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WELCOME TO TRIALDIRECTOR 6

Welcome to TrialDirector®, trial presentation software for attorneys and litigation support
professionals. TrialDirector helps you organize exhibits and depositions, prepare cases for trial, and
enhance case presentations. Whether you’re working with documents, images, photographs,
transcripts, video testimony, or animations, you can easily view, manage, and present them using
TrialDirector.

This guide is divided into four main sections:

¢ Navigating in TrialDirector - Shows you the modules and tabs within TrialDirector.

e Creating and Organizing Your Case — Explains how to create a new case file and add items
to your case.

e Preparing for Trial — Details basic case preparation, including how to add markups to images,
add issue codes to transcripts, create focused video clips from transcripts, and use workbooks
to organize exhibits.

e Presenting at Trial — Introduces the Presentation mode and explains how to retrieve exhibits,
mark up exhibits, and display video clips.

Other Resources

This guide provides a basic introduction to TrialDirector. Check out our other valuable resources
to help you tap into the powerful features of the program:

e Tutorials - Free tutorials are available on inData’s Web site (www.indatacorp.com).

e Help - In addition to this guide, the TrialDirector Help system contains many feature overviews
and task-specific topics that you can locate through the Contents or by searching on key
words. To access the TrialDirector Help, open the Help menu in the program and click
Contents.

¢ Training — Contact inData’s Training Department at 800-828-8292 or visit inData’s Web site to
learn about our training classes.

¢ Technical Support - The Technical Support staff is available Monday through Friday from 9
a.m. to 8 p.m. Eastern Time (excluding holidays) at 866-419-4298 to help you with any
questions you have about TrialDirector.

Recommended System Requirements
e Intel® Core™2 Duo Processor 2.0 Ghz (or better)

e Microsoft Windows® 7 operating system*

e 4GB System RAM

e 256MB Dedicated Display Graphics Memory**

e 1280 X 1024 Display Resolution at 32-bit color palette

e 8x DVD Recordable Drive

e Sound Card and Speakers/Headphones (Required for audio functions)

*TrialDirector 6 can be run on both 32-bit and 64-bit versions of Windows XP, Windows Vista, and Windows 7 operating
systems.

**Microsoft DirectX 10, DirectX 9, or OpenGL capable graphics card recommended. A Windows Experience Index

graphics subscore of 4.0 (or higher) is recommended for best presentation performance.
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WHAT DO YOU WANT TO KNOW?

If you don’t have time to read this guide now, use the table below to find the information you’re
looking for quickly. This Quick Start Guide provides basic information to help you get started, while
the TrialDirector Help system includes detailed instructions and tips for using all features.

If this is your question.... ....then look here for your answer

What exactly do each of the categories — Case Guide: “Navigating in TrialDirector” on p. 5

Library, Document Manager, Transcript Manager, Help: “Getting Started with TrialDirector”
and Coding — mean to me when I’m setting up a

case in TrialDirector? See the “Navigating in TrialDirector” section.

How do | create a new case? Guide: “Creating and Organizing Your Case”
onp.7
Help: “Creating a New Case”
How do | get to the point where | can see Guide: “Adding Items to the Case” on p. 9
documents and transcripts in my case? Help: “Loading Items into Your Case”

What do | need in order to have transcripts and

video that work together? Help: “Loading Synchronized Transcripts”

How do | redact confidential information from my |Guide: “Annotating Images” on p. 28

documents before presenting them in the Help: “Working with Annotations/Markups”
courtroom?

How do | find an item in my case or specific Guide: “Finding Items and Transcript
transcript text quickly? Testimony” on p. 18

Help: “Finding Items” and “Searching
Transcripts”

How do | label an area in testimony that applies to |Guide: “Working with Issue Codes and
a particular issue so | can easily refer back to it? |Transcripts” on p. 22

Help: “Working with the Coding Database”

How do | print a list of exhibits in my case?

Help: “Creating Exhibit Lists”

What are Workbooks, and how do they help me |Guide: “Organizing Exhibits Using
organize my case and present it in court? Workbooks” on p. 30

Help: “Working with Workbooks”

How can | present two documents side-by-side

for comparison in court? Help: “Using the Presentation Zones”

How do | mark up and emphasize areas of exhibits |Guide: “Annotating Exhibits” on p. 34

during trial? Help: “Using Annotations in Presentation”

How do | play a video and scrolling transcript text |Guide: “Presenting Video” on p. 34

when presenting my evidence? Help: “Presenting Digital Video Transcripts
(DVTs)”

4 Copyright ©2011 inData Corporation. All Rights Reserved.



NAVIGATING IN TRIALDIRECTOR

The diagrams in this section explain the main features of the TrialDirector interface.
To explore these features, open the sample case provided with the program.
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Tosee the entire list of every item in your
case, you can expand the entire list by
clicking on the Expand ltems button . To
contract the list back down to the main
three categories, just click on the Collapse
ltems button.

[excerpts from transcripts that may be played
during your presentation)

*Multimedia i ncludes, for example, animations
orvideos without transcript text (i.e.,
surveillance video)

Tofilter the items listed in the Case
Explorer to only a certain type of item,
click the pull-down arrow to the right
of the View By window and select the
item.
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View ltems

o  Click on a docurment (itern) 1D and the first

page of the document appears in the

wortkspace area to the right of the Case

Explarer

s Click on the + sign next to the item 1D {or
folder) to view page list (or folder contents)

¢ Click on the — sign next to the item 1D (or
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folder) to contract the document page list (or

contents)

s llse the scrollbar to move through a lang list

of items in the Case Explorer

To move between pages of a multi-page
document, drag the slider tool to the right of the
document image. A tip window appears

identifying the page location within the

document.
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As you add trial exhibit numbers to the
items inyour case, those items are

Workbooks.

Standard, Multiplayer and Carousel.

whereveryou might use a folder when

those itemsin the courtroom, to print

and so many other tasks.
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CREATING AND ORGANIZING YOUR CASE

Creating a Case

The first step in trial presentation is to create a case in TrialDirector.

1 Click on the —l tool on the toolbar, or open the File menu and select Create a New Case...

2 Either accept the default location shown in the dialog box or browse to the location where the
new case will be stored. By default, TrialDirector creates a Cases folder within the folder that
contains the TrialDirector software.

Create a New Case El

This wazard will assist you n creating 2 new TralDrectos

CasE
ﬁ T begin, phease select the desred case lcstion fof the
e CATE,

To contirge, chok Mest

3 Click Next and enter information about your case.

Creale a Mew Case El

Heut, pleaze ented the desciption, mather nimbes, and any
additional nobes fior the new case.

Tio cortirnss, chok Nest

To backup cick Back, o to et chck Cancel
Dosciickiors

[Smith v Jones

[ Ulza Case denciption for diachon nams

Matter number [12245001TD

Hgtes: |CW Mo, 06337564, Judge Rierihold
Teisl [ate: SP05

Cancel I < Back ! Mt » f I
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4 Click Next again. If you want, you can assign a password and other security to your case. See
"Enable Case Security" in the Help system for additional information.

Creale a Mew Case le

Firally, you can select bo protect yous vakeable care data
Ly enabling case access recusly,
To create the new cams, chck Create.

To backup chek Back, o bo et chek Cancel

Createa | Ensblecass access secuntd
1 = kLS
Iil
——
- -

5 Click Create.

OTip

If you're using TrialDirector as an add-in to Summation iBlaze/Enterprise or
Concordance, a new case is created for you when you activate the add-in. See
Application Integration in the TrialDirector Help system for more information.

Opening an Existing Case

1 Click the —' tool on the toolbar, or open the File menu and select Open a Case.

Plegse salect the cate pou would Bue to work with from the
Tt ko

Browse Edt
Sedect & cone Cheeve v Ceackersh
& Chewse v Ciackers "
e 2 Hansel v Gretel
& Smith v Johexon
it i TrisDiector Sample Case o
Gpen | Cancel |

2 Your case names will appear in the Select a case box. Click on the name of the case to select
it, then click Open. (If the case you want to open does not appear in the list, browse to the
location where the case is stored.)
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Adding Items to the Case

After you create a case, you will need to add items to it. The types of items that can be viewed in
TrialDirector include:

e |mages

¢ Photographs

¢ Native files (Microsoft Word, PowerPoint, Excel, PDF, and so on)

e Transcript text

e Video synchronized with transcript text

e Multimedia (animations, video and audio files)

To access these items from within TrialDirector, you must import them to your case. Adding items
can be done by (1) dragging and dropping the item onto the Case Explorer tree, (2) using the Add
Items dialog box or (3) scanning documents or photographs directly into TrialDirector. (For

instructions on scanning documents directly into TrialDirector, see Loading Items Using a Scanner
in the TrialDirector Help system.)

When adding items using drag-and-drop or the Add Items dialog box, you can add items one at a
time or in batches, using a “load file.” Load files are usually provided by vendors or may be created
using higher end scanning programs. A load file automates the process of adding items to your
case. The following sections detail adding individual items, as well as using a load file.

Adding Items Using Drag and Drop

1 Arrange your Windows desktop so that you can view both the TrialDirector Case Explorer pane
and the Windows Explorer (or My Computer) pane.
If the items are on a CD or DVD, copy them to the drive on which you want to store them before
you load them into TrialDirector.

OTip

Within the case folder where the rest of your case information resides, you may want to
create folders for the various types of items you are adding. For example, folders called
Images, Video, Animations, Native Files, and Transcripts. Doing so will make it easier
for you to locate and work with the files as your case progresses.

2 In the Windows Explorer (or My Computer) window, navigate to the location of the items you
want to add to TrialDirector.

3 Select the item(s) you want to add to TrialDirector. Once they are selected, drag the items from
the Windows Explorer (My Computer) window and drop them onto TrialDirector’s Case Explorer
pane.

e Use CTRL+[click] to select multiple non-adjacent items or SHIFT+[click] to select multiple
adjacent items.

¢ When adding single-page TIF images to TrialDirector, make sure to add only one document
at a time. If you add more than one single-page TIF document at once, the individual
documents will be added as a single multi-page document. (They can be separated later
within TrialDirector, but it’s simpler to add them individually.) On the other hand, if you are
adding multi-page TIF images, each file represents an entire document.
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¢ You do not need to be concerned with where to drop the items within the Case Explorer.
TrialDirector determines the correct type of item and its folder in the Case Explorer.

Decide on the method you want to use for naming the files being added to TrialDirector. After
you make your selections and confirm that the Page ID example accurately reflects what you

want, click OK.

e In the following example, the item will be named JSS0001. If it is a multi-page document,
each page is assigned the next unique number.

¢ Note that a Page ID example is displayed in the dialog box.

ﬁ

Chek 0K to name the selected files using the Naming oplions set below.
To add items in Ih_ndnhdt mode, set the ‘Mame ltems using:" diopdown

menu o ‘Filename’.
Page Id Exampls:

Options for Maming the files being added

Creale a new docurment for sach file addad. y ]

Erafo: bo add boeach e lbem 1d

B ame lbems wsing

[Murber each page staing with: =] [00001

— Incramment

i+ wath each Page

Fudd page number zuffi o each Pags |d

™ with each Document

=

r
r

|

Caze Explorer

o

+

e b I All tems

=mith vs. Jones

-1 (3 Js00004
[ L] Jsooo0

The items you added now appear in TrialDirector’s Case
Explorer. In this example, the added items were images of
documents, so they appear under the Documents folder in
the Case Explorer. Within the Documents folder, there is
now an item for the two-page document (JS00001) and
then, within that document, you see entries for individual
pages of the document. You can now work with the
document in its entirety or just with individual pages of the
document depending on the task you want to perform.

Adding Items Using a Batch Load File

OLL (TrialDirector®)

DIl (Summation®)

LPT (IPRO®)

TXT or DBF (Doculex®)

Accepted Batch Load File Formats

The “name” of the load file reflects the 3-character
file extension, e.g., Jones.OLL is a load file named
“Jones” that was created specifically for
TrialDirector. Jones.Dll is a load file created to

LOG (Opticon® or generic load file) load images into Summation Enterprise/iBlaze.

10
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You can use the same drag-and-drop technique described previously with batch load files or you
can use TrialDirector’s Document Import dialog box.

Documents | Trapscripts  Clips Multmedia  Workbooks Coding Tools  Help

| Impart Meyw Item{s) from... P| &5 Manual Selection Dialog

ey Create Subset Case from Batch File. .. Batch Import File |
Send selected Item(s) to Exhibit Cutline. .. . Capture Device (Twain Scann&k Ctrl+5

1 On the Documents menu, point to Import New Item(s) from... and click Batch Import File.

Batch Import Mew ltems... E‘

This wizard wall halp you to impaort ness ibeenfs] nlo wowr
Caza by using & balch mmpor fie

Pleass sedach the appiopriale e fomat and enbéd & path
arvd Flenama fol the impoet batch s bedosw

To continue, chok Neat
To et chek Cancal

Select the Batch Import ile format

| Surnmation{trm] Document Irdomation Index [.di] =]
Select the Batch Import path and flename:

{C:A\T et Cases\Copeed Case’s\WIOED 251 107WV0EM 2 Ipro Load File [*.Ifp]

B | i oculexitm] Yolume Contents File [+ bt
—_— Droculestm] +3.0 Databaze File [*.dbf]

Doculex(tm] +5.0 D atabasze File [*.dbf)
Cancel [ Generic Image Load File [*.log]
dptican v2.0 ImageB aze Laad File [*.log) i

2 Click on the drop-down arrow to locate the file format of the load file you’re using. If necessary,

click on the Browse button to navigate to the location of the load file. Once you have selected
the file format and located the file, click Next.

3 The following dialog box provides options to set a standard rotation for images.

Batch Import New ltems... E‘

“Yious may abso [ophionally] select lo automatcaly apply

ﬁ rotation information bo impored tesrfs]
I 3o e inpeitineg) Frioem & Summation Document
Irdeemation Irdex s, pheate sdust volume snd path
infiamation A& necessay.

Aeled eme  Toconfinue, cick Mot

o Caze  Tobsckup chck Back, ot lo et cick Cancel

Botate mpoted pages byr |0 w| [degress clockwiss)

Rreplace (4 Yokime LabehPsth wih
|

R Increment documerd page wath suffe; (JIE- 0002

Cancel < Back Hed> |
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You can also adjust settings relating to Summation's DIl file format:

Replace @V Volume Label\Path with: ___
specific path where the images are stored.

When Increment document page with suffix (IE:-0002) is checked, each page in the
document will be numbered with the Doc ID number followed by a page suffix (i.e., -0002,
-0003, -0004, and so on). Summation deals with documents on a document level where
TrialDirector deals with documents on a page level. When you load documents using a
Summation DIl file, TrialDirector accommodates the document-level format by using page
suffixes. If this option is not checked, the document will be added to TrialDirector using
sequential numbering for each page. (For more information about working with
Summation DIl files, visit Summation's knowledge base.) Click Next.

lets you replace the @V designation with a

4 Click Import in the following dialog box. The progress bar will advance as items are loaded into

your case.

Batch Import New ltems... @

The iterns{z] specdied for Batch Import will now be
impoied into the: curient case.

I -51}: Depending on the number of iterr]s) selected, the impor
process may take & few moments

To begr the import process, chok Imgpot.
KING T4 backup click Back, of to exit click Cancel

Progress:
I

Cancel < Back . ] Impeoat

5 After the batch processing is completed, click OK to view the items that were added to your

case.

Adding Transcripts

TrialDirector can load transcripts (text-only transcripts or transcripts synchronized with video) in a
variety of formats, including ASCII, AMICUS, DVT (Digital Video Transcript media), or a TrialDirector
case file (CMS).

;
2

12

Click on the Transcript Manager tab at the bottom of the TrialDirector desktop.

Using the drag and drop technique described previously, drag and drop the transcript file onto
the Transcript Explorer pane.

-or-

Click the Transcripts menu, point to Import Transcript(s) from..., and select the appropriate
format from the list.
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3 The lmport Transcript wizard opens. Click the Browse button and locate the transcript you want
to load. When you select the transcript, the path and the selected transcript file appear in the
Import Transcript wizard. Click Next.

Import Transcript

I|,_,_ B

Import a

Transcript

X]

Thiz wezard will help you lo impeet & ranscept fnom &
handaid ASCH [ ] Re

To bagn, pleass endes & path and flsname for the transcrpt
your would Boe 1o use inko the Held below.

To conbnue, chok Next.
To e, chek Cancel

Selact a ranscept
!E:\Samnh D ata\Dwt\MPO 721595, 1

Lgms ]] |

4 Review and modify the deposition information, if necessary. If you need to review the transcript,
click Edit. If the information is correct, click Next.

Impart Transcripl

Import a
Transcripl

X]

Newd, phease entes the deponent name, depocition dabe,
ol numnber, and any other ebevant infiormation for thes
anscrpl into the Beld: below.

To open and rewsss the ranscnpt, chok Edit

v Deposhon Informaton:

Evst [N Mickdle Iritiat
Lot jF'oi Suranees;

i T A | Wehume 18 |1

[~ Other |
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5 Verify that the pagination is accurate in the following dialog box. This is important in order to
be sure that your page and line references are correct.

The lolwing page and ne nfomstion vweas deleiminsd (o
Hhe spsedhied barecepl Please vesiy hat indoomation i
cooect

L' Toopen and neview the lrarscript, cick Edit

Import a First page containing fne numbers: ] _'?J'
Transcript Liie rumbeinsd pagelal ﬁ

Last page containing ke numbsers: [

R e Nurrbasned Sres per page: F

........ Edt.
Cancel | <Back | Net> | |

6 Click Import to load the transcript into your case.

_Ihu mu:ullrm’ptﬂlmbeirpﬂledbmd o B

informaticen ginen
\ -:Jj.“ Thiz process could take a few moments depending on the
size ared format of the selected transcript

T begin the crastion process. chek Import
To backup chck Back, of bo et chck Canced

Progress:

Cancel <gack |

7 When the progress bar reaches the end, click Next.
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8 When the transcript import process is complete, you can click either OK to return to the
Transcript Manager window, or Again to load another transcript.

If the check box next to Automatically index new transcript(s) is checked, the transcript will
be indexed before it is added to the Transcript Explorer. If the check box is not checked, you
can index transcripts later. Indexing transcripts is important. See “Indexing Transcripts” in the
TrialDirector Help system for more information.

Import Transcript

The new tranzcrpt has been imported.

1 Pleaze review the import results carefully to ensure no
ey Warnings were issued.

Tao exit. click OF.
Finished! Ta import another ranscript, click Again,

A ezuilts:

The following deposition(z] were imported:

- Raffety, Michael 5. Vol 01] - 10/06/1333

R Rl Rl g gl R
g g g b R R

L I L

[w Automatically indeg new transcripts)

<ohgain | [T OK

Indexing Transcripts
If you choose not to index the transcripts when they are loaded, you can index them later from
within the Transcript Manager. To do so:

1 In the Transcript Manager, open the Transcripts menu and select Index Transcripts....

Index Transcript(s) El

Plaate salact the Tianscoiptiz] pou would Boe bo mde

\ To contirmes, chck Mext
| To e, chck Cancal

Select Transcrplfs)
i % |2 B athet, Echin fviol 01) - 1 /2402002

Sulect &1 | Cloar Al ]

Cancsl Nest> | |
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2 The transcripts requiring indexing are listed. Select one or more transcripts (or click Select All
to choose all of the transcripts). Then click Next.

3 Select Index and allow the program to index the transcripts.

Index Transcript(s) El

The sabected Transenpt{s] will row be rdesed

‘E.‘ Depending on the numbsr of Transcriptiz] sedected, the
insdedneg process may lakn a few minubes.

Tio began ndieang, click Index.
WOrKING 14 backup click Back. o to asit click Cancel

Tranzcopt Progress:
I
Total Progiess:

Cancel <pack | teo | e |

4 When indexing is completed, click OK. Now you will be able to search the contents of the
transcript as well as view the list of words contained within the transcript.

Transcnpt ] SmEﬂwl S‘ruchl

20 G. Did you take sdiuscer notes? Is that what 2] Word e ®
21  yeou call chem, *adjuscer motes*?
2z A Yaa, TUTTETT
23 G- Or & log? You had scme way of writin 7182312 -1_, 1-11- di
24 down what you did during v counsed
25 K. Right. We'd put 31517.19.21.23.25
Go00T:0L file though. 1523 65 TAT
02 §. Was theze & pazticulsr fozz that you woul county 1.2
43 wrice ca? court 1142138
a4 A.  He. coverage 5.23;
a5 4. And in reading En‘.'_'_ At 3, doss cthar in any G411, 722
0 way refresh your recolls whas you did to custom 1.7
07 ipveszigace che Harz Sawily claims
o2 o n..':l in the second peragoeph of Exhibiz --
1¢  pardoo me. date 516
11 In the fizst pazagmaph on Exhibic 3, 88.11.13.16.20.24
12 yv-writes, “He have ncw had an cppoztunity dated 10013 118
13 our ¥ind cdoperzation, 1415
i3 the Jacts suzrounding thisz day 1415
15 decision 721
i6 Az you it heze today, you bave nc reazon declaration 148
17 to doubt that the policyheldezs or thelr counzel declare 14812
18 sooperaced, defendants .16,
12 A. I have v of i::'.a'"m. 2213
F Yol wers nae denied 532
21 deny deny 611,721
2z denying 22
23 departed &7
24 1 whether you d: grzined the deponent 3.5
25 nation that was part of the deponent's 148
OOG0&: 0L deposition 2:1;
s 121524, 1429
03 today, you have mo determing 881220
tion of what caased the contamimatien Az determined 724
properey? diablo 215
Ho, air. done 10:3
rfﬁ: one of the thiogs yvou :..::l =] | doubt 717
= " = _'_l_l d::u:m B:24; 10:20 :]

See “Loading Items into Your Case” in the TrialDirector Help system for more information on all of
the methods for adding documents and transcripts to your case.
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PREPARING FOR TRIAL

TrialDirector gives you the option to assign issues (such as elements of proof, defenses, and
specific witnesses) to documents, transcript testimony and other pieces of potential evidence in
your case.

You can search document indexes, the content of documents (if they were run through a full-text
OCR process), and testimony. Attach memos and notes to items in your case. Add highlighting,
redactions, and other markups (annotations) to images in your case in order to focus on key points
you may want to pursue. Markups can also be displayed during presentation in the courtroom, or
you can create markups “on the fly” in Presentation mode. (For suggestions on using markups
during your presentation, see the Presenting at Trial section of this guide.)

Understanding Coding

Information about the documents in your case may be imported into TrialDirector from other
database programs, such as Summation Enterprise or iBlaze. You can also enter information
directly into TrialDirector’s Coding tab. Certain fields from the Coding tab can be synchronized with
the items listed in the Document Manager and Case Explorer using TrialDirector’s synchronization
feature.

Entering a brief description for each item in your case makes it easier to locate those documents
within your case. You can also use the database to sort the information chronologically, for
example, or perhaps by author. Since entering information about your documents (also known as
“coding”) can be time-intensive, you may want to limit coding to those items that are going to be
used at trial.

Issue-Coding Many litigators use issue coding to help categorize the evidence in their cases, even
if they don’t refer to the process as “issue-coding.” For example, you may attach sticky notes or
scribble a word or two in the margin of transcripts in order to remind you of the topic the testimony
relates to. You may have several file folders on your desk, each one of which relates to a particular
topic or element of proof or defense or witness. As you come across documents and testimony that
relate to any of these, you might copy the document or transcript page and toss it into one or more
file folders, depending on your organizational system. You can do this electronically in TrialDirector,
color coding excerpts of testimony, annotating documents, and collecting documents and
testimony excerpts in workbooks.

Copyright ©2011 inData Corporation. All Rights Reserved. 17



Finding Items and Transcript Testimony

Before you begin coding and using other methods to organize your case, it's helpful to understand
the ways you can find items and specific transcript testimony.

Finding Items in Your Case
It's easy to locate items in the Case Explorer using the Find tool. You can search for any of the
following criteria:

e |tem ID number (e.g., DEMO00002)

e Description (a brief “shorthand” title for the item to help you identify it quickly during trial)
e Exhibit No. (deposition exhibit number)

e Trial Exhibit No. (trial exhibit number)

¢ Notes & Memos (the contents of the Summary field, if data is imported from Summation.
Alternatively, you can easily add memos to any of the items in your case.)

1 Click on the & tool on the toolbar in the Case Explorer or Document Manager, or click on the
Edit menu and select Find...

2 Inthe Find dialog box, enter the word you want to look for and the other criteria for your search.
It is not necessary to use a wildcard character. So searching for anim finds animation, animated,
animations, animal, animals, etc.

Firud Fd
Find
Y Find what: |
\ [ Exact matches only  Browse Resulls Indridusly
y (= Send results bo Workboak.
rFinga
Within
W [tems [Objectlds) [ Ibems “Starts with™ only
[ Descriptions Acrnitted Frelds
[ Eshibit Mo’z -
W Tiial Exhibit No's F 3
W Mokes & Memos
W Full-Test
Cancel

To view each item one at a time, select Browse Results Individually.

Click Find First to display the first item. Click Find Next to continue viewing each of the other
items found as a result of the search.
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To view all of the items at once, select Send Results to Workbook. Click Find All to run the
search. A Search Results workbook is created in the Workbook Explorer section of the Case

Library. From there, you can view all of the items located as a result of your search.

TrialDirector gives you several methods to locate testimony within transcripts. You can search the
Word List for each of the transcripts. You can also search within a single transcript for a word or
phrase or search across multiple transcripts.

Opening a Transcript and its Word List

1 Click the Transcript Manager tab to display the transcript workspace.

2 In the Transcript Explorer, expand the transcript you wish to work with. (Click on the # to the
left of the transcript name.)

The following items may appear under your transcripts:

e ASCII Transcript for [deponent’s name]
e Audio/Video for [deponent’s name] (if a video version of the transcript has been loaded into

your case for the selected deponent)
e One or more Clips (each clip contains one or more segments of synchronized text and

video)

¢ A Virtual Clip (the synchronized text and video for the entire transcript)

e Exhibits attached to the transcript
¢ |ssue Codes and Annotations

desktop.

Double-click on ASCII Transcript for [deponent’s name]. The transcript opens on the

Copyright ©2011 inData Corporation. All Rights Reserved.
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4 To view the Word List, with the transcript open on the desktop, click on the View menu and
select Word Index.

5 When you locate a word that interests you, you can click on the page:line reference(s) adjacent
to the word to jump to that point in the transcript and the synchronized video (if any).

p.c 213

page 3:7.11;13:14
paper 2.3
paragraph 79,11
pardon 5:4; 710,
10:7

pare 10:20

part 7:25; 8:
particular ?‘E

pass 10131

penalty 1412
period 4:19; 8:15 J
perjury 14:12

plaintiff 1.7

plaintiffs 2:12; 3.13;
13:17

6 TrialDirector takes you to that location within the transcript and, if the transcript has associated
video, the Multimedia Player displays the associated segment of the video. To play the video,
click on the PLAY button. To stop the video playback, click on the STOP button.

00:00:43:220 |:| B i
N STOP

= LT

=
[ © o= o= [ = 00 O 01 <K [H= [ |

Play Pausze Stop

Searching One or More Transcripts

1 With a transcript open on the desktop, click the Search tab at the top of the desktop.
2 Enter the term(s) you want to find in the Search for: box.

Use the wildcard character * to locate variations of a term. For example, search for "claim" and
you will only find where that exact word appears. Search for "claim*", and you will find all
occurrences of claim, claims, claimed, claiming.
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Tranzcript ] Clip Editer  Search

Search for:

|trial Search Save
Search withir: Search method:

|.-'-‘-.II Transcripts ﬂ |Match an all veardz [AND] j

Search limits: & Within QA pair " Within [2 — linefs]

= &= Bell, Randall {Vol. 01) - 02/27/2002 [6 matchesz found]
¥ FPage 5:18 wou are testifying in tial az thoze changes are
¥ d FPage 10:18 withesz at tnal’?
¥ d Fage 11:5 testifving in trial. They've all zettled. So going
+ |_1 Page 56:17 render at time of tnal?
+ |_1 Page 6318 trial. Mr. Bell iz expected to testify at tnal an the
= I Cormack, William T. (Vol. 02) - 03/13/2002 [6 matches found]
+ |_1 Page 1316 waz decided in the tial court, | don't believe it
+ |_1 FPage 41:10 depozition or trial, with testimony a four-hour

+

|_1 FPage 4210 before trial.

|_1 FPage 101:2 thirigs that we talk. about at trial, not when a

|_L| FPage 1575 That has to do with tial. That has nothing to do
|_L| FPage 1992 the matter startz trial, an unzigned copy can be

+

+

+

In the Search within box, select whether you want to search all of the transcripts, only selected
transcripts, or only the current transcript.

In the Search method box, choose whether you want to find the exact word or phrase entered
in the Search for: box or whether you want to develop a compound search using AND or OR.

After your search criteria are specified, click on the Search button. A list of the transcripts
containing the search term or phrase appears on the screen. The number of matches is
displayed to the right of each transcript name.

¢ Click on the [# sign for each transcript to view a list of the page:line citations.

e Click the [ next to each page:line reference to view the question-and-answer pair in which
the search term appears.

¢ Click on the line of text adjacent to the page:line citation to jump to that location in the

transcript.
=) Barthel, Echwin (Vol. 01) - 01/24/2002 [10 matches found]
| |j Fage E:8 practice with respect to the Harz claim?

O000g: 048 Q. ind &3 you 3it here, do you have any
07 understanding that he deperted from that custom and
08 practice with respect tc the Harz claim?

a9 A, No, none whatacewer.
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Working with Issue Codes and Transcripts

Before you assign issue codes to transcript testimony, you’ll want to begin by creating the issue
code list.

OTip

Keep your list of issues simple. The more complex an issues list becomes, the more
difficult it is to use.

Managing Issue Codes

1 In the Transcript Manager, open the Transcripts menu and select Manage Issue Codes....

2 In the dialog box, click the New button.

Manage Issue Codes... E]
Thig wizard wil help pou to create, manage, and remove
= lzzue Codes for the cument caze:
==\ Toestthis wizard, click Ext.
szl Koo |Colx |Descigton
F1 = Conzequential Damages
Manage |ssue F2 1 Puritive Damges
Codes |F3 = Corirbutory Negiigerce
F4 1= .| Mew isgue code

------ pon ||

Eiiil

3 Replace the text “New Issue Code” with a short title for the issue you want to add.

4 To change the color of the highlighting that will appear in the transcript for the new issue, click
on the color box. A spectrum dialog box opens from which you can select a color.

OTip

Avoid using dark colors for issue codes or you won’t be able to view the testimony
through the issue code highlighting.

5 To change the function key associated with the issue, click on the F# and select the new
function key from the list.

6 Continue adding issues as desired. When you are finished, click Exit.
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Assigning Issue Codes to Testimony

1 With a transcript open in the Transcript Manager, locate and highlight testimony to which you
would like to assignh one or more issue codes.

Create New Clip from Selected Text...
add Selected Text to Clip EB-0124-0000724
P Flay Selected Text

Present Selected Text in TrialDirector

|_§ Issue Code [ Annotate Selected Text
‘ Bring to Front
‘ Send to Back

Remove Issue Code f Annotation

2 Right-click on the selected text, then select Issue Code/Annotate Selected Text. The issue
code list opens.

3 Click on each of the issues that you want to assign to the text. Click Apply, then Exit. When
you assign issues to text, two things happen:
e The transcript is highlighted to reflect the color of the issue you assign. If you assign more
than one issue to the same text, only the color of the last issue code appears on the screen.

¢ In the Transcript Explorer, the text citation appears under Issue Codes and Annotations for
that witness, organized according to issue.

§ TreDrector Sute Demo Case 5.0 (CD capaRral
= 3 Bl Egwnt fvisd 01 - G102 -8 =
o Bata f__ ol y a3 it here today, you have oo
] EECETransorot for Barthel Edw 04 - caused thE conTAminETios AT
¥ AndoNIoe Pe Barmel E a5
= S e E5 s you re o€
i T a7 g mf whe whin nmpy wimi =
e smnng 88 o7 24 o3 EER -l‘.-:..:}l L .:."“ = -
B age T2iin£0d ‘e part of your Snveatigation the daze of
b | W
e _._'_‘j Exhitats 10
B LD mau Coted aha Annsintany i1
w0 Comdmqpanta! Damapss i
8l Page f16 5 B0 i
14
15
18
1
15
i
22 £y TN
=2 Do oyru know what “sdmizistrative only”
24 means aext|tc the daze of Loss:
28 A-  BL.osir, I domte.
=L EL3 B M= Bacthel, 1f you csald caEn £o
02  Exhibdit 14 1o the binder in fremc of you, and 111
B-C0) Delorein s
5- 153 Frang. P a4
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Printing Issue Code Reports

1 From anywhere in TrialDirector, open the File menu and click Print.

2 Under Print What?, click on the drop-down arrow and select Issue Codes Report (Detailed).

L | Custert Tosnscript
4 Cumert Tearseript [Condansad)
B3 Coment Trorcp Word i)

Izsue Codes Report [Summan
&l |55ue Codes Repod [Detaled)
4 Case Cifs) Report (Summary)
% Cave Cipls) Report (Detaded) - Copies ———————
B — Coies: [T ]

0|

3 Customize the Issue Codes Report using any of several settings. Group by transcript name or
by issue. Include all issues or only selected issues. Display the related Q&A pair or only a
selected number of lines. Print the issues for all transcripts, the current transcript, selected
transcripts or transcript within a specified date range.

O x|
+ Printer
[ e HF Laceriet 6F [Copy 1]
Stotur Feady Fage Selup...
Type  HP Lasecdst 6P s
Wheis  USBO0M
Cesmement:
~ Print What? -~ Pint Range
B [ssus Codes Repoi [Detadad) - = Al Transcrpts
A " I" ::'..'...'.'. .":" e
Opbions: [# Prirt with Coyer Page ~ 3
iy Tiarscoipt
% Pt with Page Headers Lt
" \[uate Range:
Inciude: |Mls:u¢i :J Frome |gan2r2008 =
Groupby: & Transcriphfest ™ lssue fist Tec | 03N 202006 =
Sortby  Mame Dot
Contest: [~ Susioundng 004 par |
; Bolow [3 =] |
¥ Lirses Above o Fl | e =
Eocber: |COMFIDEMTIAL Copior |1—ﬂ
Bt | cacel |
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4 Click Print. The report is compiled and printed by TrialDirector. Depending on the selections

you made in the Print dialog, your issue report may look like the following example:

Case lssueCodes Detailed Report
Friday, April 14, 2006, 4:07:00 PM

Jones v Smith

) Barthel, Edwin (Vol. 01) - 01/24/2002

L] Page 5:16 10 5:19

[] FIDUCIARY LAPSE
[ FIDUCIARY LAFSE
[] THE LETTER ABOUT DEATH

13
14
15
1&
17
18

1
19

Exhibit 37 Take as long as you like to look at
Exhibit 3.

A [(Witness complies.)

Q. Do you recall receiving Exhibit 3,
Mr. Barthel?

A I don't have no specific recocllection of
it.

Q. Do you have any understanding as to
whether your investigation was completed before
Mr. Emery sent the May 11, 19%%3, letter denying

x
(| Page 5:25 to 6:05

[ FIDUCIARY LAFSE

Mr. Emery sent the May 11
coverage?

R I wouldn't be able to remember that.
Q. Would it have been Mr. Emery -- do you

have any understanding as to Mr. Emery's custom and

——m e D IWrmarT A Tem srm S e bl T rrmae mmrme T e A v

18%3, letter denying

.
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Working with Video Clips

Creating a video clip is easy in TrialDirector. A video clip consists of one or more segments taken
from a synchronized transcript, such as a digital video transcript (DVT). By combining several
segments into a single clip, you can play relevant testimony sequentially, without interruptions such
as long pauses, objections or irrelevant testimony. In this section, we’ll show you how to create a
video clip using one method. TrialDirector gives you the flexibility to create clips using a variety of
other methods as well. Refer to “Working with Transcript Clips” in the TrialDirector Help system for
more information on creating and managing clips.

Creating a Video Clip with Multiple Segments

1 Select the Transcript Manager tab.

2 Either open the ASCII transcript for a particular deponent or run a search as described
previously. If the transcript is linked to synchronized video, the video will appear in the
Multimedia Player in the upper right corner of the Transcript Manager.

3 Locate the lines of text you want to capture in the clip. Highlight the lines, right-click and select
Create New Clip from Selected Text....

| Irulevctor | Inslssio: wate Dre Lo 3 [C0]] AR L WCASIROARGS.
Do faF = Sagros Den i - ]
o . a [T S N BT PR A Wi + = N «~ ® =
| — ¥ Dorecen | Gegei e | Sasmch | WP —
L T p———— 34 dom et ou 843 murt]
CER =] " b g, wen
B el e - D i
Ly e PP . - |
et o 0] e T
i . -
i a | ”
f— . T vy
= e re| B
"
L
.. 1
F ' . tamm
4
=
o 1 # |xl i ol
=
Casm Liean | Cocumesiilanager  Transoiptbissser | Cosng |
Bl Pt i o e [ [ATE

4 If the highlighting covers objections in the testimony, you will see the following dialog box,
which gives you the opportunity to edit the clip so that only pertinent testimony is played:

TrialDirector ) |
) The selected text appears to contain one or more objections.
9
‘-..."'r/

Would you like TrialDirector to automatically segment your selection
and exdude these objections from your Presentation Clip?

fes Mo Cancel
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5 Move to the next segment you want to add to the clip. Highlight the segment, right-click, and
select Add Selected Text to Clip [clip identifier].

& Cut
L) Copy
B Pt

Create Mew Clip from Selected Text. ..

| Add Selected Text to Clip EB-0124-0000724

P Play Selecteciesxt
Present Selected Text in TrialDirector

6 To create a new clip rather than a segment, select Create New Clip from Selected Text....

OTip

In Presentation mode, you can move from clip to clip easily. Be conservative when
adding segments to clips so that you can easily exclude a piece of testimony should it
not be necessary to play it, or should opposing counsel object to its use at trial.
Remember, a clip plays all segments successively as one continuous chain.

All clips are displayed in the Transcript Manager and within the Transcripts section of the Case
Library, organized according to deponent or witness. You can drag and drop clips into a workbook

when organizing your evidence or preparing for trial.
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Annotating Images

TrialDirector offers a variety of helpful tools to use for marking up images. You may choose to apply
annotations (also referred to as “markups”) before you ever get to the courtroom; this is referred
to as “pre-treating” the images. You may also choose to wait until you present images in the
courtroom and mark them up in real time. Or you may use a combination of these techniques to
create an effective trial presentation.

Adding Annotations to Images
The annotations that can be added to the images in your case are:

Highlighting (in multiple colors)
Redactions

Arrows (in multiple colors and widths)
Text

Lines (in multiple colors and widths)
Sticky Notes

Boxes (in multiple colors and widths)
Circles (in multiple colors and widths)
Stamps (which can be customized)
Free-hand drawing

Exhibit stamps

Click on the J tool on the toolbar OR select Show Image Annotation Toolbar from the
Documents menu. The annotation toolbar is displayed on the desktop.

TrialDirector - [TrialDirector 6 Sample Case]

28

File Edit YWiew Documents Multimedia Workbooks Coding  Tools  Help
Bl & & J=d&F [Hawme o 53> Quckring 8

kK £/ /00 LB TP &-E- i JDONCNENCEEECE & = o TR 1

Select the annotation tool you wish to use. Then, if applicable, select the color of the tool from
the color bar.

Draw the annotation on the image.

When you create the annotation, it appears on the page as shown below. (The following
example was created using the Highlight tool, with the color set to yellow.)

He. Clars Hesdewmsld
Mey 11, 1383

Feqe 3

|k Ae sf Prow emy 3ike oo Lacation used By as e
y=u 0f cthers for the handlieg. stocege. dispasal,
procEsEing o treatmEnt af wasks;

[=] Which are 8% a=y time transpocesd, hasdleds,
suered, cressed, dispowed of,. oz procwssed an
waite oy or for yos or any peracs or acganizatics
for whesm you mey b legally cesponaible; of

fd} At or Ffcom any slte or locatlom on whick you of
e Bishavnpis, i ey o i p—

I ————— [
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To delete or move the annotation, click on the

L,

tool on the toolbar, then click on the

annotation. Notice the outline around the annotation. When you see this outline, your mouse

pointer will appear as a

. At this point, you may move the annotation or delete it by clicking

on the Delete key on your keyboard OR by right-clicking on the selected annotation and
selecting Delete from the shortcut menu.

Fay 11, 1373
Fegw I

B

He. Clars He=dessld

At or Irom #my 2ike oo Lacation used by as foe
yuu of cthers for kthe bandlieg, stocege. dispasal,
B ing &r Er E af radEd;

seered, sressed, di lpnuld. of, oy pEccesswd anm
wadté by o0r 10T y0% ©F any peracs or ocganizatics
for whem you mey be lsgally cesponeible; o

§ At ar fcom any slte or locatiom on whick you of

any contractocs of Sulbcontrectors woehley dlesctly
gr indirectly =@n pour behalf are peeforming
cpRzeLiong:

To change the color of the annotation, select it (as shown above) and right-click on the

annotation. Select Set Background Color, and the following dialog box opens. Choose the
color you wish to use and click OK.

mm-

(Ot {

B MTEMAER

EFffFEEEEN

EMrEEEEEN

EEEEEEEN

EEEEETE

Custom cokoes

e 3

EEEEEEEN 5 sMI— O
Defire Cslom Gz | ColoriSold Lum: 186 Biva:[1EE

[ | Carcel | Add to Custom Colors

For more detailed information on adding annotations, see “Working with Annotations/Markups” in
the TrialDirector Help system.
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Organizing Exhibits Using Workbooks

The Workbooks Explorer is a convenient and flexible way to organize and work with the exhibits in
your case. When you first create a case, three workbooks are created for you: Search Results, Trial
Exhibits and Witnesses. You can create additional workbooks as needed for your case. Use
workbooks to select groups of items for printing, to create exhibit outlines (see below), to display
exhibits at trial, and to easily create a PDF file of the images in the workbook, among other things.
Basic information is included below. See “Working with Workbooks” in the TrialDirector Help
system for detailed information.

Creating a Workbook
1 Click E on the toolbar.

TrialDirector creates a workbook with “New Workbook” selected in Workbooks Explorer so you
can change the name.

2 Type a name for the workbook.

Adding Items to a Workbook
e To add an item to a workbook, simply drag and drop it from the Case Library.

e To select multiple items in the Case Library to add to a workbook, hold the CTRL button down
as you click on the items.

e To select multiple adjacent items, hold the SHIFT button down, click on the first item in the
group, then click on the last item in the group.

OTip

Continue to hold down the CTRL or SHIFT button as you drag the items to the Workbook
Explorer and drop them on the desired workbook.

Setting the Workbook Color or Type

To assign a colored icon to the workbook, right-click on the workbook name, point to Select
Workbook Color or Type, and then click a color. Or, you can designate the workbook as a Carousel
or as a MultiPlayer Workbook. These special types of workbooks are designed for presentation. For
more information, see “Using MultiPlayer Workbooks” or “Using Carousels” in the TrialDirector Help
system.
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Creating an Exhibit Outline from a Workbook

An Exhibit Outline is a printed summary of the contents of a workbook. The exhibit outline displays
the item ID and notes, an image of the item, and a barcode that represents the item. The barcodes
can be used to quickly display the item during trail. Exhibit outlines are exported to a Microsoft

Word format.
1 Right-click on the workbook from which you want to develop an Exhibit Outline.
2 Choose Send Workbook contents to Microsoft Word Exhibit Outline from the shortcut menu.

3 The Exhibits Outline can be edited using Word.
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PRESENTING AT TRIAL

As an experienced litigator, you know that two of the keys to effectively telling your case’s story in
the courtroom are organization and the ability to respond quickly to changing events. TrialDirector
helps you with both.

TrialDirector’s Presentation mode starts with a blank screen and a toolbar along the bottom of the
blank screen. Your exhibits are displayed on the screen without the interference of menus or other
“noise” on the screen to distract jurors. The toolbar can be customized to suit your presentation
style, and, if you wish, it can be hidden completely until you are ready to use it. (For more
information, see “Presentation Preferences” in the TrialDirector Help system.)

OTip

Consider connecting and enabling dual displays when you present your case (such as a
laptop screen plus an external monitor, or a laptop screen and a projector). This makes
presentation much easier because you can “drive” the presentation from your laptop
while the jury only sees the Presentation display on the external monitor or projector.
See “Using Presentation Preview” and “Dragging and Dropping Items onto the
Presentation Display” in the TrialDirector Help system for more information.

Retrieving exhibits in Presentation mode can be accomplished in a number of ways, two of which
are covered here. For more information on other methods, see “Displaying Items in Presentation
Mode” in the TrialDirector Help system.

Retrieving an Exhibit Using an ID

1 From the main TrialDirector window, click Presentation on the toolbar.

2 After Presentation mode opens, simply type the Item ID number, Exhibit Number, or Trial Exhibit
Number (assigned in the Document Manager or Coding tabs).
As you type, the number appears in the lower right corner of the display area.

3 Press ENTER.
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Retrieving an Exhibit Using the Toolbar
The Navigation Tools on the left side of the Presentation Toolbar enable you to navigate through
the items in your case in several ways.

Sort items by [tem 1D, Trial Exhibit
MNumber {TX), or Exhibit Mumber (EX)

e Click to open a fly-up menu
Click to open a = EE-00305 of all items in the selected

fly-up menu of all EB-01116 Workbook (as shown)
Workbooks 0000
. ks o Load the
B DEMO00176 calacted
B DEMO00050 item

< [ Barthel E < = EB-00905 x Hide the Mavigation Tools

Click to browse in Click to browse Click to browse in Click to browss

reverse through forward through reverse through forward through

all Warkhooks all Workbooks all itermns in the all items in the
selected selected
Workbook. Warkbook

To load an item using the toolbar:

1 Select the appropriate workbook, then select the item you want to load.

2 Click the green button to the load the item.
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Annotating Exhibits

Once an exhibit or other item is loaded in Presentation mode, you can use many different tools
to annotate and emphasize it.

Check www.indatacorp.com for tutorials on using these tools.

Callout Zoom

Annatations Tools
Push Zone
Presentation Enabled
Menu Mavigation Tools Quick Access Toolbar Status
A Icon

Replace Zone

Click here 1o ngta: Default tools shown,  Click here Enablad
BXpAN 0T Drap sach tool you use to expand Select Zonel
collapse the  gfian 1o this area. or collapse 7 ET ") ey
Mavigation the right one Indicator
ool side of the

toolbar

Presenting Video

You can present synchronized video transcripts, such as Digital Video Transcripts (DVTs) of
depositions, surveillance video, and other video footage to captivate the jury as you present your
case. Load video the same way you load documents and other items (such as by entering an ID, or
using the Navigation Tools on the Presentation Toolbar). Then, use the tools to annotate and
emphasize areas in the running video. For example, consider:

The Projection Zoom tool (Callout Zoom Tools) to enlarge an area and draw attention to it,
such as a license plate or a deponent's eyes.

| The Blur tool (Annotations) to make a person or other identifying information not applicable
L=
— to your case unrecognizable.

The Ellipse tool (Annotations) to circle the area where you want the jurors to focus their
attention.
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When you present a clip from a DVT, the transcript text scrolls as the video plays.
Press CTRL + TAB to open the layout options to select a different layout, as shown:

Q. End do you understand that vou'wve been
called as an adverse party for the depositi
Hzllidene? RAs an adverse witness for this depesition

Setting Preferences
Many settings in Presentation Preferences influence appearance and behavior. To open
Presentation Preferences, click the Presentation menu button at the far left end of the toolbar,

and then click Preferences.

r

[

TI‘ialDiI"ectOr 6 Presentation Preferences

(.~ ) Appearances
#“" General

- Settings L @'

-

I\:% a Stage Select cne of the background shading themes. As you select a

theme, a preview of it appears to the right. Choose whether to
i display & subtle reflection and/or spotlight below exhibits. Use

EI Exhibits the slider bars to set intensity or brightness, and sse changes

= appear in the preview to the right. If you want a fixed image to

appear behind all exhibits, click the Browse button to navigate to
ﬁ Tools the image file. A preview of the image appears above.
(Fo ] Hotk: Select 3 Theme
eys
J
LightTheme ~
] reflection

Intensity Level

0% | 1005
L
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YOU’RE ON YOUR WAY...

This guide was intended to help you become accustomed to some of the popular features in
TrialDirector, but many more features exist. When you are comfortable with the basics, you’ll want
to look into other topics in the TrialDirector Help system, such as:

e “Working with the Clip Editor” to revise starts and stops to be exactly where you need them.
e “Using the Presentation Zones” to enable side-by-side comparisons of documents.

e “Saving and Loading Stages” to preserve the dynamic layout of your presentation and all
annotations.

e “Using Pack-N-Go” to put a copy of your TrialDirector case on a laptop.

e And much more....
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