DigitalWarRoom
Quick Start to Document Review

LOGGING INTO DWR

Double click on the DWR icon.

Enter the login information provided:

Windows Security X

Enter your credentials

These credentials will be used to connect to 108.166.176.123.

‘ User name ‘

‘ Password ‘

Domain: dwr

D Remember me

OK Cancel

Press OK to connect

DESIGNATE VS WORKGROUP
The server desktop may have two icons on the desktop.

' DWR

DWR
Designate

DESIGNATE
Designate is limited to review functions only and does not allow the user to process documents
or image and endorse productions.

Most users who are reviewing only will choose this icon. In Designate users can mark
documents as produce, privileged, Non-Responsive, etc. and redact documents.

WORKGROUP
Workgroup icon has the full options available in Digital WarRoom including the Process and
Policy tabs and as well as image, endorse and finalize productions.

OPENING THE APPLICATION
Double click on the icon for the level of review assigned. The database will open to the last
matter accessed or to the assigned matter if the first time to log in.
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OPENING A MATTER
Under Matter, choose “Open”

m Process Settings Analysis Tools Drafts Help
= ©r ©® i E o €

Open... New... Properties Refresh Reset Layout Request Close-Out Exit
Environment Archive... and Delete...

The Open Matter dialog will appear listing the accessible matters.

Open Matter X

Matter server: | SVS009HOBAO1
i Windows icati .
Clients Matters
" 4| Matter Name Bill Code  Created
alison
BVT_Alison Sep 14, 2020
blink
CLIENT
BT
CcEW
DWR
Create New Cancel

To open a file, click on the line that contains the Matter and then click Connect.

DIGITAL WAR ROOM INTERFACE
The DWR interface is divided into several sections.

owe  WorkGroup - GG0O:10.1 New Feature

Matter  Process Tools  Drafts  Analysis  Help X
| | | = = | I =
I T = ) 111 8 s ' &

Review  Marks Issues PODs Priv Basis  Edit Columns Manage Manage Keyword  Indexing  Custom Print Placeholder

Policy Assignments Custodians Lists Settings Images

Find Documents ~  Current Docs: 78 Pages: 414  Filters: 1 file type; including familyr . (® @ (® Document 1d 34 - Panniers and fenders - Native file v x
Filters - 1 | [ E 34 34 11/21/20(

From: Ben Blain
» [ Assignments - 2 ] F 35 35 11/21/20( Date: November 21, 2008 12:05:48 PM (-06)

» [] Binders 3 [ = 36 36 11/21/201 To: Larry Mayer
» [] custodians a = = 37 37 11/21/201 Subject: Panniers and fenders
> i 1
] Collectll‘:ms 5 = = 38 38 11/21/20 Attachments:
» [] Productions 6 (=] = 39 39 11/24/201
y Hi arzy -
» [ Custom Fields 7 = = a0 40 12/11/20(

1 was wondering whether you had any advice on good pannisrs or fanders for
> [ s 8 = = a1 a1 12/15/200 2n 010 12-speed bike. I have a mid-1970s Fusi zoad bike that I wanmt to pat
» [] Piths panniers and fenders on but I don’t really know where to start. Any advice

9 [ = 42 42 12/29/20( would be helpful.
» [] Bates
43 43 1/5/2009 anks:
» [ Marks . = 151 Thami
» [ Issues 11 = a4 44 1/14/200¢ en
» [] Special Filters 12 A a7 44 1/14/200
v [] More Filters 13 m A 48 44 1/14/200¢
» [] Extensions 14 ‘" A 49 a4 1/14/200
» [] Email Addresses 15 ‘W A 50 44  1/14/200¢
» [J Date Range 16 ‘" A 51 44 1/14/200
v L File Type 17 ‘a0 A 52 44 1/14/200¢
File
S i 18 a1 A 53 44 1/14/200¢
mai
[] Attachment 19 ‘" A 54 44 1/14/200
M1 Containar - 20 ‘" A 55 a4 1/14/200¢
i
21 E 56 44 1/14/200¢
Clear Search with Families v 8 A r1as
22 W A 57 44 1/14/200¢~
< >

With multiple monitors, it can be useful to move certain parts of the interface to a second
screen (like the Document Browser) to make review more efficient.
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REVIEWING DOCUMENTS IN DIGITAL WAR ROOM

Select Binders, Collections, Custodians, Productions and other filter
criteria on the filter tree and click the search button at the bottom of

Find Documents

Filters

» [ ] Assignments
» [ Binders

» [] Custodians

» [] Collections

» [] Productions

» [] Custom Fields
» [] IDs

» [] Piths

» [ ] Bates

» [] Marks

» [] Issues

» [] Spedial Filters
» [ ] More Filters

the screen to apply the filtered choices.

To the right of the search button use the drop down arrow to choose
Search with Families, Search with Threads, Save Search, or Create

Assignments.

Clear Search with Families

19 fal

20 fal

21 fil
Search

Search with Families
Search with Threads

Save Search...

Create Assignments...

Once these selections are made, and the Search button has been selected, the Current Docs
grid screen will be updated with those documents which meet the filter criteria.

nts -
|
u| All Fields
mnents
H AUTHOR
03] BATES

we test (23)

we test 2 (23 ¥ cc

ians 7 | COMMENT
ions

| Fields

DATE
EXT
v| | FAMILY
7| | FILETYPE

v | FROM

Ci

Assignments Custodians

urrent Docs: 23 Pages: 24

- al Y - - Tn
Show field chooser

42
43
a4
a5
46
47
a8
a9
50

Duplicate as custom column

QK

NOEREKE

rk Product Inspector: Document Id 43

Marks, Issues & Comments Privileged Metadata

Filters: 1 binder

42
43
44
45
46
47
a8
49

Lists

DATE
11/21/2008

4/19/2006 2:

11/21/2008
11/21/2008

4/19/2006 2:
4/19/2006 2:...

11/21/2008..

4/10/2006 2:...

11/24/2008..

Settings Im;

TITLE

RE: Panniers and fenders
FW: attorney communicatio
RE: Panniers and fenders
RE: Panniers and fenders
Check this out

attorney communication
RE: Panniers and fenders
FW: attorney communicatic

RE: Panniers and fenders

The Current Docs grid
screen is customized
for each reviewer by
right clicking on any
column header and
selecting the Field
Chooser. From the
Field Chooser select
those columns
needed for review.
The column layout is
specific  for each
reviewer.

Clicking any header will sort the filtered set by that header (i.e. Date will put the results in
chronological order). Hold down the CTRL key and select additional headers to add to the sort
(i.e. by Date - by Family).
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Find Documents -

m =

Filters

» [ ] Assignments
» [ ] Binders

Junk

Technical Difficulty

» [] Special Filters

Quick Start to Document Review

AR Am

sive Marks

Unmark
Issues

Flag for redaction

Image document for redaction
Add to binder...

Add to production...

Export image color...

Document Tools

» [] More Filters

OCR...
Index...
Comments...
17 ]
18 ]
19
f 20 il
22 il

Work Product Inspector: Document Id 37

Marks

OoooooorC

Non-Responsive
Privileged
Resp-AEC
Resp-CONF
Resp-Public

Don't Know

Junk

Technical Difficulty

Privilege Basis

Comments

COMMENT -

A @ miD

>R E

ODOoOoOorC

T A HEAANRWNRERAEATN

Issues

Propagate comment to duplicates (will overwrite)

Breach
Damages
Hot
Mitigation
Prior Breach

34
35
36
37
38
39
40
a1
42
43
a4
47
a8
49
50
51
52
53
54
55
56
57

FAMIL «

Current Docs: 78 Pages: 414  Filters: 1 file type; including family r

34
35
36
37
28
29
40
a1
42
a3
a4
a4
a4
a4
a4
a4
a4
a4
a4
a4
a4
a4

DATE
11/21/201
11/21/201
11/21/201
11/21/201
11/21/201
11/24/201
12/11/201
12/15/201
12/29/201
1/5/2009
1/14/200!
1/14/200!
1/14/200!
1/14/200!
1/14/200!
1/14/200!
1/14/200!
1/14/200!
1/14/200:
1/14/200!
1/14/200!
1/1a/200: ~

®®® veewn From the Right Click

menu reviewers can

From: - Mark, apply Issues,
- ¢ Flag for Redaction
' and add Comments to
Artachments: the documents. By
Fenders are size by hoIding dOWﬂ the

Assuming you hav
bicycle, the fende:

SHIFT key, rows in the
list can be selected in
sequence (the CTRL +
click for out of
sequence) for the
work product to be
applied in bulk.

Fenders are usuall

The one | have thz
mounted ONLY to
road just makes th
always go the sam

Convention fendel
attachment point,
attachment point(

“turning” problem

Often the “wires”

Another method for applying
work product on an individual

document is by the Work
Product Inspector available
under the Tools menu (or

CTRL+SHIFT+W).

By making a selection in the
Work Product Inspector the
Marks, Issues or Comments are
instantly applied and saved for
that document.

For documents marked
privileged a privilege basis can
be selected for the privilege log.
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To add documents to a Binder from the right click menu in the Current Documents List
documents select Add to binder... to add to an existing binder or create a new binder.

1 [t F Marks b o
Unmark
Issues k

Flag for redaction

Image document for redaction

ACME ’ Add to binder... b
New binder... Add to production... b
Export image color... b
Document Tools b
OCR...
Index...
Comments...

Digital WarRoom® Alert

I

O wfo Additional documents can be added to the binders
d dded to * *. All 5 of the d H H
e i i th by 0 cfthedocumentswere gnd the tool will report if the documents are already

in the binder creating a single set of documents to

review or export.

If accessing Digital WarRoom from our servers please Signout at the end of your review session
by selecting the Start Menu — your profile — Signout.

Change account settings
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