF viewer. (Documents sent as TIFFs
will open in the recipient’s default image viewer application.)

Note: Documents from Primafact can be dragged and dropped into an email you are currently
creating in Outlook.

Document Routing

If the recipient is a member of your firm with access to Primafact, you should route the document
instead of emailing it. (You can use e-mail if a staff member is offsite with no access to your
network.)
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Routing sends a shortcut to the networked document via an e-mail attachment, bringing you
directly to the document (or specific page reference) in Primafact, keeping you connected to the
system. (Alternatively you can send the document using Primafact’s Messaging tool).

To ROUTE a document

1. Open a document, right-click on the page and select Mail > Route Document Reference,
or use the toolbar button to do the same.

2. Your usual e-mail window will appear with an attachment featuring the Primafact icon.

3. Enter the recipient’s address and a message. Click Send.

When the recipient opens the attachment, the document will open up in Primafact.

E-mailing and Routing Multiple Documents

Multiple documents can be e-mailed and routed from the Primafact Binder view:

1. Highlight the documents you wish to send. Right click and select Email or Route. (You can
also click the e-mail or route icons in the toolbar. Or you can press CTRL+M to email or
CTRL+R to export.)

2. If you are routing, the e-mail window will appear with separate attachments for each
document you highlighted.

3. If you are e-mailing, you will see the Emailing a Document from Primafact dialog. You
choose between sending Multiple PDF Documents or Single PDF Document from the
Format dropdown. If you select Single PDF Document, all the documents you highlighted
will be merged into one large document, with bookmarks automatically inserted on the
first page of each document. The recipient will be able to navigate each document using
the Bookmarks pane in Adobe Acrobat Reader. If you select Multiple PDF Documents, a
separate PDF will be created for each of the highlighted documents.

4. Click OK on the dialog. Your usual e-mail window should appear with either one PDF
attached or with multiple PDF documents attached, depending on your Format selection
from step 3.
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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:

a po e

plimiviivisimini

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.
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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)

hEivivisimioi

]

Note: If your shortcuts toolbar is hidden or disabled, your inbox notifications appear at the

bottom-left corner of Primafact.

LI
B

| g 61 documents in inbox, S unread. |

N Sam smar )

_1 Follow-Ups (1)
_1 Hold far Filing

ldenfifying Inbbox Folders with New Items
Individual new folders with new items will also display a bolded
title along with the number of 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.
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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.

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 some built-in filters to make it easier to manage your Inbox content. You can
add views as needed. See Customizing List Views for details on creating and managing List
Views in Primafact.

m Our Creating Saved List Views video tutorial walks you through the basics of creating

your own list views.
WATCH
VIDEO
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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:

sash lewe

= Tt T O T YR X RS A PO - [~ - PRu—"

I ® v e 1] v e | s g ot

Fommw i [l ke m o vl -

T-a-uafas)

[ [reres [ ereaes
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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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Adding Documents to your Inbbox

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 [ i

See Sending Documents to Other Users’ Inboxes below for guidance on sending documents to
other users’ Inboxes.

Adjusting Your Inbox Settings: Setting Up Your Inbox

Note: For instructions on refining your Inbox 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 Inbox Tab Bar:

s
&

1. Click on the gear icon 1.9..: at the far right of the blue Tab bar:

j._l--\.l '.--_\.

2. The Tab Bar Options window will open.

e
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Tab Bar Options X

Sort by Case All Documen ts
See Instructions For Filing

Unread
Red Flag Docs

AY

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.

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

o

1l
1

———ane - et apvtien o ¢ eensde

g SooRusunee

soee

2. Select Modify View.

3. The Modify Inbox Documents View window will open.
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4. Change Show Documents In: selection to “Selected folder and subfolders.”
X

Modify Inbox Decuments View

All Documents

Description : | List of all documents,

Show Documentsin : & Selected folder and subfolders.!
{" Selected folder only.

+

7

X

Group by : | j
Sortby : |Date and Time of Arrival j Descending : [+

| j Descending : v
| j Descending : v

Select Profile Fields. .. ‘ Format Row Appearance... ‘

Creator : System oK Cancel

5. Click OK to preserve your changes.

NOTE: Primafact’s Default “Show Documents” setting is to show documents in Selected
Folder Only.

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.

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.
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2. The Format Row Appearance window will open:

E-

All Docurnents

[Z] For Filing

E For Review

IE' Karirn's Review Cueue
E Red Flag Docs

E Unread

1 ]
= Format Row...

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

= Manage Views...

' Format Row Appearance - X
Field Name
Urgent Message

Key Document -~

For Review Text Size : IDefauIt

For Fiing ﬁ

Reviewers

Text Color : I

Doc Instructions . Default =

g::: and Time of Arrival * Maximum Lines : |1 j

Message Harizontal : Vertical :

Document Title Text Aligment : ILE& ;I IButtum

Document Team Flags

Number of Pages Text Attributes : Defalt

Inbox

Binder Show Header : IDefauIt

Doc Summary ~

Rintac Show icon = vl

b4 instead of text
Select Profile Fields... |

| | | | | Reviewers. | Instructions | Arrival | Case | | Message

Y 4 2021-03-...  Smith,... iI

-

< | i

Row Appearance : { Normal (defauty ¢ 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.

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

Formatting List Fields

7. You can change text attributes (color and size) for the selected field on the right hand

side of the Format Row Appearance window.

8. 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 : ﬁ.eFt j |Bnm:frr j
Text Attributes : [Defaut |

!"madmonfhe“ A El ]

9. Select your chosen icon using the dropdown.

;Zi;vaﬁr}text: I j
[ ] A
n Brown

B elack

n Green

n Furple

n Red

n Teal

1 Lime W

10. Click OK.

11. Add any filters, if desired.

Saved Views: 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.
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E Red Flag Docs

E Unread
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2. The Save View button will appear.

F save View — e
Document View

View Name :

Description : | |jst of all documents.

Visibility : {+ Personal ™ Public

Save New View | | 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.

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.
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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:
i sem _ :]

" E select Visible User Inboxes...

§ sssandensy

sers

2. The Select Inboxes window will open.

" 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).

[ & administrator
=] Jan Jung
B max Morley
(=] Robin Winger
=) samSmart
[C] 8 Taylor 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.

All Documents For Review

By Case Unread by Case

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

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.

m Watch our video tutorial on Document Intake and Review Workflows.

WATCH
VIDEO

Early Case Assignment - Assigning Documents to a Case before Filing
The Early Case Assignment tool lets you assign documents to a Case from the Inbox before
filing in a Case binder. 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.

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.
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B3 Vvivisne
§ sEasEEsEAn !

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

[Fartetsearentner ¥ v [E] ~ moriter @m vk M v [ v T -S| Ay |Feven Pok | Amotatons | vinks | piscussion | miomation |
Wedical Briet
1 O e e e s = ~
20221208 Report from Fine Financial Management ——
o | &-|[E TeamFlags ~
022-12.08 Letter from Fine Financial o
Case: [smith =] - s
2022-12-08 Medical Bricf e
SMITH, James 2.0 (PF6 DEMO)
yEE 7 sz SMITH, Jame... 20221129 Far review - Ecanomic Loss claim Employment File- EleCo Corporation - Jam @8 SMITH, Jimmy =
‘We requested everything without redactions. | @m SMITH, Simon
2z AARONSON,... 20221129 [&) will check Thanks! Duplicate ofEmployment File - EleCo Corpc|

4. Select the desired Case.

5. Click the Assign button to assign to the Case.

6. Once assigned, the Case field will turn Grey.

Case: IEMFH. James - 2.0 (PFS DEMO)

- -

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.)
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Case : |SMITH, James - 2.0 (PF6 DEMO

Show Document in Location :

Unfiled - SMITH, James - 2.0 (PF& 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.

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”

Clicking Copy will keep the document in its current location and deposit a copy (linked to the
same document) in the recipient’s inbox. Clicking Move will transfer the document to the
recipient’s Inbox.

Drop / Paste Documents >

Comment :

il c |

specify whether you want to mowve, copy ar duplicate the items you have dragged.

ke Copy Cancel

©2022-2024 Sandcat Software Inc. Working With Primafact6 80



Send a comment to multiple recipients at the same time:

1.

2.

Select your document & drag to a single user inbox

To add recipients, Type your Message in the new comment window at the bottom of the
discussion tab. Use the @ key on your keyboard or the blue @ button to select recipients
(as you type names, matches will appear. Click on the name on the menu to select.

Add comments if you wish.
You may also mark documents Urgent or For Review.

Clicking Copy will keep the document in its current location and deposit a copy (linked to
the same document) in the recipient’s inbox. Clicking Move will transfer the document
to the first recipient’s Inbox, and copies of the same document to other recipients’
Inboxes.

Sending A Message (Document Discussions)
Send a comment to multiple recipients at the same time:

1.

2.

3.

Select your document
Click on the Discussion tab

Type your Message in the new comment window at the bottom of the discussion tab.
Use the @ key on your keyboard or the blue @ button to select recipients (as you type
names, matches will appear. Click on the name on the menu to select.

Enter new comment here :

F‘age:|1_J_| 4
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4. Add comments.
5. Adjust the page if you wish to direct the recipients’ attention to a different page.
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.

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 | Profile l Di ion (12) - Highti Links | Information

Quick Filter x

Please flag all pre-accident headache references
2022-03-28 9:31 pm

@ Jade @

Headache reference has been annotated
2022-03-29 10:43 am

Q0 |

Jade has flagged the Pre-Accident Headache References for |
your review. Pls let me know if you need any more detailed

analysis |

2022-05-24 3:27 pm

Q- 00
Josh, please expedite. | have conference call booked on this file t]

Enter new comment here :

Page:[1_ﬂ ' 72 83 X >

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

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 and Profile 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 IEI] -
OFFICE VISITS B E ||
B #FT
MARE TAZE Sy T INSURANCE & ——
AODRESS PHONE (H] [ .Ml & ST-srre

e Initials in Gold (JZ in this image) indicate a document is marked “For Review” for that
user, but not marked done.

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.
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| Preview  Profie | Discussion (1) | Annotations | Hihights | Links | nformation

2019-JUL-06 Clinical Notes of Dr. Shelly Barr, Wellness WIC Visit Re Lumbar Strain - UT S

E h Eli B FF' Team Flags ~

) DOL : 2021-04-20 i ~

Wellness Walk-In Clinic
@ Anytown, MA
555-555-555
wellnesswic.org

Patient Name: STRATUS, CLAUDE D M) DOB: 12-MAR-1980

Your initials will appear in gold.

Marking a Document for another User’'s Review

When sending a document to another User, select the “For Review” button on the Drop/Paste
Documents window.

Drop / Paste Documents x

—
Carmment : ',
@w//
3
!

Specify whether you want to move. copy or duplicate the items you have dragged.

Move I Copy | Cancel I

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 to the right of the Inbox icon. Your
gold initials will turn green, and the document will no longer be marked “For Review.”
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Preview Profile Annotations Links Discussion (1) Information

Clinical notes and Records of Dr Light 2017-2022

@ - || [ea]| ¥ JZKJ Team Flags ~

Case : SMITH, James - 2.0 (PF6 DEMO} DOL : 2019-04-20 i~

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 ¥ to
the right of the Inbox icon. Your initials will be changed to gold, 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 - __. ] LK Team Flags =

‘aka Unmark for Revie
Case:SML DOL : 2019-04-20 [

e e

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.
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a Preview  Profie | Dscussion (1 ANNCtations  H s Links | Information
r-L-mé- &> L =

g Fll ot seerch fifer T EE~ 1hier x M =~ ~ Lo}
- c N R ds of
| S, ‘ |m | s l & inical Notes and Records of Dr. Stener 2018-2023
4/Mm 1-DEMO(IC) (4 lems] =
&g = FFEP teamrags +
Jz 1-DEMO(IC)  Clinical Notes of Dr Steiner 2018-2024 pls look for. r
Case : ZARATHUSTRA, Nebuls DOL : 2019-04-20 -
IC JZ KJ 1-DEMO(IC)  Cranial Clinic Report dated June 2023 Please set up follow-up evaluation before Dec e Er WEUEY —
Pran W) 191 M F e
cuPaion oaor v
IC JZ KJ 1-DEMO(IC)  Disk Hemiation L4 Spine - June 2023 Please follow up with Dr. Spinasa - can we get :mu=:_ — : —
R 0 TR B
| AUERGIES
JZ RC 1-DEMO(IC)  Offerto seftie from Alex Shore dated May 25, 2. (Bl Were do we stand on outsanding disbursemen e ---I___I
A ZARATHUSTRA, Nebula (1 fem) o Dec st | ol cn lﬁ_. l YT —]
| 1. S
|z ZARATHUST...  Clinical Notes and Records of Dr. Steiner 2018 Pis review. ey @ mnlae s puncl §
T
[ kel Wi wmeel
S P Ao A EPATR Y B
| fac Ao vp valmbmie 457 1%

_ T

et aad e bk
= had pad¥n,

= e i b st herhin]
4 stapamneT ¥
B [soore H AP 5 [0 Id oL |

ol I

5 documents of 52. Fitered on For Review”. (View «For Reviews)

See Marking a Document “For Review” for more details on this feature.
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Working with Annotations for Document
Review and Analysis

About Annotations

Annotations are designed to identify important document content, and to capture notes and
coding that make it easier to review your materials as the case progresses.

You may use annotations to:
v Highlight important parts of a page, just as you would use a highlighter on a paper page
v Highlight important parts of a page and add your analysis, or assign an Issue
v Summarize handwritten text that cannot be OCR’ed
v

Redact sensitive content (See Redactions)

Annotations incorporate coding tools, including Annotation Event Date, Favorability, as well as
Color labels and Issue labels that can be set up by your firm to enable standardized coding for
consistent review as a case progresses.

Annotations are designed to stay confidential to the firm, as solicitor’s work product. By default,
they are not emailed and they can never be included in a Published CD. However, you can choose
whether or not to include them when exporting to certain formats, including PDF and printing.

Creating an Annotation
1. ldentify an area you wish to annotate. (This can be done in an open document or from
the preview pane).

2. Holding the left mouse button down, drag the mouse down and right until the box
surrounds the area you wish to highlight. Release the left button when you have
highlighted the area. A dialog box will appear.

3. Type in your notes as desired (this text can be changed or added to later.) If you do not
enter any text, the annotated area will still be highlighted.

4. Select your annotation type (Analysis is the default).
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5. Add your Issue(s) as applicable.
6. Fill in any of the additional fields as desired.

7. Select the T button to insert any document text that appears beneath your annotation
area (this applies to OCR’d text only). | T

8. Click OK. Your annotation will appear in the annotation list shown in the Annotations tab.

Simple and Expanded Annotation Form

The Annotation form appears when you create a new annotation, or click on an existing
annotation (within the document area) to edit. This form allows you to record information for
future recall and analysis.

Primafact 6 Annotation Forms support uniform visual coding, along with dedicated fields to
support quick assembly of Chronologies, Discovery Outlines and other reports. The annotation
form can be expanded to capture more information. Clicking the Show More / Show Less
button at the bottom-right corner of the Annotation form will expand or limit the display.

Annotation Forms also offer automation options for more efficient coding.

.
Simple Form: Expanded Form
Document Markup - Page 17, Life Care Report from Diane Helpem dsted January 7, 2016 a x
P Document Markup - Page 17, Life Care Report from Diane Helpern dated January 7, 2016 - o x F PP Fert fpem 221 R
. e Tenpiates... = | By ~ AR08 E
Seroton rempizes... + | [Bicon Y1
[T o Aeacrereats =T = O Ao Eeoses| 2]
[T Post-Accident Health = =] .. &% §¥  Hghlmportance  EventDate: - | P —— e
Aotz Nses I Bl
i
T|e
Tye e 15|
@ [——
2
THE -]
Life Care Report from Diane Helpern dated January 7, 2016 2016-Jan-07 st Excart
K Delete this Annotation b StartRepeating ~
@ Amotaton  Redacton  Task
Aoy -+ T
S Shuw IVIOIFE e Corerienon Fombne Heper dased sy 7, 2016
X Delte o Arvctation St Repastog ~ [P
& Anmotaton { Redacton ( Task oK Carcel
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Fields on Annotation Form:
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.

o | o

o~ ot Tk

Event Date & Time

The Event Date field is 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.

EventDate: [20242u115 |

L

forne—

o | we

Why use this field? Completing the Event Date (and optionally, the

time) on an annotation form enables swift assembly of Case Chronologies.

Issue Coding

Using Issues allows you to add nuance to your Annotations for — ]
more granular filtering and reporting. You can apply multiple =

issues to a single annotation, making it easy to cross-reference
annotations, or use for multiple reports. For example, you —— |
could create Issues for multiple witnesses, to pull together —
examination preparation lists for each witness — even where a
production is applicable to more than one witness. This lets you create a simple annotation for
everyone.

o

o |

Embedding Annotation Issues in Case Templates to more efficiently leverage document
standards across Caseloads.

Why use this field? lssue 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- e
down X2) make coding for adversarial value efficient and ===
highly-recognizable. You can filter annotations by adversarial l:ﬁ E.
value to quickly assemble materials marked as notably helpful

or adverse to your case. S T — — B

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.

Fields Found on Expanded Form:

Clicking the “Show More” button at the bottom right of the
simple Annotation Form expands the form to reveal additional
fields.

“* Show More
Text Excerpt ——
The Text Excerpt Field, found on the Expanded e ——_ 0 o [,
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 e

T [ = =

by clicking the T button below the bottom right- | =<~ | S .
corner of the Text Excerpt field.
Why use this field? Designed for building reports, “ Lm;wﬁ |

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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Annotation Author

This field records the team member who has
created the Annotation. '

Annotation Date

This field records the date the Annotation was
created. (This is distinct from the Annotation
Event Date, which tracks the event date of the
subject litigation).

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

Report Author
Tracks the originator of the document content. For example, the doctor who writes a medical
opinion.

Page Image
This area shows the annotated page in Primafact, and you can scroll to view convenient
annotation context.

Redactions

Redactions block out sensitive document content that you do not wish to share with outside
parties.

In Primafact, redacted text is visible through a dark grey transparent box. You can choose to
output redactions in black or white by selecting the appropriate option when printing, e-mailing,
exporting and publishing documents. Redactions are automatically applied to documents
exported from Primafact using the PDF export and Primafact Publish tools.

Creating Redactions

1. Create redactions as you would an annotation - identify an area in the document page
you wish to redact. Place your mouse in the top left corner of the area to redact. Holding
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the mouse button down, drag the mouse down and right until the box surrounds the area
you wish to redact and then release the left button when you have highlighted the area.

2. The Annotation form will open. Select the Redaction button at the bottom of the form.

("~ Annotation @+ Redaction

You will notice the form header change in color to dark grey.

3. Press the "OK" button to preserve your redaction.

Annotatfion Efficiencies

Annotation 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. Coding is copied, except for Annotation Issues and Annotation Text
fields.

1. Open the annotation you wish to copy.

2. Click the Copy button.

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

Annotation Templates... + | [[EcCopy +

[[] pre-Acdde | [pepression, Diac »| | &3 T High Importance EventDate : 2018 Jan 23 +| Event Time :

Annarstion Notes :

Good physical & psychological health pre-MvA | ?

TEOC
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
& Amctason " Redcton © Tak Conce

3. Click OK to close annotation.

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

W7 Document Markup - Page 17, Life Care Report from Diane Helpern dated January 7, 2016 -~ X
Annotation Templates... ~ | [Econy ~ @ N|
[T Hghiant =l .. £ Y Hohimporance  EventDate: N
Anvorton tote \

TBG

Life Care Report from Diane Helpern dated January 7, 2016 2016-1an-07

) StartRepeating v X Clear Valuss | v Show Mare

@ Annotation (* Redaction € Task Cancel

6. All copyable fields will populate the current annotation.

7. Click OK to save and close.

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.
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Annotation Temglates... v | [BCopy ~ DoaE

[ ety | [ centso. =] .. |gh &Y  Hehimportance  EventDate: [w02zDecz v

Annoraton Notes.

Patential for contributory liability with this action.

TBO

Incident report dated December 2 2022

| Start Repeating | +

X Delete this Annotation

P startRepeating v

@ Anmotation (' Redacton ( 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

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

ii. Annotations will continue to open with selected fields repeated until
Repeat is stopped.

b. Repeat without opening Annotation Dialog
i. Click Start Repeating dropdown
ii. Click Start Repeating without Annotation Dialog

|+ Start Repeating | «

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

Select Fields to Repeat...

jii. Create a new annotation. Annotation will be created with selected fields
populated without form opening

©2022-2024 Sandcat Software Inc. Working With Primafact6 94



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

V.

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.
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Deleting Annotations

You can delete annotations you no longer need, but be careful —there is no “undo” button to
restore deleted annotations.

To delete an open annotation:

Open Annotation form: click the “Delete this Annotation” button at " Delete this Annotation
the bottom-left corner of the Annotation form.

On Annotation Lists: Select your annotation(s). Right click and select “Delete Annotation.”

Reviewing Annotations

Viewing Annotations
Quick View: Hover your mouse over the annotation you wish to view. An @ will appear;
hover over the @. The contents of the annotation will appear in a yellow box below your mouse.

You can also open an Annotation by clicking on it (either on the document or on an annotation
list) to see the entire Annotation.

Annotation information can also be reviewed on the Annotation List, and on the Annotation Tab
of an open document, or on the Annotation Tab of a document viewed in the Preview pane.

Browsing Annotations
Annotated documents are identified by a small colored box to the left of the document name in
the binder view.

Within an open document, you can move to the next or previous

annotated page by clicking one of the yellow arrows on the Primafact L
toolbar.
Pages with annotations are identified by a yellow square in the
thumbnail view.
© 7
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Hiding Annotations

You can show/hide annotations and other markup when viewing documents in a Tab or
separate window in Primafact. See Adjusting Markup Display on a Document in Primafact for
details.

Annotation Lists and Reports

The Annotations List
The Annotations List is a collection of all annotations on a Case. Filtering the Annotations List
allows you to limit displayed annotations to specific annotated content for focused review.

Annotation Lists can be easily filtered and sorted, and you can format lists to display desired
content in your preferred order. You can save lists to enable easy access to formatted and/or
filtered annotations to accommodate different review requirements — for example you may
create a view for an issue chronology, and a different view to track witness preparation lists or
diagnostic findings.

Annotation Lists can be exported in various formats, including Word and Outlook.

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.

Accessing the Annotations List
The Annotations List view can be accessed by selecting the Annotations option on your Blue

Case ribbon. You must select a Case Binder E] to access the blue Case Ribbon.

Binder Summary Documents Annotations
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Annotation Filtering

Annotation filtering can be accomplished by a combination of the terms you type in the Quick
filter and the options available in the Filter drop-down, offering considerably more flexibility in
determining the scope of Annotations identified in a search.

Filters may be applied cumulatively, allowing you to filter by any or all filter categories at a time.

HOW FILTERS ARE AGGREGATED: Primafact applies “and” coding for multiple coding values: e.g.

selecting Pink Annotation Color and Favorable: Displays results with BOTH values (must be coded
pink and favorable)

Multiple selections within a coding variable (e.g. annotation color) — will be an “or” selection,
identifying annotations coded with any of the selected colors within that variable.

Annotations Toolbar
The Annotations toolbar features a number of tools to help filter and review annotations.

= B |QL'.:E‘P. text filter...

& [E ~ 1fier x ~E -t B FNT~E~- >

-

%I ;I' SI_RATUS' Claude (2201233 | The Case Dropdown allows you to display all annotations in a Case
eadings

g} Administration or display only annotations found in the selected binder
E[] Medical Brief
E[] Correspondence
E[] Main Binder

] E-Brief

Quick text filter-.. X The Quick Text Filter filters to annotations including your specified
text. Note only fields appearing on your List will be searched. (For
example you might be looking for “Lee,” a Report Author. If Report
Author is not a displayed field on your list, this annotation will not
be identified.
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*NOTE the Annotation List Quick Text Filter only searches
Annotation Content, and not text in the associated document.

The Home View button returns you to your default Annotation
Home List View

The Saved Views button allows you to instantly switch your list view
screen to the format of a Saved View, or to save and format new
views

The Annotation Color Dropdown Filter allows you to filter to
annotations coded by selected color(s)

The Issue filter allows you to filter to select Annotation Issues

The Favorability dropdown allows you to filter to annotations
coded with adversarial values

The Importance filter allow you to filter to annotations marked
Important

The Date filter allows you to filter by Annotation Event Date
(Including Before and after the Date of Loss assigned to your Case)

The Current Document button filters to display only other
annotations on the same document as your selected annotation

The Trash button deletes your selected annotation(s). *NOTE: You
can’t restore deleted annotations.
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[ IR |Q.:'.=c~'/. text filter. .

w

> <

©2022-2024 Sandcat Software Inc.

@& Bl ~ 1rer x ~E B @ # r-l&g-=@>
The Additional Filters dropdown allows you to filter and group your

displayed annotations by a number of additional attributes,
including Binder and Tab location

The Grouping icon (beneath the ¥ ~ filter) features a dropdown
that allows you to sort the displayed annotations in groupings such
as Color, Document or Author. To clear the sort, select “No
Grouping.” The dropdown menu also includes expand and
collapse icons that you can use to expand and collapse all
displayed groupings.

The Export button lets you export lists to Word, Outlook and Excel
and other formats

This button pops out your list into a separate Primafact window.

Hide/Show Preview will reveal or remove the document preview
pane from the Binder View.
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Create Chronologies and Reports
Comprehensively and consistently annotating your Case

documents means more effective future preparation. Create customized
Applying structured annotation coding makes it possible to Annotation List views
pull together detailed reports in moments, for efficient for quick and precise
preparation and review as your case progresses. control over the

appearance and order of
exported reports and
chronologies.

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:

e Detailed Chronologies
e Issue Chronologies
e Discovery / Witness Preparation Charts

VIDEO TUTORIAL: Create a Case Chronology
Watch our video tutorial for tips on creating your own Case Chronology annotation

list view.

WATCH
VIDEO

Start with 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.

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.
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Exporting Lists & Reports

You can export a list to preserve or share your report, in various formats. For a static easily-
shared list, Word and Outlook are often preferred, while Excel is recommended for users who
will be extensively manipulating these exported lists. The Evidence Brief assembles a PDF of all
pages appearing in the List along with the associated annotation, for context.

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)

L=

S~

ﬁ Copy to Clipboard (for Excel)

w Copy to Clipboard (for Word)
E Copy to Clipboard (for Outlook)
H Annotation List Report

|;| Evidence Brief

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.

W Document Markup - Page 2, Post-Accident ADHD Assessment Report of Olivia Olenska dated. - [m] X
Annotation Templates... v | Bicopy ¥ | H 5]

=1 =] .. |y & HighImportance EventDate : [2018Jan 1 -
Annotstin Nota:
lzms work hours were significantly higher than company average.

Event Date : |2013 Jan 1 -
TBEO

Post-Accident ADHD Assessment Report of Olivia Olenska dated August 16, 2021 2021-Aug-16
¥ Delete this Annotation ) StartRepeating X Clear Values | v Shaw More:
 hroien € R € Tk o

If your list is sorting by another column, you can sort your Event Date column to present your
annotations in chronological order.
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Simply click on the Event Date column to sort your displayed annotations in ascending or
descending date order.

B - [Quick text filter @S|~ 2fters x || =~ @~ = [ g T-1&E-1 >
S
| {Event Date ) | | Page # | Rep. Author | Title: | |

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.

-vIOufcktexrﬁn'ter... ﬂ@%)ﬁhmxH—v@v! =lE # 7~ ES~ &>
| % [Event Date | | Page # | Rep. 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.

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 2nnotation Event Date Filter — O *

From :

! =l Il

To:

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

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

appearance and order of
exported reports and

Clear apply | Ok I Cancel ch ronologies.

4. Click OK to apply filter and close dialog.

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.

VIDEO TUTORIAL: Saved List Views
m Watch our video tutorial on creating Saved List Views.

WATCH
VIDEO
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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.

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

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:

11
4

N EE N R JEE s

2. Click Save View.
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B~
All Annotations (p)

lz‘ * Medical - for export (p)

E Income- for memos - Before DOL

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

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

E':', Format Row..

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

' Save View

Annotation View

View Mame : [My List View

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

| \ﬁsibility:‘ f* Personal = Public

Apply to : ‘ ~ This Case f+ All Cases (global)

Sawve New View I Qwverwrite Current View Cancel |

Visibility: Click
Personal if you are
creating the view for
yourself or Public if
you wish to create a
view for other users.

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 using the
Updating Existing Cases
Using Case Templates
feature)

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.

- IQur’cktextﬁ.'ter...

& =~ 1ﬁ|terX|—'[ﬁ'!E|§ﬂ|?'|§'|D’>

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.

' Format Row Appearance — *
Field Name .
Annotation Color
Annotation Color
Annotation Event Date
Annotation Favarability .
Binder Text Size : IDefﬁuIt j
Tab
Text Color : -
Annotation Issues I. Default J
Annotation Page Number - S I =
Annotation Nates @ Maximum Lines : |1 =
Document Title Horizontal : Vertical :
Report Author - .
Tab Text Aligment : ILeFt ﬂlEothom j
Text Attributes : |Default |
Show Header : IDefauIt j
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.... gnee —
1 dimages
1 A d LY. PN i A ki ] Tiei s 1 A ] 'l °Y Ia-lg -
a| B0
Row Appearance : {* Normal (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.

7 Formt Row Appesrance - x

Annotation Color

Textsize : pefadt — =
Textcoor : [l Defaut ]

Select Profile Fields. ..
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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

1 i~s

P select List Columns — O >
Profile Fields Fields included on List Rows

Select the fields you want to show in the Below are the fields which wil appear in each
document list and dick the right arrow to move row. Remove a field by selecting it and dicking

them owver. the left arrow.

Select a Profile Group to filter the list ;

Annotation ;I
Annotation Author Annotation Event Date
Annotation Color I* Annotation Issue
Annotation Date ﬁ Annotation Motes
Annotation Favorability Annotation Page Mumber
Annotation Importance Annotation Repart Author
Annotation Issue Category Annotation Text Excerpt
Annotation Item Type Document Team Flags
Annotation Thumbnail Document Title

Redaction Label

Ok Cancel

Note: You can include fields from other areas of
Primafact (such as System fields including Team Flags TIP: If you are

and document Reviewer Information, or other Profile creating a view for
Categories by using the Profile Group Dropdown to export to Word,

change your Profile Field selection options: keep in mind the
number of columns

I Seect List Columns. - o X

ey that will
comfortably fit on
your page when
adding columns to
your view

Select a Profile Group to filter the list :

1

IAnnnEtion ;I

Annotation

Client Materials
|Service Fields h
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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.

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.

P Format Row Appearance — >

Field Name .
Annotation Author ’

Annotation Calor
Annotation Event Date
@nomﬁon Favorability Text Size : ID ofault
Binder

Annotation Issues
Annotation Page Mumber

Lef Lo

Text Color : I. Default

Annotation Notes - M I ||

Documnent Title Maximum Lines : |1 =

Repart Authar Horizontal : Vertical :
Annotation Author ; .

h Text Aligment : ILeFt j IEottorn

Text Attributes : |De1’au|t

Show Header : IDefauIt

Ll Ll L 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 [
| A LY. PN i T - 1 A ] L EE Efmef
4| 3

Row Appearance : f* MNormal (defautt) © Compact & Narrow  Wide & Very Wide
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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 i
Annotation Author
Annotation Color
Annotation Event Date
Annotation Favorability Text Size : IDefauIt LI
Binder '
Annotation Issues # !
Text Color :

Annotation Page Mumber I. Fuchsia j
Annotation Motes . . I_;|

™ Li 1
Document Title @ SHIMUM LINES =1
Report Author Horizontal : Vertical :
Annotation Author : ,
Tab Text Aligment : ILeFt L”Bottom LI

Text Attributes : -

Default
Show Header : Mormal
Show icon
instead of text :

Select Profile Fields. .. |

Ewvent 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 ||

| Damac|
L . Y ] BAdoiem Mhie - Cheiem e - 1 A 1 Lo £E dl TN
1 | 3

Row Appearance : (% Normal (default) ¢ Compact ¢ Marrow § Wide & Very Wide

oK I Cancel |
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Save your View.

B - [Quicktextfilter.. @ El|~ thiter x |[=E-B - B R T-1&-F>

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

E My Annotations (p)

(=)
ot Format Row...

=2 Save View...

# Modify View...
<= Manage Views...

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.

P save View — >
Annotation View

View Mame ; My List View

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

'ln'isibility:‘ f+ Personal = Public

Apply to : ‘ (™ This Case f* All 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.
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B - [Quick textfilter.. & =]~ 1Filter X |='|Elﬁ'! E@ﬁ!?'|§'| = >

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

E My Annotations (p)

EE,D, Format Row...

H save View...

& Modify View...
<2> Manage Views...

2. The Modify Annotations View dialog will open.

Modify Annotations View >

View Mame @ |My List View

Description : | My personal view with x formating and filters

Applies to: | % This Case = Al Cases (global)

Show documents in :

|B sMITH, James - (21-0001) -]

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

XN 4+

Quick filter : I

Group by : I.ﬁ.nnumﬁun Color ;I

Sort by IAnnuEtiun Event Date LI Descending :i[v

I LI Descending : [

I LI Descending : [
Select Profile Fields. .. Format Row Appearance... |
Visibility : IPersunal vI

Creator : JAMICE [5]4 | Cancel |
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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.

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:

L A T = . T[T

11
4

2. Select Manage Views.

=~
All Annctations (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.

F Mana ge Views -
|Name Description Creator Applies Ta Visibility
£ Al Annotations (home) List of all annotations. Janice All Cases Personal
IE‘ CHROMNOLOGY FORMAT Pre-and Post-Accdent Chronology Karim All Caszes Everyone
IE‘ Medical - for export Pre-and Post-Accident Medical Chronology Karim all Cazes Everyone
: My own selected content and formatting = Personal
E Pre-Accdent Health Chronology (p) List of all annotations. Janice Case Personal
IE‘ WITNESS PREP All Annotations flaooed Karim Case Everyone
£ >
Mew... | Modify. .. Delete... Duplicate. .. Make Home View...
Select Close

4. Click the Make Home View button. ﬁ'

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.

5. Clicking the Home button will open your new Home View.

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)
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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,
and by default most users are restricted from using this feature unless specifically enabled.

To perform a batch update:

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

green):

2. Optional: Select specific annotions from this
list (if desired).

seimiviivisininimes

3. Click the Gear icon on the bottom-right corner of the
Annotation screen:

4. Select Annotations > Annotation Batch Update

Case Issues...

Bates [Ds...

Tearn Flag Labels...

Auto-Complete...

Annotations -] Annctation Colors...

Annotation Templates...

Annctation Batch Update
Update Case Annctations....
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5. The Annotations Batch Update will appear.

Annotations Batch Update

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

Update the following annotations :

Al annotations in current list
" Selected annotations

Specify which annotation fields to update :

Only annotations currently shown in the list will be updated.

Update this field : |

Ll L

Ll L]

=
=

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

Choose the field you wish to update using the dropdown:

Annotations Batch Update

6. Choose which annotations you wish to update:

€ selected amnotatons

Annatation Authaor
Annotation [ ate
Calor

Ewent Date

F arvearability
Importance

|zzues

M otes

Redaction R eason

£
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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).

Assembling Productions

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

v Binder Index Copying or printing binder indexes makes it easy to preserve a
record of binder content, and can make it easy to create Indexes
and Affidavits of Documents in MS Word.

v Binder Page - Allows page numbering to be applied to entire Binders, Tabs, or
Numbering Sections in a single operation. Numbering is dynamic, so if content
is moved, numbering adjusts to reflect changes.

v/ Stamps - Allows you to apply headers, footers and watermarks to individual
documents. Stamps are static until changed. You can adjust when
a stamp is published in the stamp settings.

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 citations

- 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
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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

v Bates IDs - Allows teams to assign persistent identifiers to individual pages in
a Case. Applied to full documents, or multiple documents at a time.

Setting Up Your Productions
Copy Binder Index

Primafact makes it easy to create an Index of documents, such as an Affidavit of Documents or
List of Documents for use in Word.

To copy a Binder Index:

1. Select the desired binder in the Explorer = Scanner Inbaox
View.

You can also select a tab or section in a
binder to copy the index from.

2. Right-click anywhere in the binder and idenc New 'l
. . . . 4 Engineering Affac Print "
select Copy Index. This copies the binder L MfdavofRM
! (=] EMail.. rl+|
H 2. Affidavit of BB les
index as unformatted text to the |7 = [T S Rae  amn
Windows clipboard. 2 4Sakty [ Seue e Gk
1. affidavit of 2w M Cut Ctrl+X  =d
3. 4 Exhibits [} Copy Ctrl+C
1. Exhibita - Afﬁqgﬁ Copy Index tri+e] FDD
O 2. ExpertC-Cua & Fostc EHV i
[I 4 Pleadings - [
. Doe, John (Product Liability)/PreTrial Binder/Expert Evid
3. Startanewdocumentin Word and paste | = eeneidence
. . 1. Engineering Affadavit
the text. You can then edit as required. L Afdavit of RMH (Patert Ager)
2. Affidavit of BB (Engineering Expert - fire and explosion) dated March 7, 2000
3. Affidavit of TBH (Class-action notifications expert) dated 01/06/2013
2. Safety
1. Affidavit of JW (Cigarette Safety Expert) dated 2011-11-29
3. Exhibits
1 Exhibit A - Affidavit of ET - dated Feb 21, 2000
2. Expert C - Qualifications of LCH - dated April 15, 2000
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Binder Page Numbering

Page Numbering allows you to quickly and easily number all documents in a selected binder or
tab continuously from 1 on the first page of the first document the last page of the final
document. (You may exclude documents from being numbered, but cannot selectively number
pages using this feature.)

When activated, page numbering is applied to all documents within a binder (except documents
you exclude), and is dynamically updated as documents are added, removed or reorganized
within a binder.

Numbering is displayed as #ON or #OFF in the blue bottom j ;
ribbon of your binder.

# OFF
All edits to Page Numbering are saved and take effect

immediately.

Managing Page Numbers
You have a number of options for numbering your binders:

e Restart numbers on each document
This starts each document at Page 1

e.g. In a 4-document tab with Document 1 (4pp) Document 2 (3pp),
Document 3 (1p) Document 4 (7 pp) the pages would be numbered as:

Doc 1: Pages 1-4 | 1 | 2 | 3 |4

Doc 2: Pages 5-7 | 1 | 2 | 3
Doc 3: Page 8 EI
Doc 4: Pages 9-18 | . | Z | - | : tl“—l\T—l

e Number tab from top to bottom

This numbers each document within a Primafact tab starting at Page 1 of the
first document, continuing without interruption across documents.

e.g. In a 4-document tab with Document 1 (4pp) Document 2 (3pp),
Document 3 (1p) Document 4 (7 pp) the pages would be numbered as:
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Doc 1: Pages 1-4

BRRE
Doc 2: Pages 5-7 |5 |E \_?l
Doc 3: Page 8 EI
voca:agess-1s (1] () ]

e Restart numbers on each section

This numbers each document within a Primafact section starting at Page 1 of
the first document, continuing without interruption across documents,
similarly to “Number tab from top to bottom”.

However, with this option, numbering restarts at Page 1 on the next section.

Turning Page Numbering On

Page numbering can quickly be turned on by clicking the numbering area at the far right of the
blue bottom navigation ribbon. (If numbering has not been turned on, you will click # OFF to
open the Page Numbering Setup window).

1. This will bring up the Binder Page Numbering Setup Window.

Binder Page Mumbering Setup @

Main Caze Binder j @ble Page Mumbering for Binder

.SE[[ingg Advanced l

El--ﬂ tain Case Binder Humbering : o = -
[ﬁ Intake & File Notes
[E Pleadings Options: |Number binder fram top to battom j
- m Liability Documents First page number : |1

-- [E [amage Documents

- [ﬁ Accounts & Out of Pocket

Appearance : (" Same az parent % Customize

b [ﬁ Memas
-- [ﬁ Schedule & Productions Teut: Page Position :

Medical Binder - Page [%page

o¢ [#page] 1 2 w3
el
8l 8l e
Fant :
Arial -

@ = B[z U r7 8 3

Clear Mumbering oK | | Cancel | | Apply
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2. Select (Click) the Enable Page Numbering for Binder checkbox. Click OK.

Applying Page Numbers to a Binder

1. Open the Binder Page Numbering Dialog by right-clicking in the binder and selecting

Page Numbering > Setup.

Hew

Print

(0 Mew Conversation..,

Mew Conversation with Documentis),.

Cut Chrl+3
Copy Chrl+i
Paste Chrl+

Renarme F2

@ Page Mumbering

Setup..

Productions

Wien
Sort
Other

- v w | v |

Exclude documents(s)

Include document(s)

"y, Collapse All

2. Select the Advanced tab on the Binder Page Numbering Setup dialog.
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' Binder Page Mumbering Setup =1 >

|Sample Duplicated fram Another Caze ﬂ [v Enable Page Mumbering for Binder

.Se[tingg Advanced ]

E--{[l Sample Duplizated from &nother Case Numbering : & i C
----- [B attendance of July 12, 2011
----- [B attendance of July 14, 2011
----- [B attendance of July 15, 2011 First pags number : |1

----- [ﬁ Attendance of July 20, 2011
----- [ﬁ Attendance of August 4, 2011

Optians: |Number binder frar top ta bottam j

Appearance : (" Same az parent ¢ Customize
----- [ﬁ Attendance of August 5, 2011
----- [ﬁ Attendance of August 18, 2011 Tent: Page Position :
----- [E Attendance of August 25, 2011 [%page] of [*totalpages] ~1 2 &3
=l
i i i

Font :

[irial =]

12 -l B ru c7 &8 8

Clear Humbering QK | | Cancel | | Apply

3. Click the Enable Page Numbering for Binder checkbox.

4. Select the Numbering Option from the Options dropdown (See Managing Page
Numbers, above, for an explanation of how these selections work)

5. Below Options, select the page where your page numbering should begin.

6. Inthe appearance area, enter your text, including desired auto text fields:

Page Number
Number of Pages

El Document Title

7. Select the Position in the Page Position Area (the buttons indicate the location on
the page where the number will be displayed - #3 is top right, for example.
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8. Select your preferred font and font size in the Font area.

9. Select Apply and OK to stamp your document.

Separately numbering a Tab

1. Onthe Advanced tab on the Binder Page Numbering Setup dialog, select the desired Tab:

| 4 Binder Page Mumbering Setup (== ==

‘Sampla Duplicated from Another Case j ¥ Enable Page Mumbering for Binder

CCeftings  Advanced }

E|"§:[] Sample Duplicated from Another Case Mumbering - (" Same as parent (+ Customize & Exclude
IR sttendance of July 12, 2011
- [B Attendance of July 14, 2011
[E Attendance of July 15, 2011 First page number ,17
- [B Attendance of July 20, 2011
[B &ttendance of August 4, 2011

Options: |Numbe| tab from top to bottom ﬂ

Appearance : (" Same as parent  {* Custamize
[ﬁ Attendance of August 5, 2011
[E Attendance of August 18, 2011 Text Page Position :
[E Attendance of August 25, 2011 Page [%page] of [%totalpages] 1 2 &3
=
e C C

Font :

Arial -

12 ~| B ru 7 &8 C89

Clear Mumbering | Ok | ‘ Cancel | | Apply

2. Select the Customize button in the numbering area.

3. Select desired page numbering configuration described in Applying Page Numbers to a
Binder, above.

4. You may use the same Parent appearance, or adjust the appearance of your numbering
by selecting Customize in the Appearance Area.

5. Click OK to apply your number stamp.
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Excluding Pages from Being Numbered
Primafact will allow you to select specific documents from a binder, and exclude them being

automatically numbered.

Keep in mind that the total number of pages in the document will not be included in the total
number of page of that document set. (It’s like an invisibility cloak — the document is there, but

the numbering system doesn’t notice).

To exclude pages from being numbered:

1. Click on your selected document. (If you wish to select several, select these by

pressing the Ctrl key as you make your selections.)

2. Right Click to bring up the drop-down menu.

3. Select Page Numbering > Exclude Document(s).

(@ Mew Conversation...

[ Mew Conversation with Document(s)...
Ctrl+h
Ctrl+R
Ctrl+s
Cirl+x
Ctrl+C

Cirl+v

Print »

|a§ Page Numhe'ring

r | Setup...

| Exclude documents(s)

Include documentis)

To include previously excluded pages in your numbered document set

If you change your mind and decide a document should be included in the document set, you

may bring it back in using steps similar to those detailed above:

1. Click on your selected document. (If you wish to select several, select these by pressing
the Ctrl key as you make your selections.)

2. Right Click to bring up the drop-down menu.

3. Select Page Numbering > Include Document(s).
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Turning Page Numbering Off

Page Numbering for any binder may be turned on or off at any time. Turning numbering OFF
allows you to print or publish documents without numbering. You may turn on page numbering
again at any time. The numbering will revert to the stamp setup previously created for the Binder
(though this may be edited as desired.)

To turn off Page Numbering:

1. Click the # ON area in the blue bottom navigation ribbon. m

2. Simply de-select (uncheck) the Enable Page Numbering for Binder checkbox on the
Binder Page Numbering Setup Window. Click OK.

[ —— ===

e B [ Enable Page Numbenng for Binder

3. Page numbering will be temporarily disabled.

left-corner of the windowy), which will remove all the number formatting you have applied to
the binder.

l NOTE: Turning Page Numbering Off is different from “Clear Numbering” (button at the bottom
[ ]

Stamps

Stamping lets you include additional text information on Primafact documents without affecting
the original images. A stamp can include information such as the document title, page numbers,
and watermarks. Stamps may be located in a number of positions on the page, and on selected
pages within a document.

Stamping a Document
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Adding page numbers: Open a document and select the "Stamps" tab in the right pane. Click the
"Add" button at the bottom. The Stamp Document dialog box will appear.

Starmp Document @
Stamp Text Font Page Pozition
Avrial -
| J v 1 2 i 3
- ¥~-llB I |UO
E ] =] R otation : 0
P agination Apply To: 4 8 8
Treat the following page (* Al Pages
in this document s the ™ Current Page
first page : a € Range:
7 8 9
Erritat: EMail:
" Newver ™ Mever
o pAlways i Alwayz

" Sometimes

o~
o
o~

ak | Cancel |

1. Inthe Stamp Text section, add the desired text. Icons beneath this area allow you to add
fields such as Page Number and Document Name.

2. Inthe Apply To area, select your desired page range.
3. Inthe Font section choose your desired font, size and attributes.

4. Choose page position — each radio button corresponds to a location on the page. (Postion
1 is the top left corner of the page; Position 8 is centered at the bottom of the page.)

5. Determine Print and Email appearance. (Choosing “Never” for Email means the stamp will
not appear if you email the document; stamping “Never” for Print means you will not be
able to apply the stamp to printed documents, even if you select stamp printing in your
printer dialog.)

6. Click OK.

Adding a Watermark
1. Select Position 5 in the Page Position area to make the watermarking option available.

2. Rotate 310° to position your stamp diagonally across the page.

3. Your stamp text will appear as a transparent watermark image on your document page(s).
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Deleting a Stamp
Select the stamp from the list in the Stamps tab and click on the Delete button.

Adding Highlights

You can add highlights to your documents in Primafact 6 to call attention to key
m content. Highlights are a colored transparent overlay that can be exported along with
documents shared in PDF format. You can elect to include or exclude highlights when
exporting your documents as PDFs.

WATCH
VIDEO

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

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

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

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.

3. 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 consi p 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. If desired, use the Highlighter dropdown to select a different highlight color.
4. The highlighter tool will appear.

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

6. Click to set highlight.

Highlights appear as transparent linear overlay over document content:
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FACTS

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

2. James sustained the following injuries: fractured pelvis, iractured right humerus with
wiist drop, fracture of LS vertebrag, fractured right ankle with insertion of hardware,

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

3. James suffers from a complete inability 1o engage in his pre-accident activities of daily living

(Qacupational Therapy Assassment by Melanie Gold, daled Novermber 24, 2018 at page 11).

4. A 2022 neuralogy assessment concluded "Not anly s he unampio
about his ever becoming work ready. Without a considerable imp
and cognitive functioning, a seemingly improbable scenario, he w
permanent basis. He will also be left. as he is now, severely restr

functioning." {Life Care Assessment from Diane He(pern, dated

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).

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

setting:

1. The Plaintifl, James D. Smith, was a passenger in a Molor Vehicle accident on March 18, 2019, \ % g
2. James sustained the following injuries: fractured pelvis, fractured right humerus with
wist drop, fracture of LS vertebrae, fractured right ankle with insertion of hardware,

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

3. James suffers from & complete inabilty to engage in his pre-accident activiies of daily ving

(Gceupational Therapy Assessment by Melanie Goid. dated November 24, 2019 at page 11).

4. A 2022 neurology assessment coneluded "Not only is he unemployable, bul also | am pessimistic
about his ever becoming work ready. Withoul a considerable improvement in his physical functioning
functioning, a gly improbable scenano, he will be unemployable on 8
permanent basis. He will also be left, as he is now, severely restricted in all aspects of his

funclioning.” (Life Care Assessment from Diane Helpam, dated January 7, 2020 at page 8)

Adding Links

m You can add links to your Primafact documents to other Primafact document
locations and to online resources outside Primafact. Links can be used within
WATCH  primafact and included in PDF exports from Primafact.

VIDEO

Links to Primafact documents only export if the linked documents are included in the
exported document or bundle.

Links to Primafact document locations
Using the linking tool to add a link to a Primafact location:

1. Open your document on a Tab or separate window.
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2. Select the Linking tool (the document markup setting defaults to “create annotation”).

snse| © oo 1| v | s e s 0. [

FACTS

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

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

r

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)

.

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

about his ever becoming work ready. Without a consi it 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 aspects of his

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

2 51 et v £ s

3. Thelink 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 PRIMAFACT link checkbox. Adjust the color if desired.

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

i~ Create a WEB link (URL to a Web Page)

Color ||:| Cyan ;I

Mext Cancel

7. Click Next.

8. Add a link note if desired.
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9. Navigate to the desired location in Primafact where your link will lead.

10. Click Set Link.
' Primafact

File Edit View Search Tools Help
mE(esu=-0 3| o (2| s -

Jellshow in Binder..

Zuum%:l'lﬂﬂ PP P~

Doc # ||9 4|+ 5 Pages

xs]

Explorer | @ My Meszages (11}| My Tasksl Search | Factum dated Octob... [RICEE=IEE I 8o

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.

Shoartcuts

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 inter]  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

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, Treatment is aimed at impro

Mr. Pedersen noted that Mr. Smif:h is easily frustl T4 jinkto a 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 suppd SetLink | Cancel
Thereatter, Mr. Smith will require blocks of twel

o
life stressors and change in status, etc, v

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
cfficiency duc 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 where he will be work-ready.™

11. Link will be set to the specified Primafact location.
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Links to online locations (Web Links)
Using the linking tool to add a web link (location outside Primafact):

1. Open your document on a Tab or separate window.

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

sase| @ oo 1| v | s e s . [

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

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 a it 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

The link tool will appear.

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

insert your link.

The Create Link dialog will open.

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.
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Create Link

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

{« Create a WEE link (URL to a Web Page):

Color : ||:| Orange j

Mext | Cancel

7. Click Next.

8. Add a link 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 CanlLii 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.

Adjusting Markup Displayed in Primafact
You can show/hide markup when viewing documents in a Tab or separate window in Primafact.
See Adjusting Markup Display on a Document in Primafact for details.
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Bates IDs

Bates IDs assign a unique, static identifier to pages in a case. The purpose of Bates IDs is to
uniquely identify pages for evidentiary purposes regardless of where they appear. Accordingly,
the Bates IDs will be the same even when a document appears in multiple binders. Only one
Bates ID may be applied to any page.

Bates IDs are applied at the document level (to all pages in a document) rather than on a page-
by-page basis. If you merge Bates ID’d pages into a different documents, the Bates ID’d pages
will retain their original Bates numbering. Because the Bates IDs are persistent, it is possible that
Bates IDs will not appear sequentially in a document.

A file must be converted to a Case before Bates IDs can be used.

Setting Up Bates IDs
The default format of Bates IDs is a simple number that is unique across all documents in a case.
(e.g. 000001). A Bates ID may only be used once in any Case.

For advanced number scenarios, it is possible to create multiple numbering sequences for a case
that include prefixes. Bates IDs are unique within prefixes, so for example it is valid to have both
a P-000030 and D-000030 page in a case. When applying a Bates ID a sequence must be selected.
Only a single Bates ID can be applied to a page.

Bates IDs are not available in a case until they are set up.

Applying Bates IDs to Documents

Bates IDs may be applied to single documents, multiple documents, or full binders at one time.
Each page will be assigned a unique, static Bates ID. You may not apply Bates IDs to single pages
within a larger document, but you may move (merge) Bates ID’d pages to documents without
Bates IDs on all pages.

To apply a Bates ID:

1. Within the Binder View, select your document(s), right-click and select Productions >
Bates ID’s > Apply Bates IDs from the drop-down menu.

2. The Apply Bates IDs window will open.
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Spply Bates [Ds
Please Select:
Marre Prefix | | Mumber | | Suffixies)
Simple Mumber 000023
Plaintiff Nurmbering F - 0o0o1s
" Apply to entire Binder {+ Apply to selecked Documents!
Bates IDs will be applied ko & pages in 1 documents
Clear Apply

Close

3. Select the desired Bates ID sequence, and documents where the Bates numbering will be

applied (entire binder or selected documents.

4. Once you are satisfied with your selection, select Apply.

5. The next available numbers in the Bates ID sequence will be applied to your document(s).

ldentifying Documents that have Bates IDs
You may see which documents in a binder have Bates IDs by right-clicking in the binder and

selecting View > Show Bates Icons from the drop-down menu.
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Open

ey 3

Print 3
i Send Message..
f= EMdail.. Ctrl+hd
' Route Ctrl+R
E Save M., Crl+5
o Cut Ctrl 43
Lﬂi‘ Copy Ctrl+C
fw Duplicate

Paste Crl +4
* Delete
ale Rename F2

Productions 3

{:? Ifake Favorite

| Wiy b| ] Binder Only
Sort P | & Binderwith Flat Wiew
Other Y| O ShowAnnotations
p, Callapse Al EI Showy Bates Icans
B Customize Binder View...

Documents with Bates IDs will be displayed with a Bates icon 1 inthe left margin:

i

Medical Evidence

1. Orthotic Consultation from Or, Milne dated October 20, 2002

2. Treatment Plan from Dr. Milne dated October 15, 2003

3. Treatment Plan from Dr. Milhe dated October 15, 2003

4. Medical Report from Dr. Diaper dated February 2, 2007

5. Progress Report from Morthern Lights Special Services dated February 12, 2009
|

&

7

a

FkEkEEE

—
—

Supplementary Evidence
Letter from Mammas Pizza dated Movember 12, 2007
Letter from Sterling Foods Inc. dated July 10, 2007
Letter from Claimant's Choice dated August 9, 2007

[

NOTE: This selection replaces the Annotation Icons view. You can only see Bates icons OR
Annotation icons at one time in the Binder view. Annotation icons can be replaced using the
same drop down menu.
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Clearing Bates IDs

Clearing Bates IDs is performed using many of the same steps used to apply Bates IDs. However,
you will clear the Bates ID instead of applying. NOTE: Once you clear a Bates ID, it cannot be re-
used and is unavailable to the Case in the future.

To Clear a Bates ID:
1. Select the document(s) in the Binder view.
2. Right click, and select Productions > Apply Bates IDs from the drop-down menu.

3. Select Apply to Entire Binder or Apply to Selected Documents in the Apply Bates IDs
window. (Be careful, as once cleared, this action cannot be undone!)

4. Select Clear.

Exporting from Primafact

There are many ways to export content from Primafact. Publishing tools make it easy to
assemble and share organized briefs.

Upload to Portals

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.

VIDEO TUTORIAL: Portal Uploads
E Watch our video on uploading documents from Primafact to online portals.

WATCH
VIDEQ

2 Requires a supported browser.
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Copy Documents to Browsers and other locations outside Primafact
To copy documents directly to browsers or other locations outside Primafact, including

Windows Explorer location:

1. Select your documents

2. Click the Export Button ga

3. Aseparate window will appear. Drag the Green box to your target window.

B |

Title
+ Motice of Assessment - 2017 Tax Return (Pre-MVA)
" Motice of Assessment - 2013 (Pre-MVA) - May 15, 2019

Pages | Status | |
1 Ready
1 Ready

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

4. Confirm your upload.

5. 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.

Bundle Binders

The Bundle Binder is a new Binder setting designed for sharing documents with
entities outside your firm. It is particularly helpful for efficient creation and export of

court submissions, including CaselLines submissions. A Bundle Binder is identified as
light purple (rather than blue). You can set Binder as a Bundle Binder without losing any regular

binder functionality.

The Bundle Binder setting makes it easier to access many e-brief production features 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 CaselLines titles can be applied to the

same document)
v Copy binder to Tabbed PDF — Similar to the feature available in Primafact 5, but

designed to be more efficient
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Apply Bundle Binder Setting to a Case Binder

1.

Right-click your Case Binder

2. Select New > Bundle Binder

3.

.m New b1 Folder
- | = EMail. CtleM | f]] Binder
- it Route ctri+R [l Bundle Binder
E] 3 Save Ac.., Ctrl+5 @ Scan...
-] @ New Message... #y Import..,

&) Link..

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

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.

Now you can more 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

I3
D P e L T T TLIEE P R raree ey . . ]
-1 L ) e P |

2. The Saving from Primafact window will appear

File name defaults to
name of Binder. Rename
if desired.

Change destination
folder if desired by
clicking browse button

u Saving 10 Docurnents from Primafact

Single PDF file selection

File Hame :

will create a single

IEEILIFET SUBMISSIONS

tabbed PDF with
documents ordered as

Folder :

/L\ they appear in your

IX:\EIients\ﬂ 00014 ploads

([3 Bundle Binder

Farmnat :

|ﬂ Single POF File

v| | | - Document titles default
to Title set selected in

There are 197 pages in total.

= Keep documents in separate folders

% Put all documents in one folder

Binder, but you can use
dropdown to select a
different set of alias
titles.

ze the following title :

[ Main Title

= Other options may be

Include the following in the PDF document]z) :

included as desired

[~ Annotations ¥ Highlightz
¥ Binder Page Humbers ¥ PFrimafact Links
v Bates ID's v "web Links

M ake redactions :

i»

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

Ite

¥ )Open in Explarer when complete,

o]

Cancel |

Approximate disk space required : 49,472 KB,
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3. Select the desired output and click OK when complete.

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

Exporting Binders as PDF without the Bundle Binder Setting
You can save any binder to PDF format to create easily-shared tabbed briefs, even if you’re not
using the Bundle Binder setting.

By default binders are saved as a single PDF. If Page Numbering has been turned on for the
binders, this numbering will be included in the saved PDF. (Page Numbering can be turned off
prior to saving to PDF if desired).

To export a regular binder as PDF:
1. From the Productions menu in the top toolbar, select Export Binder as PDF.

V" Primafact
File Edit Search Tools Help

Floen Cinew - | B - [ = S 3 | % @& B | & G H v‘eﬂﬂﬁlv"'ﬂ"“M" % - |Pru-ductiun5|v|
H Export Binder as PDF
=3 Publish to Folder or Media...

Copy Index Ctrl+|
X Apply Bates IDs...

Binder Page Mumbers »

Bates ID's... 3

The Binder Save window will open.
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" Saving 20 Documents from Primafact — >

File Marme :
Medical Brief

Falder :
|"-."-.5 C-5BSYWUPM_FOLDERS $hanice\Documents ¥

Farmat :
|ﬂ Single PDF File j

There are 201 pages in total.

=
~

IJze the following tite
|Main Title |

Inzlude the fallowing in the POF documentiz] :

[ Annotations [w Binder Page Mumbers [v Rute Colours on Links
[v Highlight= [~ Batez D'z :
[w Primafact Links [w |nciude Document [ndes ieke redactluns..
% Web Links % Show Binder Outiine Numbers ) Bllcls 9 klilis
[v Open in Explorer when complete. k. Cancel

Approximate disk space required : 91,968 KB.

1. Select where you will save the folder in the Folder area, and how you wish to format your
Binder (Multiple PDF files or Single PDF File). To create a single bookmarked document
select Single PDF File. If saving as a single PDF file, you have the option of renaming your
file in the File Name area.

2. Check the Open in Explorer when complete checkbox to open your exported PDF in
Windows Explorer when your exported PFD is ready.

3. Click OK to export your PDF.

Note: Redactions are always included in Binders saved to PDF. Annotations are not
included by default but can be included by checking the Annotations checkbox.
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Export Select Documents as PDF

If you do not wish to export an entire binder, you can select specific documents, tabs and
sections to export in a single PDF operation.

2. Select the documents you wish to export

4 Clinical Records
A. 4 Wellness Walk-In Clinic

B. 4 Rehabilitation

4 Family Doctor
1. Clinical Notes and Records of Dr Steiner 2018-2023

3. 2023-JAN-9 - Notes from Rx Rehab
4. 2023-DEC-18 Notes from Rx Rehab - Re RTW Plans
5. Treatment Date Summary 2021-2024

3. Right-Click and select Save As from the context menu

The Save window will open.
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' Saving 2 Decuments from Primafact — *

File Name :
'wielngss ' alk-In Clinic

Folder :
[\WSC-5BS\IPM_FOLDERS$Yjanice\Documents L_},-‘-'
Farmat :
|ﬂ Single PDF Fils j

IJze the following title -
|Main Title |

Inciude the faollowing in the POF document(z) :

[ Annotations I Binder Page Mumbers [v Mute Colours on Links
[w Highlightz |~ BatezID's )

[v Primatact Links [v Include Document Index Make redactions -

% Weh Links ¢ Show Binder Dutiine Numbers O sy @ i

[v Open in Explorer when complete. Cancel

Approximate disk space required : 576 KB,

4. Select where you will save the folder in the Folder area, and how you wish to format your
Binder (Multiple PDF files or Single PDF File). If you are saving as a Single PDF file, you
have the option of renaming your file in the File Name area.

5. Check the Open in Explorer when complete checkbox to open your exported PDF in
Windows Explorer when your exported PFD is ready.

6. Click OK to export your PDF.

Note: Redactions are always included in Binders saved to PDF. Annotations are not
included by default but can be included by checking the Annotations checkbox.

Using Title Aliases

E Primafact 6 Title Aliases allow you to assign more than one title to a document at the
same time. This means a document can have more than one name, which is helpful
WATCH  when circumstances require you to name a document differently than your preferred

VIDEO document name in Primafact, such as naming court submissions.
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Publish to Folder or Media

The Publish tool packages your documents with a built-in viewer which allows the recipient to
view all the documents on a PC without the need to install Primafact software. Linked documents
(e.g. Microsoft Word files, MPEG videos) can be included in the package, but require that the
recipients have the necessary software installed on their computers.

What gefts published, and what doesn’t:

When you export documents using the Publish tool, the output content is a bit different from
the PDF output options. The table below shows what is included in Published

output:

Always Included: Optional: Never Included:
e Documents included in the e Searching capabilities e Annotations
folders you select e Profile fields (metadata)
e Redactions e Bates IDs

e Binder Page Numbers

Publishing Directly to CD/DVD
1. Inserta CD/DVD into your drive
2. Select Tools > Publish to Folder or Media
3. The Publish Primafact Folders dialog will appear

4. Select the folders, binders, tabs, sections or documents you wish to publish

5. Click OK

Selectively Publishing Documents

To publish or to exclude specific documents from a folder, display the document pane and select
the desired documents. Click on the Documents icon in the top right of the window to select or
deselect individual documents.

E Publish Primafact Falders

Select the Folders you wish to publish. The contents of the selected folders will be published to the target specified in *'Publish To"

- ]88 PILLAR, Antanio - Shatemnent of Claim dated January 30, 2015
E- ] 8 SALTER Sal Natice of Examination of Plaintif, dated &pril 3, 2015
£ B SMITH, James Statement of Diefence dated May 8, 2015

-] correspandence, Memos & Authorizations
O] Insurance Fils - Accident Benefits 2 T ficavit of Hilary Shields dated Detaber 20, 2016
- A E] Main Case Binder Natice: af Motion dated October 20, 2016

O [B Intake & File Motes [ [Ty Motice of Mation, dsted Movember 24, 2016

Th Pleadings Natice of Motion by Defendant, dated December 5, 2.
O [B Lishility Documents

O [B Damage Documents
O [B Accourts & Out of Pocket

Ll mma

[0 ury Motice dated May 8, 2015

i)
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The status bar (bottom left-hand corner of the Publish window) shows how much space and how
many discs the published documents require. This is an estimate.

5 Publish Primafact Folders (=N ==

Select the Folders you wish to publish. The contents of the selected folders wil be published to the target specified in "Publish Ta'. @ o

88 PILLAR, Antonio B
[Cm SALTER Sal
88 SMITH. James
O £ Corespandence, Memas & Authorizafions
O ) insurance File - Accident Benefits = | BAMR Attidavic of Hilary Shields dated October 20, 2016
= A Main Case Binder A M Matice of Motion dated Octeber 20, 2016
O [B Intake & File Notas AT Natice of Mation, dated Movember 24, 2016
.. AT Pleadings Nolice of Motion by Defendant, dated December 5, 2.
-0 [B Liskiliy Documents
O [E Damage Documents
-0 [B Accounts & Outof Pocket

o

Statement of Claim dated January 30, 2015
wtion of Plaintif, dated Apri 3. 2015

Akl

Targst Folder: |

[Primafact

Export

Optis | Allaw Recipientto Search: 7 Make Redactions: @ Black (" White

Export profil fields included in this category : [Da not publish prafile fields

Show colunns fo profil fisds in this category - [D1o ot show fisds in calamns 1|

Mumbeing: W Piint Page Nurbers [ Print Bates 1Ds

J—

Disk space required : 12433 MB 1

Publish to a specified folder

If you wish to save your Published file to your network, you will want to publish to a specified
folder. This save option is typically used when you plan to share your document via link to a
document portal.

1. Create and name a new folder in Windows Explorer where you will publish your
Primafact file. This will be referred to as your “target folder” in the steps below.

2. Inthe Publish to area, select Specific Folder.

3. Select your target folder using the dropdown in the Publish to area of the Publish

window. Click the folder button E: to navigate to your desired destination.

4. Publish steps are the same as when Publishing directly to CD/DVD above,

Note: Primafact will only publish to an empty folder. You will need to create your target
folder BEFORE you complete Step 3 above.

Sharing a Primafact published file via Document Portal
You will need to Zip the file before uploading to your document portal for sharing. The
recipient will need to unzip the file to open or import to their own Primafact installation.

If you do not have a dedicated Zip tool and you are using Windows Explorer, you should be able
to Zip your file by right-clicking on the Primafact Publish folder and selecting Send to >
Compressed (Zip) Folder.
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Importing documents received in Primafact Publish format
Documents received in Primafact Publish format use a dedicated import tool that preserves the
organization of the published file. See Importing a Primafact CD (Primafact Publish Import) for

details on using this tool.
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Printing from Primafact

Print a document open in Primafact

1. Right click on the page and select Print or click the Printer icon the toolbar, or press
CTRL+P

2. Select a printer from the dropdown menu.

3. Select the pages: you can print all the pages, the current page, or a range of pages.

4. The Content options in the lower left of the dialog are Primafact-specific.

If Page Image is checked, the scanned images (the content) will be printed.

If Annotations is checked, the annotation highlights are printed on the page image.
The size of the printed page image may also be reduced to allow space to print the
annotation details (date, author, and comments).

If Page Image is not checked, Annotations can still be checked. Doing so will cause all
the annotation details to be printed, without printing the page images.

If Stamps is checked, the stamps will be printed on top of the page image.

Note that the size of the printed page image may be reduced to allow space for the
stamps on the page.

It is possible to Print documents without including Redactions. If the Redactions
checkbox is checked (recommended), all redacted areas in the document will either
be blanked out or blacked out depending on whether White or Black is selected. It is
very important that this box be checked for documents going outside the firm to
protect privileged information.

5. There are two Special options you may choose:

Use Print as One Job if you are printing multiple documents, they will be sent to the
printer as one big batch.

This can be used if multiple copies of many small documents are being printed, and
you want them collated.

This can also be used if you are printing many small documents to a shared printer,
and you don’t wish your documents to be interspersed with other people’s print jobs.
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e The Conserve Memory checkbox only works when colour images are being printed. If
a document prints but shows blank pages, try selecting this option.

Print all of the documents in a binder/tab/section/subsection

a) Select the first document you wish to print

b) Scroll down the window until you see the last document you wish to print - hold down
the Shift key and left click on this document

c) Right click on any of these selected documents and select Print > Print Document(s).

Print selected documents in a binder/tab/section/subsection
a) Select the first document you wish to print
b) Hold down the CTRL key and left click on the desired documents

c) Right click on any of these selected documents and select Print > Print Document(s).

Check the Print Status

Primafact does its printing in the background. This means you can keep working while printing
proceeds. You can even keep adding print jobs to Primafact’s print queue. If there is an error
while printing, you will not be notified. You have to check the Print Status to see that all your jobs
printed properly. You do this by pressing CTRL+ALT+P, or select File > Print Status from the main
menu.

Primafact 6 Team Coding Customizations

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

Global System-Level Customizations

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

1. Inthe main Primafact Toolbar, select Tools > Setup > Annotation Colors.
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File Edit Search Tools Help
Scan Documents...
Import Documents...
Link Documents...

Index New Documents...

Synchronize...

Publish to Felder or Media...

Auto-Complete...
Page Numbering...

Import Published Documents.., Bates IDs...

Administrative > Profile Fields...
Setup ks Annotation Issues...
Annctation 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.

IHighIight I3 IBright Yellow I3
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.

Customizing Global Team Flags

Team flags are colored document-level tags used to identify documents at the Case level.
Similar to Profile Fields, they can be used to identify documents by attributes such as type of
document, document content, and document status. Applying labels to Team Flags helps
ensure their use is standardized across the team.
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NOTE: Changes made to global labels are automatically
® applied to all cases across Primafact unless your case is set
to override the Global settings.

It is a good idea to carefully determine a Team Flag’s label
before applying it as a global setting, as changes can create
confusion and incorrectly tagged documents.

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...

Auto-Complete..,

Page Numbering...
Import Published Decuments... Bates Ds...
Administrative > Profile Fields...
Setup b4 Annotation Issues...
Preferences... Annctation Colors..,

Team Flag Labels...

2. The Default Team Flag Labels window will open.

Deafult Team Flag Labels X

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

mR
T —
P fomreEws
M fereen
= e
P orsdicor
B [Gertcor
e
= orercor
ey
e

Cancel
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If you wish to “lock down” the
current Global Team Flag Label
settings on a case (so that case
labels are not automatically
updated when changes are
made to the Global values),
open the Case Team Flag
settings and select Override for
the Case.
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3. Enter the desired label in the field to the right of your flag.

4. Click OK to save.

System-Wide Annotation Form Default Settings

You can now customize default annotation values. An example would be opening Annotations
to a different color 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

T Teols | Help

Scan Docu

Import Do
Link Docu

Index Mew Decuments,

Administrative >
Setup > Auto-Complete...
Preferences... Page Numbering...
Bates Ds...

Profile Filds...
Annotati

Team Flag Labels...

2. The Manage Annotation Templates window will open.
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Manage Annotation Templates
Template Mame | Default | Type | Creator | Created | Visibility | She
] 1-Pre-Fil Analysis  JAMICE 20230530 JANICE  Alt
ey ¥ Annotation Template Analysis  JADE 2022-01-18  Public
] Default Annotation Values Analysis  System  2022-01-18  JANICE
D Default Annotation Values Analysis System  2022-01-18  Public
D Default populating OCR. Text Analysis JAMICE  2023-11-06  JANICE  Alt
l:l QCR ALTO = Analysis JAMICE  2024-02-02  JANICE
. Post-Acc Health Memo Analysis JANICE  2022-01-26  JANICE  Alt
D Post-Accident Income Analysis JANICE  2022-05-12 JANICE  Alt
D ? Pre-Accident Health - high importance (CNRs) Analysis JAMICE  2022-01-21  Public Alt
I:‘ Pre-Accident Health (CMRs) Analysis JAMICE  2022-01-21  JANICE  Alt
] Pre-Accident Health (Reports) Analysis  JAMICE  2022-01-21 Public  Alt
| Redaction Template Redaction JADE  2022-01-18  Public
< >

Add | Modify Delete Set as Default

3. Select the template you wish to use as your default.
4. Select Set as Default.
5. Confirm your selection

6. Click Close to complete.

Customizing Profile Fields

A profile field represents one piece of metadata which can be associated with a document, for
example, a document date. A profile category is a group of profile fields. Primafact allows you to
enter data in any profile field in any profile category. Clients can create their own custom
category and use existing fields or create new fields.

Creating and Modifying Profile Fields

The user interface for setting up profile fields and categories is called the Profile Management
Window. To access it, select Tools = Setup = Profile Fields from the main menu.

You may want to create a category for your firm, to include only those specific fields you’ll use.

Creating a Category
1. Select the Categories tab.
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2. Click on “Add a new category”.
You will now see the full window (see
step 3).

Client Materials
Defense Materials

Disclosed

3. Click on “Add a new category” in this
window.

4. Enter a descriptive name for
“Selected Category” in the top right,
for example “Medical”.

5. Click on “Add or remove fields in this
category...” to bring up the Select
Fields to Include dialog.
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6. Select a field in the left pane, and
click the right arrow to move it to the
right pane. You must include
Document Date in every category, so
start with that.

7. Continue adding fields you want to
the list on the right. If you add a field
by mistake, highlight it, then click the
left arrow to move it back to the list
on the left.

8. Click OK when done.

9. The fields you selected now appear
under the selected category. Click on
the up and down arrows to change
the order of the fields.

10. Click OK to save the changes and
close the window.

11. Click Apply to save the changes
without closing the window.

Creating a New Field
1. Click on the “Profile Fields” tab.
2. Click on Add a New Field. The new field is created — rename it in the Selected Field box.

e In Column Views - this
description is used when the
profile field is displayed in the
list view on the Explorer tab

e In Exported Lists - this
description is used when
exporting document data to
CSV format file.
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If blank, they will default to the description next to Selected Field when needed.

3. Select the Field Type from the drop-down list. The Bl e I_m

following types are available:

Enter the values which should be

Text Accepts a single line of alphanumeric text. ke erlaier = ekl L= e hne
] ] ] per value,
Memo Accepts multiple lines of alphanumeric text. :
Received
Reviewed

Dropdown Appears as a drc?p-down box containing a list Further Action Required
values you specify. Further Action Completed

Number Accepts numbers only (no decimals).

Date Accepts date input only. Appears with a drop:
down calendar button.

Time Accept time input only. Appears with a drop-
down time button.

Float Accepts decimal numbers.

Currency Accepts numbers with two decimal places.

4. Select the categories which should include this field. You | Indude this field in the following categories :

should see your new category and ensure it is selected. L Client Materials
5. Click OK or Apply to save the changes. E?r:f;"ft:d

[] Plaintiff Materials
[] Publish Columns
[[] Publish Exports
[] simpson

71 Tramarrint

Changes made to profile fields will not show up in any documents which are already open in
Primafact. Primafact must be closed and reopened for changes to be visible.

Document Date Field
There is one profile field which cannot be changed and cannot be deleted: Document Date. This

is a special field which Primafact uses for display and sorting of documents.

Configuring Title Aliases
Why Use Title Aliases?

Primafact 6 supports up to 5 sets of Title Aliases per Case. Title Aliases allow you to have more
than one document title for each document, so that you can review and share the same
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document using different names that suit distinct use requirements, such as Caselines
document naming protocols. Among other advantages, title aliases can make document
duplication unnecessary when done for the sole purpose of complying with court naming
requirements.

Title Aliases can be set up at the Global level for ease of use on any Case, but you can override
global defaults to set up custom Title Aliases for individual Cases

Auto-Generating Title Aliases

You can configure Title Aliases to auto-generate based on Case and Profile-field level attributes
so that your documents get named according to content in that field. If using Auto-Generates,
your team will need to ensure that applicable profile fields are populated with accurate data
(an empty field will yield an “n/a” output for that field).

Setting Up Profile Fields

It helps to determine how documents will be named in a title alias, then to use (or create)
Profile fields to correspond to the intended output. A Title Alias Category can make it easier to
populate specific fields when applicable to your document.

If you wanted your output to look like:
1. Factum — Respondent Doe — 8-SEPT-2024

you would want to set up the following profile fields:

O L [Document Number - Custom Profile Field (Number)]
e “Factum” ...................... [Document Description - Custom Profile Field (Text)]
e “Respondent” .............. [Party Role - Custom Profile Field (Motions) or

Existing Field on Summary Screen (Main Action) (Text)]
® “Doe” ....ooeeeeeeen [Party Name - Existing Field on Summary Screen]
e “8-SEPT-2024" .............. [Document Date - Existing Field (Document Date)]

See Customizing Profile Fields for details on configuring Profile Fields

Configuring Auto-Generating Title Field

1. System default Title Aliases can be configured in the global settings by clicking
Tools > Setup > Document Titles
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n Primafact
File Edit Search Tools Help
Scan Documents...
Import Documents...
Link Documents...

Index New Documents...

Synchronize...

Publish to Folder or Media...

Import Published Documents...

Administrative »

s Ao

Preferences... Page Numbering...
Bates IDs...
Profile Fields...
Annotation lssues...

Annotation Colors..,
Annotation Templates...
Team Flags...
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2. The Default Document Titles window will open:

Default Document Titles

Main Title : [

Title 2 |T|ﬂe2

Template : I

[T Generate Automatically Add Praofile Field

Title 3 : |11ﬂe3

Template : |

[T Generate Automatically Add Profile Field

Title 4 ; |nﬂe4

Template : |

™ Generate Automatically Add Profile Field. ..

Title 5 |T'|ﬂe5

Template : |

[” Generate Automatically &dd Profile Field

3. Click the checkbox beside the Title Alias you wish to set to auto-generate:

Title 2 : |T|ﬂe2

Template ;

¥ Generate Automatically Add Profile Field

©2022-2024 Sandcat Software Inc. Working With Primafact 6 159



4. This will activate the Template area:

Title 2 : |T|ﬂe2

Template :

[V Generate Automatically Add Profile Field...

Name your Title (if you wish):

Title 2 : ICASELIFES

Template :

[V Generate Automaticallyi Add Profile Field...

5. Click the Add Profile Field button

6. The Select Profile Field window will open.

7. Click the fields you wish to add and click the arrow button jto add the selected field to
your Template.

Select Profile Field *

Profile Fields :

Main Title ~
Party Name (from case)

Party Type (from case)

Select a profile field from the list on the left and then dick the
arrow button to insert it in the template.

1-Date Updated

1-TEST FIELD

1-TEST FIELD

AMOUNT

Annotation Event Date
Annotation Favorability
Annotation Issue
Annotation Report Author
AOD Doc #

AR Rev Date

AR Rev Note (DETAILED) Template for "CASELINES™ :

AR Reviewed »l %Tab #% - %CaseLines Doc Type% - %Party Type% -

BCC %Party Name% - %Document Date|dd-MMM-yyyy% |l
Caselines Doc Type

cc
CL Party Type y

oK Cancel |
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NOTE: If you select “Document Date” you will be prompted to select a date format. You
can adjust the date format manually by typing your preferred format, but may have to
make a few adjustments to your template to achieve the desired output.

You can also add your own text to the Template:

e.g. Motion Record - %Tab #% - %Document Description% - %Document Date
[yyyy-MMM-dd%

Auto-Complete

The Auto-Complete feature allows you to speed up text entry by setting up shortcuts that are
converted to designated text within document titles and annotations. Auto-Completes can be
used for more efficient and consistent document naming and mark-ups.

Auto-Completes can be created for three types of use:
v Globally (firm-wide, all cases)
v’ Case-level (for specific Cases)

v User-level (for your individual use)

Creating Auto-Completes
To create an Auto Complete:

1. Select Setup > Auto-Complete from the Tools menu. This will open the Auto-Complete
form.

2. Select the category/scope of the Auto-Complete that you are about to create (Global,
Case List or User List).

3. Select the Add button.

4. The Add entry to Global list window will appear. Create your desired Abbreviation and
associated term.

Once the Auto-Complete has been set up, you can use it to “auto-populate” any text field in
Primafact, including document names and annotations.
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Sharing Auto-Completes

Personal or Case-Level Auto-Complete lists may be shared among users and Cases, using the
Export and Import features detailed below. To access these features, select the Advanced button
on the Auto-Complete form. The Auto-Complete Advanced window will appear. You will use
this window to export and import lists.

Exporting Auto-Completes
To use Case-Level Auto-Completes in other Cases (or to share User-Level Auto-Completes among
other users or Cases), you will need to Export the desired Auto-Completes.

To do this:
1. Using the Auto-Complete form, Select the desired list (Global List, Case List or User List)
2. Click the Advanced Button
3. Select Export this list

The Export this Case list to file window will appear.

Determine where you would like to save your file by browsing the Save in: area.
1. Name your file in the File name field.

2. The file will be saved as a CSV (Comma Separated Values) file in the Save as type: area.
Do not change the file type.

3. Click Save.

4. Your file is available for Importing.

Importing Auto-Completes
This is a quick way to assemble Auto-Completes using existing setups.

Auto-Completes can be imported to other Cases and Users. First, the desired Auto-Completes
must be exported (see Exporting Auto-Completes, above).

To import an Auto-Complete file:
1. Open the Auto-Complete Form using the Tools > Setup > Auto-Complete drop-down
menu described under Sharing Auto-Completes, above.
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2. Select the desired list (Global List, Case List or User List)

3. Click the Advanced Button.

4. Select Import a saved list.

5. The Import a Case List from file window will open.

6. Browse and select the desired file (this will always be a CSV file).
7. Click Open.

8. Your file will be imported to your selected list. If there are any duplicate entries, these
will be identified and ignored.

Case-Level Customizations

Case Annotation Customization

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 T

1. Select Annotation Labels.

2. The Case Annotation Labels screen will open.
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Case Annotation Labels - SMITH, James - CLEAN (Training Demo 2021)** =

Spedify the label for each annotation color. The label should
specify a meaning, such as "Helpful”, "Adverse”, etc.' Copy from Another Case...
Highlight Ird Inconsistency 2 1st Mention of Injur | v

Lom oftneone ¥ — -
[Review with Expert [ Blue Medium) | Biue (Dark) ]
_— i 4

\ADHD I Bright Green v | I}
Witness Qs v ey Date v Pink (Dark) I}

Hide Additional Colors

ok Cancel

3. Select Override default.

4. 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.)

5. 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.

Customizing Annotation Case-Level Defaults with Case Templates

You can set default values for individual Cases, overriding global annotation defaults and
annotation templates for that Case. Using Case Templates can help preserve standardization
for values applied to individual cases, while allowing for variances across Case types.

To change default annotation settings for a Case:

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

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

Case |ssues...

Bates [Ds...

Team Flag Labels...

Auto-Complete...

Annotations > Annotation Colers...
Annotation Templates...
Annotation Batch Update

Update Case Annotations....

3. 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 Pad

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

L

3 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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4. 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

5. The Annotation Template Definition will open.

Annatation Template Definition e

Template Mame : IDefau\tAnnthnn Values

shortct [ - |

@ Annotation {~ Redaction

| [ Highiight | | Mone |
[rssues... |

High Importance

Type : IAna\ys\s |
Report Author : |

EventDate : -

Notes :

Ann. Author :

Ann. Date :

Lelle

6. 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.

7. Your default annotations will open at the set values for this specific Case.
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8. 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

9. The Annotation Template Definition will open.

Annctation Template Definition x

Template Name : IjefaultAnnctahcn Values

Shorteut : I ;I

* Annotaton ¢~ Redaction

||:| Highlight | | None ~|  Highimportance

Type : IAnaIysis ~|
Report Author : |

Event Date : -

Notes :

Ann. Author :

[KN[EN

Ann. Date :

H

K Cancel

10. Set your field preferences and click OK.

11. Your default annotations will open at the set values, unless you have set a different annotation
for specific Cases.
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Customizing Annotation Forms

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 Ref Labels
Reference labels allow you to add extra form fields to customize tracked annotation
information.

1. To customize Ref Labels for a case, select the Gear icon from the far right of the blue
bottom navigation ribbon. E

2. Select Annotations > Annotation Options

3. The Annotation Options form will open

4. Select Show Reference Fields on Options

5. Specify your label for the predefined reference fields.

6. Your defined Reference field labels will now appear on Annotation forms associated with
your Case.

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:
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3. Select Team Flag Labels
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4. The Case Team Flags window will open.

Team Flags - 1 - DEMO {1C)

{~ Use Defaults
{+ Override for this case

= IKZE‘\' ADVERSE DOCLUMENT

= ILiabiIity

F' IInbuund

F IDuﬂJuund

F IInternaI

F IReport

F' IDFFer

F' ISEWEd

= |Add to Brief

F' IReady to File

= IUnderEking

= |Dup|imte

E= |Hn|d

Cancel

5. Select Override for this case.

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

7. Select OK to save.
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Customizing Title Aliases for the Case

If your Case needs Title Alias Customizations that differ from the Global settings, you can
override Global settings and apply customized Title Aliases for the Case.

To customize Case Title Aliases:

1. Access the Case Titles settings using the gear icon at the right corner of the blue Case

Navigation Ribbon @

2. Select Document Titles from the menu.

3. The Case Document Title window will appear:

Case Document Titles

Case : |1-NIMBUS, Skye (00-00131)

(" Use Defaults & Override,

Main Title : [Title

Title 2: [CASELINES

Template : | %Tab #% - %CaseLines Doc Type% - %Party

Type% - %Party Name% - %Document Date|dd-

[V Generate Automatically Add Profile Field....

Title 3: [Correspondence

v

Template : | [%Document Date |yyyyMMM-dd%]....... %Main

Title%

[V Generate Automatically Add Profile Field...

Title 4 [Tite 4

[~ Generate Automatically

Title 5 : [Titee 5

[~ Generate Automatically

4. Click the Override button. (Notice the current Global Default values are displayed. These
may be retained for your current case, modified or overwritten. Any changes will not

impact the Global Settings.)

5. Select the Title series you wish to customize.

6. Rename the Title

7. Check the Generate Automatically checkbox to customize auto-generated content.

8. Add desired text and/or select Profile Fields. See Auto-Generating Title Aliases for details.

©2022-2024 Sandcat Software Inc.

Working With Primafact6 171



Customizing Team Flag Labels

You can customize Team Flag labels to diverge from Global Team Flag label settings. You may
choose to preserve some Global labels and customize others, or apply completely customized
Team Flag Label settings to your Case.

NOTE: Overriding Global settings divorces case Team Flag settings from Global settings. If you
choose to customize any Team Flag label, any Team Flag label still using the Global Team Flag
label name will not update along with any updates to that Global level Team Flag setting.

To customize Team Flag labels for the case:
1. Access the Case Titles settings using the gear icon at the bottom right corner of blue Case
Navigation Ribbon @
2. Click on the Gear icon and select Team Flags from the pop-up menu.
3. The Team Flags window will appear.

4. Click the Override for this case button to customize Team Flag labels for the case.

Team Flags - 1 - STRATUS, Claude (22-01234) *

" Use Defaults

{* QOverride for this case

5. Rename any flag colors you wish to reassign to new label values for the case.

Using Case Templates to Apply Label Values to your Current Case
Case Templates can include customizations to label values, making it quick to update an
individual Case to a set of standardized settings that diverge from Global Settings.

You can apply settings from a Case Template, or from other Cases.

***To apply Case Template settings to the Current Case

NOTE: When you override Global settings on a Case, your Case will not automiatically update

Managing Bates IDs
Setting up the Bates ID Master List

Access the Bates Master List using the Gear icon at the bottom-right of the blue Case Navigation

ribbon @:
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1. Click on the Gear icon and select Manage Bates IDs from the pop-up menu.

2. The Manage Bates IDs window will appear:

Manage Bates IDs

[ Smith, James

| Marme | Prefis | | Mumber | | Suffiz (es) |

Sirmple Nurmber
Plaintift Nurmbering F - 000o1s

add
Maodify
Delete

Defaulk

Activate Bates IDs

Close

Add a new Bates ID sequence using the Add button, or modify an existing Bates ID sequence using

the Modify button.

Adding a Bates ID sequence

1. Select Add from the Manage Bates IDs form.

2. The Add a New Bates ID Sequence screen will appear.
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Add a Mew Bates ID Sequence @

Mame : ||

Sequence format

Prefix SuFFis
Prefix Delimiter Skart Mumber  Delimiker Suffix{es) e.g. P,D

s |

Visual Appearance v |

[o]'4 | | Cancel |

3. 3. Enter the name, any Prefixes, Prefix Delimiters (a hyphen is available) the desired start
number, and any desired Suffix/Suffix Delimiter.

4. NOTE: Any Bates ID in this sequence may be used only once. The same number (e.g.
000001) can be used with multiple Prefixes, resulting in a unique Bated ID for each.

5. The Bates ID’s Visual Appearance may be modified by selecting the Visual Appearance
button. This area functions much like the Stamp interface, allowing you to select font,
font size, and page position. (The middle position is unavailable).

6. Select OK to save your new Bates ID sequence.

Modifying a Bates ID Sequence
To modify a Bates sequence, open the Manage Bates IDs screen. Select the desired sequence

and click the Modify button. Changes to the Bates ID sequence format (position, font, font size
etc.) will apply retroactively to existing uses of that sequence.

Primafact Administration
Trash
Managing the Trash folder

During training users are told to empty the trash regularly. There should be only one or two
people in a firm that have this ability. This is set up in the Primafact security module.

You can find out who has full access to the trash: Click on the Trash Folder, then right click. If you
see “Delete” or “Empty Trash” as options, then you have Full Access to the Trash. Users who have
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Read Only access will not see either of these options. If everyone can see the Delete and Empty
Trash options, please contact Primafact Support to set up Security on the Trash.

The trash should be purged routinely to avoid “bloating” your database with discarded materials.

We also recommend clients organize the trash by the date things were put in the trash and then
deleting ONLY documents that are older than 60 days. (the Undo function shows actions
performed up to 60 days ago — they will not be retrievable using Undo if purged from the trash.)

There may be instances when documents are accidentally deleted from their folder or binder. In
order to prevent someone from deleting them from the trash or emptying the trash altogether,
it is best to restrict all Primafact users’ access to this folder (Read Only) and leave the
management of this folder to one or two people who would be given Full Access.

Please have your IT person call Primafact Support to set up or change Security on the Trash
Folder. We recommend your IT person manages the Security on Primafact, with assistance from
our Support technicians.

Purging files from the Trash folder
1. Navigate to the Trash folder.

2. B ill typicall —
. Because you will typically me) o

I H o .Z Sort Ascendin
want to limit purging to A’Smithewlenz = J 09/02/20

. . . / A Sort Descending
older items, it will be helpful [ 1pageestial _ 13403420
to sort items by Time of Afidavit of L] #~ 252rch List | dated Febuany 19, 20 14411420
. . I of note Auto-size Columns Alt+7 19/01/20

Arrival in the Trash. In the ) Emalgfnote —
) ] ) ) Exhitit ustomize Columns > 26110/20
dlsplay Wlndow On the rlght' "T-‘u Imntallina Priraafact cn limdoans 7 FA it ei=Rln ey

if you do not see a column
titled
on any column and select

“Arrival”, right-click

Customize Columns.
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3. In the new window, in the (P select List Columns N elEEs

Ieft S|de under ”Proflle Profile Fields Document List Columns
. Select the fields you want to show in the Below are the fields which will appear in
”
F e I d S , frO mt h e d ro p —d own document list and dick the right arrow to move document lists. Highlight those you don't want
them over to the column list. and dick the left arrow to move them back to
| iSt' se | eCt usyste m” . See Show Fields belonging to the following category : the property field ist.
o] t Titl
Area C, to the right c —-@ = Bate and Time Added i it
Document Date
Document Title - Number of Pages
1 H Date Added to Primafact
4. Next, in the list under e Addcd toprmafact
“System”, select “Date and e i
. . . D = Date of Arrival in Folder
Time of Arrival in Folder”. Tire er
Date and Time of Arrival
See Area D E - —
5. Click on the arrow pointing o | cone =
totherighttoaddthistothe  _L i

“Document List Columns”
section. See Area E

6. Click on the UP or DOWN
arrow on the far right to
position the column now, if
you like. See Area F

7. Click OK

8. Click on the newly added column to sort by the date and time the items were put into the
trash.

Document Size

Single document size should not exceed 1,500 pages. If necessary, when scanning or printing to
Primafact, do so in batches of 1,500 pages or less. Primafact can house documents over 1,500
pages but larger documents can have issues with Indexing, extracting, merging and printing.

©2022-2024 Sandcat Software Inc. Working With Primafact6 176




Contacting Primafact Support

9am-5pm EST Monday-Friday (excluding holidays)

support@primafact.com
Local Toronto: 416-531-0891 x 1
Toll-free:  1-888-881-0891 x 1
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