Copyright Information

Thisdocument is protected by copyright. All rightsreserved.
Reproduction or use, without the express written consent of
Image Capture Engineering, Incorporated, of any part of this
manual is prohibited by law. Theinformation hereinissubject to
change without notice and in no way represents acommitment
on the part of image Capture Engineering, Incorporated. No
responsibility isassumed for errors or omissions.

©2000 by Image Capture Engineering, Incorporated, Omaha,
Nebraska, United States of America

All brands, trademarks or registered trade names used in this
manuaéloI arethe sole property of their respective ownersand are
So noted.

Printed in the United States of America

Updated December, 2000.



Quick Start - Table of Contents

Table of Contents

About LAW 2
Overview 3
Installing LAW 4
New Case 5
Select Scanner 6
Index Fields 7
Folders 8
Coding Documents 9
Scanning 10
Quality Control 11
Processing 13
Bates Options 16
Conversion 17
Administration 18
Glossary 20

Company Information 24



Quick Start - About LAW

About LAW

Legal Access Ware isthe result of ademand for anon-proprietary, easy to
use and affordabl e litigation imaging software program. We' ve devel oped
LAW because of the rapidly growing imaging needs of legal service
bureaus, law firms and corporate legal departments.

LAW isthe world's premiere litigation imaging software because it allows
you to control the scanning, quality control and coding processes of an
imaging project. LAW exports scanned data to all popular databases and
document management packages and requires minimal training.

Whether you need to scan images to Summation Blaze., DB Textworks-
from InMagics, Concordances, JFS JazzNotes- and/or many other popular
databases or document management applications, LAW can handle thetask.

Litigation copy specialists with years of experience designed LAW. We
believe that using the same processes to image documents that we do to
copy them makes sense. Many people who have started imaging with only
afew minutes of instruction have proved this theory.

If you need more detailed help, please take the time to review the User
Manual or the help file within the program. Both are very intuitive and
designed to easily answer your questions. The help file will always be more
current simply because it is updated with every version.
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Overview

Understanding the processing flow of a scanning project will allow you to
emulate your project to match your hard copy documents.

LAW controls the scanning, quality control and coding processes of an
imaging project. The processes are as follows:

Case Setup
Scanning/Coding
Quality Control
Batch Processing
Export Process

The above steps are a standard guideline. LAW isavery flexible program
and will allow you to perform the above stepsin practically any order.

WEe'll walk you through the basic steps of LAW, helping you to create atest
case soyou will haveabasic understanding of LAW and itsprocesses. If you
have purchased L AW, please consult our User’ sManual for completeinstruc-
tion on any of the above processes.

LAW’ s unique folder structure allows you to create a new case that models
the actual box, folder or other original source of an imaging job. The case
isstored on any drive that you designate. Most scanning jobs comein
boxes and documents are located in folders or even folders within folders.
LAW will let you easily mimic this when setting up your new case.
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Installing and Starting L AW

Recommended Minimum Configuration

486 processor or better

Windows95 or Windows98

16mb RAM (or higher)

15mb hard drive space (or apicaion)

2-4 Gig internal hard drives or 1 Gig external driVes (or images and document index)
17" or larger monitor (recommended)

Installing the Application

1. Plug the hardware key into your LPT1 (printer port).

2. Inserttheinstallation CD inyour CD-ROM drive. Installation will
automatically begin. Follow the instructions on your screen.

3. Follow prompted ingtructionsfor instalation.

4. Restart your machine, being certain that your scanner ispluggedinand
turned on when you restart your computer.

Starting LAW

Select Start.

Select Programs.

Select the LAW Applications Folder.
Select the LAW icon.

Installed version of LAW will open.

a0 PE

You are now ready to set up your test casein Legal Access Ware.
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New Case

After LAW isinstalled and started, you are ready to create anew case. We
have created a simple step-by-step process to get you started. To begina
new case:

1. Sdect Filefromthemenu bar.

2. Choose New Case.

3. A diaogbox will appear, thentype L AW Fact Book inthe Case Name
fidd.

4. ChooseOK.
Hew Caze
Enter a name for the case:
L Fact Book
Figure 1

After naming the case, LAW will automatically prompt you for the Case
Path name. For demonstration purposesin Figure 2 we have created an
Imagesdirectory to hold al of our imagesfollowed by our Case Name,
“LAWFactBook.” When you are prompted in the Case Path dialog box, type
thefollowing: C:\Images\L AWFactBook and then choose Accept.

—_II Caze Hame
% |Létwd Fact Book|

— Caze Paths

Diatabase | C:\maging\LAWF actBook Browse.., |
Images |E:klmaging'\L-'-‘-.WFactBook Browsze. .. |

~ Default Paths
[atabase IE:\Law32REases'\ Browse. .. |
Images iE:\Law32\Eases'\ Browwse... |

Accept I Cancel |

Figure 2
LAW alowsyou to change the case path of the image database and images.
Y ou may a so choose Default Directoriesfor imagesand the LAW database.
The Default Path iswherefuture casesare scanned (until thedefault directory is
changed). You have now completed setting up aNew Case, and you are ready
to select your scanner.
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Selecting Scanner

After the caseinformation has been entered, we must sdlect ascanner.

1. Choose Scan from the menu bar and Select Scanner.
2. When prompted, select your scanner fromthelist of compatible scanners.
2. ChooseOK.

Make sureyour scanner wasturned on when your computer started - if not,
restart your computer with your scanner turned on.

Scanner Selection I

Scanner: 0K

HF Scanjet Flug [extended resalutions] :_I
[BM FageScanner, Adapter 311974, Cancel
infotec 5402 MF

Fanazonic KM-55855 w/SC5]
Phatabd atric 5020 with Seaport e add...
Lanier 5040 MFD

Ricoh &ficio 401
Biicoh F5-2 =l

Setup...

Figure 3

Note: If you receive an error message when selecting a scanner, there are
two possible explanations. Either the wrong driver was selected or Win-
dows did not recognize your scanner. If your scanner was not turned on
while Windows was|oading it will not be recognized. If thisisthe case,
you need to make sure that the scanner is on and restart Windows. If you
have purchased LAW and Windows recognizes your scanner but you still
cannot select a scanner, contact |mage Capture Engineering for assistance.

Now you are ready to set up your scan index fields.
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Index Fields

The Scan Index is the data associated with each document that enables
documentsto befound and retrieved from athird-party document
management software package. After you createanew case, you will havethe
option to add Scan Index Fiends. For thisdemonstration case, wewill add
threefields (Document Type, Country and Folder Labdl).

1
2.

ok w

~

From the main menu, select I ndex, and then choose M odify Fields.
When the Modify Index Fields dial og box appears, type Document Type
intheNamefield.

For the Typeof the scanindex field we select Text.

Choose add (or hit return on your keyboard).

Weareadding two additional fieldsname called Country and Folder
Labe. DefinethesefieldsasaText fields.

Choose add (or hit return on your keyboard).

Wehave added threeindex fieldswewill |ater code.

Closeto proceed and set up Folders.

[iF Modify Index Fields =]
= Current Figld: Countr
Y Add
Mame IFDlder Label
Update
Type IText =] =t
T S
Auto-lncrement =eee
| List
 Index Figl 0 ate
Documatema Editiist:
|
ki
Exit

Figure 4

For demonstration cases, we are adding threeindex fieldsto codelater onin
thiscase.
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Folders

LAW givesyoutheability to createfoldersor directoriesfromwithinthe
application to organize your documents. Folder or directory namesare
numbered and allowsyou to add adescription. Thedirectory schemein LAW
isset up to smulate theway you might receive documentsfrom your customers.
They consist of a4-digit number followed by apredefined type based on
common organizational methods (boxes, folders, books, paperclips, etc.).

Creating Folders

1. Select Folder from the menu bar.

2. ChooseNew.

3. Whenthedia og box appears, scroll down through the typesand choose
Box.

4. Select OK.

5. Now wewill create aFolder in the box folder previously created.

8 Mew Folder I

= Falder Mame

Mumber  Tupe
0003 ~|

.

Description Fidr k.

United Stat g, 1
Pelp LCancel
Rope

Figure 5 Bclp
Tran
Boak, b

Double click on the Box folder in the LAW directory.

Choose Folder from the menu bar.

Choose New.

When the dia og box appears, scroll down through the typesand choose
Fldr.

10. Add Country asthe Description.

11. Choose OK.

©®oNo®

Now you areready to code your scan index fields and scan your documents.
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Coding Documents

Once scan fields have been added and the folder structure is completed, we
may begin coding documents. Coding documents helps you retrieve your
images in your document management software package.

TypeWorld Fact Book inthe Documents Typeindex field.

Tab down to the folder index field.

Typeltaly inthe Countryindex field.

Tab downtothefolder index field.

Typeltaly World Fact Book I nformation inthe Folder Label index field.

a0 E

=

Bl Sean BB Foder |ndiec s Fage Tod: Hal

S 2 8 K0 xBEHAE |#f%Al Y BRE ?

Image | [5 oA | InduliTh.nhn:hI

pnn.nmlet I‘-n-'nld Fact Bock,
[Fosiny Jiap
Jokkilabd’ | fiiny “Hhosld Fact Biook Rlmatinn

Le L L

1 Law Fact Blok:
=1-1 (OOl Box
- D001 Al Couning

) 2B - el
] DOD3Bou - Uniled States
1 DOD4BL - Canada O0P-TIF | TESO07 - TESM:H)
-1 0GR - Unied Kingdan
) 06 Rs - Ihlp

Fape1 ol B SHCOHT | Lether - 85 w11 i | 300dm (Enplea (OCATT] |Aakalonl) | Drap Blanks[y] | SegleF.
Figure 6

For demonstration purposeswe scanned several documentsto show the
document structure of LAW. Now wewill beginto scan our documents. The
coded datawill be attached to theimagesyou will scan.
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Scanning

You have now set up your new case, selected your scanner, modified your
scan index fields, set up afolder structure and coded your documents. We
are ready to begin scanning.

1.

ok w

Double-click on 0001FIdr under 0001Box folder inthe Law Fact Book
folder.

When scanning a new document, you should remove any staples, clips,
rubber bands or other bindery materials and place the document to be
scanned in the feeder.

When the document is ready, select Scan, and then choose Scan New.
Wait while your documents are scanned to LAW.

Repeat steps 2 —4to scan 2 or 3 documents. For demonstration purposes
we scanned several documents.

o Legal Aecess Wape | T -5at| HE‘-!E

Ede | Sean Eok Fubbsi lnces iew Page Tock Help
ater L @EAA F5A - BBE[?

——  Bpanne Sefrgec

WM Ginan okons » Inckes | Thursonsdy |
e = [Pacierd Tvpe [wiodd Fac Dook

|Founiny |Frarce
FodeLate [Faros winkd Fact Bock Infmiadion

LUl LLE L

|1 LAWY Fac Bicok:

=] 000 e
e D00 Pl - Gy
T DOMZBicee - |sdasd
1 00000 - Urdisd Blsbes
L1 O00MBoe - Caneds
o] OO0 e - Ulreked R o
Lol 0B - [aky
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Figure 7
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Quality Control

The quality control step is absolutely vital and is performed after the
scanning stage. Quality control allows comparison of the originalsto the
scanned images to determine that no pages were missed, scanned twice,
skewed, or are otherwise unacceptable. LAW’ s utilities allow documentsto
be inserted, replaced, or deleted and even deskewed without rescanning the
document.

Viewing Documents
You should have scanned at |least 4 -5 sample pagesin this test case. Now
you can display and inspect some of your documents.

1. Tosdectadocument simply click onthefilename (i.e. 001.tif) under
documentson thelower right hand side of your screen. Makesureyou are
in Thumbnail view (under thethumbnail tab).

2. By using your left and right arrow keys you can page through each

document. Using your up and down arrow keyswill takeyoutothe

next and previoudy scanned documents.

Select View from the menu bar.

Choose Zoom In or Zoom Out and you will notice the scanned image

inthe main view window changing views.

A~ w

I nserting Documents
LAW provides you with the ability to insert a page, arange of pages, or an
entire document. We will insert two pages.

1. Choose one of the TIF files under Documents (lower right hand
corner).
001-TIF [OONAONEA - AN |
O02-TIF [AB
003-TIF [AB
4TI (4B oo

Replace 2

O0&-TIF [TE = Mew F'EIEIE![E]
007-TIF[TE & T
b mizting Page(z)...
5 Document]z)
Propertiez

Figure 8
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N

N kW

Useyour arrowsto select apagein the middle of your document (thumbnail
tab must be active).

Place new documentsin the feeder tray.

Sdlect Edit fromthemain menu.

Next choose I nsert and New Page(s).

A dialog box will ask youif youwant to proceed. Choose Yes.

LAW will now insert the pagesin front of theimage you have chosen.

Deleting Images
LAW provides you with the ability to delete a page, arange of pages, or an
entire document. We will delete the images we inserted above.

Eal A

Select adocument TIF file previously scanned.

Use your right arrow key and go to the first page of the inserted image.
Sdlect Edit fromthemain menu.

Select Delete and Page(s). Y ou may a so choose the page range of the
document.

*|f you delete a document, you will delete the entire TIF image. You need
to be aware that you are working with multi-page TIF files. If you desire
to only delete one page, then you must select only a page or page range.
The page(s) you selected will bedeleted from themulti-page TIFfile. If you
wish, you can choose apage range of deleted documents. Wewill only delete
the page(s) youinserted in thisdemonstration. If you scanned multiple pages,
then please choose apagerange.

5.
6.

Select OK.
LAW will delete the selected pages.
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Processing

Batch Processing alowsyou to number, OCR and print your documentsin one
step or select stepsfor individua processing. Document numbering alowsyou
to stamp apredetermined number serieson al of the documents. The OCR
step produces acorresponding text filefor each imaged document that islater
imported into your customers document retrieval package(s). LAW's
production printing option alowsyou to provide blowback copiesusing

high-speed printers.

% Batch Processing
Dptionz
— Processes — Selected Documents
¥ Bates Mumbering {* Al Documents
Starting # IAB CDoom £ Eurert Fecard Set
¥ Image Cleanup ! SelestediMocuments Select... |
¥ Deskew
¥ Black-border removal Total Selected: 8

v Print
[ OCR Begin Cancel

Figure 9
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In order to perform batch processing, you must select arange of

documents. When choosing arange of documentsyour must choosefromthe
directory aspecific range of scanned images. Your imagesarestoredinthe
folders you previously set up. If you only wish to batch process certain
documents, you can choose only those folders. If you wish to choose all
documents, aswewill in thisexample, simply choose all documents.

1. Select Toolsfromthemenu bar.

2. Choose Batch Processing; the Batch Processing dialog box appears.

3. Wewill process All Documentsunder Selected Documents. Check the
radio button All Documents.

4. Choosethe processing options (for demonstration purpose select Image
Cleanup and OCR).

5. ThenchooseOK.

* Batch Processing E3

Options

~Processes —— - Selected Documents

[~ Bates Mumbering

Starting # l
W Image Clearup
¥ Deskew
¥ Black-border remaval

& Al Documents

£ Gliirent F emmmd Set

€ Selented Dacurments Select.. |

Taotal Selected: 8

[~ Endorse Image
™ Fiint

Fe OCH: Begin Cancel

|
Figure 10

**Pleasenote: LAW alowsthe user to processonly certain documents. To
choosethisoption, smply Set Range and choose the appropriate documentsto
process.

S elech Documents

=]

= BAL (O

2 3 00 Pk - Counby

B OO e - |srmeed
BT 000 - Upiked St
O (o - Coienis
O O - Unied] Fangdom
O o - Iy

Sel Aarge. . |

:

Figure 11
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Now wewill Batess number the documentsyou have scanned. For
demonstration purposes, we divided tasksto demonstrate the processing
featuresof LAW.

1. Select Toolsfromthemenu bar.
2. ChooseBatch Processing and Select from Selected Documents.
3. Placeacheck(s) inthe box next to document(s) to process.
4. Select OK.
¥ Batch Processing
Options
— Processes — Selected Documents
v Bates Mumbering &+ Al Documents
Starting # !ABEDDDD'I ) Cumert Beeond Set
I™ Image Cleanup | Selected Dasumerts Select... |
[T Deskew
[ Black-border removal Total Selected: &

[~ Endorse Image
[ Print
I~ acH Begin | Cancel i

|
Figure 12

5. Entering astarting number (ABCDO0001) and place acheck mark inthe box
next to Batess Numbering.
6. ChooseBegin.

LAW displaysadiaog box with the current status. After LAW completesthe
Batess stamping processyou can seethe number sequence placed onthe
bottom right hand corner of LAW’ smainform. Takeaminutetoclick ona
couple of documentsand pagethrough to see how the documentsare
numbered and scanned.
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Batch Options

Batess Numbering

The Batess number, or Unique ID, isthe number that uniquely identifies
each page of adocument. You can determine how the Batess number will
be applied to the selected documents.

Options - BegDoc#
The“BegDoc#’ isthe Batess number that will be used on the first page of
the first document selected.

Endorse
Thisoption allowsyou to number sel ected documents by applying astampto
theimage.

Remove Endorse

In the event that an incorrect Batess number has been stamped on an
image, you can either re-stamp the image with the correct number, or
removeit altogether. Removethe header/footer optionsto remove endorse
information on the scanned image.

Custom Footer
The custom footer is atext string that will be stamped (centered) at the
bottom of theimages.

OCR

The OCR process creates atext file for each of the selected documents.
This can be very useful for providing enhanced search and retrieval capa-
bilities aswell as avoiding the retyping of scanned documents. However,
OCRing documents can be very time consuming. OCRing can take up to a
minute per page to process. Thistime is dependent on the quality of the
originals, the type of information, and the amount of information on each

page.
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Conversion

Thegoal isto combinetheimages of the documentsand the document coding
into aformat that can be used by avariety of database and imageviewing
applications. Thisisdonethrough an Export Utility that supportsavariety of
formats. Each one of theseformat bridges preparestheinformationto be
imported into aspecific document database.

[L- Export Utility

£ Formats Documents |=] Fields B2 Options

HOTE: vou may zelect multiple formats to export, howeser, not all formatz
can be performed simultaneovusly [consult documentation for details).

Available Formats Selected Formats

Cohcordance®

i Comma:Delimited File e i Summation Blaze® 5.«

DD|H® Ige Viewer Lml Ini's E.-"E:-:IWDIKS'E‘

dts h Tatal'zn®

iantaeE Triallirector << Removs | e

IFRO Intelif1EW

JFS Litigatar's Motebook

LazerFiche®

PDF I Onily) R All

ok lnece ) |

| Sindle-Fage 5 MultiFage f+ Gitgle:Fage. € i_‘:m""!-d'”'

LCancel I o Bttt i Mest » Finizh I |
Supported Formats:

Case Map JFSLitigator’ sNotebook
Comma-Ddimited LasarFiche
Concordances PDF*
Doculexs ImageViewer Summation Blazes
dtSearche TotdV zn
Inmagic. DB/Textworks~ Trid Director~/ Document Director
|PRO~ Intdliview Whitmont

Inour conversion manua we have provided specificinformation on how to
convert your filesto your specificimageretrieval software. Inadditionto our
conversion and user manual, you can use LAW’ shelp fileto convert documents
to thethird party document management software of your choice.

* Additional purchaserequired
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Administration Overview

Your job asadministrator requiresyou to assume many roles. Youwill likely be
asked for information pertaining (but not limited) to pricing i ssues, project
adminigtration, consulting, out-sourcing and technical aspectsof animaging
project. Itisimportant to be organized and have agood understanding not only
of how imaging works, but caseflow and administrative dutiesthat comewith
eachimaging project.

Keepinmind eachimaging project hasthe potential to (and will likely) be
unigue based on the case specificationsfor thefina output. Experienceisthe
best teacher, and the moreimaging projectsyou arerequired to overseethe
better insight you will have on theimaging needsof theend user.

Organization

Organizing your scanning project isextremely important for efficient caseflow.
If the scanning project isnot organized, it can makeal thedifferencein
scanning, quality control, and even delivery. Wesuggest you mimic your
scanning project asyou receiveinformation and keep detailed notesregarding
each job according to the specific needs of the customer. Make sureto alow
plenty of timeto scan your projectsand to perform OCR. Itissafer to over-
estimatetime, rather than under-estimatethetotal production timeof animaging
project.

CaseFlow

Understanding the processing flow of ascanning project will alow youto
emulate your project to match your hard copy documents. A typical case might
flow likethis: Case Setup, Scanning/Coding, Quality Control, Batch Processing,
Export Processand Delivery. These stepsare used asastandard guidelineand
arenotinclusve.

Job Setup

Before beginning to scan the documentsand after itisknownwhichimage
retrieval programisbeing used, you need to know how to index the documents.
Are numbered-only documents required? Or isindex, box and folder
information required? Is OCR required for documents? Where arethe
current document breaks? Thisinformationisrequiredto set up fieldsfor the
job and to inform the operators about when they should scan anew document.
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Exports

Beforeexporting, we suggest creating afolder intheimagedirectory called
Exports. Thisfolderiswhereal LAW exportswill reside. Whentheexportis
complete, a'VOLID’ folder (or aseriesof folders, depending onthesize of the
imaging project) will resdewithin the Export folder
(Exports\CaseName\Vol001). Theimagesand coded datacan easily be
burned to aCD and the export discarded.

CDdigtribution

Theimagesand coded dataare copied to subdirectories|abeled VOL 001,
VOL002, VOL003, etc. Using your CD mastering software, you will copy
your documentsto the CD’ sby sel ecting the appropriate folder.

Deliveringthejob

Y ouwill either bedelivering the CD’ sand documentsback at the end of thejob
or during thejob, if itisalarge production. If you converted the documentsto a
retrieval packagethe customer isusing, they will need to go through animport
processin order to transfer the coded dataand imagefilelocationsto their
retrieval package.

Updates

You may obtain updatesto LAW from our website (Www.imagecap.com).
When you download the current version, you must contact usviaemail at
support@imagecap.com or at 402-970-0060 to obtain the password to run the
current application. Wesuggest you visit our website monthly to check for any
updatesto LAW.

Support

You may reach | CE for support at 402-970-0060 or viaemail support at
support@imagecap.com, Monday through Friday from8a.m. to 5 p.m. central
time. Please note: if you call our 800 number for support, you will be
billed accordingly.

Backingup

Itisimportant to completearegular backup of your compuiter files, especialy
when you areworking onajob. During ajob you will capture and storelarge
amountsof datathat must be protected.
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Glossary

Batess Numbering - The Batess number isanumber that uniquely identi-
fies each page of a document.

Casemap (www.casemap.com) - Casemap is one of the export formats
supported by LAW’ s Export Utility.

Coding—seeIndexing

Concor dances (www.dataflight.com) - Concordances is one of the for-
mats supported by LAW’ s Export Utility. Thisformat bridge provides a
means to export your images and coded data into Concordance using
Opticon (default viewer) for imaging capabilities.

Database - A databaseisafilethat containsinformation. A database
program is used to allow someone to input information into a computer
and then later retrieve that information viaa search. A document database
contains important information about the documents that allows the
images to be retrieved.

Directory - often called “Folders’ or a cabinet that containsfiles, images,
or other folders. LAW allows you to mimic the imaging project by using
directories (folders) and subdirectories (filesin subsequent directoriesfrom
the root directory).

Doculexs (www.doculex.com) - Doculexs is one of the export formats
supported by LAW’ s Export Utility.

DtSear chs (www.dtsearch.com) - dtSearchs is one of the export formats
supported by LAW’ s Export Utility and afull-text retrieval software that
can be provided on each set of CD’s burned for the customer. It provides a
powerful search engine and, sinceit can beincluded as part of the CD
burn, is an excellent method to distribute images to co- or opposing
counsel, experts, clients, or anyone else who needs to review the docu-
mentsin acase.

Har dwar e key — External security used with LAW software. Without this
key, LAW will not function. We highly suggest you insure your hardware
key for thefull amount of your software purchasein case of damageor theft.



Quick Start - Glossary

I maging - Imaging isthe process of scanning picturesor documentsintoa
computer in order to better manage documents.

InMagics (Www.inmagic.com) - Inmagics isone of theformats supported by
LAW’ sExport Utility. Thisformat bridge providesameansto export your
imagesand coded datainto Inmagics DB/TextWorks-.

I ndexing - Indexing (whichissometimesinterchanged withtheterm

“coding”) refersto theinformation that isadded to animageto allow it to be
found after it isscanned. Objectiveindexing or coding isone of two typesof
indexesused inimaging. A template, something likeanindex card, isattached to
theimageinthe computer and pertinent information istyped into thetemplate,
tagging thedocument for retrieval purposes. Author of the document, box
number, date, subject and type of document areal common fieldsthat are used
to index images. Documents can aso beindexed by thetext that isextracted
during the OCR process. Thetext of the document can also belinked to an
image, providing the ability to search for thedocument by any word or phraseit
contains.

| PRO~ (www.iprocorp.com) - IPROw isone of the export formats supported
by LAW’ sExport Utility.

JFSJazzNotes~ (www.jfsnet.com) - JFSisone of the formats supported by
LAW’ sExport Utility.

LAW (Legd AccessWare) —TheWorld' sPremier Litigation Imaging
Software, LAW isimaging softwarethat streamlinesthe process of imaging and
exporting documents, indexing, and Bates: numbering for popular litigation
document management software applications.

OCR - Optica Character Recognitionisthe process of recognizing wordson a
scanned image and storing them asan editabletext file. OCR alowsapersonto
avoid retyping documents and the text can be saved in most popular word
processing formats. In document management systems, the OCR process
allowsdocumentsto beretrieved by the actual content of the documents by
linking theimagewiththe OCR text file.

Scanner - A scanner isadevicethat |ooks and operatesmuch likeacopier
and isused to storeimages of documentsor pictureson ahard drive or some
other type of computer storage device.
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Subdir ectory — Subsequent foldersor filesin any directory other than theroot
directory.

Summations (Www.summation.com) - Summationes is one of the export
formats supported by LAW’ s Export Utility.

TIFF- Tagged Image File Format. TIFFs are one of the most widely
supported fileformatsfor imaging. TIFFimages can beany resolution, color,
black and white or gray-scale.

TotalVzn~ (www.digital practice.com) - TotalVzn~ is one of the export
formats supported by LAW’ s Export Utility.

Trial Director~ (www.indatacorp.com) — Trial Director~ is one of the
export formats supported by LAW’ s Export Utility.

Unique ID - Unlike the coded fields that are the same for all pages of a
document, the Unique ID field can be set for every page of a document.
Thisfunction enables every page of ajob to be uniquely identified.

Volume ID - Often referred as VOL ID#. The VOLID or Volumeis
referenced when someone is referring to the to the name for a CD of
images. When aCD iscreated aname or label isassigned to the CD. The
name came be customized as needed to each CD or VOLID. In aspecific
case, each CD should have adifferent VOLID#.
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Company Information
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Omaha, NE 68127

402.970.0060 Phone
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WWW.imagecap.com
or contact info@imagecap.com




