CASEMAP

Sending a Fact to CaseMap
from DocManager

1. From the Documents spreadsheet in CaseMap, click the Review Linked Files button on the Home tab to

open DocManager.
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2. You have two options for sending a fact from a document to CaseMap. If you wish to capture an excerpt
exactly as it appears in the document, select the Annotate Text button from the Home tab. If, however,
you wish to summarize the contents of a portion of the document, select Annotate Area instead.

HOME VIEW

g B [EI] [ Annotate Area

Open Select  NARRGESEE |y Select Markups
Native Text Text

Open Select Markup Tools

3. If you are capturing an excerpt from the document to include in your fact chronology, drag your mouse
pointer to draw a box around the relevant lines of text. Alternatively, if you are summarizing the contents
of a portion of the document, drag your mouse to form a box next to the relevant paragraphs or portion
of the document. In either instance, as soon as you release your mouse, the New Annotation dialog box
will open. You can add a note in the Note box (this is optional). Next, click the Create New Fact... button.
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Dear Mr. Lang:

[ have been employ . b Manager and as Vice President of
Sales. Since I joinet : m 5332M in 2003 to $550M in 2004,
directly as a result ¢ ent controls over the sales force that
did not exist prior t ales function. As a reminder, you rated
me an “Outstanding h May of this year.

uu—u Sales so far in 2005 understandable due to increased

i | competition and ney | Creste NewFact... oK Cancel medical technology market.

3 I |;J I’ve become increasmgry ursturoed ar oeImg e uurorme wop” on critical management

information. I find it difficult to effectively manage the Sales team when I'm in the dark regarding
the direction of ABI. Talso find it unsettling that some of my duties have been taken away and given
to younger, less experienced managers.
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4. The Send to CaseMap - New Fact dialog box will open, displaying fields from the Fact spreadsheet. Enter
information in the fields provided, and click OK. Remember to use Short Names when referring to any

persons or organizations. Click the Issue Linker to link the fact to relevant issues. If you wish to add fields
to this dialog box, click Favorite Fields.
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|Tue 09/19/2017

HawkinsP writes to LangW to express his concern
aver being left out of key decision5.|

Internal Memo: Salary Projections [Pg 1

Undisputed

Wrongful Termination, Age Discrimination

Ok Cancel

5. Notice that the new fact now appears in the Facts spreadsheet and is sorted according to the date.

g Tue 09192017 Philip Hawkins writes to Wilam Lang to express his concern over  Infernal Memo: Salary
' being lft out of key decisions,

Wrongful Termingtion, Age
Projections [Pg 1 an.id=" Discrimination
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