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Section 1:

Getting Started
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1.1 - Introduction and Getting Help

CloudNine® is a powerful, yet easy-to-use online review tool that is available to host your litigation
document collections. It can host the smallest of collections up through those with hundreds of millions
of pages. All you need to access CloudNine is a browser.

Most of our clients find that CloudNine is intuitive and easy to use. CloudNine offers several tools to
help you when you do have questions:

o This users guide covers CloudNine’s most used features. The majority of our clients do not
need to learn more than what is covered here to effectively use CloudNine.

o Report an Issue is our preferred method for contact. This method is delivered to our entire
support team and contains critical system information that will help us diagnose your problem.

e Call our Technical Support Help Desk at 713-462-6464. It’s available Monday through Friday
from 9:00 a.m. to 5:00 p.m. central time.

e Contact CloudNine for free on-line training. The session only takes a couple of hours and it will
help to get you off on the right foot.

e Access the online support center for assistance. Click the Training & Support menu item in
the menu bar in any CloudNine screen and select Contact Support: (see Figure 1)

Training & Support

cal Doc List View | v ‘

Doc ID: 2 Discovery Queue
P South

B 1une 09, 2000 9:45 AM

hlexander <MAlexander@e-
bImz

Doc ID: 4

Doc ID: 6

Figure 1
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1.2 - Accessing a database

After entering your Username and Password on the CloudNine log in screen, you'll see the home
page. It provides access to each of the databases to which you have access.

Click on a database to open it, or hover your cursor over the three dot icon to access some useful tools:
(see Figure 2)

«i cloudning

REVIEW

My Projects

Sort By Alphabetica Last Activity

@ :

JM Test Data

~

o

Figure 2

¢ Click on the Project Analytics tool to access database information such as the number of
users, the size of the database, keywords that appear in the documents, a document timeline,
and so on (there’s more information on Project Analytics below).

¢ Click on the Restore Position tool to go back to where you were the last time you worked in
the database.

¢ Click on the Search tool to execute a search in the database (note, you can also access the
Search tool once you've opened the database).
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1.3 - The Database Main Page

The Database Main Page actually just the small part of the page that is not dominated by the current
view, which we will get into in Section 2. This part of the page consists of the top navigation bar, which
includes the saved searches menu and the Tools Menu. Everything else on the page is part of a
Specific View. (In Figure 3 you can see the view)

«.cloudnine
REVIEW

JM Test Data 1 Analytics % Settings

‘\/emcal Doc List View | v ‘ HTML .9

Doc ID: 1 1
From: Steven P South

Sent: Friday, June 09, 2000 9:45 AM
DocD:2 To: Matt Alexander <MAlexander@e-

3 cc:

BCC:

Subject: Re: arkansas trip
Doc ID: 4 .

DocID: 3

Figure 3

At the top left-hand corner, you will see our Cloudnine Review logo button, followed by the navigation
bar. The Navigation bar consists of the following 4 buttons while on the home page:

1) Cloudnine Review button- Takes you back to the Project Selection Page.
2) Projects- Allows you to update any active project.
3) Users- Allows you to add any new user or update any current user.
4) Activity- This option opens a drop-down menu with 2 options.
a.) Legal Hold- Allows you to submit a legal hold natification.
b.) Bulk Exports- Allows you to view the status of all of the bulk exports you submit.
5) Training & Support- This option opens a drop-down menu with 2 options.
a.) Contact Support- This allows you to submit an issue to our support team so they can assist as
fast as possible.
b.) My Discovery Queue- This option allows you to monitor the status all your data uploads to the
Discovery Client.
6.) Classic Review- Here you have the option on returning to our Classic Review user interface.
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1.4 - Project Analytics

Project Analytics is available in both the Project Management screen and inside the project.
The Project Analytics tool provides useful information about the database. A full list of options to

search by will be covered in Section 1.4(a). On the left side of the screen, select the type of information

you’d like to see. That information will appear to the right. In this example, Document Timeline is
selected: (see Figure 4)

Analytics

Project Statistics

File Types

Logins

Documents Keywords
Conceptual Keywords
Tags

Domains
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1.4(a) — Analytics Tabs

Here’s the database information that’s available in the Project Analytics tool:

Project Statistics: Database information such as the number of users who have access, the number of
gigs, the number of documents, the number of pages, and information on clusters.

File Types: A list of the file types that have been loaded into the database, and the number of each.

Logins: A list of the users who have logged into the database and the number of times each has
logged in. (Only available for Administrators)

Document Keywords: A list of the 100 most frequently occurring words in the document collection and
the number of times each word occurs.

Conceptual Keywords: Identifies the key words most often used in creating conceptual clusters, and
displays them as a list and word cloud.

Tags: A list of the tags that have been applied to documents in the database, and the number of times
each has been applied.

Domains: A list of the most frequently occurring domains found in emails in the collection, and the
number of times each appears.

Document Timeline: A graphical depiction of the dates of documents in the database.
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1.4(b) - Quick Searching Analytics

To perform a quick search in Project Analytics, simply click on the term you wish to search on. In
Figure 5 below, you can see that we have the Document Keywords tag selected. The word cloud for
the public domain data that we are using is located to the left of the same list of terms sorted by hit

count.

Analytics
Project Statistics
File Types
Logins
Conceptual Keywords
Tags
Domains

Document Timeline

energy

Figure 5

Term

energy

enron

opal

marketing

rockies

data

Services

service

capacity

trading

company

Juan

april

X

Hit Count
2,437
1,266
1,123
1,118
1,102

945
854
784
782
733
678
624

618 v
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When we click “Corporation”, a search is run, returning documents that have the word Corp inside
them. (See Figure 6)

%
Quick Search @
|Fu|| Test Search: "corporation” (19 documents) | _
Found Documents i HTML ®
N 1 @ = CloudNine DoclD ( : ) &
Doc ID: 27 -
From: Bode Miki <Miki.Bode@Williams.com> a
boc D: 75@ 2 Sent: Thursday, April 19, 2001 1:32 PM image Filenama
3 To: ‘abenton@utilicorp.com' <abenton@utilicorp.com>;
3 ‘abenton@utilicorp.com’ <abenton@utilicorp.com>; Text FileName -
2] ‘agedul @triax.com' <agedul@triax.com:; "agedub@triax.com'
Doc ID: 762! SR HEa o] AT, NWP System Notice - 01-235 NWP Available
<agcdub@triax.com>; 'anita.reubens @swgas.com Capacity msg.bxt
a <anita.reubens @swgas.com>; 'bblanar @coral-energy.com' a
Doc 1D0: 12037 <bblanar@coral-energy.coms; 'BOB.MATTICE@ENGAGEENERGY.COM' e
-
- <BOB.MATTICE@ENGAGEENERGY.COM>; NWP System Notice - 01-235 NWP Available
5 'BOB.MATTICE@ENGAGEENERGY.COM' Capacity. msg
Doc ID: 146048 . <BOB.MATTICE@ENGAGEENERGY.COM>; Native FileName Ext o &
- 'browning@wasatchenergy.com' <browning@wasatchenergy.com>;
[ 'bruce.langmade @fortjamesmail.com’ -msg
Doc ID: 150" - <bruce.langmade@fortjamesmail.com>; "bymank@wdni.com’ Family Group ID Qe
- <bymank@wdni.com>; 'cards@wdni.com' <cards@wdni.com>; 27
7 'caver_ordal@pgn.com' <caver_ordal@pgn.com>; o &
Doc ID; 15539 - ‘ccoyle@americansoda.com’ <ccoyle@americansoda.com>; Original Path
- ‘cmcgra@puget.com’' <cmcgra@puget.com>; ‘cpavlica@enerad.com’ \Custodians - ALL\Gustedian 1\Custodian 1 -
a2 & <cpavlica@enerad.com>; 'craig.provenzano@powersrc.com' email pstisouth-s_000'south-siNotes inbox
Doc ID: 178" s <craig.provenzano@powersrc.com>; 'cridin@puget.com’ Fila/Size o &
<cridin@puget.com>; 'cslaman@usg.com' <cslaman@usg.com>;
@ 9 'ewduke@duke-energy.com’ <cwduke@duke-energy.com>; 224256
Doc ID: 209 s - ‘darena@national-energy.com' <darena@national-energy.com>; To &

|
Figure 6

The numbers below correspond to the numbers above:

1. The Quick Search Bar shows you the search parameters that were run for the quick search, as
well as the total number of documents returned by the search

2. The Vertical Document list, shows the first 25 documents returned in the search, and the slide
bar to the side, allows you to change between groups.

3. The Viewing Pane displays the document in whichever format you wish to view in and is
available, Native, Text, Image or HTML.

4. Afull list of the documents Metadata is available on the right hand side of the popup. You can
tag documents and update fields in the Quick search just like you would in a regular search.
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Section 2:

Understanding Different Views
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2.1 — Vertical Document List

On the first visit to CloudNine, the Database Main Page will automatically display Vertical Document
List view. This is the original view offered by CloudNine, and as such, the most often used by clients. It
has three main parts to the screen as shown below: (see Figure 7)

«a cloudnir
REVIEW

JM Test Data Analyti & Settin Q Ak
Vertical Doc List View v HTML kO
oudNine DociD @
1
From: - e
5 Sent: riday, June 09, :
Doc ID: 2 To: att Alexander <MAlexander@e-
com> o a
3 cc: Re_ arkansas tip msg txt
DocID: 3 Bec: _ arkansas tip.msg 7
Subject: Re: arkansas trip , 2o
Bocity @ 4 Attach: Re_ arkansas tip msg
Wes week before and wil leave early a.m. on Sat. We
h evenin

DoclD: §

DocID: 6

Custodians - ALL\Custodian 1\Custodian 1 - email pstisouth
DocID: 7 5 000isouth-siSent
DocID: 8 = 16384

DocID: 9 Matt Alexander <MAlexander@e-470 com>

Doc ID: 10

e - )

search: al records (current) v 361 documents.

Figure 7

There are three parts to the screen:

1. The Document Viewing frame will be populated with the current document -- either the document’s
image, the document’s text, the document in its native form, or the document in HTML rendered
form.

2. The Vertical Document List frame includes a list of the documents in the “current collection” -- that
is, a list of the documents you are working with now. It may be a list of documents that were
retrieved in a search or it may be a list of all of the documents in the database. One of the
documents on the list will be “selected” (the document number for the selected document will be
orange). The “selected” document is the current document — you’ll see its image / text / native
document / HTML rendered version in the viewing frame on the left and you'll see data that’s been
recorded for the document in the frame on the right.

3. The Metadata Information frame includes data that was either extracted automatically from the
current document (for example, an author on an email) or recorded by a coder or review team
member while analyzing the document (for example, keywords or a tag that the document is
privileged). Usually, you'll find information here like the document date, type, authors, recipients,
title, and so on.
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2.1(a) - Document Viewing Frame

Use the tabs at the top of the frame to toggle between viewing a document’s image, a document in its
native form, the document’s text, or the document in HTML rendered form. Tabs will only appear for

the versions of the document that are available. (see Figure 8)
«é cloudnine’

REVIEW

JM Test Data

Vertical Doc List View W <

Doc ID: 1

Doc ID: 2

HTML

1

From:
2 Sent:
To:
2 (g gl
Figure 8

Steven P South
Friday, June 09, 2000 2:45 AM

Matt Alexander <MAlexander@e-
470.com>

When viewing images, use the page navigation tool to flip through the pages of the document: (see

Figure 9)

s of 2 | Image Tools v

From:
Sent: Thursday, January 24
To: slinger; Ryar

Subject: FW: FW: Laid-Off A No Nothing Productio

Importance:

-----Original Message-----
From: Molly Meyers [mailto:mollyadams123@hotmail.com]

Figure 9
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2.1(b) — Vertical Document List
Frame

When you work in a CloudNine database, you will be
working with a list of documents — it might be a list of
documents that were retrieved in a search or a list of

all the documents in the database. The list is in the
left panel on the project main page. (see Figure 10)

By default, documents on a list are organized into
groups of 25. If there are 100 documents on a list,
the list will be shown to you in 4 groups of 25 each.
This minimizes

Figure 10

the amount of scrolling to review a lengthy list and

lets you easily hop around to different parts of a list. To move from one group to another, enter the

group number in the group tool at the top of the list (or use the
arrows to the right of the number to change the number), or
click on the vertical bar to the left of the list: (see Figure 11)

Click the Settings button to use the sort tool and change the
order of documents on the list. Click in the first part of the sort
tool to select the field on which you want the list to sort, and
use the second part of the sort tool to select ascending or

descending order: (see Figure 12)

Figure 11

Viewer Settings

Sortable Fields:
CloudNine DocID

Figure 12

Doc ID: 56

Doc ID: 57

Doc ID: 58

Doc ID: 59

Doc ID: 60

Doc ID: 61

4 Group

3 of1s

search: all records (current)

v

Sortable Direction:

A-Z

v
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Look to the bottom right corner of the screen to see the total number of documents on the current list.
In this example, there are 361: (see Figure 13)

JM Test Data

From: Steven P South
Sent: Friday, June 09, 2000 9:45 AM

To: Matt Alexander <MAlexander@e-470.com>
CC:

Tt b0} Re_arkansas tr_txt

DeciD 2 8CC:
Subject: Re: arkansas trip
a2 | Attach:
Doc 0
s “ | We will be in Wisconsin the week before and wil leave early a.m. on Sat. We
should get to ark 7-8:00 sat evening.
DociD & Where are we this year?
Doc D EDRM Enron Email Data Set has been produced in EML, PST and NSF format by ZL Technologies, Inc. This Data Set
is licensed under a Creative Commons Attribution 3.0 United States License o cu me n S
<hip:/icreativecommons.org/licensesby/3.0/us/> . To provide attribution, please cite to "ZL Technologies, Inc.
Doci0:7 (http:7Awww.zhi.com).”
DociD 8
Doc 1D Mat Alesander <MAlexandergie 470 com
P Sous
Doc D 1

Figure 13

When you work in the database, you are likely to do searches and work with several lists. Note that the
current search is listed in the bottom left hand corner of the screen. To retrieve any of the previous
searches you’ve performed in the current session, click on that button and you’ll see those searches

displayed: (see Figure 14)

JM Tast Duta

Where are wa this year?

EDRU Errin Emad Data Sef

I Boensed under a Croal
1 <hapiisatiecomeons. oy

(e )

— " DoclD: 10

DocID: 9

10

search: all records (current)

Original Path equal to "\Custodians - ALL\Custodian 1\Custodian 1 - email pstisouth-s_000\south-s\Sent" (21 documents)
search: all records (361 documents)

fulltext: [Document Text (FullText)] contains "(petroleum)” (2 documents)

search: [CloudNine DoclD] less than "50"; [Responsive] is True (2 documents)

search: all records (361 documents)

search: all records (361 documents)

Figure 14
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2.1(c) - Metadata Information Frame

Data for the selected document appears on the right side of the database main page: (see Figure 15)

9 Re_ arkansas tr...txt
CloudNine DociD &
1

mag &
ext FileName &

Re_ arkansas trip. msg.bd
Mative FileName a

- Re_ arkansas trip. msg
e e @

msg

‘Custodians - ALL\Custodian 1\Custodian 1 - email pstisouth-
s_000'south-s\Sent

18384

Matt Alexander <MAlexander@e-470 com>

Steven P South

2 &

sentDate A &

361 documents

Figure 15

Every piece of data that has been recorded for a document (or extracted in an automated process) is
recorded in a field in this frame. Typical fields include Bates numbers, authors, addressees, dates,
subject lines and so on. Fields vary from database to database. Basic fields are defined when a
database is established. Users add others as they work in

a database.

Each user can customize the Indexed Information Frame
by determining which fields will display in the frame and the

Fields
Modify Fields

Downloads/Exports

order in which the fields will display. Click on Tools in the B Gk downioad
top right corner of the screen and click the Modify Fields B Bukegot

option:

(see Figure 16)

Tags
@  Group tag documents

Reports

B  Audit log event report

i=2 Metadata index report
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On the next screen, select the fields to display by clicking the “Eye” Icon. In the frame and drag the
fields into your preferred order using the “4 horizontal line” icon or send the field to the top with the

“arrow” icon. :(see Figure 17)

Modify Fields X
Fields (29) == New Field
Move Name Scope Type Search Created By @ Actions
§ Note Global Text No Brian Kelley & b 4
§ Hot Global Yes/No No Brian Kelley & b 4 I
E Image Filename Global Text No System @ I
§ Text FileName Global Text No System & _T
§ Native FileName Global Text No System ()] _T
E Native FileName Ext Global Text Yes System & I
Figure 17
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CloudNine provides pictorial cues that provide useful information about a document. At the top of the
Indexed Information frame, a series of icons will appear. These icons will vary from document to
document and only appear when applicable. In this example, five appear: (see Figure 18)

l# Analytics % Settings f
¢ BRIE D
~
/C:.::ﬁt‘e[zc& \ @ =
e

epe model for 01_25_02.msg.txt

Figure 18

Hover your cursor over an icon and a description will appear. In the example above, the icons tell us

this:

Icon 1.

Icon 2.

Icon 4.

Ilcon 5.

This is a “parent” document — a person icon would signify a child document.
There “similar” documents in the collection.” Icon 3.

There “Conversation” documents in the collection.

There “near duplicate” documents in the collection.*

You can click here to view the document’s history (information on when the document

was viewed, annotated, downloaded, edited, printed, tagged, and so on).

*If you click the second, third or fourth icon (for similar documents and near duplicates), CloudNine
will execute a search for those documents and open the results in a new window so you won'’t lose
your current place in the database.
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2.2 — Native Tree View

Native Tree View is one of the alternative views offered by CloudNine. Native Tree View shows the
folder path for individual documents, allowing for easy drill down by custodian or file path. Some
functionality in this view is different than in Vertical Document List, but we will cover that later in the
User guide, under that specific category. The only difference in layout between the Native Tree View
and the Vertical Document List is that the folder path replaces the document list, as seen in Figure 19
below. Native Tree View can be accessed through the Tools Menu.

Native Tree View v

4. () Custodians - ALL
4 () Custogan 1
4 () Custokan 1 - email pst
4- () south-s_000
4 (3 souths
(£) A cocuments
(J) Deleted tems
(1) Discussion threads
() Orats
() Notes inbox
() Sent
() ‘sent mail
4. () Custossan 1 - foose files
| BARC000109875 par
Ecosystem2 jpg
& eDiscovery is Disrupting Lawyers 2
& OnDemand 0714 par

& OnDemand Discovery_Revised_07
4. () Custogan 2
4. () Custodsan 2 - email pst
4. () Personal Folders
4. (Inbox
4. (J)test_cata
& Compressed archive te
4- () Custooan 3
 Drawing1vsa

Ecosystem2 jpg

k
i OnDemand 0714 pat

Discovery is Disrupting Lawyers Abili

i OnDemand Discovery_Revised_07-30

search. ail records (current)

HTML

Challenge 1: eDiscovery is Disrupting Lawyers® Ability to Generate Billable Work
* eDiscovery is Crazy Expensive - even on small cases
o eDiscovery costs impact which cases move forward
o Fewer potential cases are moving forward
o Smaller cases can't justify the ediscovery costs
* Clients are foregoing litigation or settling due to unpredictability of costs
o Unpredictability creates fear in clients
o 100 GBs can cost as much as $25,000 just to collect and process for review
o Each GB can cost S8k - $15k for the review
Challenge 2: Becoming more challenging to compete with other lawyers
+ eDiscovery is complex -many moving parts, collection, processing, etc
o Data reduction techniques and cost reduction techniques
o Hard to estimate up-front costs to give clients a comfort level
« Example article of large law firm eaming $20mm in ediscovery
+_http:/‘www.abajo ws/article/winston_strawn_finds_e-discovery_a_lucrative_market_niche 400_lawvers_vied
* Education — keeping up with the laws and methods for dealing with volume of data
o Corporate clients are becoming more educated and expect lawyers to know the latest
o Ever changing technologies
* Some lawyers have internal teams and access to better technology
Solution 1: Leverage technology to manage costs
* Reduce and lower your clients’ ediscovery costs
o Firm assessment
o Utilize advanced cloud-based technology
o Take advantage of free tools and offerings
* Data profiling, early data assessment, ete
o Reduce data sizes quickly
* Help clients calculate and predict ediscovery costs early
o Remove fear of the unknown
o Understand the data early
Solution 2: Align with a team of experts and trusted advisors (in-house or vendor)
* Remove complexities & lower your risks
o Perform an ediscovery process assessment on your practice
o Leverage efficiencies and best practices processes
o Keen overhead and fixed costs low

)

~  Image Filename

340

Text FileName

eDiscovery is Disrupting Lawyers Ability to Generate Billable

Work docx txt

Native FileName

eDiscovery 1s Disrupting Lawyers Ability to Generate Billable

Work docx

Native

ame Ext
docx

Family Group ID
340

onginal Path

\Custodians - ALL\Custodian 1\Custodian 1 - loose files

File Size
16531

To

From

361 documents

Figure 19
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2.3 Table View

Table view is an entirely different way to view documents, than Vertical Document List or Native Tree
View, and as such, has its own specific uses that will make reviewing easier. The Functionality on this
view is the most different than Vertical Document list, and as with Native Tree View, we will cover that
later in the User guide, under that specific category. The difference between the layout of Vertical
Document List and Table View is fairly extreme. This view is ideal for use with two monitors, giving you
the ability to review the metadata on one monitor and the document on the other. When the Table View
is loaded, you will see a series of rows and columns that contain all the metadata for each document.
The metadata will be displayed in columns, and the documents in rows, as you can see in Figure 20.
Table View can be accessed through the Tools Menu.

REVEW
JM Test Data O Table View w | 14 Analytics Ir
3
@ I el

] 1 Re_ arkansas rip msg msg 1 \Custod:
[} 2 opal gas ¢ msg
& @ . e —— packos bt nga 2 o
s} 4 RE_ packers beal Bears msg b RE_ packers beal Bears.msg msp 4 \Cusioaians - AL
[lia] RE_ packers beat raiders msg b RE_ packers beat ralders msg msg 5 \Custodians - AL
[la] 6 packer year.msg bt packer yearmsg msg
fla] packers beat chargers msg bt packers beal chargers msg meg
[lza] packers beat the steelers msg b packers beat the steelers msg msg
[lza] Re_ FW_ Agenda - BC Gas Customer Meeting - November 20, 200( Re_ FW_ Agenda - BC Gas Customer Meeting - Novermber 20, 2000 msg | msg
s} 0 Re_ FW_ Agenda - BC Gas Cusiomer Meeting - November 20, 2000 Re_ FW_ Agenda - BC Gas CUsIomer Meeting - November 20, 2000 (1).msg |.msg
[l2a] g3 Chtsimas Party msg i Chisimas Pany msg msg 11 WCustodians - AL
[l:a] 2 Christmas Party (1).msg.txt Christmas Farty (1)msg msg 12 \Custodians - AL Custodian
[} 31 star selections. msg.bd all star setections.msg msg 13 \Custodians
[l 14 Re_ bamett msg et Re_bamett msg msg 14 \Custodians - ALL\Custodian 1\Custodian
[lza] RE_ barett et invoice msg bd RE_ barrett dec invoice msg msg 15 \Custodians - AL Custodian
(=] 16 Re_ Price Missing msg.txt Re_ Price Missing.msg msg 16 \Cuslogians
[lia} Re_ Please review new calions changes msg ba Re_ PIease 1eview New 0canons changes. msg msg 17 \Cusioaians - AL
[l2a] 18 Sent email meg xt Sent emai msg msg 18 \Custodians - ALLICustodian 1\Custodian
(e ] Re_ intemshig.msg.bd. Re_ intemship.msg msg n 1\Custodian
[l ] 0 Re_ intemship (1).msg b Re_ intemship (1).msg msg Custodian
Bl & FW_ Goose Open Season msg bt _ Goose Open Season msg msg
2|2 2 Offer Sheets s bt Ofter x5
1] K 2 Wik Goose Open SEason aoc 1 Wik Go05e Open Seasen 0o ot
|l 3
search: all records (cument) v 361 documents

Figure 20

Three Things to Know about Table View: (see Figure 18)

1) The button on the left hand side opens your document in another window.
2) All the columns are sortable by Metadata, either Ascending or Descending
3) You can change groups by clicking the next arrow on the top or bottom Group selection bar.
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Section 3:

Searching
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3.1 — How to Perform a Basic Search

To perform a search, click the Advanced Search button in the tool bar at the top of the screen: (see Figure 21)

L Analytics $ Settings

),

CloudNine DocID &
1

Image Filename &

Figure 21

The project search screen will open (the numbered points in Figure 22 correspond to the search steps

described below)

Advanced Search Ider @
Available Fields Operators Value @
Document Text (FullText) *  contains B .
@ Ana | or @ Include Families @ Add To Search
Full Text Search: © Add Group
@ ,,,,,,,,,,,,,
® =
|
Figure 22

Follow these steps to perform a search:

1. Select a field from the available fields drop down list. Select Document Text (Full Text) if you want to

search the full text of the documents.
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Advanced Search Builder

Available Fields Operators Value

2. Select an operator from the
operators drop down list. Values on

From v | equalto v

And or not equal to
the operator list will depend on the Zilianto;mmam
is empt
field that is selected. For example, Full Text Search: s notemnly
. ends with
here’s the operator list for the From SIEEETX

. . "Document Text (FullText)" contains "(McM)"
field: (see Figure 23)

Stemming Synonym Fuzzy - Fuzziness:

Figure 23

3. Enter the term on which you are searching in

the value box. Note that when you enter a
term, a list appears of terms in the database

that match the term you entered. The number in parentheses following a term on the list tells you the
number of occurrences of the term in the database. In this example, | started entering the name
“McMahon” in the From field: (See Figure 25)

Advanced Search Builder

Available Fields Operators Value

From v contains v Ann

—— | SCOLL Tanner <scotttanner@trueq... (2)
And Or Seagondollar Shannon <Shannon.S... (4) rct

Figure 25

At this point, | can simply select Scott Tanner from the list. The number in parenthesis next to the
auto-populated value is the number of Hits for that particular value.

4. The “and” and “or” buttons are used when doing a Boolean search (that is, combining multiple
search terms with an “And” or an “Or”. You won'’t click either button for the first term you enter in
a Boolean search. You'll move on to step 6. When you are building a search with multiple search
terms, after entering the second (or third, fourth, etc.) search term, click the And or Or button, and
continue with step 5.
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5. Click the Add to Search button to enter the term you just selected into the search command.

6. When doing a full text search, you can do a stemming search, a synonym search, and/or a fuzzy
search by selecting one or more of those options in the full text searching options box. Note that if
you select fuzzy search, select the degree of fuzziness you are interested in from the drop down
menu (the choices go from 1 to 10 with 1 being ‘least fuzzy’, 5 being ‘moderately fuzzy’ and 10
being ‘very fuzzy’).

Advanced Search Builder

Available Fields Operators Value

Responsive L is True v

And nclude Families © Add To Search

Search For: © Add Group

Search Group 1

Local Globa - Clear

Figure 26

7. As you go through steps 1 through 4, you will “commit” the terms you enter to a search in step 5 by
clicking the Add to Search button. As you include terms, they will appear in the Search For box in
this step. Before executing a search, review this box to ensure the search syntax is complete and
accurate. (See Figure 26)

8. When you've finished building the search you wish to execute, click the Search button. (See Figure
26)

After you execute a search, you'll be brought back to the Database Main Page with your data displayed
in the currently accessed view.
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3.2 — Navigating your Search Results

For the purpose of this section, we are going to assume that you are set on the default Vertical
Document List View.

The document list in the left frame will now include only the documents retrieved in your search. The
number of documents that were retrieved will appear in the bottom right hand corner of the screen.
(see Figure 27)

«a cloudnine”
REVEW
JM Test Data " & se
t v HTML D
From: Steven P South c 8
2 Sent: Friday, June 09, 2000 9:45 AM 1
DocID: 2 To: Matt Alexander <MAlexander@e e
470.com>
cc:
BCC: =
Subject: Re: arkansas trip Re_ arkansas trip msg txt
Attach: &
Re_arkansas trip msg
efore and will leave early a.m. on Sat. We
u
msg
)
pr ced In EML, PST and NSF 1
hitu//creative -
Custodians - ALLICustodian 1\Custodian 1 - emad pstisouth
s_000'south-siSent
=
16384
e
)
a
o
(s

Figure 27

The Current search parameters are also displayed on the bottom left of the screen. (see Figure 27)

If you’ve done a full text search, hits will be highlighted in the Text tab. In this example, | searched on

the term “petroleum” and it highlighted the term in the text: (see Figure 28)

JM Test Data
Vertical Doc List View v Text
: CREDIT WATCH LIST (For Internal Use Only)
Doc ID: 12001%)
a
2 Sheet1
Doc ID: 255(15) . Last Revised. 4

ating Call Credit for approva

Corporatie

ating Call Credit for approval (cont.) E-rating NO TRADES
4] Abraxas Petroleum? Corporatipd 11 Louisiana Municipal Natural Gas Purchasing and Dist. 11 Adonis Energy

Figure 28
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If you hover your cursor over the area at the bottom of the viewer screen, a hit navigation panel will
appear so you can quickly navigate from one hit to another by clicking the left and right arrows: (see

Figure 29)

1V NELITA LISy QST DL, . U VYIS WY IS, D 1E VT LSy, 1RSI Uy
12 KCS Energy Marketing Inc. 11 Yates Petroleum-'2%t Corporation 11 Weirton Steel Corporation

12 KCS Resources, Inc. 11 West Texas Gas, Inc.

12 Wheeling-Pittsburgh Corporation

12 Wheeling-Pittsburgh Steel Corporation

**Additions/Revisions to List 11 WTG Gas Marketing, Inc.

The following list represents those counterparties who are of particular concern to the RAC Credit Group. This list is
not all encompassing and should be utilized in support of the Credit Policy & Procedure manual previously
distributed in January 2000. For all deals which state "Call Credit for Approval®, the trader must call for approval
PRIOR to executing a trade. For transaction approvals please call the Credit Hotline at 3-1803.

Deals involving counterparties that have not traded with ENA within the past SIX MONTHS need to call credit for
approval PRIOR to executing the trade.

Sheetz + Hit 1 of 15 =+

Figure 29

After doing a search, when you return to the search screen, the Search Group 1 will be populated
with your last search: (see Figure 30)

Advanced 3o Advanced Search Builder
soarches Avallable Fields Operators Value

il | &7 Include Familes  © Add To Search
Persistent Highlights

Full Text Search: © Add Group
Filtering

Group
Fuazy -F
and
Search For: © Add Group
Search Group 1
=

Figure 30

Click the Clear button in the bottom right corner before starting a new search. (see Figure 30)
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3.3 — Recent and Saved Searches

You can easily get back to recent searches you’ve done: (see Figure 31)

Advanced Search Builder Recent Searches

Saved Searches

no name

fullitext: [Document Text (FullText)] contains "(petroleum)”
Persistent Highlights = L
Filtering no name

search: [CloudNine DoclD] less than "50"; [Responsive] is True

,,,,,,, = L

Figure 31

1. Click the Recent Searches button in the top left part of the search screen for a list.

2. Hover your cursor over the search of interest and an arrow will appear. Click it to re-execute the

A Advanced Search Builder
Saved Searches Available Fields Operators Value
Recent Searches.
And or Include Families © Add To Search
Persistent Highlights
Full Text Search: © Add Group
Filtering
search Group 1
Stemming [ Synonym [l Fuzzy - Fuzziness:
and
Search For: © Add Group
Search Group 1
No Search Criteria

Note that “recent searches” does not carry over from one login session to another. The list will only

include recent searches within your current session.

Figure 32

You can, however, save searches that you may want to use again. Once you have entered in at

least one search criteria the Save Search Options box will show:. (see Figure 33)
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ST ovanced searcn By

Saved Searches

Author Rind

Recent Searches

Persistent rgnights

Full Text Search:
Finering

Figure 33

Give the saved search a name and click Local to save it for your own private use, or Global to save it
for use by all users. Note, that the Saved Search function saves search commands, not search results.
Once you've saved a search, you can re-launch it at any time, or you can edit it and then re-launch it.

In the top left corner of the search box, click the saved searches button for a list of saved searches.
Hover your cursor over a search on the list and buttons will appear to re-launch the search, edit the
search, or delete the search.

You can also access and launch saved searches from the database main page. Click the Saved
Searches button at the top right of the screen for a list: (see Figure 34)

1 Analytics £ Settings

v Text ‘:D

From: Steven P South

Sent: Friday, June 09, 2000 9:45 AM

To: Matt Alexander <MAlexander@e-470.com>

2 CC: 1

BCC: mage ¥
Subject: Re: arkansas trip

3 Attach:

Text FileName

Re_ arkansas trip.msg.txt
4 We will be in Wisconsin the week before and will leave early a.m. on Sat. We

Figure 34
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CloudNine also provides a Quick Search function. When a field is created, there’s an option to make it
a quick search field. On the database main page, hover the cursor over a field. If it’'s a quick search

field, a search icon will appear: (see Figure 35)

JM Tost Data

Native FileName

Re_ arkansas trip.msg
Native FileName Ext
.msg

Family Group ID

1

Original Path

s_000\south-s\Sent
File Size

16354

\Custodians - ALL\Custodian 1\Custodian 1 - email pstisouth-

e &

e a

aa

e &

Figure 35

Click the search icon to search for the value in the field. In this example, CloudNine would search for
all documents with a Family Group ID equal to 1.
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Section 4:

Working with Documents

29|Page




4.1 - Annotating and Manipulating Images

When viewing images, use the image tools panel to annotate, manipulate, re-size, redact, or print

images. It permits these functions:

Pan
Zoom
Best Fit
Fit Width
Full Size
Rotate
Print

Save

Delete

Note
Highlight
Free Hand
Confidential
Privileged
Black Redact
White Redact

The image tools panel is found in the top right corner of the viewer frame. Click the Image Tools
button to expand the list, and select a feature: (see Figure 36)

Image

Attorney

\Stamng

Image Tools ~

Litigation
Readiness/
Pre-Trial
Consulting

Litigation
Support
Ecosystem®

Computer
\Forens»cs

—

National
Production

Network

Figure 36

After selecting an annotation tool, drag your cursor back over the image and click in the appropriate
area to execute the feature (for example, if you are redacting, click and drag a box around the area to

redact).
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4.2 — Creating Fields

Before a document can be tagged for a field, the tag field must first be created. You can create a field
by accessing the “Modify Fields” in the Tools Menu located at the top right-hand portion of your screen.
Then, click the New Field icon to add a new field.

Modify Fields X
Fields (29) =+
Move Name Scope Type Search Created By &9 Actions

= CloudNine DoclD Global Number No System 1))

§ Image Filename Global Text No System & J‘

= Text FileName Global Text No System & j‘

§ Mative FileName Global Text No System & J‘

= Native FileName Ext Global Text Yes System &® T

E Family Group ID Global Number Yes System (C ) I

E Original Path Global Text Yes System & J‘

Figure 37

The New Field Option will open up a menu, where you can:

Assign a Name to the Field

Change the Field Scope to Global or Local
Change the Field type

Make the Field Quick-searchable

The Field Scope field determines who can and who cannot view your tag fields. Just like saved
searches, global fields can be seen by everyone while Local fields can be seen only by you. You must
have Create Global Fields rights set up by your administrator to be able to create global fields.

There are a variety of field types available for use in CloudNine, but the most commonly used, is
the yes/no field. This is selected by default, and is used in all our examples throughout this Section.

Quick-Searchable fields will have the ability to launch a quick search directly from the document pane,

by selecting the Magnifying glass next to the tag field. To see the magnifying glass, hover over the tag
in question and click the magnifying glass to run the search: (See Figure 38 on Next Page)
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Last Printed Date

Last Saved Date oé
Created Date o a8
1/30/2019 5:16:05 PM
Modified Date o a
1/30/2019 5:16:05 PM
Author ada

@ TestExport v

Quick Search
DocsToTiff o

Y

361 documents

Figure 38

When the search is completed, a popup Quick Search window will appear in the center of the screen.
You can navigate, tag and view documents related to that quick search inside this window without
losing your place in the original search. (See Figure 39)

Quick Search

TestExport is not checked (361 documents)

L Found Documents

Doc ID: 1

Text

From: Steven P South

Sent: Friday, June 09, 2000 9:45 AM

To: Matt Alexander <MAlexander@e-470.com>
CcC:

BCC:

Subject: Re: arkansas trip

Attach:

We will be in Wisconsin the week before and will leave early a.m. on Sat. We
should get to ark 7-8:00 sat evening.

Where are we this year?

kR AR

EDRM Enron Email Data Set has been produced in EML, PST and NSF
format by ZL Technologies, Inc. This Data Set is licensed under a Creative
Commons Attribution 3.0 United States License
<http://creativecommons.org/licenses/by/3.0/us/> . To provide attribution,
please cite to "ZL Technologies, Inc. (http://www.zlti.com)."

ok ek kk ko

'9 Re_ arkansas fr...txt

CloudNine DoclD
1

Image Filename

Text FileName
Re_ arkansas trip.msg_txt
Native FileName
Re_ arkansas trip.msg
Native FileName Ext
_msg
Family Group ID
1
Original Path

‘Custodians - ALL\Custodian 1\Custodian 1 -
email pst'south-s_000\south-s\Sent

File Size

16384
To

Matt Alexander <MAlexander@e-470.com=>
From

Stavan P Qaith

Figure 39
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4.3 - Tagging Documents

A database may contain tag fields, for example, a “Privileged” tag field and a “Responsive” tag field.
Tagging documents works the same way in every view available. To tag a document, click on the field.
You can also click on the drop down arrow for tag options: (see Figure 40)

1/30/2019 5:16:05 PM
Modified Date e a

1/30/2019 5:16:05 PM

361 documents

Figure 40

To tag the document you are viewing, select tag this document or simply click the tag itself. The document
is tagged when the text turns orange, and the “Not” sign turns to a check mark. (See Figure 41)

Modified Date Qa8

1/30/2019 5:16:05 PM

Author Q8
. . @
Privileged - Attorney Client h

Jocs ToTiff A

_ @
TestExport h

361 documents

Figure 41

To tag all the documents on the current list, select tag this search. (See Figure 40) This option will open
up the Group Tag Menu that we will cover in Section 4.4 — Group Tagging Documents.
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4.4 — Group Tagging Documents

Group Tagging allows users to tag an entire search worth of documents for a Tag field without having
to tag them one by one. For example, this can be extremely helpful when trying to tag a certain set of
documents for Responsive or Non-Responsive, or even help with sorting emails based on their “to” or
“from” fields. You can access the Group Tag Documents option from the Tools menu at the top right
of your screen.

There are three kinds of Group Tagging Available in CloudNine, which are shown in Figure 42.

Fields
Moadify Fields
Downloads/Exports
Quick download

Bulk export

Group tag documents
Group tag folder
Group tag branch

Reports

@  Audit log event report

i= Metadata index report
Views
Table view

Vertical doc list view

Figure 42

Group Tag Documents can be used in all three views, while Group Tag Folder and Group Tag Branch
can be used in Native Tree View only.
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4.4(a) — Group Tag Documents

When you select the Group Tag Documents option from the tools menu, a form will pop up in the
middle of the screen: (See Figure 43)

Group Tag Documents x

This action is permanent @

Select Field Settings

. @ True v

Figure 43

The steps below correspond to the numbers in Figure 43.

Step 1.

Step 2.

Step 3.

Step 4.

The first thing displayed is the warning that this action is permanent and cannot be
undone. So, you should make absolutely sure you have selected the desired
document set to be tagged.

A list of available fields is present to tag against. Only fields that you can see will be
displayed to tag from. Choose the radio button next to the field you wish to tag and set
the desired result to True or False. Currently only Yes/No Fields can be group tagged.
Choose whether to include family groups or not. Family groups are a list of documents
that are directly linked to one another through parent-child relationships.

Verify the number of documents to be tagged. The original number will reflect the
number of documents in the search, if you added family members, this will increase.

If the Tag is correct, then click “Apply Tag” to apply it to the documents.

The documents in your search have been successfully tagged for the selected field. If you wish to undo
your action simply follow the same steps, except change True to False. Note, this will remove the tag
from ALL Documents in the search, meaning any documents you had tagged before the Group Tag will
now be untagged.
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4.4(b) - Group Tag Folders and Branches

Group Tagging Folders and Branches works a bit differently than Group Tagging documents, especially
in that it only works in Native Tree View. Group Tag Folder and Group Tag Branch both require the

native path to be documented in the metadata.

**If there is no native path to the documents, or they were provided to you from the other side without a
folder path in the load file, this view will be less than ideal.

4. () Custodians - ALL
4. () Custodian 1

4. [ Custodian 1 - email pst
4. [ ) south-s_000
ol ™ | south-s

~

4.. ) Alidocuments

| _Imagine the Future_ with Ming's Eye Madness.msg

i _Laser-Focused Business_ with Mind's Eye Madness. msg

i _The Power of Perspicuity_ with Mind_s Eye Madness.msg
I 1-URGENT - Outiook Emall Notification (new).msg

| 2- SURVEY_INFORMATION EMAIL msg

[ 3-URGENT - PLEASE PROCESS NOW.msg

i 3-URGENT - TO PREVENT LOSS OF INFORMATION.msg
i 4-URGENT - OWA Please print this now..msg

Bl Admin Asst's Day.msg

i AGA storage for week ending 4_13.msg

I AGA Storage for week ending 4_20.msg

B Al documents email. msg

i Al Shippers Notification_ 01-235 - NORTHWEST PIPELINE'S
& Al Shippers Notification_ 01-236 - Soliciting electronic bids f.m
& Al Shippers Notification_ 01-237 - SOLICITING ELECTRONIC
I all star selections.msg

& APB_True Quote Happy Hour Invitation msg

& Asset Marketing. msg

i Bid Solicitation.msg

I Christmas Party (1).msg

Figure 44

Selecting the Group Tag Folder option from the
menu will open up the same menu as the Group Tag
Documents option, but the functionality of the Tag
will be different. Instead of applying it to the entire
search, the tag will only be added to the documents
inside of the currently selected folder. (See Figure
44)

Selecting Group Tag Branch, will again open the
same menu as Group Tag Documents, but instead
of applying the tag to the search, it will apply the tag
to every document within the currently selected
folder and all the additional folders contained within
the currently selected folder.
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Section 5:

Administrative Functions
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5.1 - Downloading Documents

To download a document to your computer, select quick download from the tools menu: (See Figure
45)

@ cloud:
REVIEW Fields.

JM Test Data Modify Fields

Downloads/Exports

Vertical Doc List View | v Toxt
B s o B Quickdownload
From: Steven P South
Sent: Friday, June 09, 2000 9:45 AM B Bukexport

To: Matt Alexander <MAlexander@e-470.com>
CC:

2
Doc D2 BCC b
Subject: Re: arkansas tri
A“alc" P @  Group tag documents
Doc ID: 3
Reports
— 4 | We will be in Wisconsin the week before and will |
should get to ark 7-8:00 sat evening. B Audilog event report
Doc ID: 5 ° Where are we this year? & Metadata index report
o o
Doc ID: 6 EDRM Enron Email Data Set has been produced
Technologies, Inc. This Data Set is licensed unde =N RTeSran
United States License <http://creativecommons.o
Doc 027 attribution, please cite to "ZL Technologies, Inc. (HE=- IR RS-
8
Doc ID: 8
9
Doc D: 9
Doc ID: 10

1 o5

‘search all records (current)

Figure 45

If you are currently viewing an image of the document when selecting download, an options box will
appear that lets you choose to download the document with annotations and/or redactions. It also lets
you choose to download the current page, the entire document, or a range of pages. After making
selections, click the “start download” button and the document will download to your computer.
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5.2 - Generating Reports

You can generate and download a report of the data that’s been recorded for the documents. Do a
search so the document list includes only those documents to be included in the report. Select
metadata index report from the Tools menu: (See Figure 46)

«a.cloud }
REVEW Fields

JM Test Data Modify Fields

Downloads/Exports
Doc List View v Text

Quick d oad
From: Steven P South = s
Sent: Friday, June 09, 2000 9:45 AM
To: Matt Alexander <MAlexander@e-470.com>
> cc
Doc 1D 2 BCC: i

B Bukexport

Subject: Re: arkansas trip
e Attach ®  Group tag documents
oc 1D
Reports

DociD:4 * 1 We will be in Wisconsin the week before and will |

should get to ark 7-8:00 sat evening. 8  Audilog event report
DociD 5 Where are we this year? B  Metadata index report
Doc D6

7 o

Doci0:7 attribution, please cite to “ZL Teggffologies, Inc. (= IR MY
Doc 1D 8
DoclD 9
Doc ID: 10

‘search ai records (current)

Figure 46

In the Metadata Index Report box, enter a name for the report, select the fields to be included in the
report, select the field on which you want the report to sort, and choose whether you want to view it in
the browser, or download it as a .csv or .dat file.: (See Figure 47)
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Index Report

Report Title:

O

CloudNir

Test Data Index Report

clD

Image Filename

Field Selection

Native F

M Familv Gro

Sort Options:
CloudNine DoclD

View Options View in Browser

Text FileName

ame

e FileName Ext

nin

51307

Figure 47

Click the View Log at the bottom of the screen to see the report.

Dachumbsr

ImagsFileams

JM Test Data Index Report
Project: JM Test Data
Record Count: 361
Created By: Jonathan Medina
Created On: 62312019 10:05:27 PM

TextFileName

Re_ arkansas kip msg txt

opal gas day 10 msg bt

packars beat vikings.msg txt

RE_ packers beat Bears msg txt

RE_packers beat raiders.msg b

packer year mag.bd

packers beat chargers msg

packars beat the steelers msg.txt
Re_FW_Agenda - BC Gas Customer Meating - November 20, 2000 msg txt
Re_FW_Agenda - BC Gas Customer Mesting - November 20, 2000 (1) msg bt
Christmas Party msg ta

Christmas Party (1) msg tit

i star selections msg txt

Re_ barrat msg bt

RE_ barret! dec involce msg bt

Re_ Price Missing msg ot

Re_ Plaase review new locafians changes. msg bt
Sent amai msg b

Re_ intemship msg txt

Re_ intemship (1).msg tst

FW_ Wikd Goose Open Seasan msg fxt

Offer Shests s bt

Wild Gaose Open Season doc bt

BLS Summary doc bxt

Storage Senvices Agrsement doc.txt

internship msg txt

NativeFilshame

Re_ arkansas lrip msg

opal gas day 10 msg

packers beat vlkings msg

RE_ packers beat Bears msg

RE_packers beat raiders msg

packer year msg

packers beat chargers msg

packers beat the steclers msg
Re_FW_Aganda - BC Gas Customer Mealing - November 20, 2000 msg
Re_FW_Agenda - BC Gas Customer Meeling - November 20, 2000 (1} msg
Chiistmas Party msg

Chaistmas Party (1) msg

all star salsctions msg

Re_ barrsit msg

RE_ barrelt dec invoice msg

Re_Price Missing msg

Re_ Plaase review new locations changes msg
Sent smail msg

Re_ intemship.msg

Re_Intemship (1) msg

FW_ Wild Goase Open Season msg

Offer Shasts xls

Wil Goose Open Season doc

BLS Summary doc

Storage Services Agreement doc

intermship msg

download CSV file: ] download DAT file. &

FisExt

Figure 48

If you are viewing the report in the browser, click download CSV file or download DAT file in the top
right corner to download the report to your computer.(See Figure 48)

40|Page




5.3 Export Request Form

There are two ways to produce data out of CloudNine. First, the Production Request Form, can be
found on the Training & Support Menu, and will send the required information directly to Client
Services, who will begin the production process for you. The second method, the Bulk Export Utility,
will be covered in length in Section 5.4.

We recommend using the Production Request Form if:
e You wish to have special processing on the export.
e The export is large (over 4 GB in size).
e You wish to produce this data set to the other side with agreed-upon specifications
¢ You have a reseller who handles your exports for you.
e You are unsure about any step in the Bulk Export Utility.

To access the Production Request Form, go to the Support tab in the Database main screen
Navigation Bar and click Export Request Form: (see Figure 49)

Pxd ClouRthE‘v’v Training & Support

JM Test Data
Vertical Doc List View
D K
nder <MAlexander@e-470.com>
DocID: 2
3 Attach:
DOCIDES e e e SRS
Doc 1D 4 We will be in Wisconsin the week before and will leave early a.m. on Sat. We
should aet to ark 7-8:00 sat evenina

Figure 49
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Once you click the Production Request Form, a pop-up form will appear: (See Figure 50)

Production Request Form

Production Information:

Database Name:
JM Test Data

The following questions are used to assist in the preparation of productions from CloudNine™.
Please provide as much detail as possible in order to facilitate a timely and accurate production.

Typical turnaround time for a production reguest is 48 hours. Turnaround time depends on the size and complexity of the
production request. After the production request has been submitted, you will be notified whether or not your deadline can be met.
Production requests submitted after 6PM Central Time will be processed the next business day.

Date Needed:

Contact Information:

Contact Name:

Jonathan Medina

Company/Firm:

Phone Number:
1M11-111-1111

Email Address:

Jmedina@ediscovery.co

Search Information:

Global tag field to search:

Global saved search:
v OR

Please provide the name of the Global Tag field or Global Saved Search used for the production. Do not change the value
of the Global Tag field or Global Saved Search for any documents until production is complete.

Figure 50
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5.4 Bulk Export Utility

If you would rather handle your own export and production of documents, the Bulk Export tool will allow
you to export documents and document data in several forms. Through Bulk Export you can export:

¢ Native documents

e Document text

e Metadata

¢ Images in Tiff or PDF Form

e Load Files for Production

The Bulk Export tool is not a correct fit for every export and has its own set of limitations.

To get to the Bulk Export Utility, click on the tool bar on the upper right hand of the screen: (see Figure
51)

Fields
Modify Fields
Downloads/Exports

B  Quick download

B> Bulk export

Tags

@  Group tag documents
Reports

B  Auditlog event report

2 Metadata index report
Views

%" Native tree view

BB  Table view

Figure 51
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This will open up a pop-up form that gives you the options for creating your export. (See Figure 52)

—_ A e
Bulk Export Options X
Export image yes ®no
Export native yes ® no
Export text yes ®@no
Export HTML yes ® no
Export metadata yes ®no
Rename exported files to docNumber yes ® no
Compress results yes ®no
Add Beg/End Attach ves ®no
Bulk exports are billed per GB at a rate equal to the monthly per GB hosting fee, unless otherwise
agreed to in the Subscription Order Agreement, and include 30 days of hosting. Stored exports can
be downloaded and deleted from the My Account, Bulk Exports tab. To avoid hosting fees, stored
exports must be deleted prior to 30 days following the export date. Export fees do not include any
processing or data conversion. Processing and data conversion is billed separately.
| |

Figure 52

As you can see, you have a wide variety of export options available using the utility. The bullets below
correspond to the different options you are given.
e Export Image — Exports the TIFF or PDF image of the document. Covered fully in Section

5.4(a)

Export Native- Exports the native file version of your document, if the native is available.
o Export Text- Exports any extracted or OCR text, if available.
o Export Metadata- Exports a CSV or DAT file for metadata in your search. Covered fully in

5.4(b)

o Export — This document or all documents in current search.
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5.4(a) Exporting Images

When you select to export images from CloudNine, a drop down menu will appear giving you a set of

increased options. (See Figure 53)

Bulk Export Options

Export image
export fees apply.

Export with annotations

Export with redactions

Create LFP file

Export as

Image options
per page charges apply for conversion to multi-page images.

® ves

yes

yes

yes

® tiff

no

no

no

no

pdf

® single page
multi-page

Figure 53

To burn in annotations and redactions, simply select the yes radio buttons listed next to each option on
the menu. Currently, the only way to include burned in redactions or annotations is to do an export,
then reload the burned in images into CloudNine. If this is something that you need to do, please
contact our Client Services department at (713)462-6464, and they will assign it a project number.

The next option, allows you to create a LFP file for your production. LFP files are compatible with IPRO

and can be used to produce load ready data to the other side.

You can also choose which file type you would prefer your images exported as, tiff or pdf, as well as
whether you want them to be Single or Multi-page documents. Note that there is an additional charge

for conversion to Multi-page documents.

e Single Page Image option — Exports every page of a Document as an Individual Tiff Image. (1

document with 10 pages will have 10 separate tiff images)

e Multi-Page Image option — Loads every page of a Document into a single Tiff or PDF file. (1

document with 10 pages will have 1 tiff image file, with 10 pages inside it)
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5.4(b) Exporting Metadata

Exporting metadata is another feature to our Bulk Export utility. In order to export metadata, simply
click the yes radio button next to Export Metadata and a menu will drop down. (See Figure 55)

Export metadata ® yas no
Export as csv '* dat
Fields to export OnDemand DoclD

ImageFileName

TextFileMame

MativeFileName

Beg Bates b

export fees apply.

Figure 55

You can choose to export your metadata as a csv file or dat file. DAT files are primarily used by
Concordance and other select Data Review software, so if your opposition will load into Concordance,
you may need to export this option.

You can choose to export all fields, which is the default setting, or manually select the fields to export.
As you see in Figure 52, we chose to export the CloudNine DoclD, ImageFileName and Beg Bates
field, but not the TextFileName or NativeFileName. There is also a scroll bar on the right of the fields to
export box to allow you to view the full list of fields accessible in CloudNine.
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5.4(c) Submitting Your Export

After you have chosen all the required selections, and your bulk export is ready to begin, selectthe
“Start Export Button” at the bottom of the form.

The form will disappear and a pop-up will replace it, giving you the total number of pages that will
export, and asking to confirm. (See Figure 56)

Bulk Export Options X

Your are about to export the following:

15 text files
15 natives

Do you wish to continue?

Figure 56

*Note* The document count and page count are rarely the same. What seems like a very small export
due to the document count can become huge. Keep this in mind when scheduling your exports. The
larger the export, the longer it will take, and the greater chance that it will exceed Export Limitations.
The Bulk Export utility currently has a 4 Gigabyte limitation, for any exports over 4 gigabytes, please
use the Production Request Form.

Select continue to begin your export. When begun, another pop-up message will display, telling you
that it has begun and that you will receive an email when your export has completed. (See Figure 57)

Bulk Export Options X

Your bulk export has started.
You will receive an email at J il @ediscovery.co
when your export has completed.

You may close this window. Your bulk export will continue.

| co R

Figure 57
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5.4(d) Managing your Exports

After you receive your notification email that your bulk export is ready, you need to be able to go
download it. You can do so within the project by selecting Bulk Export within the Activity menu. (See

Figure 58)

«acloudnine”
REVIEW

CloudNine Master Demo 2019

Vertical Doc List View v HTML

1
Doc ID: 2739(1) From: Bates Kimberly <Kimberly.Bates@ENRON.com>

2 Sent: Friday, May 18, 2001 5:06 PM
Doc ID: 4730 To: Pereira Susan W. <Susan.W.Pereira@ENRON.com>; Ring

<Andrea.Ring@ENRON.com>

3 cc: Shively Hunter S. <Hunter.S.Shively@ENRON.com>; Min
Doc ID: 9636(1) . <Patrice.L.Mims@ENRON.com>

= BCC:

4 Subject: FW: Broadcast Message - Trading Floor Stentofons (Rem
Doc ID: 96631 A

2 Attach:

5
Doc ID: 9806(") .

-

Figure 58

Clicking this button will pull up the list of Bulk Exports shown below in Figure 59:

Bulk Exports X

{1 | Project Bulk Export Date Size (MB),

i XPORTE534! CloudNine_Master_Demo_2017 6/25/2019 4:22:38 PM 09878 |

Figure 59
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This menu will give you all the information that you require about your export including the time stamp
and size in MB. The First Symbol lets you download your bulk export, the second, lets you delete it. A
hosting fee is charged for each bulk export hosted on the server per your contracted agreement.

Thank you for reading the CloudNine
User Guide!

If you have any other questions, or something in this guide is unclear to you,
please do not hesitate to email us at:

support@CloudNine.com

or

Call during business hours @ 713-462-6464.

Business hours are 9am to 5pm (CST) Monday through Friday for Telephone Support and

8am to 10pm (CST for email support). Any requests made after hours will be answered at the
earliest convience.
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