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There is no better feeling than to be sitting across from another lawyer
at a mediation with your client at your side and hearing the client say,
“Do you have that computer program at your office?” Such was the
case for me when a question arose about subrogation for medical
benefits during negotiations. Because | had analyzed my case with
LexisNexis® CaseMap® software and made the case portable with

all of my electronic documents, | was able to pull up very quickly

the letter from the insurer written in 2006 with the attached five-page
listing of payments. This would have been a hopeless situation had |
brought along the five banker boxes that made up the file instead of my
electronic file. There is nothing worse than the feeling you get as you
start to sweat in the presence of your client with the others knowing it is
hopeless to go digging through those boxes.

This was not the first time that a client has complimented us on our
computer prowess, but | have found more and more often in the last
year that CaseMap® case analysis software is at the centre of satisfying
clients; they feel that they made the right choice in retaining our firm.

Making the difference in both large and small cases, CaseMap keeps
things in focus from the beginning to the end of your file. The reports
that can be generated are not only a real timesaver for reporting to our
principal, but just the spreadsheets alone, with their advanced search
abilities, allow us to find documents and facts from all over the file in
minutes, not hours.

If you take the time to organize your file with CaseMap from the outset,
you will develop:

A list of people and organizations that you can use anytime to
prepare a list of potential witnesses

An organized list of documents that can be exported to your word
processor for use in your Affidavit of Documents

The ability to quickly pull all the facts and documents together
related to any issue in your case, such as a pre-existing condition,
particular injury or depression

The ability to quickly pull all the facts and documents together
related to basically anything you want

The ability to batch print the electronic documents for a particular
production whether it is for opposing counsel or related to particular
facts or issues (if you have the optional DocPreviewer™ review tool)

All of the above will save you and your client hours and money related
to file handling and will make files accessible when you need them.

When | started using CaseMap, | found that the webinars on the
CaseSoft® web site were of great assistance in explaining the basics to
me and allowed me to experiment with the program and go back and
listen again to pick up things | had missed — kind of like what you get
out of a good movie when you watch it a second time. They gave me all
of the basics, but did not really tell me where to start on an actual case.
Sometimes, it is a little overwhelming to figure out where to begin when
you are starting a program of electronically handling files. This paper
will hopefully help the next lawyer or paralegal to get started actually
using this great set of tools.

One more thing: back up often while working with CaseMap so that
you can go back if you make a mistake. | will often back up four or five
times in a two-hour session to be safe.

1. Scanning in the documents

Although many opposing counsel are starting to exchange documents
on DVDs or CDs and are not simply shipping over reams of paper
documents, there are still many occasions where you will receive
documents in paper form that your assistant will have to scan into the
server for further manipulation. If you receive the documents on disk
already in a PDF format, then you must decide whether to keep the
opposing counsel’s document names or to change them to include a
year-month-day prefix, which will most certainly later cause you grief
when comparing your documents to those of opposing counsel at
discovery and/or trial.

Saving as PDF files — Although some other programs (such as
Summation) recommend saving your documents as single-page tiff
files, I have found no real benefit to that. In fact, if you follow that
recommendation, you will be unable to bulk import your documents to
CaseMap and unable to use the optional Summation link to CaseMap.
In order to use that bridge to assist you in analyzing your Summation
documents, you have to follow the PDF format. Non-Acrobat® files can
be linked, including TIF, JPG and HTML files, but this involves manually
going to the document spreadsheet, tabbing over to the “Linked File”
column, and clicking in that cell and then on the three dots to the right
side of the cell to open the dialog box to browse to the document you
want to link. You will then have that document linked and will be able to
open it using the standardized paperclip that is located at the far left of
each row. This can be a good way to link photos of an accident scene
that are in their native digital format.

Saving as year-month-day name — \When having your legal assistant
scan the documents into your server, it is recommended that you save
them with the prefix of the year-month-day in a file folder. This makes

it easier, when they are imported into CaseMap at a later time, to sort
them in chronological format for viewing and analysis. In addition, while
they are on your server, you can also use the “Detail” view to locate a
document more readily. For example, a medical report of Dr. Robert
Smith that is dated May 6, 2008, would be saved under the file name of
“2008-05-06 Report of Dr. Robert Smith.pdf.”

2. OCR the documents in Acrobat

The documents that have been saved to your server as PDF files will
be graphic in nature and not of a text format, which is required so that
they can be copied and pasted or searched. Therefore, the next step is
to bulk OCR the documents that you have scanned into the server for
further manipulation. | tend to do a bulk OCR of the documents in the
background while | am working on another file or on the issues or cast
of characters of my case.
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In order to OCR the documents, you need to have Adobe® Acrobat®
Professional and not simply Acrobat® Reader®. Acrobat Reader can
be used in conjunction with CaseMap to review documents, but the
Professional version is needed for the OCR operation. To bulk OCR
multiple Acrobat documents, first open Adobe Acrobat Professional
and, on the menu bar, expand the “Document” menu and move down

to “OCR Text Recognition,” which will expand to “Multiple Documents.”

This assumes you are using the latest version of Adobe Acrobat
Professional, which now has the above built into the menu, rather than
using a macro found in the “Advanced — Document Processing —
Batch Processing” menu.
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Fig. 1. Using Adobe Acrobat Professional version 8

If you use version 8 of Adobe Acrobat Professional (fig. 1), there is a
macro under “Batch Sequences” called “OCR Documents” that you will
have to run to OCR the documents (figs. 2 and 3).

Batch Sequences
| New Sequence... _‘. Embed Page Thumbnalls A

B Fast Web View

Edit Sequence... . OCR Documents
4k OCR French Text pdf
4k open Al

et 1 o of
g Print Al

"- Remove File Attachments
i Save Al as RTF

[ Rungequence | 45 Set Security to No Changes

Fig. 2. Highlight “OCR Documents” and click “Run Sequence.
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Run Sequence Confirmation -

Input: You will be prompted to select files

Commands:

Cutput: Saved in same folder as original(s)

Fig. 3. Click “OK” and follow the prompts.

3. Bulk loading the documents into CaseMap

When you initially deal with a large group of PDF files under the Adobe
Acrobat Professional menu, go to “Tools — Case Tools — Bulk Import
PDFs.”

When you activate the “Send PDFs to CaseMap Utility” in CaseMap,
provided you have Adobe Acrobat Professional, a dialog box will open
describing how to send PDF files to CaseMap (fig. 4).

Send PDFs to CaseMap Utility

Ma IJ--'.- Welcome to the Send PDFs to CaseMap Utility.

Case Analysis

Tool Use this utility to send multiple POFs to a CaseMap case.

The utilicy will add & new CaseMap record linked to each
PDF you select, ‘You have the option to select individual
files or an entire folder, The utility is designed to avoid
creating duplicate records in CaseMap. It will not create
a new record for a PDF that is already linked to an
existing CaseMap record. If a POF has CaseMap or
Acrobat Bates Mumbers, this utility will update the linked
CaseMap record's Bates Number fields. If a PDF has
multiple Acrobat Bates Mumbers, this utility will not impaort
Bates Numbers into CaseMap for that PDF,

< Back Next > ][ Cancel ]

Fig. 4. The dialog box that appears has easy-to-follow steps.



It is entirely self-explanatory and, after adding a folder or the files
that you want to import, simply follow through until all of your files are
imported (figs. 5-7).

Send PDFs to CaseMap Utility X

Select the PDF files you want to send to CaseMap.
Options
File Name Pages Bates # Path
Remove Fle
Remave All
View PDF...
Sl Ul | 2

Fig. 5. Select “Add Files” or “Add Folder.”
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Fig. 6. Locate the folder in which your PDF files are stored.

Select one more PDF files (o process
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Fig. 7. Select files.

The above cannot be done while your Adobe Acrobat Professional
program is still carrying out the operations of OCR’ing the documents.

| suggest that, while documents are being OCR'd, you either work on
another file or work on the issues and cast of characters portion of your
case.

Rather than bulk loading the documents into CaseMap, you can load
them individually as you review them in Acrobat by using the CaseMap
pbuttons that were added just below your Acrobat menu bar when you
installed CaseMap (fig. 8).
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Fig. 8. CaseMap buttons
If you click the “Send PDFs to CaseMap” button, then the dialog box for

adding that particular document will appear, and you can simply click
“Save” to add it (fig. 9).

 Send To CaseMap

Add New CaseMap Object

Object Type:

E ¥ (==

Save & Edit

Full Name:
12009-03-11 shareholder agreement |

Short Mame;
| 2009-03-115hareholderAgreement |

Fig. 9. Dialog box for adding a particular document

Alternatively, however, and much more straightforward: if you highlight
text in the OCR’d Acrobat file that you want to have added to CaseMap
and click the button to add that text to CaseMap, you will be presented
with the option to add the document first if you have not already done
so (fig. 10).
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Fig. 10. A dialog box presents the option to add the document.

More on reviewing your PDF files later.
4. Bates numbering

You will want to insert Bates numbering into your documents for later
use as well as for productions. It is important that you not insert the
Bates numbering before you have OCR’d your documents because
Adobe Acrobat Professional will skip OCR’ing any page of a document
that already has text on it. Therefore, since the Bates numbering is text
in nature, the page that you want to OCR will be skipped by Acrobat if
you have already put the number on the document electronically.

Bates numbering can be put on the documents in two ways. The first
way is using only Adobe Acrobat Professional if you do not have the
optional DocPreviewer tool. Go to the menu on Acrobat and under
“Advanced — Document Processing — Bates Numbering — Add,”
you can add Bates numbering to your various PDF documents either
before or after you have imported them into CaseMap. Keep in mind
that, unlike Summation, which creates an extra copy of the file for its
database, CaseMap works with the original PDF file that you have
scanned in. This avoids the obvious duplication that you would have
on your server otherwise and further allows you to manipulate the PDF
document later by adding highlighting, Bates numbering, etc. If you
subsequently add a note to the PDF file in Acrobat, it will be visible
when you pull it up in CaseMap and will not interfere with what you
have already done.

The other way to add Bates numbering to your PDF files (if you
have purchased the DocPreviewer option) is to go to the “CaseMap
DocPreviewer — Bates Stamping — Bates Stamp PDFs” menu

(fig. 11). Using this program extension, you can not only add Bates
numbering but also use the various options that are available in that
extension of the program such as adding a prefix to identify your
production (figs. 12-32).
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Fig. 11. CaseMap DocPreviewer menu

CaseMap Bates Stamp

CaseM Yy 52 Welcome to the CaseMap Bates Stamp Utility.

Case Analysis

Tool The CaseMap Bates Stamp Utility modifies PDFs and
does NOT create backup copies of the files. If vou
want to make a backup copy of vour Files, you must

do this vourself before proceeding.

[.}

- This utility will recognize PDFs containing CaseMap
\\l) and Acrobat Bates Stamps. By default, files
containing CaseMap or Acrobat Bates Stamps will be
ignored,

Click to view a webinar tutorial at casesoft.com.

B

< Bach [ Next > ][ Cancel J

Fig. 12. There is no going back if you make a mistake in Bates stamping.
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CaseMap Bates Stamp Utility

Select the PDF files you want to Bates Stamp.

Options

File Mame Pages Status = Path

Remove File

Remove all

View PDF.. < | >

[¥] 1gnore PDFs that are already Bates Stamped,

Fig. 13. The next dialog box allows you to select individual files or a complete folder.
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Fig. 14. Select your files.

CaseMap Bates Stamp Utility E|

Select the PDF files you want to Bates Stamp.
Options :
File Name Pages Status = Path
ﬁshareholder agree... 11 OK({..  C\Documer
Remave File
view FDF, .. < I | 2

[ ]1gnore PDFs that are already Bates Stamped,

[ < Back ]l Mext > ][ Cancel ]

Fig. 15. Selected file ready for Bates stamping

CaseMap Bates Stamp Utility &|

Select the case Bates Numbering format.

\ ? ) Do vou want to create a new Format or use an existing Format?

(®) Create a new case Bates Numbering format,

(O Use an existing case Bates Numbering format.

Existing Formats:

Mext Bate,..  Date Modified
MTS00012 3/23/2009 6:08:04 AM

| Format ...
| MTS Client

[ < Back u Next = ][ Cancel ]

Fig. 16. Here, you can create a specific format for this client.

New Case Bates Format m

b ] What is the maximum number of pages vou expect to Bates
\:) Stamp with this case Bates Format?

(O One Hundred Million
) one Eilion

(® one Hundred Thousand
() one Million
() Ten Million

< Back l Mext > ][ Cancel ]

Fig. 17. Select the maximum number of pages.
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CaseMap Bates Stamp Utility El

D] ’ ‘What number do you want to start with?
-

Start numbering at:

[ < Back " Mext > |[ Cancel ]

Fig. 18. Don't add zeros here as they will be added due to the prior dialog box.

New Case Bates Format @

N ’ Do vou want the Format to include a prefix?
-

® Yes Ong

Prefix: ]TBS| |

Bates # Preview: |TBS00001 |

[ < Back ]i Mext > J[ Cancel ]

Fig. 19. In this case, | chose “TBS” for my client’s Temporal Building Structures.

X

New Case Bates Format

i J Enter a name for the new case Bates format.

Case Name: lTBS Client |

[ < Back I[ Finish J[ Cancel l

Fig. 20. Name the format so that, when you add more documents later, the numbering
resumes where it left off.
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Review case Bates Numbering format

1 You can change the format’s settings and beginning
Bates Number by selecting the "Edit..." button.

Case Bates format settings:

Case Format Mame: TBS Client

Bates Range: TESO0001 to TBSO0011
Bates Prefix; TBS

Font: Helvetica - 10 pts

Harizontal Position: Right Side of Page - 0.25" offset
Yertical Position: Bottom of Page - 0.25" offset

Set Page Labels To Bates Numbers: Yes

Fill Bates Mumber Background Solid ‘White: Yes

[ < Back ][ Next > ][ Cancel

Fig. 21. Carefully review the details as this summarizes all your selections. Select
“Edit...” if you want to make changes beyond the defaults above.

Bates Numbering Options E]

Beginning Bates #

Bates MNurnbering Preview

#Pages: 11

Increment: 00001

Begin: TBS00001

Max #: 100,000 End: TBSOOO11
Font

Mame: ‘Helvetica {Arial) v‘ Size: 10 v
Position -

VYertical: ‘Bottom of Page v‘ Offset: |0.25"

Horizontal: ‘Right Side of Page V‘ Offset; |0.25"

Miscellaneous

Set page labels to bates numbers
Fill bates number background solid white

l OK H Cancel l

Fig. 22. Within the edit screen, you can make changes to the defaults including the
location of the Bates number on the document.



CaseMap Bates Stamp Utility

Choose the order the PDFs will be stamped.
Opti
el File Name Path
Mave Up ﬁsharehulder agree,.. C:\Documents and SettingsiHenr
Move Down
Removs File
Yiew PDF...
< Il |
[ < Back ][ Mext = I [ Cancel ]

Fig. 23. Choose the order.

CaseMap Bates Stamp Utility [g]

Review and Begin Bates Stamping

Summary:

You have selected 1 PDF with a botal of 11 pages to Bates Stamp. The Bates o
numbering will start at TES00001 and continue to TBS00011. The Bates =
Stamps will be written with a 10pt Helvetica font, black in color, The stamps

will be located in the bottom right of each page.

The CaseMap Bates Stamp Utility modifies POFs and does NOT create backup
copies of the files. If you want to make a backup copy of vour files, you must
do this vourself before proceeding. -

If you have PDFs that only contain images (no text), vou will not be able to
OCR them in Acrobat once they have CaseMap Bates Stamps. If you plan to
OCR PDFs, you should do so befare adding CaseMap Bates Skamps.,

This utility will recoanize PDFs already containing CaseMap Bates Stamps. If %

[¥]1 have read the above summary and I am ready to proceed.

[ < Back ]l Finish ][ Cancel ]

Fig. 24. Summary

CaseMap Bates Stamp Utility

i J The CaseMap Bates Stamp Utilty has finished processing | PDF,
It has successfully stamped 1 PDF,

[¥] Send these PDFs to CaseMap after dosing this message

Fig. 25. Dialog box that appears when processing is completed
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Fig. 26. If you selected to add the documents to CaseMap, the dialog boxes for that
operation start.

Send 5 seMap Utility [Z
Select the PDF files you want to send to CaseMap.
Options
File Mame Pages Bates # Path
| Add Files Th)sharehalder a... 11 TBSOOOD1 - TBS... C:iDe
Add Folder
Remove File
Remove Al
View PDF...
L ! L]
[ < Back " Mext > ] [ Cancel ]

Fig. 27. This time, the number of pages of each document is shown along with the
Bates range for each.
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Send PDFs to CaseMap Utility X
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Send PDFs to CaseMap Utility

Confirm CaseMap case and spreadsheet.

i This utility will send the selected PDFs to the CaseMap case listed below,
If wou want to send to a different CaseMap case, please close this case
and open the one vou want to send ko,

Destination Case: | [Test Case

Spreadsheet; l Document v

[ < Back " Mext > ][ Cancel ]

Fig. 28. Choose a destination case.

Send PDFs to CaseMap Utility X

Choose Document field mappings.

PDF value: CaseMap destination field:

MNumber of Pages: |.Pages v“|
Bates Begin #: |Bates - Begin v
Bates End #: IBaL‘es - End v |
Bates Range (Beqgin-End): l --da nat impart this value-- bl |
Object Full Mame: ) PDF File Name

Set Object Short Name to PDF Bates Beqin #

[l overwrite existing destination CaseMap field values with PDF values

[ <gak || mext> | [ cancel |

Fig. 29. I have opted to keep the PDF file’s full name used on the server.
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Review and begin sending to CaseMap.

Summary:

{fou have 1 PDF selected to send to the Document spreadsheet in the following
CaseMap case:

Test Case
| PDF has Bates Numbers.,

Please select Finish to proceed.

[ < Back " Finish ][ Cancel ]

Fig. 30. Summary

Acrobat

X]

. i ) The Bulk Send to CaseMap From DocPreviewer is complete.

A total of 1 record was processed from DocPreviewer,

1 new record was added to CaseMap.

“ [fn Chpats - Decumenny St

“|#Batws-Begin - Baows-End  Pages Date Pull Nima L] Koy Tipet L
| Testo e (i) = JEIR shavhakist agreeent TREOC0N o L
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|ttt |
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Fig. 32. The full name from the server is preserved in CaseMap; the number of pages
and Bates range are filled in by using the optional DocPreviewer tool. At this point, |
would insert the date in the “Date” column, which is facilitated by the preservation of
the full name in CaseMap.

Before you sent the documents to CaseMap, did you back up your

CaseMap database in case you need to redo the selection of options
sending the PDF files to CaseMap? You should have. Back up, and

back up often.



5. Creating the issues

Depending on the nature of the case, certain basic issues come

to mind. It is my practice to insert the basic issues dealing with my
case at the outset and then to add other issues that come to mind to
the particular facts of the case on the fly. To add your basic issues,
simply click “Issues” on the left-hand side of the program under “Case
Shortcuts.”
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Fig. 33. “Issues” spreadsheet

A spreadsheet format will open up, and you can add your various
issues there (fig. 33). Assuming we are dealing with a personal injury
case, let us add a few issues as an example. In the first block entitled
“Full Name,” type in “loss of income.” Next, press the “Insert” button on
your keyboard. A short name is automatically added based upon the
full name that you had typed in. In the next block, type in “pre-existing
conditions.” Press the “Insert” key and then type “prior accident.”
Press “Insert” and type in “intervening act.” Simply carry on and add in
whatever issues come to mind at the outset and, after each one, press
the “Insert” key to lock it into the “Issues” section.

As you add facts to your CaseMap while reviewing, you can add
additional issues.

6. Creating the cast of characters

The quickest way to enter the names of your cast of characters is to
start off by putting in the names of the parties, their lawyers, employers,
doctors, hospitals, insurers, etc. This, again, is done by going to

“Case Shortcuts,” and, although there is a case shortcut specific for
“Persons,” | prefer to use “All Objects” (fig. 34).
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Fig. 34. “All Objects” spreadsheet

Click “All Objects,” and the spreadsheet that presents itself is one that
has, in the far left-hand column, “Object Type” followed by “Full Name,”
“Short Name” and “Role in Case.” If you type in “pe,” then the object
type that will present itself is “Person.” You need not type any further;
simply press the “Enter” key to lock in “Person.” Tab over to “Full Name”
and put in the name of the person such as “Robert Smith.” When you
tab over the short name, you will see that it has automatically reversed
the surname and first name to create its short name. | tend to fill in

the “Role in Case” column. When entering a hospital, insurer or other
company, type “or” under “Object Type” to get “Organization.” You

will note that if you type in a longer name for an organization, such as
“Forensic Investigation of America,” the short name generated will be
something like “fia.” Adding your names of organizations and persons
at the outset is important since this shortcut — i.e., “short name” — will
greatly assist you in filling in your facts by not only saving you from
having to type the full name out, but, more importantly, from keeping
track of the number of facts that refer to that particular person or
organization or document, etc. It is useful later on if you want to print
out a case report dealing with only the facts where a person’s name is
referred to or where a person has attended a particular hospital, etc.
You will get a summary of the facts that can be gleaned from particular
records from that institution.

When adding facts by typing the short name for a person, organization,
etc., you only have to usually type the first three letters to get the name
to drop down in a drop-down menu, so you can simply hit “Enter” to
lock it in. Don’t worry; when you print the document report, the full name
is in print and not the short name.

7. Reviewing the PDF files

Although you can put notes in the “Facts” spreadsheet of CaseMap by
simply typing in the date and the particular fact you want to make note
of for that date, | have found that generating my fact notes as | review
my PDF documents is by far the most efficient way to make notes as
documents are reviewed.

To simply put a note in without having it come from a PDF document,
type in the date in the left-hand column entitled “Date & Time” and then
tab to “Fact Text” and enter the note that you wish (fig. 35).
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Even though the “Facts” spreadsheet has columns for “Material” and
“Status,” | often hide those columns as | personally have not started
using them yet. You can always reveal them later as you get more
comfortable with the program and decide one or both are of use to you
in this particular case.
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Fig. 35. “Facts” spreadsheet

When you are in the “Fact Text” column, you can highlight words or
phrases the same as you would if you were in Microsoft® Word and
make that text either bold, italics or underlined and, of course, change
the colour of the font.

When you change the text to give it emphasis, be consistent. For
instance, for text relating to pre-existing or unrelated conditions, you
may wish to use bold and a red font. Particular words that point out
things relating to liability may have words here and there that are in
bold and in a blue font so that when you print your CaseMap out on a
colour photocopier or a printer, those words stand out to the eye.

The easiest way to enter notes in CaseMap once you have your PDF
files OCR'd is to first highlight particular sentences or paragraphs with
your cursor as you are reviewing a document. Then, click the button
below the Adobe Acrobat menu bar entitled “Send Fact to CaseMap”
(fig. 36).
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Fig. 36. Highlight text and click the “Send Fact to CaseMap” button.
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Fig. 37. “Text Selection,” “Date & Time” and “Fact Text”

When you click that button, a dialog box will pop up (fig. 37) that will
first have under “Text Selection” the words or sentence that you had
highlighted. Those are the words that will be automatically pasted into
CaseMap. Below “Text Selection” is a place for you to enter the date
and, if you wish, also the time. For instance, “03/11/09 at 8:30 p.m.” or
“March 11, 2009 at 8:30 p.m.” The next selection below the date and
time is “Fact Text,” which | find to be a good spot to type in something
consistent with the text that | have highlighted in the PDF document.
An example might be “The agreement required Notice of disposal of
shares.” Once you click “OK,” it will appear with whatever you had
typed in “Fact Text” followed immediately by what was copied from the
“Text Selection.”

Because of the nature of PDF documents, there is a carriage return at
the end of every line and, therefore, those carriage returns are copied
into the text in the “Fact Text” in CaseMap. You will, therefore, want

to remove those carriage returns at the end of each line so that your
document flows more evenly. You don't have to, but you would do the
same thing if you were copying something into Microsoft Word and you
did not want to have your lines ending halfway or three-quarters of the
way across the page.

CONCLUSION

| hope that this gets you started on the road to using CaseMap
effectively to prepare your case. This is an ongoing process where your
CaseMap will continue to be updated with each document production
and each discovery/deposition.
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