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Introduction to eBrief

eBrief presents solicitors with the ability to instantly brief counsel electronically.
It cuts out the costs associated with brief creation through the removal of
amongst others, postal and courier costs.

It allows solicitors and barristers to view their files and briefs securely online,
anywhere in the world.

With accessibility available on internet equipped mobile phones, you and your
briefs can truly be on the move.

Included here is a short manual giving an overview of the system, it identifies its
core screens and details its functionality for our users.

If you are experiencing difficulty with any of the functions and you cannot locate
the relevant section in this manual, please contact us at support@ebrief.ie and
one of our customer support team will be in contact with you.
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My Briefcase at a glance

eBrief REGISTER | LOGOUT

Briefcase INVITE A COLLEAGUE T0 JOIN eBRIEF:

CASES Files «—
/V v Someanc@email.con |
1 Shared With: VIEW / DOWNLOAD FILES m

/ Ecenerate -v- ariet eBRIEF USER LOOKUP :
2 | sriers \ Userbame:| | — 8

' Folder 1 User Type© | Please Select v

s 4 o —

| Folder3 m 9

ARCHIVE SHRED
£ >

3 ASSIGN DIARY notes IOgS 6 & 7
EVENT /

/ NEW CASE MEW FOLDER
5 SHARE FILES [l GENERATE BRIEF

DELETE FOLDER|

Case list

Case Name

Case Level Buttons
Files

File Level Buttons
Notes Screen

Case Log

User Look Up
Reports
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Functions

Creating a new case —

INVIIL A GULLLAUUL 1U JUIN EDRICT

CASES Files
3 Someone@email.com |
Shared With: VIEW / DOWNLOAD FILES m
= [Epenerate - ariet ¢BRIEF USER LODKUP :
' ek User Mame:l:l
| Folder 1 User Type: | Please Select v
' Folder 2 F\rm:l:l

' Folder 3 m

ASSIGN DIARY

EVENT

notes logs

NEW CASE NEW FOLDER

sHARE FILES [ll GENERATE BRIEF
DELETE FOLDER)]

Name: (Max 100 char)

[ el rom s

—

Click on *‘My Briefcase’

At case level click ‘New Case’

3. Enter the name of the case you wish to create, remember that this is the
name the case will have for the future.

4. Click ok and the case is created.
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Creating a new folder within a case —

G eBrief REGISTER | LOGOUT
Briefcase INVITE A COLLEAGUE T JOIN eBRIEF:
CASES Files
3 Someone@email.com |
e VIEW | DOWNLOAD FILES, | Send Invite |
= (R canerate -v- srier eBRIEF USER LOOKUP :
| Folder 1 User Type: | Please Select el
| Foider2 m: ]
' Folder 3 m
< 5

notes logs

ASSIGN DIARY

EVENT

NEW CASE NEW FOLDER
sHARE FILES [ll GENERATE BRIEF
DELETE FOLDER|

Click on My Briefcase’

Select the case you wish to add the new folder to from your Case List.

At file level click ‘New Folder’

Enter the name of the folder you wish to create, remember that this is the
name the folder will have for the future.

5. Click ok and the folder is created.
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Uploading Files —

G eBrief REGISTER  L0GOUT
Briefcase INVITE A COLLEAGUE T0 JOIN eBRIEF:
CASES Files
3 Someane@email.com |
Shared With: VIEW / DOWNLOAD FILES. m
= [eenerate -v- ariet eBRIEF USER LOOKUP :
by s ekne:[ |
| Folder1 User Type- | Please select v
| rotder z m: ]
' Folder 3 m
4 >
notes logs

NEW CASE NEW FOLDER
DELETE FOLDER

Click on My Briefcase’

Click on the case you wish to work on/view

Click on the folder where you wish the file to be uploaded to
At File level you will see ‘Upload’

Click on Upload

uhwnb=
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eBrief REGISTER | LOGOUT

Generate -v- Brief
**Max Single File Upload Size 10 MB**

Browse.

[extract Zipped File (for uploading zipped files only)

Return to Briefcase)

I Derek Gately, Elaine Kirwan and 2 others recommend
this.

This will prompt you to your ‘File Uploader’

Browse your hard drive or intended area for the file you wish to upload
Click ok and the file will be uploaded to the folder.

The file area will turn green, once it has turned green the file is uploaded
and a new file may be browsed for. If you are uploading a .zip file, please
ensure you click the ‘extract zipped file option’.



Downloading Files —

eBrief REGISTER LOGOUT

_G

Briefcase INVITE A COLLEAGUE T0 JOIN eBRIEF:
CASES Files
3 Someone@email.com |
Shared with: VIEW / DOWNLOAD FILES m
= [l cenerate -v- srier eBRIEF USER LOOKUP :
| Foider 1 User Type: | Please Select v
| Foider2 m: ]

l Folder 3 m

ARCHIVE SHRED
< >

notes logs

ASSIGN DIARY

EVENT

NEW CASE NEW FOLDER
sHARE FILES [ll GENERATE BRIEF
DELETE FOLDER|

Click on My Briefcase’

Click on the case you wish to work on/view

At File level you will see ‘View/Download Files’
Click on ‘View/Download Files’
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(= Ebrief File Download - Windows Internet Explorer ‘;lE

O2.doc
O 3.doc
O4.doc
O 5.doc
O6.doc
O7.doc
O8.doc
©9.doc

[ Open in Browser ][ Download

Go Back to vour Briefcase

Done € Internet Gy v Haoow -

5. This will prompt you to your ‘File Downloader’
6. Click on the file you wish to download and/or view
7. The file will open for you
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Deleting Files —

G eBrief REGISTER  LOGOUT
Briefcase INVITE A COLLEAGUE T0 JOIN eBRIEF:
CASES Files
3 Someane@email.com |
Shared With: VIEW / DOWNLOAD FILES. m
= [eenerate -v- ariet eBRIEF USER LOOKUP :
ot berbame: ]
l Folder 1 User Type: | Please Select v
| rolder 2 m: ]

| Folders m

=
< >
ASSIGN DIARY notes IOgS

EVENT

NEW CASE NEW FOLDER
DELETE FOLDER

1. Click on ‘My Briefcase’
2. Click on the case you wish to work on/view
3. Select the files you wish to delete (as below)
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eBrief

_G

CASES

Briefcase

Shared With:

=] General‘e -v- Brief

Briefs

Folder 1

Folder 3

1
1
l Folder 2
t

NEW CASE MEW FOLDER
RGNy [DELETE FOLDER)

Files Order @ name O pate

VIEW / DOWNLOAD FILES

[ 2.doc
[ 3.doc
4.doc
5.doc
©

¥} 6.doc
[ 7.doc
[] 8.doc
[] 9.doc

<

notes logs

4. At File level you will see ‘Delete’
5. You will be asked to confirm the deletion

REGISTER  LOGOUT

INVITE A COLLEAGUE TO JOIN eBRIEF:

Someone@email.com |

eBRIEF USER LOOKUP :

User Type - | Please Select ~

S —
[ search |

REGISTER  LOGOUT

G eBrief
e e T N

Briefcase

CASES

Shared With:

=] General‘e -v- Brief

' Briefs
' Folder 1
l Folder 2
{

Folder 3

WEW CASE WEW FOLDER
ERLGIINSY (DELETE FOLDER)

Order; © wame O pate

setecT A [l UPLOAD FILES
DELETE

WNLOAD FILES

[ 2.doc
[ 3.doc
4.doc

Message from webpage

9
-/

Are you sure you want ko delete 7

<

notes logs

6. Click OK and the files will be deleted.

INVITE A COLLEAGUE TO JOIN eBRIEF:

Someone@email.com |

eBRIEF USER LOOKUP :

User Type - | Please Select ~

S —
[ search |
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Sharing Cases —

eBrief

_G

Briefcase

CASES

Shared With:

=] Generale -v- Brief

' Briefs
| Folder 1
' Folder 2

' Folder 3

SHARE CASE DOWNLOAD

N DIARY

ENT

NEW CASE NEW FOLDER
DELETE FOLDER

1. Click on ‘My Briefcase’
2. Click on the case you wish to work on/view
3. At the Case level buttons click Share Case

REGISTER _LOGOUT
INVITE A COLLEAGUE TO JOIN eBRIEF:
Files
Someone@email.com |
eBRIEF USER LOOKUP :
T E—
User Type - | Please Select v
Y —
< >
notes logs

|- @b

Briefcase

CASES

Shared with:

= Generate -v- Brief

| Briefs
' Folder 1
' Folder 2

' Folder 3

SHRED DOWNLOAD

NEW CASE NEW FOLDER
sHARE FILES [ll GENERATE BRIEF
DELETE FOLDER|

Confirm Share

[JUpdate Shared
file?

Files

/ DOWNLOAD FILES.

INVITE A COLLEAGUE TO JOIN eBRIEF:

Someone2email.com |

<

eBRIEF USER LOOKUP :
. —

User Type - | Please Select 2
L —

notes logs

[ e [ ron s
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4. Enter intended recipients user name into box provided

5. Click ‘Confirm Share’

. |- @b

Briefcase
CASES

Shared With:

= Genemte -v- Brief

| Briefs
' Folder 1
' Folder 2

l Folder 3

SHRED

DELETE FOLDER

Elaine Kirwan

Confirm Share

Update Shared
file?

INVITE A COLLEAGUE TO JOIN eBRIEF:

Someane@email.com |

 send e |
eBRIEF USER LOOKUP :
User Name - l:l
User Type: | Please Select ~
S —
[ search |
Message from webpage ]
\"TJ D N A YT 28 D o D - B e BT s

[ el rom s

You will be asked to confirm the share

N o

recipient and the case log will be updated.

Confirm share by clicking OK and the whole case will be sent to the

8. The recipient will receive an automated email informing them of the case

being shared with them.
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Sharing Files within a case —

1. Click on ‘My Briefcase’

2. Click on the case you wish to work on/view
3. Select the files you wish to share

eBrief

REGISTER  LOGOUT

_G_

Briefcase
CASES

v

Shared With:

=] General‘e -v- Brief

' Briefs
' Folder 1
l Folder 2

' Folder 3

WEW CASE WEW FOLDER
ERLGIINSY (DELETE FOLDER)

4. Click ‘Share Files’

Files Order © name O pate
VIEW | DOWNLOAD FILES

notes logs

INVITE A COLLEAGUE TO JOIN eBRIEF:

Someone@email.com |
eBRIEF USER LOOKUP :

User Type - | Please Select ~
S —
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. |- @b

Ul

Briefcase
CASES

v

Shared With:

= Eu‘eneral‘e -v- Brief

| Briefs
' Folder 1
' Folder 2

' Folder 3

NEW CASE NEW FOLDER

Share With
el

Elaine Kirwan
file?

Files Order © name O pate
VIEW | DOUMNLOAD FILES [ viove |

[ 2.doc
[ 3.doc
4.doc
5.doc
6.doc
[] 7.doc
[] 8-doc
[] 5-doc

< >

notes logs

e sl s

INVITE A COLLEAGUE TO JOIN eBRIEF:

Someone@email.com |

eBRIEF USER LOOKUP :

T —

User Type : | Please Select ~
L —

Enter the selected recipient in the search box provided.

The selected files will be sent to the recipient and the case log will be

updated.

The recipient will receive an automated email informing them of the case
being shared with them.
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Generate Brief —

_G

h W=

eBrief REGISTER LOGOUT

Briefcase INVITE A COLLEAGUE T0 JOIN eBRIEF:
CASES Files
3 Someone@email.com |
Shared With: VIEW / DOWNLOAD FILES. m
= [eenerate -v- ariet eBRIEF USER LOOKUP :
ot berbame: ]
| Folder1 User Type- | Please Select v
| rolder 2 m: ]

| Folders m

< >
= CASH
notes logs

ASSIGN DIARY
EVENT

NEW CASE NEW FOLDER
DELETE FOLDER

Click on ‘My Briefcase’

Click on the case you wish to generate the brief
At Case level you will see ‘Generate Brief’

Click on ‘Generate Brief’
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eBrief REGISTER LOGOUT

ﬁﬂ_

Ul

o N

Make Brief
Go back to your Briefcase

Click Make Brief to make your Brief .You can choose which documents to Include or exclude .On
‘Completion there will be a new Folder within your case called Briefs containing the latest Brief. This may
take up to 30 Seconds to Complete

** Gensrate -v- Brisf ** ~

** Faolder 1+ 1

2
3.doc

4 doc

5.doc

6.doc

7.doc

8.doc

9.doc

e
1 dog
e |
14 doc

15 doc

o e v

B Derek Gately, Elaine Kirwan and 2 others recommend
this.

This will bring you to a new screen which gives the option to ‘Make Brief'.
You can move, files up or down in the order of the brief, or alternatively
remove them altogether. The brief will be generated as per the structure
adopted in the briefcase i.e. the folders will appear as chapters in the brief
with each file in the folder appearing as pages in each chapter. The files in
the folders are organised as viewed.

Once happy with your brief the user can click the ‘Make Brief’ button

The eBrief will be created and saved into a new folder in that Case
entitled ‘Briefs’

Each eBrief created through the generate Brief will be stored in here and
will be dated according to when it was created. So as to keep versions of
each brief.
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Viewing your eBrief —

Click on ‘My Briefcase’

Click on the case you wish to view

Click on the Brief folder

Select the version of the brief you wish to view

hNE=

G eBrief REGISTER LOGOUT
Briefcase INVITE A COLLEAGUE T0 JOIN eBRIEF:
CASES Files Order @ name O oate
5 Sumeon@ensi.com |
Shared With:Admin,Elaine Kirwan, VIEW / DOWNLO m
El ‘“’f""‘ e mris == Lmn by [ Brief_Adam Reynolds -v- Brian Nesbitt_15_g eBRIEF USER LOOKUP :
| [ Brief_Adam Reynolds -v- Brian Nesbitt_16_¢ 7
o BE {¥} Brief_Adam Reynolds -v- Brian Nesbitt_4_7 User Hame - l:l
| correspondence User Type: [ Please Select v
' Medicals F\rm:l:l

e [ |

< >

NEW CASE NEW FOLDER
v notes logs
RGNy [DELETE FOLDER)

5. Click download/view
6. The Brief will open up for you
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Printing your eBrief —

N

Click on ‘My Briefcase’

Click on the case you wish to print

Click on the Brief folder

Select the version of the brief you wish to print

G eBrief REGISTER LOGOUT
Briefcase INVITE A COLLEAGUE T0 JOIN eBRIEF:
CASES Files Order @ name O oate
5 Sumeon@ensi.com |
Shared With:Admin,Elaine Kirwan, VIEW / DOWNLO m
El ‘“’f""‘ e mris == Lmn by [ Brief_Adam Reynolds -v- Brian Nesbitt_15_g eBRIEF USER LOOKUP :
| [ Brief_Adam Reynolds -v- Brian Nesbitt_16_¢ 7
o BE {¥} Brief_Adam Reynolds -v- Brian Nesbitt_4_7 User Hame - l:l
| correspondence User Type: [ Please Select v
' Medicals F\rm:l:l

N WU

e [ |

< >

NEW CASE NEW FOLDER
v notes logs
RGNy [DELETE FOLDER)

Click download/view

The Brief will open up for you
Select — File — Print

Print Brief
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Assign Diary Event —

G eBrief REGISTER LOGOUT
Briefcase INVITE A COLLEAGUE T0 JOIN eBRIEF:
CASES Files
3 Someone@email.com |
Shared With: VIEW / DOWNLOAD FILES. m
= fioenerate -v- rict eBRIEF USER LOOKUP :
) Briers berbame: ]
| Folder 1 User Type - | Please Select v
' Folder 2 F\rm:l:l
| Folder3 m
== . ,
ASSIGN DIARY notes IOgS
EVENT
1. Click on ‘My Briefcase’
2. Click on the case you wish to work on/view
3. At the Case level buttons click Assign Diary Event
G BBI’iEf REGISTER  LOGOUT
Set Event
| To: | |
: Type: “Select™ -
Jun July 2011 Aug
Mon Tue Wed Thu Fri Sat Sun
27 28 29 30 1 2 3
4 5 [} 8 9 10
11 12 13 14 15 18 17
18 19 20 21 22 23 24
25 26 27 28 289 30 31
1 2 3 4 5 ] 7
Time: 12:00 am v
Note:
[ hssign | Gancel |
[ Syoe with Dutiook_|
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4. This will bring you to the diary screen
5. Complete the diary screen fields, selecting type, date, venue and the
intended recipient (as shown below)

G eBrief REGISTER LOGOUT

Set Event

Tl]: ‘ Elaine Kirwan |

: Type: ~Select™ v
*Select™

Trial |

Motion
application
Injunction
Meeting
User Note
Other
Arbitration
Mediation

25 28 27 28 29 30 31

1 2 3 4 5 6 7

Time: | 2:00 em ~

Note: [meeting with client in Courthouse

[ dssn ] Gancel |

6. Click ok and an automated email with an ICS file will be sent to the
intended recipient.




Reviewing your eBrief Diary —

1. Click on ‘My Diary’
2. Select the parameters you wish the review

eBrief REGISTER | LOGOUT

_G

My Diary

SEARCH DIARY
:]ate From: 17172011 [E4]
Date To: 14/07/2011[E

Events

I Derek Gately, Elaine Kirwan and 2 others recommend
this.

3. Click ok
4. The Diary will open up for you within those parameters
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Reviewing cases through your eBrief Diary —

1. Click on ‘My Diary’
2. Select the parameters you wish the review

eBrief REGISTER | LOGOUT

_G

My Diary

| SEARCH DIARY
“Date From: 112011 [Ei]
| DateTo: 14/07/2011E0]

Events

3. Click ok
4. The Diary will open up for you within those parameters
5. Select whichever file you wish to view and eBrief will open the file for you
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Printing your eBrief Diary —

1. Click on ‘My Diary’
2. Select the parameters you wish the review

eBrief REGISTER | LOGOUT

_G

My Diary

SEARCH DIARY
:]ate From: 17172011 [E4]
Date To: 14/07/2011[E

Events

I Derek Gately, Elaine Kirwan and 2 others recommend

Click ok

The Diary will open up for you within those parameters
Select — File — Print
Print Diary

oA Ww
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Running eBrief Reports —

G eBrief REGISTER LOGOUT
Briefcase INVITE A COLLEAGUE T JOIN eBRIEF:
CASES Files
3 Someane@email.com |
Shared With: VIEW / DOWNLOAD FILES. m
* {cenerate -v- oriet eBRIEF USER LOOKUP :
g e berbame: ]
| Folder 1 User Type- | Please Select v
| rolder 2 m: ]

| Folder3 m

< >
= CASH
notes logs

ASSIGN DIARY
EVENT

NEW CASE NEW FOLDER
DELETE FOLDER

1. Click on ‘My Briefcase’
2. Click on the reports button on the right hand side
3. Select the parameters you wish the report to run on e.g. dates, users etc

eBrief REGISTER LOGOUT

_G_

Report For: | All -

Date From: [01/01/2011|[E+] pate To: |07/07/201 1|[EE+|
Run Report

Archived B

[rest c Test Case B.zip

26



4. Click Run report
5. The report will be created for you.
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Glossary

Archive Case — \When you wish to archive a file but save it for possibly
sometime in the future, click on ‘Archive Case’. This will remove the file from
view and archive it to eBrief. You can see a list of your cases archived via the
reports page Archiving a case will also prevent previous recipient users from
accessing the file.

Case Level/— When you are in a file and have clicked on the title of the case, in
these circumstances the title itself will change colour. When you have clicked on
the case level, you will be presented with further menu options, these include
‘Archive Case’, ‘Share Case’, ‘Download Case’ and ‘Diary Event'. These are
explained separately.

Case List— This is the list within a users Briefcase which contains the name of
all cases from which the user can select to view.

Case Log — The case log is contained within the users Briefcase on selection, it
identifies all movements of files, it will identify who the file has been shared from
and with together with the date and time of each. The case log also identifies
when each file is deleted.

Delete Files — This button allows users to delete files from a case, when clicked
only the selected file(s) will be deleted from the case.

Delete Folders — This button allows users to delete folders in a case, deleting
folders will delete all files within that folder as well.

Diary Event — Case Level Button, which allows users to create diary events
relating to each case. The diary events can be shared with other users and can
be implemented into Outlook calendars through ICS files ensuring that users are
aware of forthcoming case related events.

Download Case — Case Level button, eBrief is an internet service, if for any
reason you wish to hold a hard copy of the case, you can click download case.
This facility enables the user to zip the case and save it to a hard drive for
themselves. The case will be saved in the format it is structured within eBrief.

File Level — These are the buttons seen at file level as shown in the opposite
photograph.

Generate Brief— Case level button which when pressed starts the
concatenating of files within the chosen case to compile the ‘eBrief’. Users are
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given a ‘Make Brief’ option which will include all files on the system. The user is
able to pick, omit, and re-arrange files to be included in the brief. Once the brief
is selected a versioned copy of it is stored in the newly comprised 'Brief’ folder
for the user.

Invite a Colleague — If you have a colleague who is not on eBrief and you wish
to share case(s) with them simply type in their email address on the system and

they will receive one automated email from eBrief inviting them to join. They will
only be sent one email, this is not a repeat email service.

My Briefcase — The Users online portfolio of cases on eBrief.

My Diary — This section identifies all upcoming events created or inputted
through the Assign Event notification on cases for the user. It is a way to keep
an eye on forthcoming matters and also notify recipient users of the forthcoming
events. Once in it users can select a time period and check within it for any
forthcoming events. My diary also runs within ‘My Briefcase’ as it automatically
notifies users on login to their briefcase of the number of upcoming events over
the next 7 days.

New Case — The new case button allows users to set up a new case on the
system. This is the name that the new case will be allocated when creating a
brief. It will be used in compiling the brief and for the subject of each notification
or diary event, it is important that it is input correctly.

New Folder — This button allows the user to create a new folder in their case.
The folders as with any system allow the user to organise their cases as they
would like the recipient user to receive it.

Print Notes —Notes are an option within the Users Briefcase to type up and
save a number of items pertaining to that case. These are private and personal
notes for each user in their own briefcase. By pressing print notes within the
briefcase the user will print the last saved version of notes.

Recipient User— The eBrief user, you wish to share case/briefs/files with

Reports — The User Reports allows each user to review their files and see who
they have been sharing files through eBrief with over any selected period of
time. The results are presented to the user via a selection of charts. Individual
recipient users can be selected to create reports. This will also give you an
average turnaround time as to when they have got back to you through eBrief.

Save Notes — Notes are an option within the Users Briefcase to type up and

save a number of items pertaining to that case. Notes are a personal item for
each case and are NOT shared to other users. These are private and personal
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notes for each user in their own briefcase. It is important that each note is
saved. If not, the note will be lost.

Select All - File Level button which allows users to tick all files within a folder

Share Case — Case level button, which allows the eBrief user to share the whole
case with another user. Through this button all individual files as compiled in the
folders as constructed by the user will be shared with the confirmed recipient.

Shred Brief — Case level button, which allows the eBrief user to ‘shred the
brief’. This means that the original user who loaded the case on pressing of this
button can disable access to the case for all recipient users he/she has previously
shared the file with.

User— The eBrief user logged into the eBrief system
User Lookup — this facility allows users to ‘look up’ other users on the eBrief

system to ensure that their intended recipient is on the system. In the event they
are not simply click on the ‘Invite a Colleague’ button.
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