





9.

10.

Creating a Lookup for the Begdoc# Field

LODKUPS

Smith, John

Lookups gimplify the process of entering information into wour
document database.

‘when you type into a field in either the Form or the Column
Wiew, vour Lookup iz performed for you when vou leave the
field.

Mast of the time vou'l uze lookups o you don' t have to
type long items and ta make sure that you don't misspell a
Name or & issue.

A great thing about lookups iz that after you have defined
each of your shortcuts in a Lookup T able [for example CA
becomes California), you just press the FE key when you
are in the field and choosze the item from a list of the Lookup
Table's entries.

Press Mext > to Define Your Lookup

| Hext > | Cancel

Click on the Next button (__Nex> ).

The Creating a Look-up Field for the [field name] dialog box will
appear as follows:

Click on the Next button ([__Next> ).

The Creating a Look-up Field for the [field name] dialog box will
appear as follows:
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11.

12.

13.

The Creating a Lookup Field for the [field name] dialog box will
appear as follows:

Creating a Lookup for the Begdoc# Field E

CHOOSE A
LODKUP TABLE
Smith, John

Choose a table or create a new one

T ] [ NewTabe ]

[T Lookup Must Succeed

A Lookup Table has a minimum of two columng: & Code
Column and an Expanzion Column. The Code Column
holdz shortcut test that is to be replaced by Expansion
test when entering data in the Form ar Column Yiew.

The _Mames table below haz a Code Colurnn called

Initialz. Text in this column is replaced by test in the
E=panzion Column, called Mames.

Initials | Mames

AR Brookhaven, &bigail Jr.
it Srith, John

(A% Williams, Karen 5.

< Prev | Finish | Cancel |

Select an existing look-up table from the drop-down arrow and
proceed to Step 15 or click on the New Table button

The following Create a New Lookup Table dialog box will appear:

Create a New Lookup Table E

CREATE A
NEW LODKUP TABLE

Feel free to change the names we have provided.
’W Mew Lookup Table Hame
W CodeColumn

Expansion Col Data Type

Begdociix Mote j

[addCoumn | [0k ][ cancet |

Type the look-up table name in the New Lookup Table Name

field.

Click on the OK button ((_ox__]).
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14.  Click to checkmark the Lookup Must Succeed checkbox if you
wish to force data entry from the look-up table.

15.  Click on the Finish button (__Enish ).
16.  Click on the OK button ((_oc__]).

Resizing a Field

1. Click on the field data box or field name you wish to resize.

The item will be selected and contain resizing handles as shown in
the following example:

Resizing
Handles
¥ %
| —
2. Hover your mouse pointer over any of the resizing handles until

the pointer turns into a two-sided arrow ((+=]).

3. Click and drag to resize the box and release the mouse at the
desired position.

Moving a Field

To move a field:
1. Click on the field data box or field label you wish to move.

The item will be selected and contain resizing handles as shown in
the following example:

Resizing
Handles
¥ &
|-
2. Hover your mouse pointer over the field until the pointer turns into
a four-sided arrow ().
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Section 10: Working with Transcripts
and Annotations

This section contains the following lessons:
e Lesson 1: Managing Transcripts
e Lesson 2: Navigating the Transcript Window
e Lesson 3: Searching Transcripts
e Lesson 4: Printing Transcripts, Excerpts and Reports
e Lesson 5: Annotating Transcripts
e Lesson 6: Searching Transcript Annotations

e Lesson 7: Printing Annotations and Reports

In Practice

In this section you will learn all aspects of working with transcripts in
Summation, including loading, organizing, searching, annotating, producing
reports and extracting deposition designations.

The instructions provided for searching transcripts apply to searching all other
elements of a Summation case. Once you have mastered the core searching
techniques in one element of Summation, you have mastered the core searching
techniques in all elements of Summation.

Important note about searching in Summation: The search results display will be
determined by the active window when the search is executed. If the item
window is active (see Searching Using the Transcript Window, page 335) the
results will be displayed in the item window; if the Case Explorer is the active
window (see Searching Using the Case Explorer, page 337) the results will
appear in search results outline view which provides a summary of the search
results and links to the location of the hits. This holds true for searching all
elements of Summation.
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Lesson 1: Managing Transcripts

Lesson Objectives

e Load transcripts

e Remove transcripts

e Manage Transcript Folders

All transcripts loaded in a Summation case will appear in the top portion of the
Case Explorer in the Transcripts folder. You may also create custom transcript
folders for organizational purposes.

Transcripts

Case Explorer ®

Folder

Loading Transcripts

ooooooooooooooqoff

[

B

£

E‘ Case Tools

Dravid Jones, “all
Conner Stevens, Wall
Helly Morris Vol 1 <

Mick Thomas, %1 1=t
Conner Stevens, Wol2
Peter Franc

Mick Thomas, W2 txt
----- @ Transcript Notes
- octBase Notes

----- @ ocrBase

(g1 eDocs & eMail

#- Pleadings

----- ] Chranology of Events
-8 People

----- [@l Review Sets

]E Case Organizer

----- [ Realtime

£ Core Database Views
@ Image Viewer

----- (& eDocs Viewer

-{&  Slideshow

----- Q, Searches

----- € Scripts

£

B issues
£ Cateqorie

#-0  Layouts

Transcripts

Transcripts can be in Amicus, Summation, ASCII text or SBF format for loading
in Summation. You can load single or multiple transcripts using Summation’s
load tool, or load transcripts one at a time using the drag and drop method.
Transcripts in SBF format (transcripts created by a court reporter using the
Summation TranSendCRPlus software) can be loaded one at a time or multiple
transcripts at a time and may also include video and links to exhibits.
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6. Repeat steps 3 through 5, above, for each issue you wish to add.

7. Click on the Close button ([£]) on the New Entry for Issues dialog
box title bar to return to the Issues look-up table.

Note

Once data has been entered into the Issues look-up table, you may select from the
look-up table or use the shortcuts to add data to the Issues field in your
annotations.

Creating Designations

Transcript designations are produced by creating an annotation and using a
designation in the issues field. Before you create transcript designations, you
must first set up the designations (e.g., plaintiff’s designations, defendant’s
designations).

To set up transcript designations:

1. With a transcript window or note tablet open and active, click on
Notes — Designations — Setup Designations on the menu
bar.

The following Setup Designations dialog box will appear:

Setup Designations

Add
Remove

e

Color

Advanced

1]

SHddY).

g‘l’ Use Designation icon in transcripts Cancel

2. Click on the New button ([_rew ).
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The Issues look-up table will open and the New Entry for Issues
dialog box will appear as follows:

New Entry for, Issues rz|

Shortcut ||
lssue

Save | Cancel |

SHORTCUT | 1SSUE |
CH Contributory Megligence
Dibd Damages

FR Fraud

Add | Edit | Delete | Close

3. Type the shortcut for the designation in the Shortcut field.

4. Type the designation description in the Issue field.
5. Click on the Save button ([_s==_]).

6. Repeat steps 3 through 5, above, for each designation you wish to
add.

7. Click on the Close button ([£]) on the New Entry for Issues dialog
box title bar to display the Designations table.

8. Scroll through the list and click to select each designation.

9. Click on the OK button () to return to the Setup Designations
dialog box.

Your designations will now be listed in the Setup Designations
dialog box.

10.  Click to select the designation and click on the Color button
(_zsr_]) to color code the designation.
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The following Color dialog box will open:

Custorn colors:
W0y
I I

Define Custom Calars >

Cancel

11. Click to select the color you wish to associate with the designation.

12.  Click on the OK button ([__]) to return to the Setup
Designations dialog box.

13.  Repeat steps 10 through 12 for each designation.

14.  Click to checkmark the Use Designation icon in transcripts
checkbox if you prefer to view the designation icon (which appears
as a standard note with a neon green background) instead of the
standard note type icon in the transcript margin.

15.  Click on the OK button ([__ox__]) to close the Setup Designations
dialog box.

To create transcript designations:
1. Select the text in the page and line range you wish to designate.

2. Double-click in the left margin next to the selected text range or
press the Ctrl-A shortcut key combination.
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The Note Tablet will open with the transcript name and page and
line range in the title bar as shown in the example below.

Title Bar David Jones, Yoll [12:23 - 13:6][8*E3
BleSPAPADRETD G £A0EEBS
| =
=l
lzsues _Lookup | .|
W
Date Authaor
J [MT amlinsan
3. Click on the Lookup button (Cteske 1) to open the Issues table and

select the appropriate designation or type the designation shortcut.

4. Click on the Close button ([ce=]).
The Save Note dialog box may appear as follows:

Save Note [5_<|

» | Maote attached to Pg 58 Ln 12 has changed.

Wwiould you like to zave the changes?

Mo Cancel

™ Do not Prompt to Cloze Mate. Save Automatically.

5. Click to checkmark the Do not Prompt to Close Note. Save
Automatically checkbox if you do not wish to see this prompt in
the future.

6. Click on the Yes button ([ ¥=]) to save the annotation; click on the
No button ([_t ]) to close the annotation without saving it.
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Working with Transcripts and Annotations:
Skills Builder

In this exercise you will:

v' Load a transcript

v' Create a transcript folder

v’ Copy a transcript to a folder

v Use multiple methods to search transcripts

v’ Print a transcript excerpt

v' Create transcript annotations

v' Use multiple methods to search transcript annotations.

12.  Ifitis not already open, open the [Your First and Last Name]
v Bad Guy case.

13. Load and blaze the three transcripts (COTA.TXT, GREEN1.TXT
and GREEN2.TXT) saved on the cd in the Transcripts folder
and create the following descriptions:

Filename Description
COTA.TXT COTA, PHILLIP J
GREEN1.TXT GREEN, ANN - VOL 1
GREEN2.TXT GREEN, ANN - VOL 2

Reference: Loading Transcripts Using the Load Tool, page
321.

14.  Open the Cota, Phillip J transcript.

Reference: Opening Transcripts, page 332.
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15.

16.

17.

18.

19.

20.

21.

22.

When you generate a transcript search, what window should be
active if you want to review search results in the transcript
window?

Reference: QuickSearching Transcripts, page 335.

When you generate a transcript search, what window should be
active if you want to review the search results in outline view?

Reference: QuickSearching Transcripts, page 335.

Search the Cota, Phillip J. transcript for the term accident so
the search results can be reviewed in the transcript window.

Reference: Searching Using the Transcript Window, page
336.

Can you simultaneously search multiple transcripts and review the
results in the transcript window?

Reference: QuickSearching Transcripts, page 335.

Search all transcripts using the * wildcard for fire*.

Reference: Searching Transcripts Using the Case
Explorer, page 337.

Search all transcripts for the terms procedures and fire* so the
search results can be reviewed in outline view.

Reference: Compound Searching Using the Case Explorer,
page 341.

Search all transcripts for the terms Presley and fire*. How many
hits did you get?

Change the AND proximity to 15 and search all transcripts again
for the terms Presley and fire*. How many hits did you get?

Reference: Defining Search Settings, page 339.
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23.  Change the AND proximity back to 5.

24.  Search all transcripts containing the words fire and either Joy or
Andersonny (the results must contain fire* and must contain
either Joy or Andersonnny). How many hits did you get?

Reference: Complex Compound Searching, page 343.

25.  Fuzzy search all transcripts for the name Lovel.

Reference: Fuzzy Searching, page 346.

26.  Open the Green, Ann — Vol 1 transcript; go to page 33; select
lines 10 through 15 and print the transcript excerpt.

Reference: Printing Transcript Excerpts, page 351.

27.  Open the Green, Ann — Vol 2 transcript and search for fire* and
procedures using the transcript window. For the first three hits,
copy the question and answer testimony into a transcript
annotation. Create and assign the issue Plaintiff Actions.

Reference: Creating Transcript Annotations, page 355,
and Adding Data to the Issues Look-up Table, page 358.

28.  Open the P. Franc v. K. Morris (Version 2.5) demonstration
case.

29. Use the note tablet view to search for all transcript annotations
containing the word elevation in the body.

Reference: QuickSearching Annotations Using Note Tablet
View, page 365.
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30.  Use Find Note to search all transcript annotations where the
Issue field equals Contractor’s Neligence so the search results
can be viewed in outline view.

Reference: Searching Annotations Using Find Note, page
369.

31. Jump to the first annotation found from the search results outline
view.

Reference: Zoom Into Note, page 369.

32. Return to the search results outline view and print the Find Note
search results outline.

Reference: Printing Annotation Search Results Reports,
page 374.
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