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Introduction

LiveNote Exhibits allows you to create bundles containing transcripts and exhibits using West Publisher. You can
import the bundles into West Case Notebook or West LiveNote. You also can send the bundles to others via e-
mail or on a CD. You can use a DVD if the file is very large.

To use West Publisher, follow these steps:

1. Import transcripts into the bundle.
2. Import documents into the bundle.
3. Link the documents to the transcripts, if desired.
4. Save the bundle as an E-Transcript Bundle (PTZ) file.
5. Save the bundle on a CD, if desired.
Notes

* When you import a document into a bundle, it is converted to a text-searchable format using optical

character recognition (OCR) technology.

When you prepare a bundle to save on a CD, West Publisher includes West E-Transcript Bundle Viewer and
other files with the PTZ file. West E-Transcript Bundle Viewer enables the recipient of the disc to open and
view the bundle. If you choose to send the PTZ file alone, West E-Transcript Bundle Viewer can be
downloaded at west.thomson.com. For information on saving a bundle on a CD, see “Saving a Bundle on a
CD" on page 17.

When you open a bundle from a CD, West E-Transcript Bundle Viewer remains active until you close it or
turn off your computer. Therefore, you can remove the CD and still view the bundle or insert a different CD
that contains a related video.

When you import PTZ files, West Case Notebook or West LiveNote retains all transcripts, exhibits, links to
exhibits from transcripts, and synchronized video information.
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Introduction

File Types for Importing Transcripts
You can import the following types of transcript files into West Publisher:

LiveNote Evidence Format (LEF) files

E-Transcript (PTX or EXE) files

Publisher Bundle (bundle.xml) files

E-Transcript Bundle (PTZ) files

Portable Transcript (PTF) files

ASCII (text only) files

Extensible Markup Language (XML) files

CT Summation (TRN) files

Timaro Technologies Post-Production Time-Stamp (PTS) files

Sanction Il (MDB) files

File Types for Importing Documents
You can import the following types of document files into West Publisher:

Images

* TIF/TIFF (Tagged Image File Format)

» JPE/JPG/JPEG (Joint Photographic Experts Group)
* BMP (Bitmap)

* GIF (Graphic Interchange Format)

* JEX

PDF (Portable Document Format)
DOC/DOCX (Microsoft Word file)
WP/WPD (Corel WordPerfect file)

MSG (Microsoft Outlook file)

HTM/HTML (Hypertext Markup Language)
PEX (LiveNote document file)

TXT (plain text file)

RTF (Rich Text Format)



1 Working with Transcripts

West Publisher makes it easy for you to quickly get started with creating bundles. When you access West
Publisher, you can immediately begin to import transcripts and documents (Figure 1-1).

= Untitled - West Publisher

File Transcript  Document  Tools  Help

S0 Mew vl Save | S Properties | L View

Transcripts

@ Sort by Title

Documents

Figure 1-1. West Publisher window

Importing Transcripts
The first step in working with West Publisher is importing one or more transcripts into the bundle.

Note You can create a bundle by importing transcripts and documents concurrently from a West Case
Notebook or West LiveNote case. For further information, see “Creating Bundles from a West Case
Notebook or West LiveNote Case” on page 15.

To import a transcript, complete these steps:

1. Click the New arrow on the toolbar and choose Transcript (from File) from the menu. The Import Wizard-

Transcript File dialog box is displayed (Figure 1-2).

Working with Transcripts
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Figure 1-2. Import Wizard-Transcript File dialog box

Click Browse to display the Browse for Transcript Files dialog box.
Choose a file type from the Files of type drop-down list.
Select your transcript.

Click Open. The Import Wizard-Transcript File dialog box is redisplayed.

o vk woN

Click Next. A message warning that the transcript has not been signed electronically may be displayed. Click
Continue. The Import Wizard—-Transcript Properties dialog box is displayed (Figure 1-3).

Transcript Properties
Add the ranscipt details
Type: |Fact itness | status: [Final |
Last: [Bower |
Fist [GiR Date: [07/10/2008 <]
Tite: [Bower, Gil R
Takin
attmieyg-| For. |Defendant |
Cormment: =
Hep | <Back | Ensh | Concel |

Figure 1-3. Import Wizard-Transcript Properties dialog box

Note If the information is not entered for you, you must at least type a last name in the Last text box to import
the transcript.

7. Type a comment in the Comment text box, if desired.

Working with Transcripts



8. Click Finish. The Import Wizard-Import Summary dialog box is displayed. To import another transcript, click
Again. If you do not want to import another transcript, click Close. The transcript is listed under Transcripts
in the left pane and the text of the transcript is displayed in the right pane (Figure 1-4).

& Smith v. Jones - West Publisher =] 3]
fle Transcript Document Tools Help
i Inew - | (ol Save | % Properties O] view
« || ) Bower, GilR x“ -
Transcripts ¥ Bower, Gil R
B)sort by Ttle | B 100% - & Link Page10f27 | ~|
: 1:1 IN THE UNITED STATES DIRSTRICT ccﬂ A ]
FOR THE MORTHERM DISTRICT OF CALIF_ ability
2 16:7 19:12 20:6
GIL R. BOWER, @ble
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CASE NO. 31 iaip
4 VE. achieving
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7 advisement
8 ———0Do——- 18:24
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10 Thursday, January 10, 2008 3:6 515
99 ——— 00— afraid
15 13:20
ago
13 -
6:23 25:16
Documents x = _»l_l agree Lu
24

Figure 1-4. Imported transcript

Opening a Transcript
To open a transcript, double-click the transcript in the left pane. The transcript is displayed in the right pane.

Closing a Transcript
To close a transcript so that it is no longer displayed in the right pane, click the Close button ([x]) on the
transcript’s tab.

Saving a Transcript

You can save a transcript in the following file formats: E-Transcript (PTX), ASCII (TXT), Rich Text Format (RTF),
Extensible Markup Language (XML), Portable Transcript (PTF), Summation (SBF), or Sanction Il (MDB). For
example, to save a transcript as a PTF file, complete these steps:

1. From the File menu, choose Save As. Then choose Transcript, PTF from the submenus. The Save As
Portable Transcript Format dialog box is displayed.

2. The file name for the transcript is entered for you in the File Name text box. Type a different name, if desired.

3. Click Save.

Deleting a Transcript

To delete a transcript, right-click the transcript in the left pane and choose Delete from the menu. The message
Permanently delete the selected transcript? is displayed. Click Yes.

Updating Transcripts
You can update West Publisher transcripts using the following types of files:

* LiveNote Evidence Format (LEF) files—files containing transcripts, exhibits, exhibit links, and possibly
synchronized video

« E-Transcript (PTX or EXE) files—files containing transcript text and, if the transcript is signed, the signature
details

Working with Transcripts



Publisher Bundle (bundle.xml) files—files containing transcripts, exhibits, exhibit links, and possibly
synchronized video (the file can contain one transcript only)

E-Transcript Bundle (PTZ) files—files containing transcripts, exhibits, exhibit links, and possibly
synchronized video (the file can contain one transcript only)

Portable Transcript (PTF) files—files containing transcript text and annotations, usually received from a
West Case Notebook or West LiveNote user

ASCII (text only) files—files containing transcript text, usually received from a court reporter

Note You can also import CT Summation (TRN) files, Timaro Technologies Post-Production Time-Stamp (PTS)

files, and Sanction Il (MDB) files.

UPDATING WITH A LEF FILE

LEF files may contain the transcript with exhibit files and links to exhibit references in the transcript, the
transcript with exhibit files and links to exhibit references in the transcript and synchronized video, or the
transcript with synchronized video but no exhibits or exhibit links.

1.

Click the New arrow on the toolbar and choose Update Draft Transcript (from File) from the menu. The
Update Transcript-Transcript File dialog box is displayed.

Click Browse to display the Browse for Transcript Files dialog box.

3. Select the LEF file and click Open. The Update Transcript—Transcript File dialog box is redisplayed.

8.

The Replace existing text with new text check box is automatically selected. If there are no changes to the
transcript text, clear the check box.

The Import exhibits check box is automatically selected. If you do not want to import exhibits, clear the check
box.

Click Next. A message warning that the transcript has not been signed electronically may be displayed. Click
Continue.

When the Update Transcript-Transcript Properties dialog box is displayed, click Finish. The Update
Transcript-Update Completed dialog box is displayed.

Click Close.

UPDATING WITH A PTX OR EXE FILE

1.

Click the New arrow on the toolbar and choose Update Draft Transcript (from File) from the menu. The
Update Transcript-Transcript File dialog box is displayed.

Click Browse to display the Browse for Transcript Files dialog box.

3. Select the PTX or EXE file and click Open. The Update Transcript-Transcript File dialog box is redisplayed.

6.

Click Next. A message warning that the transcript has not been signed electronically may be displayed. Click
Continue.

When the Update Transcript—=Transcript Properties dialog box is displayed, click Finish. The Update
Transcript-Update Completed dialog box is displayed.

Click Close.

UPDATING WITH AN ASCII FILE

1.

Click the New arrow on the toolbar and choose Update Draft Transcript (from File) from the menu. The
Update Transcript-Transcript File dialog box is displayed.

Click Browse to display the Browse for Transcript Files dialog box.

Select the ASCII file and click Open. (Different CAT systems create different extensions on ASCI files.) The
Update Transcript-Transcript File dialog box is redisplayed.

6  Working with Transcripts



8.
9.

Click Next. A message warning that the transcript has not been signed electronically may be displayed. Click
Continue. The Update Transcript-Import Details dialog box is displayed.

Click Next.

When the Update Transcript—-Import Confirm dialog box is displayed, click Next. The Update Transcript—
Transcript Properties dialog box is displayed.

Type the last and first names of the deponent in the Last and First text boxes.
Click Finish. The Update Transcript-Update Completed dialog box is displayed.
Click Close.

UPDATING WITH A PTF FILE

Use this method when you want to replace existing text with new text.

1.

Click the New arrow on the toolbar and choose Update Draft Transcript (from File) from the menu. The
Update Transcript-Transcript File dialog box is displayed.

Click Browse to display the Browse for Transcript Files dialog box.

3. Select the PTF file and click Open. The Update Transcript-Transcript File dialog box is redisplayed.

The Replace existing text with new text check box is automatically selected. If there are no changes to the text
and you want to only merge annotations, clear the check box.

Click Next. A message warning that the transcript has not been signed electronically may be displayed. Click
Continue.

When the Update Transcript-Transcript Properties dialog box is displayed, click Finish. The Update
Transcript-Update Completed dialog box is displayed.

Click Close.

Printing Transcripts

You can print a full-size or condensed version of a transcript. It is recommended that you use the Print Preview
and Page Setup features to customize the print output before printing a transcript. For example, to print a
condensed transcript with the first three pages full-size, complete these steps:

1.
2.

Select the transcript you want to print under Transcripts in the left pane.

From the File menu, choose Print Preview, then choose Transcript, Condensed from the submenus. The
Print Preview window with the transcript is displayed.

Click the Page Setup button (| T) on the toolbar to display the Page Setup—Condensed Transcript dialog box
(Figure 1-5).

Click the Condensed tab.

Working with Transcripts
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= Print Preview
& [T _Cose | m | IPPIP| P age Setup ([No Theme]) - Condensed Transcript 2x|
Page | Border | Tewt | Numhemg Advanced |
f— Layout |2 columns » 2 rows 14 per page) =
FOR TH: Order: [ertical =1
GIL R.BOWE
Pag
Mumbers: | Top Right =l
Drder: | Bottom Right =l
v Bange: |Boltam Fiight =l
Print these pages fullsized
DC CORP,  Thefist [0 and the lagt [0 pages
& All unnumbered pages
© Hone
Space for handy 1 ot
THED Blign: |MeoMotes Spsce =
before Rhonda I™ Add center column nole space
Reporter and a
of Los Angele:
Wiright and M¢ 0K I Cancel Aoply
Page 1 (1 of 9)
Figure 1-5. Page Setup—Condensed Transcript dialog box
5. Inthe Print these pages full-sized section, select The first and the last pages, then type 3in the first

text box.

Click Apply, then click OK. The Print Preview window is redisplayed.

To verify that you have set the correct options, browse the transcript in the Print Preview window.
Click the Print icon. The Print dialog box is displayed.

Click OK.

O X N>
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2 Working with Documents

Importing Documents
The second step in working with West Publisher is importing one or more documents into the bundle. To import
a document, complete these steps:

1. Click the New arrow on the toolbar and choose Document (from File) from the menu. The Data Import
Wizard-Document Files dialog box is displayed.

2. Click Add to display the Open dialog box.
Select your document and click Open. The Data Import Wizard—Document Files dialog box is redisplayed.

4. Click Next. The Data Import Wizard—-Document Properties dialog box is displayed (Figure 2-1).

[Data Import Wizard x|

Document Properties
Add the document details

Title:

Type:

Author:

Recipient:

Batesrange: | Through: |

I Document Date 12} 32010 v

¥ ocr

pop | <gak [ Fsh | cancel

Figure 2-1. Data Import Wizard-Document Properties dialog box

The title of the document is displayed in Title text box. Type a new name for the document, if desired.
Choose a document type from the Type drop-down list, if desired.
Type the author’'s name in the Author text box, or choose the name from the drop-down list, if desired.

Type the recipient’s name in the Recipient text box, or choose the name from the drop-down list, if desired.

O ® N o WU

Type a number in the Bates range and Through text boxes, if desired.

10. Select the Document Date check box, if desired. When you select this check box, the current day’s date is
entered in the text box automatically. Click the arrow to select another date.

1. The OCR check box is automatically selected if the document is an image file or PDF file. Select or clear the
OCR check box, if desired.

Working with Documents 9



12. Click Finish. The document is listed under Documents in the left pane and the full text of the document is

displayed in the right pane (Figure 2-2).

= Smith v. Jones - West Publisher

Fle Transeript Document  Tooks  Help

{[Fmew ~ | o Save | S Properties | O] view

=1olx]

|| ] Bawer, Gl | [ Jobsummary_100S.F x|

4

Transcripts v_1005.if

Documents

x|

& @ Q[ 9% v A2 Zh

2] 5ort by Tle

E i]nhﬁummary_mni‘tif

DC Corp
POSITION Senior Plastics REPORTS TO Engineering
Engineer Pracesses Manager
GRADE 550 DATE PREPARED | 7/8/04
SALARY $ 75,500.00 DATE APPROVED | 7/22/04
FLSA STATUS Exempt APPROVED BY HR Director

JOB SUMMARY

QUALIFICATIONS

Experience:

Under general diraction, provides service to the technical plastic processing needs,
focusing on plastic molds and extrusions.
machanical inspaction, machinery purchasing and related functiens in the appropriate
groups. Ensures new processes are oplimal and meet applicable standards.

Responsible for process evaluations,

Gl

=l

Figure 2-2. Imported document

LINKING DOCUMENTS

When you import a document that is referenced in a transcript, West Publisher automatically links the document
to all references to that document in the transcript. For example, if you import a document named Exhibit 5 into
a transcript that refers to Exhibit 5 in 10 places, West Publisher links Exhibit 5 to all 10 references.

If you import multiple transcripts, you must specify the transcript to which you want the document linked. To
select the transcript to which the document is linked, complete these steps:

1. Follow steps 1-11 under “Importing Documents” on page 9.

2. If you are importing a document referenced in a transcript, the Next button is available in the Data Import
Wizard-Document Properties dialog box. Click Next. The Select Transcripts to Link—=Transcript Files dialog

box is displayed (Figure 2-3).

Select Transcripts To Link

Transcript Files
Select Transcripts toLink

[ [Transarpes [
| lker

pee | <mak [ Fsh | Cancel

Figure 2-3. Select Transcripts to Link-Transcript Files dialog box

3. Select the transcript to which you want the document linked.

4. Click Finish. The document is listed under Documents in the left pane and the full text of the document is

displayed in the right pane.
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Using the Link Feature

Use the Link feature to manually link an imported document to a word or phrase in the transcript. For example,
to link the document named Summary of Events to every instance of the word summary in a transcript, complete
these steps:

1. Open the transcript to which you want to link the document.
2. Select the word summary in the transcript.

Note To have West Publisher find the first instance of the word or phrase you want to link, click the Link button
to display the Link dialog box. Type the word or phrase in the Find text box and click Find Next. Then
follow steps 4-6 below.

3. Click the Link button (e= k) on the Transcript toolbar. Or right-click summary and choose Link from the
menu. The Link dialog box is displayed with the word summary entered for you in the Find text box (Figure
2-4).

Link

2R ary of Events.doc Link Al
Find Mt

Unlink All

Close

Figure 2-4. Link dialog box

4. Choose Summary of Events.doc from the Exhibit drop-down list.
5. Do one of the following to link the document:

* Click Link to link the document to that instance of summary. The next instance of summary is displayed.
Repeat this step to link each instance. When you have finished linking, the message Publisher has finished
searching the transcript is displayed. Click OK.

* Click Link All to link the document to all instances of summary. The message West Publisher has
completed its search of the transcript and has made [ __] links is displayed. Click OK.

6. Click Close in the Link dialog box.

& Untitled - West Publisher =] 3]

fle Transcript Document Tools Help

[ Inew - | (ol Save | % Properties O] view

« I [ Bower, GilR x} hd
Transcripts ¥ Bower, Gil R
fﬂjm“’”‘”e T & e - e Lk Page 6 of 27
2 | ] Jan 10, 2008 Bower, GilR To - CAll yOU UESCLIDE (e HaluWl LIy COac af
. . +| summanzin .
& _JExhibits (1 item) 19 AL Just notes in the margin. =l 18:6 9 2l
EQSummaw;FEVE”:glte 20 Q. Whose handwriting is it? summary
;:;3Df£p;;"slumam;;e§ 21 A. Mine and my attorney. 7113 8:3,7,25
o Hom lang was 22 Q. Okay. So just so I understand, to refre supreme

23| recollection to testify in this deposition today, 18:10,11
24| the things you looked at was an eight- to teufpag_l sr;?zu
25 of your understanding of events after you sus‘pend

9:1| contacted your lawyer. BAnd that particular docun 25:24 26:20

8§:25  summary of your uni

2| also contains handwritten notes from yourself anc 27:12
3| lawyer; is that right? swear
4 A Yes. 54
5 HR. McAVOY: ALl right. Well, Counsel, S‘f?'"z';
6| that document. I'm entitled to hawe it right nowv swc;m
7| examine this particular witness on it right now. 3:6 5:5
8 Mg. COWENSE: I object to that request. systems
9| going to allow him to produce any documents that 14:10
10 | produced for me at my direction. It's attorney-c T
11| privilege, subject to work product protection as t
4 | 3 12| And I believe, based on the Sullivan case, that'=z. (Slim
UCCoEnts) A fl | _'_I ‘: : 18:5.74 25 jj

Figure 2-5. Transcript with linked exhibit
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After you link a document to a transcript, it becomes an exhibit and is listed in the Exhibits folder under the
transcript in the left pane (Figure 2-5). Double-click a link reference to jump to its location in the transcript. Click
the link in the transcript to display the linked document.

Deleting Links
To delete the links for a document, complete these steps:
1. Open the transcript with the links you want to delete.
2. Use either of the following methods to unlink a document:

* Right-click the word or phrase in the transcript that you want to unlink. Choose Unlink from the menu to
unlink the word or phrase, or choose Unlink All to unlink all instances of the word or phrase.

* Click the Link button (e=rk ) on the Transcript toolbar to display the Link dialog box. Choose the word or
phrase you want to unlink from the Find drop-down list and click Find Next. The first instance of the linked
word or phrase is displayed. Click Unlink All.

3. The message West Publisher has completed its search of the bundle and has unlinked [ ] documents is
displayed. Click OK.

4. Click Close in the Link dialog box.

Importing Multiple Documents
To import multiple documents, complete these steps:

1. Click the New arrow on the toolbar and choose Document (from File) from the menu. The Data Import
Wizard-Document Files dialog box is displayed.

2. Click Add to display the Open dialog box (Figure 2-6).

Open 2]l
Look i [ 59 Case materils JE | B e

File pame ["trtenogatory doc" "Disnissal eter.doc "Fina = | Open |
Files of type: [ Document Files ) = Cancel

Figure 2-6. Open dialog box

3. Select your documents and click Open. The Data Import Wizard-Document Files dialog box is redisplayed
(Figure 2-7).
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Data Impert Wizard

e docurent Fies to import

C:|Documents and Settings|U0023050\Desktop|Case materialsiinterrogatory . doc Add...
C:|Documents and Settings)0029050\Deskeap|Case materialsiDismissal ltter. doc
C:\Documents and SettingsiU00Z90501Deskiop| Case materialsiFinancial statement, dac Load e,

¥ € 2ty Timport, eadi il 1+ senerate ocimient

b | cewl [CFRer ] | cancel

Figure 2-7. Data Import Wizard-Document Files dialog box

Note For most file types, each file is imported as a separate document. For image files, you have the option of
importing each file as a separate document or merging multiple files into one document. To merge
multiple image files, make sure the Batch Import, each file is separate document check box is clear. To
import each file as a separate document, select the check box.

4. Click Finish. The documents are listed under Documents in the left pane and the full text of the first listed
document is displayed in the right pane.

Opening a Document
To open a document, double-click the document in the left pane. The document is displayed in the right pane.

Deleting a Document

To delete a document, right-click the document in the left pane and choose Delete from the menu. The message
Permanently delete the selected document? is displayed. Click Yes.

Closing a Document

To close a document so that it is no longer displayed in the right pane, click the Close button ([x]) on the
document’s tab.

Working with Documents 13






3 Creating Bundles from a West Case
Notebook or West LiveNote Case

West Publisher allows you to create a bundle by importing transcripts and documents directly from a case in
West Case Notebook version 1.0 or later or West LiveNote version 1.0 or later. To create a bundle from a West
Case Notebook or West LiveNote case, complete these steps:

1. Click the New arrow on the toolbar and choose Bundle from West LivNote from the menu. The Data
Selection Wizard—Cases dialog box is displayed (Figure 3-1).

Data Selection Wizard x|

Cases
Select the case to import

Repositories.

Gil Bower v. DT Corporation
Smith v. Jones

Hep | cmece | mers | [ cenca |

Figure 3-1. Data Selection Wizard—-Cases dialog box

2. Select a case and click Next. The Data Selection Wizard-Transcripts and Documents dialog box is displayed
(Figure 3-2).
Note To select a secure case, click Repositories. For further information on accessing secure cases,
download a free copy of the West Case Notebook User Guide or the West LiveNote User Guide at
west.thomson.com/support/user-guide/livenote-case-notebook.aspx.
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Data Selection Wizard x|

Transcripts and Documents

Select the data to import from Smith v. Jones

[ Type I [ Title_ =~ [ Date |

[¥ 3 Transcripts ¥ || Bower, GiR Jan 10, 2008

[¥ 3 Documents ¥ ] Evans, walter Dec 10, 2007

Groups
Hep | «Back Cancel |

Figure 3-2. Data Selection Wizard-Transcripts and Documents dialog box

3. By default, all transcripts and documents are selected. To exclude transcripts or documents from being
imported into West Publisher, clear the Transcripts or Documents check box. To exclude particular data
from being imported, click the document type containing the data, then clear the check boxes for the data
you want to exclude.

Note In the alternative, click Groups to import only data you added to a data group. Then select a data
group in the Data Groups dialog box, and click OK. For further information about data groups, refer to
the West Case Notebook User Guide or the West LiveNote User Guide.

4. Click Finish. The transcripts are listed under Transcripts and the documents are listed under Documents in
the left pane.
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4 Working with Bundles

Viewing Bundles in West E-Transcript Bundle Viewer

You can open your bundle in West E-Transcript Bundle Viewer to verify how the bundle looks if you saved it on a
CD. To open the bundle in West E-Transcript Bundle Viewer, complete these steps:

1. Click the View Bundle button (2]vew) on the toolbar.

2. If you did not save the bundle after making changes, the message Do you want to save the changes to the
Bundle? is displayed. Click Yes. For more information, see “Saving Bundles” below.

3. If you selected the Display E-Transcript Bundle cover page check box when you created the bundle, the cover
page is displayed (Figure 4-1). For more information, see “Managing Cover Page Information” on page 19.

4. To view the bundle, click the Close button on the cover page.

Smith v. Jones x|

Case Ho. 1000

Smith,

Plaintiff,

rs.

Tones,

Defendant .

Prepared for: John Smith

0'Brien and Batcher
25 Lilywood Lane

* THOMSON REUTERS Hilydale M, 55777

phone - 651-555-1212
fane -

schedule a deposition

5 - April 16, 2009

Figure 4-1. E-Transcript Bundle cover page

To close the West E-Transcript Bundle Viewer, click the Close button.

Saving Bundles

SAVING A BUNDLE AS A PTZ FILE

To save a bundle as a PTZ file, complete these steps:
1. From the File menu, choose Save As, E-Transcript Bundle. The Save As dialog box is displayed.
2. Type a file name for the bundle, e.g., Smith v Jones, in the File name text box.
3. Click Save.

SAVING A BUNDLEONA CD

When you use the E-Transcript Bundle Disk feature, West Publisher creates files that allow the bundle to open
automatically from the CD using West E-Transcript Bundle Viewer. You do not need to have West Publisher
installed to use the CD.

Working with Bundles
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To save a bundle to a CD, complete these steps:

1.

N O Uk W N

In West Publisher, from the File menu, choose Save As, E-Transcript Bundle Disk. The Save As
E-Transcript Bundle Disk dialog box is displayed.

Click the Create New Folder button to create a folder in which to save your bundle files.

Open the folder you created in step 2.

The file name for your bundle is entered for you in the File name text box. Type a different name, if desired.
Click Save.

On your hard disk drive, open the folder you created in step 2.

Select and copy all of the files contained in the folder, listed below:

* Bin folder

* autorun.inf

* Viewer.exe

* Smith v Jones.ptz

Paste these files directly into the CD; do not put them in a separate folder. If there is a synchronized video or
a Microsoft PowerPoint presentation associated with the bundle, you can also move them to the CD.

If you are using Windows Explorer to burn the files to the CD, right-click the CD and choose Write these files
to CD from the menu.

Entering Bundle Properties

The information you enter in the Bundle Properties dialog box in West Publisher is displayed on the
E-Transcript Bundle cover page when you view the bundle. For more information, see “Managing Cover Page
Information” on page 19.

1.

Click the Bundle Properties button (% praperiies) to display the Bundle Properties dialog box
(Figure 4-2).

E
Blaintit: [Smith x| Defendant: [Jones =l oK |
Case lile; [Smith ». Jones Cares
Matter #: |1000 Case Type. [Workers Compensation = |
Client, [John Smith =
Eference
¥ Display E-Transcript Bundl cover page

Figure 4-2. Bundle Properties dialog box.

© N o A

Type a name for the plaintiff, e.g., Smith, in the Plaintiff text box or, if you have previously saved other
bundles, you can choose a name from the drop-down list.

Type a name for the defendant, e.g., Jones, in the Defendant text box, or choose a name from the drop-down
list.

The case title is entered for you. To change the case title, type a new title in the Case title text box.
Type a matter number in the Matter # text box, if desired.

Choose a case type, e.g., Workers Compensation, from the Case Type drop-down list.

Type a client name, e.qg., John Smith, in the Client text box, or choose a name from the drop-down list.

Type a reference in the Reference text box, if desired.
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9. Select the Display E-Transcript Bundle cover page check box if you want to display the cover page when
you view the bundle.

10. Click OK. The title of the bundle is displayed in the upper-left corner of the West Publisher window.

Managing Cover Page Information

The E-Transcript Bundle cover page contains the information from the Bundle Properties dialog box. You can
also add your contact information and a logo to the cover page. If you selected the Display E-Transcript Bundle
cover page check box when you created the bundle, the cover page is displayed when you view the bundle with
West E-Transcript Bundle Viewer. For information on viewing the bundle, see "Viewing Bundles in West E-
Transcript Bundle Viewer” on page 17.

CHANGING BUNDLE PROPERTIES

To change the information for the bundle that is displayed on the E-Transcript Bundle cover page, click the
Bundle Properties button (& rreperties). The Bundle Properties dialog box is displayed. Enter the new information
and click OK.

ADDING COVER PAGE INFORMATION

You can add your contact information and a logo to the E-Transcript Bundle cover page. To add information to
the cover page, complete these steps:

1. From the Tools menu, choose Cover Page Information. The Cover Page Information dialog box is displayed
(Figure 4-3).

Cover Page Information x|
Address: | Cancel

Ciy State: [2K | Zip Preview...
Phone: Fay

Email address: |

Seheduing page: |

Logo. I Browse...

Figure 4-3. Cover Page Information dialog box

2. Type your information in the appropriate text boxes.
3. Type the scheduling page information in the Scheduling page text box.

4. Toadd a logo, click Browse. The Locate Logo File dialog box is displayed. Select your logo image file and
click Open. The file name is displayed in the Logo text box.

5. To preview the cover page, click Preview. The cover page is displayed. To return to the Cover Page
Information dialog box, click the Close button.

6. When you have finished, click OK.
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Opening Bundles
To open a previously saved bundle, from the File menu, choose Open Bundle. The Open dialog box is displayed

(Figure 4-4).
open =
Find: | =] ine [Tee = FindNow | Clear | [
|| Title Client |Reeference: | Caneel
] S e Brawse...

Delete

Path IE “Documents and Settings\UO029050MD eskiop\Demos\Publisher bundles\Smith v Jones.ptz

Figure 4-4. Open dialog box

You can do one of the following to locate a bundle:

* Click Browse to display the Open dialog box. Choose Publisher 3 or 4 Bundle (bundle.xml) from the Files of
type drop-down list, then select your file and click Open. The bundle is listed in the Open dialog box.

* Type a bundle title, client name, matter number, or reference in the Find text box, then choose an option
from the In drop-down list and click Find Now. The bundle is listed in the Open dialog box.

Select the bundle you want to open and click OK. The bundle is displayed in the West Publisher window.
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5 Working with Video

Playing a Video
If a transcript has been synchronized with video, you can view the video using West E-Transcript Bundle Viewer.
To view a video, complete these steps:

1. Open the bundle that includes a transcript with synchronized video.

2. Click the View Bundle button (2]vew) on the toolbar. If you selected the Display E-Transcript Bundle cover
page check box when you created the bundle, the cover page is displayed. To view the bundle, click the Close
button on the cover page.

3. Open the transcript with the video you want to view.

4. Click the video icon () on the Transcript toolbar. The video is played in the left pane.

Working with Video Clips
CREATING A VIDEO CLIP

If a transcript has been synchronized with video, you can convert the transcript text to a video clip and save it. To
create a short video clip, complete these steps:

1. Follow steps 1-4 above to play the video.
2. Select the text in the transcript for which you want to create the video clip.

3. Click the Create Video Clip button (&) in the left pane.The Create Video Clip dialog box is displayed (Figure
5-1).

Create Yideo Clip: 5:11 - 5:17

Description
video cipl

Cancel

Figure 5-1. Create Video Clip dialog box

4. Type a description of the video clip in the Description text box.

5. Click OK. The video clip is listed under Video Clips in the left pane (Figure 5-2).

Working with Video
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Figure 5-2. Video clip

CHANGING THE VIDEO CLIP DESCRIPTION

To change the description of a video clip, select the video clip under Video Clips in the left pane and click the
Properties button (). The Edit Video Clip dialog box is displayed. Type a different description in the Description
text box and click OK.

DELETING A VIDEO CLIP

To delete a video clip, select the video clip under Video Clips in the left pane and click the Delete button (X ). The
message Remove the selected video clip? is displayed. Click Yes.

PLAYING A VIDEO CLIP

To play a video clip, select the video clip under Video Clips in the left pane and click the Play button (). The
video clip begins playing.

SAVING A VIDEO CLIP

To save a video clip, select the video clip under Video Clips in the left pane and click the Save button (). The
Save As dialog box is displayed. The file name with the beginning page and line number is entered for you in the
File name text box. Type a different name, if desired. Then click Save.
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SAVING A VIDEO CLIP AS A MICROSOFT POWERPOINT FILE
To save a video clip as a Microsoft PowerPoint file, complete these steps:

1. Select the video clip under Video Clips in the left pane.

2. Click the Save button (Id). The Save As dialog box is displayed.

3. The file name with the beginning page and line number is entered for you in the File name text box. Type a
different name, if desired.

4. Choose PowerPoint File (*.ppt) from the Save as type drop-down list.
5. Click Save. The video clip is displayed in a PowerPoint slide.

Note It is recommended that you use short annotations for each PowerPoint slide. If you need a longer excerpt,
create multiple PowerPoint files and save them at the same time.
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6 Using the Word Index

The Word Index contains an index of words and numbers in a transcript or document along with their
corresponding page and line numbers. Use the Word Index to search for a term in the transcript or document.
Type the term in the text box to the right of the transcript or document to display the pages and lines where the
termis found in the transcript or document (Figure 6-1).

To view the word or number in the transcript or document, click the page and line reference.

fle Transcript Document Tools Help

i Inew - | (ol Save | % Properties O] view

& Smith v. Jones - West Publisher

=1gix]

Type the word or number you
want to search for in the Word
" Index text box.

Click the page and line
reference to view the term in
the transcript or document.

« I [ Bower, GilR x} -

Transcripts ¥ Bower, Gil R
Blsort by Tite T B r00% - | e Link Page 140F 27 [faciliies ~|
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17 A, The companies. 14:22715:1,6
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21| your -- z5:14

22 AL And the are —- are in failure

23| so it makes my Jjob different. Better. 23:5

24 Q. What about Canada Container is di fair

25| how things were at DC Corp? _| f:iuls:s 17:2

15:1 A, The production facilities are not fax.

2| and there seems to ke a good allocation of 1:18

3| responsibility and authority. ¥You know, t february

4| delinked. 17:9

5 Q. Okay. Just so I'm clear, it's yo federal

6| that the production facilities at DC Corp 17:25,25 18:2

. : : 5 eel

7| disgusting; is that right? 26:21,24

L} A, vYeah. They were disgusting. T}flll feeling jj
Documents £y K] 3 i1 -

Figure 6-1. Word Index

You can view the word or number in context when you view the bundle in the West E-Transcript Bundle Viewer.
To view the word or number in context, point to the page and line reference in the Word Index. The question and
answer in which the word or number appears is displayed.

Note If you cannot view the word or number in context, from the Tools menu, choose Options. The Display
Options dialog box is displayed. Click the Word Index tab, then select the Show Preview check box. Click
OK. For further information, see “Selecting Word Index Display Options” on page 26.
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Selecting Word Index Display Options
You can access the Word Index display options when you are viewing the bundle in the West E-Transcript Bundle
Viewer. From the Tools menu, choose Options. The Display Options dialog box is displayed (Figure 6-2). Click the
Word Index tab. You can specify
* whether you want to view your word in context when you point to the page and line reference in the Word
Index.

* how much transcript or document text you want displayed when viewing a term in context. If you select QA
Pair, the entire question and answer in which the word or number appears is displayed. In the alternative,
you can designate the number of lines to be displayed above and below the word or number.

* the types of documents in which to display the Word Index.
Click OK to save the Word Index display options.

Display Options x|

Transcript| Word Index

Word Indesc

I Shaw Preview:
& QA Pair

Number of lines above
" and below ‘

Display Word Index

¥ Transcripts
¥ Documents

ok | cancel | he

Figure 6-2. Display Options dialog box



/ Receiving a West Publisher Bundle on
a Disc

When you receive a disc with a West Publisher bundle, simply insert the disc in your CD/DVD drive to
automatically open the bundle. A cover page may be displayed. To view the bundle, click the Close
button on the cover page. The West E-Transcript Bundle Viewer is displayed (Figure 7-1).

Elf Burns v Jones - West E-Transcript Bundle Yiewer

Fle Edt Wew Tools Hslp

¢ | save As | [ Properties

2] sort by Title -

|| May 08, 2009 Bower, Gil R

Documents

Figure 7-1. West E-Transcript Bundle Viewer

Note If you receive more than one disc, you may have received a disc that contains a video associated
with a transcript. Insert the second disc in your CD/DVD drive and copy the video to your hard
disk drive or network.

You can do the following in the West E-Transcript Bundle Viewer:

Open a transcript by double-clicking the transcript in the left pane. The transcript is displayed in
the right pane.

* Open a document by clicking Documents in the left pane, then double-clicking the document you
want to view. The document is displayed in the right pane.

» View a linked exhibit by clicking its link in the transcript. The exhibit is displayed in the right pane.
* Play a synchronized video associated with a transcript by opening the transcript, then clicking the
video icon (&) on the Transcript toolbar. The video is played in the left pane.

* Print a transcript or document by choosing Print, Transcript or Print, Document from the File
menu.

« View the cover page by choosing Bundle Cover Page from the View menu.

Receiving a West Publisher Bundle on a Disc
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