DDDDDDDDD
AAAAAAA
EEEEEEEE

MANAGING CASE PATHS,
DATABASES, SECURITY,
AND USERS

~
~
~
s
~
N
s
>
-
b4

InData
TrialDirector ©

Trial Presentation Software




Table of Contents

The following topics have been exported from the TrialDirector 6 Help System to enable
easy printing. To access the most current information from the full Help system, open the
Help menu in TrialDirector.

MaNAGE CASE PAlNS .. .iiiiiii ittt e et e e e e e e e et e e e e a e aaan 1
LY (0] [0 0= TSP OU R TRTUPPPPPURR 4
Y10}Vl le = ale I @] o)V, T aTe I 1LY TSRS 5
TrialDireCtOr TEIMINOIOGY ...vteiitiiteiitee ettt ettt h e e e sttt e et e e et e e et e e e 5
COMIMON TASKS ettt ettt oottt e e oo 4ottt et e e e e oo e R Rt bttt e e e e e e e e bk bb e et e e e e e e e nbbbbeeaaaeeaaann 7
o1 N Lo TSP UPPPPRTPPRR 8
RecoNNECt MISSING FlE LINKS ....eeiiiiiieeiie ettt e st e st eee e 9
Managing Case DAtADASES .....uuuiiiieeiiiiiiiiiie e i e st e e e e s s s e e e e e e s et e e e e e e a e taaeea e aaeas 10
BaCKUD 8 CaSB ..o, 11
(070] o) = W 0= T TS TP RTTPUPPPPPRT 12
PACK @ CASE ..ttt et e et e bt e et e e et eee e 14

R oo = W 0= T TR PUPPPPPRT 15
RESIOrE @ DatADase ......eeeiiiiiiii e a e e e 15
MaKE CaSE LOAA FlES ....uiviiieiiiiie et e et e e et e e et e e 16
(G lo] ot U = 11 g I e 11 (o] PSP UUPTR 17
Modify MUIMEAIA SOUICE PANS ....uuiuiiiiiiiiiiiiiiiiiiii bbb bbb bbb e ba bbb abbbbaaabsasbsesbsbsbsssbsesesssbnrnres 19
gt ol S @F= T I TTo U ] 1 PRSPPI 21
AAMINISTEE CASE USEIS ... ittt e oottt e e e e e oottt e e e e e e e e s bbb e et e e e e e s e tatbeeaaaeaeaanes 23
TO CNANGE USEI SEHINGS ...ttt s s s stssnsnsnrnnnnes 23

TO AGA @ USEI ettt oottt e e e e oot b et e e e e e e e et bbbttt e e e e e e e tabb e e e aaeaeann 24

TO Edit USEr INFOrMETION ...ttt e e e et e e e e e e et bbb e e e e e e e e ann 24

TO REMOVE @ USEI ...ttt ettt e e et e e e e e e s bbb e e e e e n e 24

TO DISADIE @ USEI ...ttt e e e ookttt e e e e e e e et bbbttt e e e e e e e tb b e e e aeaaeann 24

LI 3 ol e @ i = U= S RUURSUUUPPRRR 25
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Manage Case Paths

The locations used to store cases on your computer or network are recorded by TrialDirector so that you can
easily find and share cases. When you create, open, or remove a case, you have the option to chose a
different case location than the one presented. You can select an alternate path from a list of previous case
locations, add a new case location, or remove case locations from the list.

Note: If your case exhibits have moved to a new location, use the Global Path Editor to
update the path(s). Use the Reconnect Missing File Links tool to locate exhibits that are
missing correct path information.

You can easily navigate to the established case path from either the Case Explorer or the Transcript
Manager.

To Select a Case Path

1. Select Create a New Case, Open a Case or Remove Case(s) from the File menu. Each of the
three dialogs displays the current case path, as shown below.

Select a caze location;

E:\Program FileshinD

AT

4

Note: TrialDirector case locations can be on local hard disks, shared network drives or even
UNC paths.

2. The paths that have already been added on your system are listed in a drop-down list. To change
the current path, click the drop-down arrow and select an alternate path from the list.

3. After you've identified the case location, you can select the desired case from the list of all cases in
the location. Click Open to open the desired case.

Select a caze location:

Browse Edit
Select a caze: L hSow v ankeesh
E Mirnitz + " amarnoto -
E Srith v Johnson
Ea Sox v Wankees
E Spartacus v Rome v
Dpen Cancel
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Add or Remove a Case Path

You may occasionally need to add or remove a case path. For example, you may need to access a case on
a network computer, or you may wish to simplify your path lists by removing old cases.

1. To change the list of available paths, click Edit.

Select a casze location:

2. The Manage Case Path(s) dialog opens.

Manage Case Path(s) El

TraDiwector supports mstiple case pathe. Yiou may

manage your kit of avalabls cae paths belove,
ﬁ Touse the new case path bst, chok OF.

T eosk and igreode changes. chick Cancel,

Manage  Selact apat

Case Paths B C\Program Fles\inD ata\cates ~
E C:\Program FiesinD atahcases\CASEDDOTY
ﬂ C:\Program Fies'nD atabcasss\CASEQDDDY,

a4 | Remove |

|ux|l:ma|

3. Toadd a new path, click Add. In the resulting selection window, browse to the new path and click
OK to return to the Manage Case Paths window. The new path will be listed in the window.

Manage Case Path(s)

Browse For Folder s :
TrialDrector supports muliple case paths. ou may

Pl sadact & Folder bo add bo your ket of avalisble case ﬁ ranage your st of avalable caze paths below.

paths.
Touse the new case path st, chok 0K
[ Desitop P To et and ignare changes, chick Cancel
# ) My Documerts
2 W My Computer Select a path
# M 3% Floppy (A:) £ C\Case Repaston, ~
2w CeDrive (C1) [ C-\D ocuments and Sebiingsdleshy\Deskt,
N j mmm* Qenerstoe 8 C\Documents and Sattings\stein DEVEL
& i Bions i |l | 3
5 3 Caso b o g ol B C\Documents and Settngsusten DEVEL . »

ooty —

ok | coaca |

Folder: Casa Repostory

| makemewreider | | ok || cones |

4. Toremove a case path, select the path you want to remove and click Remove.

2 Copyright ©2010 inData Corporation. All Rights Reserved.
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5. A warning message will appear. Click OK to remove the path or Cancel to return to the Manage
Case Paths window without removing the path.

T

Note: This operation will only remove the selected path from the list of case paths and will not delete
any files or directories from the selected path.

Explore Case Files

To easily navigate to the location where your case files are stored:
1. Right-click on the case name at the top of the Case Explorer or Transcript Manager.

2. Select Explore. Windows Explorer opens to display your case files.

Copyright ©2010 inData Corporation. All Rights Reserved. 3
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Volumes

ltems are automatically associated with a specific volume when they are added to a case. The volume can
be a hard drive (local or network), disk or CD/DVD where item source files are located and is identified by a
Volume ID.

To remove all items associated with a volume:

1. Select Remove Volume(s) from the Documents menu.

Yolumes Associated with this Caze E

Please seloct the Vobames you would e bo iemove from
- the cimert Cate Fromn the kst bedowe,
o

J Torvemirve sedethed voumes. cick Remave

T ol wathold e, chok Canced

Wokurreez] Asvociabed vath this Cate:

hpde 2003
C-Dinrem

4 vohumafz]

[ Class

2. On the displayed list, highlight the volume(s) you want to remove.
3. Click [Remove].

The volume and all items associated with it are removed from the case.
e

7

| Note: If you remove a volume from the case, you will no longer be able to access any of the items
that were in the volume without reloading them. The volume and items are not removed from the computer;

only their association with the case is removed.

4 Copyright ©2010 inData Corporation. All Rights Reserved.
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Moving and Copying Files

When working in TrialDirector, you may need to move or copy entire cases or files linked in to cases. The
Common Tasks table below lists examples and the recommended method for completing each task. Before
you use any of these methods, ensure you are familiar with File Management in TrialDirector.

Keep the following in mind:

e The exhibit files in your case, such as the image files and video depositions, are not part of the
TrialDirector case file. They exist as separate files on your computer or network, but are used by and
displayed by TrialDirector.

e TrialDirector divides exhibit files into two broad categories: Digital Video Transcripts (DV7s)and
Documents. "DVT's" include a specific type of video file and an associated digital transcript;
"Documents" include almost everything else, such as image files, photos, native files (Word,
PowerPoint, and so on), and many multimedia file types.

e [f you're going to be moving and sharing files across multiple computers, we recommend that you
establish naming conventions for your file system. This will simplify or even eliminate some file
movement concerns. For a very simple example, if your computers all have a CD drive identified as
D:\, and your image files are always stored in D:\CaseData\Images, you could move any case to an
alternate computer and it would always find its files (if the correct CD was in drive D:\).

TrialDirector Terminology

Term Definition

A TrialDirector Case file contains the organization and annotation instructions that you
have applied to the case exhibits. This includes all of the databases, workbooks, issue
coding, annotations, notes, security options, scripts, and so on related to the case. Your
selections within TrialDirector are applied to exhibit files, which can be thought of as

existing separately.
Case File

Note: The exhibit files in your case, such as the image files and video depositions,
are not part of the case file. When TrialDirector case files and their associated document
files are moved to a diifferent computer, the document files must be reconnected to the
case files unless the file and path names are exactly identical in the new location.

Exhibit files are the documents, photos, multimedia files, and so on that comprise trial
evidence. These items are maintained separately from TrialDirector case files;
TrialDirector makes use of them, but does not alter them. (For example, annotations or
redactions appear as a separate layer or layers above the original document.)

Exhibit File

Copyright ©2010 inData Corporation. All Rights Reserved. 5
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A load file is the easiest way to add a large number of documents to
TrialDirector. For example, if a vendor has prepared a large number of scanned
& OCR'd image documents related to a case, you will usually be provided with
Load File (or a load file for the documents. When you import the documents using the load
Batch File) file, the documents are added to your case, and all the database records to
identify them are created automatically.

You can use TrialDirector to either import or export (create) a load file.

A volume is the storage location for exhibit files used by TrialDirector. A volume

can be on your computer's hard drive, a hard drive on your company's

network, or a removable storage device, such as a CD or DVD ROM, a ZIP
Volume disk, or a flash drive.

Note that a volume does not have to be the entire storage media. A volume can
be a folder on a hard drive, for example, or it might be a CD ROM.

The path is the "address" of a file or it's folder on a volume. Here's an example
of a path from an Iltem Properties screen:

Path'Filename

czample Data TDSDocz001 Wemolo0Ea tif

Path

When exhibit files are moved, it is necessary to change the path so that
TrialDirector can locate them. This can be done for individual files, or for an
entire set of files using the Global Path Editor command.

6 Copyright ©2010 inData Corporation. All Rights Reserved.
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Common Tasks

If you want to:

Do this:

Take your case with you to trial

Use Pack-N-Go

Pack-N-Go makes a compressed copy of your entire case (including all
documents, transcripts, video files, and the database) that you can
import on another computer with TrialDirector (such as a laptop used for
trial).

Copy your entire case to a new
location ("Bring it here")

Use Pack-N-Go

Pack-N-Go copies your entire case (including all documents, transcripts,
video files, and the database) to a specified location, such as a new
network drive. It changes all references in the case database to point to
the new location.

Try something out on a copy of your
case (i.e. you think a document could
be corrupt and want to try adding it
to a "dummy" case before adding it
to your master case)

Use Copy a Case

The Copy a Case feature copies the database and all files within the main
case folder and subfolders. (It does not copy files linked in to your case
that are stored in other locations, such as your My Documents folder or
exhibits stored in folders on your network.)

Enable someone else in your office to
import your case information

Make Case L oad Files

This method is faster than using Pack-N-Go if the case includes links to
many exhibits stored on your network, and enables the other person to
import into an existing case (whereas Pack-N-Go creates a new case).

Case load files also enable you to import case information into other
programs.

Tell TrialDirector to look in one or
more new locations for all of the files
(or a batch of files) linked in to your
case (i.e. the exhibits are in a network
folder now instead of on your hard
drive)

Use Global Path Editor

Move a few documents (not DVTs)

Move the files as you would any files on your computer (such as by
dragging and dropping between folders). Then, in TrialDirector, right-click
on each filename and change the Properties to the new Path\Filename.

Move Digital Video Transcripts (DVTs)

Follow the instructions in Modify Multimedia Source Paths

For information on database management tasks (such as backing up a case database, repairing a case,
restoring a case database, etc.), see Managing Case Databases.

Copyright ©2010 inData Corporation. All Rights Reserved.
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Pack-N-Go

Pack-N-Go enables you to do either of the following:

Copy your entire case (including all documents, transcripts, video files, and the database) to a
specified location, such as a new network drive. It changes all references in the case database to
point to the new location.

Pack a copy of your entire case (including all documents, transcripts, video files, and the database)
and import it on a another computer with TrialDirector installed, such as a laptop used for trial.

Pack-N-Go differs from the database maintenance features in TrialDirector that enable you to pack (i.e. clean
up) or copy a case because unlike those tools, Pack-N-Go copies a// of the case files as well as the
database. Pack-N-Go also retains case file structure (for example, if you have organized your case with
subfolders for each witness, this structure will appear in the unpacked case).

\I} Caution: Pack-N-Go is not a data synchronization tool. Only make changes to your master case.

To pack a case

1.

6.
7.

On the File menu, click Pack-N-Go.
The Pack-N-Go Welcome screen appears.

Click Next.
Pack-N-Go processes your case database to locate all files and determine the total storage space
required for the packed case. This may take several minutes or longer if the database is large.

If the Missing Files screen appears, click Reconnect Missing Files. Use the Reconnect Missing File
Links Wizard to locate the missing files, then go back to Step 1 above to restart Pack-N-Go.

After Pack-N-Go successfully locates all files, it prompts you to choose one of the following options:
e Copy Files and Update Case Database - Choose this option if you're relocating your case.

o Create Packed Data Set to Import Later - Choose this option if you want to import a copy
of your case on another computer (such as laptop used for trial).

Pack-N-Go reports the total amount of space required to store your case. Before you continue,
ensure the location where you want to save the packed case has enough space. Then, click
Browse and select this location.

When you are ready to begin the data export process (which may take several minutes), click Next.

When the process is complete, click Finished.

The packed case is saved with a .pak extension in the location you selected. To unpack the case on the
other computer, use Import Case from Pack-N-Go Volume.

Copyright ©2010 inData Corporation. All Rights Reserved.
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Reconnect Missing File Links

The Reconnect Missing File Links wizard searches for files that were moved outside of TrialDirector and
reconnects the links to the files. If you suspect files are missing (for example, you see missing image icons in
your case), use this wizard. You will also be prompted to use this wizard if you attempt to pack a case using
Pack-N-Go and it encounters missing files.

Note: Only use the Reconnect Missing File Links wizard when files have been inadvertently
moved and are now "missing" in TrialDirector. To correctly move files, follow the instructions in
Moving and Copying Files.

To reconnect missing files

1. On the Tools menu, click Reconnect Missing Files.
2. In the Reconnect Missing File Links wizard, click Next to begin the search for missing files.

3. On the Links to be Fixed tab, select the first item and click Fix Item. Navigate to the missing file.
If you need more information, click the Detailed Report tab. Here you can also view the report (to
open it in Notepad and print it if needed), or save it to a .TXT file.

4. Repeat Step 3 for each item listed on the Links to be Fixed tab until the tab is empty.
5. Click Next.

6. When the wizard displays, "You have successfully reconnected all files," click Finished.

Copyright ©2010 inData Corporation. All Rights Reserved. 9
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Managing Case Databases

TrialDirector includes several features you can use as needed to maintain your case database.

If you want to:

Use this:

Back up your case database (i.e. all notes,
markups, annotations, and coding information)

The Backup a Case feature

Back up your case every few days and especially
before processing large load files or importing
information from an external application.

Try something out on a copy of your case (i.e.
you think a document could be corrupt and want
to try adding it to a "dummy" case before adding
it to your master case)

The Copy a Case feature

The Copy a Case feature copies the database and
all files within the main case folder and subfolders.
(It does not copy files linked in to your case that
are stored in other locations, such as your My
Documents folder or exhibits stored in folders on
your network.)

Improve performance for a large case
(particularly if the case has had a large number of
deletions)

The Pack a Case feature

Packing a case is similar to defragmenting your

hard drive. It is a cleaning process that removes
blank space, which may improve case response
time in TrialDirector.

Find missing files and fix the links

The Reconnect Missing Files Wizard

Fix a case that is displaying strange information
(i.e. erratic database behavior, fields not properly
refreshed, etc.)

The Repair a Case feature

Restore a case database that will not open,
continues to display erratic database behavior
after repair, or must be reverted back to an
earlier state.

The Restore a Database procedure

10 Copyright ©2010 inData Corporation. All Rights Reserved.
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Backup a Case

A case backup does not back up all files in a case, rather, it creates a backup copy of the databases
associated with the case, which preserves all notes, markups, annotations, and coding information that has
been created to support the case documents. (Backup of documents and exhibit files such as transcripts
and video are typically handled by separate utilities provided your system administrator.)

inData recommends running the case backup process before processing large load files or importing
information from an external application. This provides a fall-back position in the (unlikely) event that a
problem occurs during an import.

1. From the File menu, select Case Databases, then Backup...
The Backup a Case dialog opens. Specify a description for the backup, then click Next.

Backup a Case El

Flaass anber a desciplion for thes Caes backun,

a To contiruee, chck Hest

To s, chek Cancal

Blackup Dascription
{5 v R Backup on D500 2006 09.19.A4M

Cancel | | o> | |

2. A second screen appears. Click Finish to process the backup or Cancel to exit.

Backup a Case E
The cument caze datshate: will now be backedup
based on the riomaton gven:
| -'}J’._' This process could take & hew moments depending on the
\ 4ize of the cument cate datsbases.

T bagin the backup process, chek Finish
To go back chck Back, o o et chick Cancel

Cancsl <Back | ==

Caaaal

f Note: The time required to backup the case is dependent of the amount of information in the

databases. For example, the databases associated with the TrialDirector sample cases will back up in one or
two seconds.

Copyright ©2010 inData Corporation. All Rights Reserved. 11
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Copy a Case

TrialDirector allows you to create an identical copy of an existing case. Using this method, you can copy a
case that exists on your local drive to a network drive where it can be retrieved by other computers. This
process will copy the entire contents of the current case directory. All sub-directories, including screen
grabs and OCR full text are copied. Secure cases will still retain all user names and associated privileges.

T

4

Note: \When you create a copy of a case, any changes that you make to either case will not be
reflected in the other case. This is because the cases do not share case data.

1. Open the case you would like to copy

2. Open the File menu, select Case Databases then select Copy.

Copy a Case X]

Pleags el the dectinalion location pou vwould Be o

To continue, chek et
Toeat chek Cancel

LOPY 3 Select destnabion case jocaton:

Brogsse Eat |

Hesw [heccnpiion:
-------- |Gzt v Leel
- [ Llse Case deccoiption foe dischony name

Cancel et

T

4

Note: The destination case location can be a shared network drive or a removable disk, such as an
external hard drive. This provides an effective way to backup the case databases. Also, the destination case
location can be a shared directory on another PC.

3. The default case path is automatically selected as the destination location for the
case files.

4. If you want to edit the case path, click Edit (see Manage Case Paths). You can also
rename the case if desired, using the New Description field.

5. Click Next.

12 Copyright ©2010 inData Corporation. All Rights Reserved.
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Copy a Case lYl

The seleciesd case will now be copied based on e
p riommation given
| a This process could take a lew moments deperding on the
= size of the selected case

To begn the copy process, chick Copy.

To backup chek Back. of b el chek Cancel

........ Copying DEMOINGE bt

R | =T

6. Click Copy. The duration of the copy process depends on the number of items to be

copied.
Copy a Case [¥|
The selected case hat besn copied.
| afla Flaaze 1eview the copy tesults canefully 1o ensue no
e WAPINGS wWee Esued
To e, chck OF.
Finished! Reads

T e atuon vz coenplebed succassfully.

7. When the process is complete, the copied case will display in the destination location
selected in the first step. Click OK.

Caaaal

f Note: The Case Explorer will display the copied case items and the Title Bar will display the new case
name and case path.
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Pack a Case

Packing a database is a housecleaning process that removes blank space left by file deletions. This can
improve response time, especially in very large case files or in cases that have had a large number of
deletions. This will not affect the current information in the database.

1. Open the File menu, select Case Databases, choose Pack.

Caaaal

f Note: If you are working in a network environment, ensure that the case is not open by another user in
order to avoid an error message.

TrialDirector Document Manager

2

The requested operation may take a while ta complete on larger cases.

Lo wou really wank ko do this?

Yes Mo

2. Click Yes to continue or No to cancel the process

3. When the process is complete, a message window will appear. Click OK to return to
the application window.

Triallvirector Document Manager E|

-;:) IF you continue, TrialDirechor Document Manager will atkempk bo compact the database for the curent case.,
t
The Case Explores windows will go blank during this process. Please be patient while the caze i compacted,

Continue 7

o] cmu |

Caaaal

f Note: Attempting to pack large cases may take longer. TrialDirector cases over 100,000 records may
take a few minutes to pack.

14 Copyright ©2010 inData Corporation. All Rights Reserved.
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Repair a Case

A case database should be repaired if the database behavior seems erratic or if the database fields are not
properly refreshed. This will not affect the current information in the database.

Select Repair Case Database from the File menu. (Only visible from the Case Library, Document
Manager, or Coding tabs.)

Click Yes to continue or No to cancel the database repair.

T

Note: If you are working in a network environment, be sure the case is not open by another
user in order to avoid an error message.

When the database repair is complete, a message window will appear, informing you that the
process is complete. Click OK to return to the application window.

Restore a Database

Restore a case database from a backup if one of the following occurs:

The case will no longer open in TrialDirector

Erratic results continue after you have used the Repair Case Database utility

It's necessary to return to a previous database state (for example, if incorrect changes were made to
the case that are not easily reversed, you can restore the case database using the previous day's
backup)

To restore the database:

1.

To determine where the case database files are located, right-click on the case name at the top of
the Case Explorer or Transcript Explorer tree. Select Explore Case.

Make sure the case is not open in TrialDirector. Copy all files in the case folder to a new, temporary
folder (for example, "Smith Case OLD").

Navigate to the location where case backups are stored and locate the most recent backup of the
case.

Copy all files from the backup case folder to the active case folder you located in Step 1. When the
prompt appears, click Yes to confirm you want to replace existing files.

Open the case in TrialDirector. Once you've determined the case is working correctly and contains
the expected data, delete the temporary folder you created in Step 3.

Copyright ©2010 inData Corporation. All Rights Reserved. 15
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Make Case Load Files

TrialDirector can be used to make load files for sharing exhibit files with other users, moving the case to a
different computer, or for use by an alternate program. Before you make case load files, review Moving and
Copying Files to ensure this is the best method for what you want to do.

1. To make load files from a case, select the Make Case Load Files command from the Tools menu.
A dialog box will open asking if you want to use the same Volume Label information. If the load file
will be used on the same computer or a computer using the same volume naming conventions, click
Yes. Otherwise, click No.

Database “‘Volume Label’ Information Option PS_<|

—_

\?{} Do ol wish ko preserve current database “olume Label' information 7

Yes Mo ‘ Cancel ‘

2. If you selected No, the dialogue below will open. Specify the desired Volume Label in the field
provided, then click OK.

Set all ‘'Yolume Labels® to...

E nter the Walume Label that pou would like to zet for all

itemE.

Cancel

ExPORT WO

3. After you clicked Yes in step 1 or OK in Step 2, the following screen will appear, giving the location
of the load file(s).

Case Load File Creation is Complete [§|

i J Case lnad files have been created in Folder

C:\Program Files\inDatah TrialDireckor SYCasesiCASEOODG! LoadFiles

Caaaal

f Note: Case load files are automatically created in formats required by several different applications. The
file with the .oll extension is the TrialDirector format, the .dii file is the one required for CT Summation
products.

16 Copyright ©2010 inData Corporation. All Rights Reserved.
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Global Path Editor

Occasionally you may need to move exhibit files (for example, from a CD to a network drive). Move the files
as you would any other files in Windows. /mmediately after moving the files, use the Global Path Editor in
TrialDirector to update the volumes and/or paths.

From the Tools menu, select Global Path Editor. The Global Path Editor dialog box opens, displaying the
unique file paths for the current case. Two options are available on the bottom of the screen: Show all
Volumes and the default, Show all Paths. When the Show all Volumes option is selected, all unique
volumes that have been associated with the current case are listed.

To Change a Volume

1. Select Show all Volumes. A list of all unique volumes associated with the current case is displayed.

Global Path Editor

Essting Paths:

_ Save Changes |
Chose

Eting Volumes
[TRIALDIA_S
Replacs with
]

" Show sl Volumeas
™ Show ol Pathe

2. In the Replace with box, enter a new volume identity, or click Browse to navigate to the new
volume.
In the example above, the case is being redirected from a volume named TRIALDIR_5 to a volume
named [C:].

3. Click the Save Changes button to add the new volume and make it the active volume for the case.
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To Change a Path

1. Select Show all Paths. A list of all unique folder paths for the current case displays.

Global Path Editor

ple dataldocs il

Spartacus v Romeh\ A0

Spalacist v Romel\Docs\000 e |
Spatacus v Rome\Ole\00T

Sipasttacus v Fome\Protoh000

Spawtacus v Rome\Snapahols

Esittine) Paths
[|d feample data’\doct\ 00T

Replace with

flramele data\docs\00

™ Show ol Volumes
+ Show ol Paths

In this example, a group of exhibit files have been moved from a CD in the computer's D: drive to the
internal hard drive. The folder names that contain the files have not been changed. (The Sample Data
folder and everything in it was copied to the internal hard drive.)

4. Click on the path you want to change in the list.
The selected path appears in the Existing Paths box below the list.

5. In the Replace With box, edit the path or click Browse to navigate to the new path.
In the example above, the only change needed is the removal of the [d:], since the folder naming
remains the same.

6. IMPORTANT: Click Save Changes after editing each path. When all the paths have been revised,
click Close to exit the dialog box.
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Modify Multimedia Source Paths

If you change the location of the multimedia source files for a Digital Video Transcript, you will need to modify
the path to the source files.

1. Select Modify Multimedia Location(s) from the Multimedia menu.

Modily Multimedia Location(s)

Flaasa salect the mulimeda you veould Bee to relocate.

To continue, chck Neot
Tio et click Cancel

B - Audioideo Pait 01 fos Banthel, Edwin ol .
O3 Audolides Pait 01 for Poll, Michael Vel .,
055 Audioviden Pait 01 fos Glass, Tas F, [vel
O%5% Audofiden Part 02 foe Glass, Tia F. ol .,

"""" S-uhﬂﬂljguﬂ|

Cares |_tiee> | |

2. Select the multimedia file(s) you want to relocate. Click [Next] to continue.

Flaae salect & nesw cation bor the sslected multimedka

g shemamiz]
LY

To continue. chck Mest
To backup chck Back. o bo et chok Cancel

Select & new mushmedsa location:
[E\Program Fles\riliata

5_-: Bm..l

Cancel < Back |

3. Click [Browse] to select a new source path for the multimedia file or type in the fully qualified path
(including drive letter). Click [Next].

r'? Nofte: The new source path can be a local or external hard disk, network drive or UNC path.
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Modily Multimedia Location{s)

The location of the selected muimedia straam(s] will nos
be changed.

| -'_,.‘;.'f Deparding on the rumber of mulimedia siream(s] selected,
the peocess may take a lew moments.

To begn processng. chck Fedocate
To backup chck Back, o b el chck Cancel

Frogress

I-'? Note: If you simply enter the drive letter or beginning portion of the new source path, TrialDirector will
parse the sub-directories to find the proper source files.

4. Click [Relocate] to change the source file location information.

5. When the progress bar reaches the end, click [Next].

Modily Multimedia Location{s)

The midtimades strsamiz) have bean relocabed
| Pl arviow thee impoit secculls cansfilly bo encues no
e WATENgE vt Esued

Tio et chick Finished

Finished! Rends
‘The esbereirsy midlimecha shieam:ls] wete remapped

AuachaMVideo Part 01 lor Barthel, Edwan Vel 01) -
0 /2422002

I-} Note: A warning is displayed if any of the multimedia source files could not be found in the location
entered on Step 3.

8. Review the relocation results carefully to ensure no warnings were issued.

9. Click [Finished] to exit the relocation process.
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Enable Case Security

When you enable case security for a case, a user name and password will be required to access case data.
You can also encrypt case data so that it cannot be opened and read by any other person or program. You
can allow multiple users to have access to the case.

1. Select Create a New Case from the File menu.

2. Follow the instructions to Create a New Case to advance through the first two screens of the wizard.

Create a New Case [x]
Finallp, you can selec! bo protect pour vahashle cate dala
by emabiling case access securnily.
To create the new case. chck Create.
To backup chck Back, of o esal cbck Cancel

Create a W Ensble case scosss gecurity
MNew Case fease and fature wocass will depand on wser fagin)
fcmaristratonr 1ad'rn

[T Enabls caze sncaypbion
RN foase datahases will ba encrypted for axtra security)

Cancel <Eack| | Cese |

3. To enable case security for the case you are creating, click the Enable Case Access Security
checkbox.

Creale a New Case El

Fmally, pou can sedect 1o prolech wour valuable case data
by enabling case access secunly.

To create the new case. chck Create.

To backup chck Back. of bo ext chck Cancel

Create g ¥ Enahle caze accers gecuily
New Case {oase and featire access will depend on user login)

Admwististor [adn
........ R
"""" {case databiases will b encrypted for axtra securify)

Cancel | gk | | ceae |

I—’} Note: By default, you are the System Administrator when you create a new case and you must select
an Administrator User ID and Password.

4. Modify the Administrator User ID, if desired.

5. Enter an Administrator Password. The Administrators passwords are never displayed in plain text.
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6. Enter the Password again to confirm it.

T

Note: When you enable case access security, you can also enable case encryption, which provides
additional security by scrambling your case data so that it cannot be opened and read by any other person
or program. However, if you enable case encryption, you will experience a minor loss in performance.

7. To enable case encryption, click the Enable Case Encryption checkbox.

8. Click [Create] to finish creating the case
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Administer Case Users

Topics:

= AddaUser
= Edit a User Profile

=  Remove a User

= Disable a User

= Log off a User

On a network, when case access security is enabled, users with Case Management privileges (including the
System Administrator) can add, edit, disable and remove users, as well as modify user privileges.

To change user settings

1. Select Administer Case Users and Privileges from the File menu. (This option does not appear on
a non-network system.)

2. The current case users are displayed in the window below. The System Administrator is designated
by a purple icon, while all other users are designated by a red icon.

Administer Case Users and Privileges r?:

Lbgane | Pﬁutgﬁ]

Uze the lizt below Lo grant o deny Usais access Lo your Casa, and bo
ﬁ change passwords and other setbngs

Uzers For this Caser
& System Adeministralor
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To Add a User

1. Click the Add button on the Administer Case Users and Privileges window.

Administer Case Users and Privileges E

Upanrz | Pri\-ﬁg:-s]

Lz bhis list bebow bo grant o deny Ussrs access 1o you Cam, andba
ﬁ changs passwonds and other setbngs

Enter e Lser mformation:

Ful Hame:
Hiew sz Inisk [NEW
Usemame: |aronymos [T Disable s sscount
Passwaaid | pasawennd
Lancel
Close

2. Enter the user's full name and initials.
3. Enter a user name and password for the user.
4. Click Save.

The user is now able to log into the case. By default, the user has limited case privileges. Click the Privileges
tab to modify the user's privileges.

To Edit User Information

1. Click the Edit button on the Administer Case Users and Privileges window.
2. Make the desired changes to the user information.
3. Click Save.

To Remove a User

1. Select the user you want to remove in the Administer Case Users and Privileges window.
2. Click Remove.

The user is no onger be able to log into the case

To Disable a User

1. Select the user you would like to disable in the Administer Case Users and Privileges window.
2. Click Edit.

3. Select the check box adjacent to Disable This Account.

4. Click Save.

The user is not able to log into the case until you enable the user again.
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To Log Off a User

1. Select Log Off User: (Mame) from the File menu.

2. The user will be logged off, and the Secure Case Access Login screen will appear, allowing you to
log in as a different user.
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