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Welcome to Nebula

Nebula is an end-to-end ediscovery solution that maximizes productivity with loads of cutting edge
features, while providing an intuitive and easy to learn experience for end users.

This Quick Start Guide explains the key features found within Nebula Review.

Review Dashboard

The Review dashboard (Review > Dashboard) provides an overview of the progress of each matter and
access to batches of documents on the Document List.

Note: Depending on the user’s permissions, some of these elements may not be available.

#Nebula Nebula Demo v Reviewer Preserve v Impot v Cull v Review v

{2t > Review > Dashboard

B Dashboard e

Reviewed

£ Workiflows v 0%

[B Promotions ~

B Custodians v Workflow Batches e I Only Mine Show Completed 6@ Q

@ Tags h User = Batch 1= Workflow = Stage 1= Checked Out 1= Checked In ¥ Elapsed  [= Status 1= Completed 17

&Lss o Roth, Reg 000004 Production Review 1L Review - no Priv-... 08/17/2020 08/17/2020 0 Days )
Roth, Reg 000001 Production Review 1L Review - no Priv- 07/02/2020 0710212020 0Days 373

B Productions v
Roth, Reg 000006 Production Review 1L Review - no Priv-... 117112020 1101112020 0Days 0r0
Roth, Reg 000005 Production Review 1L Review - no Priv.. 11/11/2020 1141112020 0 Days 0/0
Roth, Reg 000003 Production Review 1L Review - no Priv-_ 08/17/2020 08/17/2020 0Days 0r0
Roth, Reg 000002 Production Review 1L Review - Priv Hits  07/02/2020 08/17/2020 46 Days 0/0

Collapse menu <

You can open the Document List from each of the following access points:

1. Explore menu: Groups documents in folders by common categories within each matter.
2. Review cards: Displays fully customizable metrics that track review progress in real-time.

3. Workflow Batches: Lists the batches assigned to each user by workflow. Reviewers can access
their own batch sets by clicking Checkout and then selecting the next batch from either any topic
or a topic of their choice.

4. Favorites and Recents B: Enables users to revisit document lists and searches flagged as
"Favorites" or have been recently viewed.
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Workflow Batches

The Workflow Batches section displays all the batches you are currently assigned, as well as each one's
status.

#Nebula Nebuia Demo v Reviewer Preserve v Impot v Cul v Review v @ Seach O W @

1 > Review > Dashboard

B3 Dashboard

ik Workflows v
4040 0f 21,142

[B Promotions v s ————) >
B Custodians v Workflow Batches B show Completed G@ Q searcn Batches H
® Ta0s v User 1= Batch = Workflow — ]5 Stage = Checked Out = Checked In 5 Elapsed 1= Status 1= Completed  [=
e o o 000004 Production Review 1L Review - no Priv-...  08117/2020 08/17/2020 0Days 0r0

Roth, Reg 000001 Production Review 1L Review - no Priv-...  07/02/2020 0710212020 0Days 3/3
Productions v

Roih, Reg 000006 Production Review 1L Review - no Priv-..  11/11/2020 1171112020 0Days 010

Roth, Reg 000005 Production Review 1L Review - no Priv-...  11/11/2020 11/11/2020 0 Days 0/0

Roth, Reg 000003 Production Review 1L Review - no Priv- . 0g/17/2020 081172020 0 Days 00

Roth, Reg 000007 Production Review 1L Review - Priv Hits  03/22/2021 0Days 0/43 @

Roth, Reg 000002 Production Review 1L Review - no Priv-_. 07/02/2020 08/17/2020 46 Days 0/0

Roth, Reg 000008 Production Review 1L Review - Priv Hits 031222021 0 Days 0/43 @

Collapse menu <

To checkout batches

1. In the Workflow Batches section, click the Checkout icon @

Checkout batch X

Stage Select a stage -

Cancel

2. On the Checkout batch window, select the Stage of the workflow you want to checkout the batch
from.

3. Click Checkout.

The selected batch appears in the Workflow Batches section.
To open workflow batches

® |n the Workflow Batches section, double-click the batch you want view.

The Document List displays the contents of the batch.

KlDiscavery.



To check in batches

1. Inthe Workflow Batches section, locate the batch you want to check in and click its Check In icon

rev_000008 X
Status Count

Failed Validation 96 /100

Failed Family Validation 4 /100

O Keep non-reviewed
Release validated documents and continue this batch

O Return non-reviewed
Finalize this batch and return incomplete documents back
to the queue

Ta retain all documents and continue this batch click Cancel

2. On the [Batch] window, view the Status of the batch.
3. Ifthe batch failed validation, choose one of the following:
® Keep non-reviewed: Release validated documents and continue reviewing the batch.
® Return non-reviewed: Finalize the batch and return incomplete documents to the queue.

To retain all documents and continue reviewing the batch, click Cancel.

4. Ifthe batch passed validation, click Check In.
5. Ifthe batch is empty, click OK on the confirmation window.
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Document List

The Document List displays a configurable set of metadata and attributes of documents in a search

result or a folder on the Reviewer dashboard. From here, users can:

® Openthe Document Viewer.
® Perform many common database functions "en masse."

Preserve v Import v Cull v Review v

H Document List cE Y i Document: 4T-0000000002
& O Document ID = Status Custodian 1= Native Size = Body TextHash  [=
4T-0000000002 ® +es bailey_Cust 323584
B a 4T-0000000003 e (o) ++- bailey_Cust 28672
2] 4T-0000000004 ® 0 «+= bailey_Cust 471040
O 4T-0000000004-0001 DOwe® bailey_Cust 156160
* 4T-0000000005 ® 0 ++= bailey_Cust 4919296
& 0 4T-0000000005-0001 Blvwve bailey_Cust 4881678
B a 4T-0000000006 0] +ss bailey_Cust 385024
a 4T-0000000006-0001 [VR*ZS) +ee bailey_Cust 1730
a 4T-0000000006-0002 hwe «+ bailey_Cust 3635
a 4T-0000000006-0003 B0 «+ bailey_Cust 4163
a 4T-0000000006-0004 ® 0 «+ bailey_Cust 2025
a 4T-0000000006-0005 BO)wwve® ++ bailey_Cust 8349
a 4T-0000000006-0008 U +se bailey_Cust 6209
a 4T-0000000006-0009 [/Re7 +se bailey_Cust 3941
a 4T-0000000006-0010 B 0w ++- bailey_Cust 15812
a 4T-0000000007 ® 0 «+ bailey_Cust 77824
a 4T-0000000007-0001 h® «+ bailey_Cust 26624
Total: 4,040 - 3 Selected e ltem{1 loi4,040
>

1. Document List menu:

@ search

MD5 Hash =
FF1DF6B56938EF1356119.
48DEFCBEIAY42EADFBFA
2820E1BE54872B32DB1FC..
88361EF820069DIBFFA4E
2484E29B0EACCE612A388
D6 1AACOBEBBEBA509FEA
C7DCF2219406CBFT056E7
BC7765D657C797ADBISTS
92BF2B029F6DBF2AGE7B
7DABB65133D3B15DE1D6
467843C175619E3FF30AA
35FA1AG16BC123F5E5086
0491971CCA5EE0349FBBD
800DEAG10C84E3AISEER
2E16D321B924EF99A8476
7ABCBDOESD63256F65445

CB6BAAETAAOFE3C02BRB7

" Refresh: Updates the contents of the displayed Document List.

a w3

Family Members

4T-0000000004, 4T-000000..

4T-0000000004, 4T-000000

4T-0000000005, 4T-000000_

4T-0000000005, 4T-000000

4T-0000000006, 4T-000000

4T-0000000006, 4T-000000

4T-0000000006, 4T-000000

4T-0000000006, 4T-000000.

4T-0000000006, 4T-000000
4T-0000000006, 4T-000000
4T-0000000006, 4T-000000
4T-0000000006, 4T-000000
4T-0000000006, 4T-000000
4T-0000000007, 4T-000000

4T-0000000007, 4T-000000

" Show/Hide Facet Explorer: Displays current attributes of the document set.

KlDiscavery.
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#Nebula  Nebula Demo

v Reviewer

Preserve v Impot v Cull v Review v

Documen t 4T-0000000002
& Atiibutes  Correspondence  NLP
B Primary Custodians AZ 09 Applications Extensions AZ 09 Languages AZ 09 Timeline AZ 09 Collections
O torik_Cust (2,243) e [0 Microsoft Outiook E... (3,476) emmmmy | [J msg (3,476) e | [ English (1,389) & [ (1980-01) Jan 1980 (448) @ O torik
2] [ bailey_Cust (1,629) e [ Microsoft Excel (204) ¢ Oxis (198) ¢ [ Language Detection Error (619) @ [ (2002-11)Nov2002 (402 & [ bailey
'S (O threadingData_Cust (96) @ (O Microsoft Word for Wi... (189) « O doc (184) @ [ lgnored SpreadSheet  (161) ¢ [ (2001-11)Nov2001  (268) @ [ threadingData
[ workflow33 (54) ¢ [ JPEG Image (53) « Oiee (50) ¢ [ Unknown Language (63) ¢ O (2001-10) Oct 2001 (233) € [ workflowRegres
] [ languages_Cust ) ¢ O Text (33) @ Owt (19) @ [ Below Minimum Size (1) ¢ [ (2000-11) Nov2000  (208) « [ languages
B O Data_Cust @) ¢ [ GIF Image “7) « O aif “7) € [J (2001-05)May 2001 (201) ¢ [ painAndSufferin
Post fitering: 4,040 Reset
[m] Document ID = status Custodian = Native Size = Body TextHash  |= MD5 Hash 1= Family Members Extension 1
4T-0000000002 ® «++ bailey_Cust 323584 FF1DF6B56938EF 1356119 msg
O 4T.0000000003 ® «+ bailey_Cust 28672 48DEFCOESAI42EAFEFA msg
4T-0000000004 ®0 «++ bailey_Cust 471040 2820E1BE54872B32DB1FC... 4T-0000000004, 4T-000000... msg
O 4T.0000000004-0001 DOwve bailey_Cust 156160 61EF820069D3BFFA4E . 4T- 4T.000000... pps
4T.0000000005 ®0 «++ bailey_Cust 4919296 612A3B88... 4T- 4T.000000... msg
O 4T-0000000005-0001 Blwve bailey_Cust 4831678 D61AACOBSBEEBAS09FE4. . 4T-0000000005, 4T-000000... mpeg
O 4T.0000000006 1] +s+ bailey_Cust 385024 C7DCF2219406CBF7056E7... 4T-0000000006, 4T-000000... msg
l AT-000N0NNNOA-NNN1 L BTN esshailev Cust 1730, RC77R5NAE7C7A7ADRAGTA  4T-00000N0N0A 4T-000000  him
Total: 4,040 - 3 Selected ttem{1__ Jof4,040 B&EY

Note: The Show/Hide Facet Explorer icon is only available for DIRECT searches.

" ﬂ Actions: Performs mass actions on the Document List, including exporting metadata
and running various reports.

Document List: Displays select metadata fields for each record on the list.
Note: By default, the Document List is sorted by Document ID.
Document Totals: Displays the total number of documents in the Document List, as well as the

number of the document currently selected.

Command Buttons: Enable you to perform the following tasks to documents selected on the
Document List:

" Download natives: Prepares a zip file of the files selected in the Document List.

" % Print selected documents: Converts documents to PDF for direct printing or saving.

" ® Mass Tag (Associate/lUnassociate attributes with selected documents)

KlDiscavery.



To open a document in the Document List in the Document Viewer
Method One

® | ocate the document in the Document List and double-click its row.

Preserve

v Impot v Cull v

Review v

@ seach 0

*

M > Review > Promotions > All Documents Yy

Document List c B V i Doeument: 4T-0000000005 [0}

O Document ID 1= Status Custodian 1= Native Size = Body TextHash  [= MDS5 Hash = Family Members Exter
[0 470000000002 ® -+ bailey_Cust 323584 FF1DFEB56938EF 1356119... msg

D 4T-0000000003 ® ese  bailey_Cust 28672 48DEFCEEYA942EAQFGFA. msg

[ 470000000004 ® 0 -+ bailey_Cust 471040 2820E1BE54872B32DBFC... 4T-0000000004, 4T-000000... msg

\:\ 4T-0000000004-0001 D @J W ® bailey_Cust 156160 88361EF820069D3BFFA4E. . 4T-0000000004, 4T-000000 pps
I D 4T-0000000005 ® @J =+ bailey_Cust 4919296 2484E29BOE4CCS8612A3B8...  4T-0000000005, 4T-000000. msg I
[J 47-0000000005-0001 Blwvwe bailey_Cust 4881678 D61AACOBSBGEB4500FE4...  4T-0000000005, 4T-000000... mpeg

D 4T-0000000006 @J sss  bailey_Cust 385024 C7DCF2219408CBF7056E7... 4T-0000000006, 4T-000000 msg

D 4T-0000000006-0001 B @J W ® =+ bailey_Cust 1730 BC7765D657C797ADBISTS. . 4T-0000000006, 4T-000000 htm

\:\ 4T-0000000006-0002 @J ol «s+ bailey_Cust 3635 92BF2B029FEDBF2ACE7B 4T-0000000006, 4T-000000 xml

Total: 4,040 - 0 Selected ftem(5  Jof4,040

Method Two

B | ocate and select the document in Document List, then click the Document Id in the menu bar.

Preserve

Cull ~

v Import

Review v

1R > Review > Promotions > All Documents ¥y

Document List cC B Y Document: 4T-0000000005 0]

O Document ID

[ 47-0000000002

[J 47-0000000003

[ 47-0000000004

[ 4T7-0000000004-0001
[J 47-0000000005

[ 47-0000000005-0001
[ 47-0000000006

[ 47-0000000006-0001
[ 47-0000000006-0002

Total: 4,040 - 0 Selected

1=

Status
[-Kol
Mo
[~ Kol

0 we
@0
e
U]

) woe
hwe

]

e @®H

Custodian

bailey_Cust

- bailey_Cust

bailey_Cust
bailey_Cust
bailey_Cust

bailey_Cust

- bailey_Cust

bailey_Cust

- bailey_Cust

1= Native Size

323584

28672

471040

156160

4919296

4881678

385024

1730

3635

ftem(5  Jof4,040

=

Body Text Hash

KlDiscavery.

=

MD5 Hash 1=
FF1DFBB56938EF 1356119
4BDEFCEE9AI42EAOFEFA..
2820E1BE54872832DB1FC
88361EF520069D3BFFA4E.
2434E29B0E4CCE612A388
D61AAGSBEBEEB4509FES
C7DCF2219406CBFT056ET
BC7765D657G797ADBIITS

92BF2B029FEDBF2AC6E7B.

Family Members

4T-0000000004, 4T-000000
4T-0000000004, 4T-000000
4T-0000000005, 4T-000000
4T-0000000005, 4T-000000
4T-0000000006, 4T-000000
4T-0000000006, 4T-000000

4T-00000000086, 4T-000000

Exter



Document Viewer

The Document Viewer displays different views of the document selected from the Document List and
enables you to review and annotate documents.

ebula  Nebuia Demo Preserve v Import v Cull v Review w Search QO Y

1 > Review > Productions > Feb2021 ¢
Document List g Document: 4T-0000000002 oezb:

Produced: 4T-0000000002 - 4T-0000000002

: <> HTML Image
Coding

Attributes . .
Erom: Bailey Bailey

To: Adams; Laurel /0=ENRON/OU=NA/CN=RECIPIENTS/CN=Ladams; Anderson; Diane /0=ENRON/OU=NA/CN=RECIPIENTS/CN=Danders2; BEIl; Jean
/Q=ENRON/QU=NA/CN=RECIPIENTS/CN=Jbell; Cason; Sharen /Q=ENRON/QU=NA/CN=RECIPIENTS/CN=Scason; Cisneros; Celeste /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Ccisnero; Fischer;
Jason /O=ENRON/OU=NA/CN=RECIPIENTS/CN=]fische2; Garcia; Jorge . /O=ENRON/OU=MA/CN=RECIPIENTS/CN=Jgarcill; Heaney; Gordon /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Gheaney;
Hundl; Kimberly /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Khundl; Murphy; Melissa Ann /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Mmurphy; Ornelas; Bianca
/0-ENRON/OU=NA/CN=RECIPIENTS /C-Bornelas; Piuetz; Stephanie /O-ENRON/OU=NA/CN-RECIPIENTS/CN-Spiwetz; Rodriguez; Melissa /0-ENRON/OU-NA/CN-RECIPIENTS/CH-lrodrig3;
Seib; Dianne /O=ENRON/OU=MA/CN=RECIPIENTS/CN=Dseib; Tackett; Scott /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Stackett; Theriot; Kim S.
/0=ENRON/OU=NA/CN=RECIPIENTS/CN=Ktherio; Brackett; Debbie R. /0=ENRON/OU=NA/CM=RECIPIENTS/CN=Dbracke; Bradford; William S.

0-ENRON/OU=HA/ CN~RECTPIENTS /C-ibradfo; BRGHN; Angela Y. /O-ENRON/OU=NA/CN-RECIPIENTS/CN=browns; Conuell; Wendy /O-ENRON/OU-NA/CN-RECIPIENTS/Cli-ticonuell; Curry;
\/CN=RECIPIENTS/CN=Vespino; Gonzalez; Veronica

Fields

B 6 B

Productions (1)

ica /O=ENR
=ENRON/OUs=!

-NA/CN=RECIPIENTS /CN=Kcurry; Espinoza; Vero
N=RECIPIENTS/CN=Vgonza2; Johnson; Rudwell =RECIPIENTS/CN=Rjohnso2; Landry; Shemeika S. /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Slandry;
Lebrocg; Wen: /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Wlebrocq; Mendoza; Nidia =ENRON/OU=NA/CN=RECIPIENTS/CN=Nmartin; Monterrey; Maribel

/O=ENRON/OU=NA/CN=RECIPIENTS /CN=Mmonterr; Moran; Tom /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Tmoran; Ngo; Tracy /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Tngo; NGRER; Carol
/0=ENRON/QU=NA/CN=RECIPIENTS/CN=Cnorth; Otte; Randy /O=ENRON/QU=NA/CN=RECIPIENTS/CN=Rotto; Radous; Paul /O=ENRON/OQU=NA/CM=RECIPIENTS/CN-Pradous; Rajaram; Aparna
/O=ENRON/OU=NA/CN=RECIPIENTS /CN=Arajaram; Rchauer; Tanya /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Trohaue; Sacks; Edward /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Esacks;
Sonnonstine; Max /O=ENRON/OU=NA/CN=RECIPTIENTS/CI ; Vanek; Darren /i RECIPIENTS/CN=Dvanek; Williams; Jason R (Credit)
/O=ENRON/QU=NA/CN=RECIPIENTS/CN=Jwilli1®; Boyd; Samantha /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Sboyd2; €OOK; Mary /0=ENRON/OU=NA/CN=RECIPIENTS/CN=Mcook; GRay; Barbara
N. /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Bgray; Heard; Marie /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Mheard; Hendry; Brent /O=ENRON/OU=MA/CN=RECIPIENTS/CN=Bhendry; Jones; Tana
/O=ENRON/OU=NA/CN=RECIPIENTS /CN=Tjones; Koehler; Anne C. fO=ENRON/OU=NA/CN=RECIPIENTS/CN=Akoehle; Leite; Francisco Pinto
/Q=ENRON/QU=NA/CN=RECIPIENTS/CN=Fleite; Nelson; Cheryl /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Cnelsond; Panus; Stephanie /O=ENRON/QU=NA/CN=RECIPIENTS/CN=Spanus; Sayre;
Frank /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Fsayre; Shackleton; Sara /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Sshackl; Taylor; Mark E (Legal)
/O=ENRON/OU=NA/CN=RECIPIENTS/CN=Mtaylol; Campos; Anthony /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Acampos; Crawford; Sharon /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Scrawfo3; Ebow;
Amber /O=ENRON/OU=NA/CN=RECIPIENTS/Cl=Aebow; Ellstrom; Diane /O=ENRON/OU=NA/CH=RECIPIENTS/CN-Dellstr; Gerard; Camille /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Cgerard;
Hare; Bill D. /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Bhare; Johnson; Cheryl /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Cjohnso5; Lambert; Karen
/O=ENRON/OU=NA/CN=RECIPIENTS/CN=Klamber; Landau; Georgi /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Glandau; Lees; Lisa /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Llees; Moore; Jason
/0=ENRON/OU=HA/CN=RECIP TENTS /Cli=Jmoorel; Neuner; Dale /O~ENRON/QU=NA/CN=RECIPIENTS/CN-Dneuner; Reeves; Leslie /O=ENRON/OU=NA/CN-RECIPIENTS/Cl=Lreeves; Richardson;
Stacey /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Srichar2; Rodriguez; Bernice /O=ENRON/OU=NA/CN=RECIPIENTS/CN=-Brodrig; Schott; Samuel
/O=ENRON/OU=NA/CN=RECIPIENTS/CN=Sschott; Sever; Stephanie /O=ENRON/OU=NA/CN=RECIPIENTS/CN=Ssever; Shivers; Lynn /O=ENRON/QU=NA/CN=RECIPIENTS/CN=Lshiver; Sietzema;
Linda /O=ENRON/OU=NA/CN=RECIPIENTS/Cl=Lsietze; Southard; Carrie carrie.southard@enron.com;

Subject: cavell Energy Corporation

Sent: Tue, 36 Oct 2001 8:@1:00 PM (UTC)

[

Keywords

Redactions (3)

Notes

{8 FaVE received BR executed financial WASEER Agreement:

ftem1___ Jof1

Convertto: [

1. Menu bar: View Document ID and document type on display and navigate the Review Document
List.

Icon Descriptio

Copy document URL: Copies the document URL to clipboard, enabling you to create a
link to the document in an external browser (whose IP address can than be shared,
emailed, ...)

Undock embedded viewer: Open the Nebula viewer in a new web browser tab.

B

Dock embedded viewer: Return the Nebula viewer to the Nebula web browser tab.

u Toggle Coding Panel Location: Move the Coding pane to the left or right margin of the
Document Viewer.

n Action: Perform key functions such as download, print, and view the document's history.

2. Coding pane: Choose Coding profiles (tags for specific reviewing tasks), apply Attributes, view
Related documents, Metadata fields, and Keywords, and enter Notes.

3. Viewing tabs: Choose to view document as:
= B Text . vjew extracted text or OCR from the document.

m <> HIML - View a Native rendering of the document.

KlDisc@very. ,



= M Image : View a TIFF image of document.

Note: Image provides access to the Image menu bar and the ability to redact and highlight

text. (If no image is displayed, click Convert to Image

)

@ Text <> HTML  [&] Image

Q Q e I $ 11 C PRIMARY / [Black Box] o v LN @ of19 > >l

" 2 NSR . view and redact a Native rendering of Microsoft Excel files.

Note: Only available for Excel file documents and only after spreadsheets have been
parsed.

m [ Media .| isten to, redact, and annotate audio files, as well as view video files.
Note: Only available for multimedia file documents.

4. Conversion buttons: Convert document to Image or HTML.

5. Command buttons: Click one of the following coding options:
® APPLY PREVIOUS to apply the coding selection of the most recently saved document.
® RESET to undo any coding changes you have made without saving.
® SAVE to submit your coding selection and remain at the current document.

SAVE/NEXT to save your coding selection and load the next document on the
Document Viewer.

KlDiscavery.



Coding a Document

Use the Coding pane's customizable Coding section to record coding decisions about a document.

Coding (A~ ]
Profile
1L Review ~
Apply to

Duplicates Family Threads

Responsiveness (requirsd) y
@ Needs Further Review

(O Not Responsive

(O Responsive

Privilege ,‘
(O Nat Privileged
(® Privileged

S

To code a document

1. Open adocumentin the Document Viewer.
2. Depending on the type of document, select the view you prefer: Text, HTML, Images, NSR, or

E-)

Media. (If no image is displayed, click Convert to Image
3. Inthe Coding section, select the Profile for the coding.

4. (Optional) Select to automatically propagate your coding decisions to any of the following
relational items (as displayed in the Related section of the Coding pane. The Related section
displays documents related to the current document.):

® Duplicates: Apply coding decisions to all duplicate documents.

® Family: Apply coding decisions to all family members.

® Threads: Apply coding decisions all documents in the thread.
5. Select the remaining options and check boxes reflecting your coding choices.
6. After coding a document, click one of the following:

Click: To...
2 APPLY Apply the coding selection of the most recently saved document.
PREVIOUS
S RESET Undo any coding changes you have made without saving.
B SAVE Submit your coding selection and remain at the current document.

KlDiscavery.



Click: To...

0 SAVE/NEXT Save your ching selection and load the next document on the
Document Viewer.

To edit a coding field

1. Open a document in the Document Viewer.

2. Click the Coding section drop arrow.

3.

4. Use the Edit Field dialog box to view field settings and make the following changes:

Click the Editicon Z for the coding field you want to update.

® Name: Edit the name of the coding field.

® Privacy: View the level of privacy - Public, Firm, or User.
® Custom Field Format: View the field format.

B (required): Select to indicate field must be completed.

To delete a tag, click the Delete icon x for the tag you want to delete and on the Delete
Confirmation dialog box, click Ok.

6. To update a tag, click the Edit icon 7 for the tag you want to update.

7. Onthe Edit Tag dialog box, update the Name and click Save.

To add a tag, click the Add Tags icon o
® Onthe Add Tags dialog box, type the Name and click Save.
Select the remaining options and check boxes reflecting your coding choices.

KlDiscavery.
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