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QUICK GUIDE

Insight Review

GLOBAL NAVIGATION Change Language

. je SSWOI
CatalystInsight  Catalystinsignt Demo~ » Change the language L7377 Lopou
Welcome, CS Thompsaon H . = =
: o of the interface; change /
your password.
Q, Free-Form Search Save Sear History
[
T Field Name (options)
lolders
Sekect A Figld B
L&
Hitmay Ener your search here or use Search Assist to help build your search
ﬁr
Predict
Lk
Reports
Folcers: (Mone Selected) Advanced Seftings « Found: 20,398,764 @
L
o]
© Heiptul Links:  How to search:
User Guide Cnter your searches directly in the search box or use Search Assist to help build your searches. To search thg
Help Center aword or prrase (in guotes).
For field search, enter fielo—operator—vaive I:I - -
nline Guide
Examples: suthor: Jones or DocDate == 2011-02-16 or description: “financial statements”
Live Chat
e RAS
Knowledge Center

Translation Assistant

. - . Privacy Policy
« Main Navigation: On the left, your main controls: SR i

Search, Folders, Review, Predict, Reports and Jobs.

If you are an administrator, you will also see the » Help: Access guides, live help,
Dashboard and Admin buttons. and other information
@ Chrome is the preferred browser. We also support the Firefox browser.
Chrome Settings Firefox Settings
1.Click the Chrome Settings button. 1.In Firefox, click the Firefox Settings button in the

2.Point to and then click History. a7 WAt G U R

2.Click History and select Clear Recent History.
Firefox allows you to chose the activities you
want to clear and the date range.

3. Click Clear browsing data and then select the
items to clear and click the CLEAR BROWSING
DATA button.
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FREE-FORM SEARCH

Enter searches into the search box using the proper search syntax or usethe Search
Assist to learn the syntax and help you build your search.

» Search Assist: Select your Field, Operator,
and Value, and then click Add to Search.

\|

Q Free-Form Search

:Fielﬂ Name (options) Operator

1 is{=
- Author - is{=)

Value (Multi-Value) Add Using

- Q Kingsford Jones o AND

Add To Search

Save Search [~

History )

Enter your search here or use Search Assist to help build your search

: Folders: (Mone Seier.ted): :Advanced Setlings =

1 Found: 20,

/L

 Click the 0 to see the family count.

« Found: Notice the instant record count!

" Select Search Folders x

v My Folders

» Bf & For Further Review Field Name (options)

» | & ¥ Key Documents Select A Field Settings

Case Sensitive

» More Like This Enter your search here or us
Diacritic Sensitive

» Ranked Docs Stemming

» | g Shared Folders L Language:
English
Selected: clear all
Folders: 2 Selecied ©

(@ Wy Foiders\For Further Review J

[0 My Folders\Key Documents l

LYY e

Coliections all | none
«| Enron
| General
| Language
MM Core
| OS Email

« Advanced Settings: Customize the search by turning on case or
diacritic sensitivity or stemming, set the language (even CJK) and
choose secure collections/matters.

« Folders: Search documents that are
grouped into folders. Select from My
Folders, Shared Folders, Public Folders,
Dynamic Folders and Production Folders.

View the Search Quick Guide for syntax information.




Openl.'ext“‘ + Catalyst

FACETED SEARCH

Some fields have facets built on them. Those fields have special indexes so you can
see the counts associated with each value in the field. Using Faceted Search may
be simpler than constructing search queries in Free-Form Search when you are

searching fielded data.

« Click fggl to add non-faceted field
searches or anytext/bodytext searches

» Click the Enable Auto Update button to narrow
the values based upon your selections.

\ N\
Q Face Search Save Search | * Histcr,_u_"
i Gl - I | -
\ ) 1
: Custodian ViewMore = X
Inserts an OR connector 1 - = e
. 1 007-09-13 | To| 2017-08-13 8 apache (4277 668)
between queries. ! i googlegroups 2.201,010)
1 Ann0a00 " \
1 00 # ubuntu {1.912.480)
T 1 D # netbeans {1,097,013)
e ===- =3 2500000 # kemel {1.015.710)
Allof These B # rednat (639,911)
ininininininieiainininis ik 2000000 # openofiice {576.040)
# ligris
Inserts an AND connector = 2. Select Facet Value:

between queries.

Click on a facet below to add it to your screen.

Click or drag and drop a

Author
- - i T value to one of the boxes
e Gl BegControl # Microsoft Word
Hone ol Thexo @ Ce # Microsoft Excel on the left.
o ———— N "I 0 ey Custodian " Text
| g“Da'e - (Timeline) Adobe Acrobat PDF o
|nsert3 a NOT : Dg(c;!ﬁtle & Microsoft PowerPoint {18,903}
. & Internet Shortcut {7.232)
between queries. | e i # Word Perfect (6211)
1 DomainBcc # HTML
S L LE LK | DomainCc SR S
Folders: (None Selected) vanced Seffings « I
1. Add Facets: Select the C
facets to display on .
play ¢ Found: Notice the ot
the screen. .
instant record count!
Based on the bodytext of the records, find documents using Tracked Search.
Narrow by custodian, dates and other criteria.
Q Tracked Search LM Create Report Save Search | = | | History |
Any of These so_r These Custodians @ _ . -
) :
1
1 . .
! ¢ Limit search by
; custodian.
) T
Lookup Enfry Delimited Entry L SIS N ]
All of These @ Beginsvith v | fraud I:_O_r These Dates B .
% Creck Atmone PO Crecied | Unchocked | ! !
¥ FRAUD : . .
I FRAUDAR ' ¢ Limit search by
¥ FRAUDE 1
¥ FRAUDELENT 1 date range.
¥ FRAUDES 1
¥ FRAUDOU : 1
¥ FRAUDS S, N S S o
¥ FRAUDSTER
Mone of These ¥ FRAUDULENT ‘With These Crferia
¥ FRAUDULENTLY ;‘ ---------------------------------------------- 2
¥ FRAUDULENTO 1
# FRAUDor 1 . .
< Fraubrop ] e Select other criteria. | ~
Foiders:  (None Sele (152 of 162 Checked) 1
« Enter a value or partial value, m

then select the checkboxes to
add the words to the search.
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RESULTS

» Breadcrumb trail for retracing your path.

» Use other methods to view results, including

\ charts and communication tools.
S == =
Q Search Results : Refine Search : erate Sampls Save Search | = History
o - - ) ) ) . )
Found: 2,081 @ (Searched: 20.393.764
O
IT Filters 1 1} EETable 1l ication Report =5 COMMUAIC; Ll Timeline
R Bl oo S B I L
: N >
BegControl » Issues From Subject ReviewStatus
Docld Privileged Comments Ta Title Redaction Status
FileExtension PrivilegeType HasRedactions SentDate
tReviewed MotRaviewed
“ metover) 0.Coro
* Use Filters to narrow . .
e Change displays for results. e Quick sorton a column. e
your search results.
5 e Sort documents by selected fields and joch@ENRON..  Repons - CERA and Friadanberg HatRaviswed
3 578340 Bumham Stew
pe meg change the records displayed per page.
CHDO00002881 1 Floch@ENRON.. FW: Argentina's Evolving Crisis: implicati... NotReviewed
0+ 570266 = N =5 Z3T EEver Jason, Brodedr Siephane, Burnham Stev..
B msg 2002-01-24 08:00:30 AM
CHDO0O00Z008 2 MotReviewed MotReviewed
| E 570803 FotentiallyFrivileged updste testCT237 klauer Enron Corp
e s
CHDOCO006568 1 MNotReviewed Valdes Maria (Maria.Valdes@ ENROMN.com) FW: A moment of Zen NotReviewed
s 583581 PotentialyFriviegad 237 Dorland Chris.
[ meg 2002-01-2007:26:40 AM
CO0000000002 2 MotReviewed Erik Cramer cramer@cadvision.com@ENROM {... Jan 16 marks.xs MotReviewed
ar 1358403 FotentiallyPrivilegad Zufferli John; nicolas Demers: Kelly Dukart; Jed

» Select document checkboxes to take other actions, such
as copying documents to folders, creating print jobs,
exporting fielded information, updating fields and more.

il Commmunication Report =5 Communication Tracker £ Size
# Update Fields |

BegControl - FamilyCount ReviewStatus Issues From

Docld Privileged Comments To

FileExtension PrivilegeType HasRedactions SentDate

BIWO0O00001308 8 NotReviewed
B 1 2735992 PotentiallyPrivileged

,Q'i %l

CHDO000002169 4 MNotReviewed Chris Dorland
B 2 579154 PaotentiallyPrivileged 237 Chris Dorland @ENRON)

[ msg 2002-01-11 01:12:35 PM

CHDOO0002364 4 NeotReviewed McCulloch Angela (Angela.McCullecch@ENRO. ..
B 3 579849 PotentiallyPrivileged 237 Biever Jason: Brodeur Stephane; Burnham Ste. .

[ msg h 2002-01-11 01:05:59 PM

\

« Click anywhere in the table
row to launch the document.
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DOCUMENT DETAIL PAGE

e Convert to PDF and Redact.

» Navigate to other documents.

* Move the form to the left or
right of the document, view
history and shortcut keys.

Fmmmmma
Redact

Text

 ANLO00000776

Thumbnails

» Copy to Folder and Download.

The UBSWenergy.com Trader

essing Stack Manager and Basic Review

Rotate | +

"l

. roduct is Active, but | can’t see my prices or volumes in Stack Manager
or e website. What's wrong?

= Print

Highiights
m Q Find...
2
Al His Nonz
[# * Email Address
¥l ¥ Key Terms
3 @
< 5
I3

# * US Telephone Number

@] *US Zip Code
¥ * Your Terms

¥ silver @

[ QTS | BE Thumbnails

a o

* Select the
document display.

In the Viewer display,
use the Thumbnails
panel to find

specific pages.

a

@ . Click Highlights to view
Pattern-Based Terms,
Static and Search
Terms, and additionally,

” at Your Terms, enter

your own term to find

within a document.

(]

View Selected Highlights

P, pp———
10pfions v}

@ Coding History

@ Review Project History
BegControl

ANLODODOOT @ Coding Shortcut Keys

ReviewStaty
® NotRevi
9 o Access other forms
NotResp
Respons: o Forms are created
ForFurth .
s and customized by
echnica
administrators.
Privileged
Linked Docum 4Dock to Viewer

~ Related

e\iewStatus

BegControl Privileged

=4 ANL0O00000775 NotRe\lewed PotentiallyPrivileged

B Awn anonnnTTe

‘
L4 Dup\icatesm

88

NniRavid \rad

DntantisllBrivilanad

3

Tag All

< Previous Next >

FOLDERS

Folders

Q

Search

My Folders

& Shared Folders

% Public Folders

» Static Folders (My

Folders, Shared, Public
- created by users).

&
Review

~ = Dynamic Folders

« Folder access. MR ChionHE
» = Collection
[T
Reporis » = Custodian
» = Issues
©

» = Language

« Based on data fields

e Linked documents (e.g.
related, duplicates) are
located at the bottom.

Point to the folder and click the Triangle

to access the Folder menu.

or searches.

Jobs

» = Produced
» = Review Status
» = ReviewBaich

» = Witness Kit

Catalvst

-

My Folders

» & For Further Review
@l‘ New

» g Key Documents # Edit
» Wore Like This = Compare
@ Delste

4 Ranked Docs
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REVIEW

» Your Projects and Stages.

« Click the stage to open the Results page
and access documents assigned to you.

Review
Se?ch E Standard Review : Initial Firs... Show Only: Not Updated = Release Updated: 10 || Get More Documents Save Search |
* Adive Review Demo
=
Folders Search Text: Found 89 @ (Sear

Initial First Mass

Y Filters EE Table arts = Communication Explorer sl Communication Report =5 Communication Tracker £ Size s
Display: Defaut Display = Sort: B\ \Gontrol ~ BegAtt ~ = Records/Page: 100 = [ << § < | of1| G | >
BegControl - FamilyCount ReviewStatus Issues From
. . v Al | - Docld . Privileged Comments To .
o Access Review PrOJects. FileExtension PrivilegeType HasRedactions SentDate
STKOD0000082 NotReviewed Elizabeth Linnell
TIEpUT: D 1 leth Lab
0 AM
o 02 » Release Updated documents and Get More Documents to review.
Jobs
()2 Show Only: | Not Updated | Release Updated: 10 [ Get More Documents | [ Save Search ?h"rL?h
o All
4 : :
Found: 89
Updated oun o (
ong)
Os .
Catalyst : .
2 « View documents not yet updated, all documents or updated
documents by expanding the Show Only button within the stage.

REPORTS JOBS

 Links to different types of jobs.

/
ay Q
Seps Indexing Exceptions Search @ Export
'_I.- File not found 7
b 40.088 [ Filters
N & Expori
n E“e too large: Foiders By Status: ¢/ Pending ¥ In Progres
Review B Folder/Field Updates -
— File password protected E
¥ ; & Print i i
Pradict M Review pse Flltgrs to narrow in on the
bmp, jpeg etc ) B Redaction information you need.
Content modified due to F'r:;lid Filters
= size | h
. By Status: ¢/ Pending &/ In Progress ¢ Completed
O |\ otrer excepiions: (ahal By Job Type: [ Al v
3 k Reports
By User: | All
. . -| Copy to Folcer
AtReports, bring Remove From Folder
back records that o) Updale Fieles
were not indexed by S B Lock
icki i Unlock
’ Update Collections
4 Generate Sample leted
Copy Ranked Documents
4 View Ranked Documents leted

www.catalystsecure.com | training@catalystsecure.com



