isionary

LEGAL TECHNOLOGIES

Visionary Scan

Create the Scan Project

1.

2.

&=
Case Folder

Click Case Folder.
a. Select destination for exhibit group and click OK.

Select Case Folder [z

| =2z [MWizsionanworkarea j

Cancel

I:l Images
[CJPDF Mew Folder
([ Svnced Transcripts2

(L Tranzcripts

([ video

Go to File, Create Deposition Scan Project.
§EM Image Scan OCR Tools  Wiew

Cpen Case Folder

Create Deposition Scan Project
Deposition Scan Project Properties

Impart 4

Print Docurnent Break Sheets
Prinkter Setup

E:xit
a. Enter First name, Last name and Date and click Create.

Create Deposition Project

General ]

First "

Last ]

Diate: I

Create | Cancel




Import Files

1. Go to File, Import, then make the appropriate selection:

e Image Files for a single file or page which is either a .tif or .jpeg file.
¢ Image Folder for a folder that contains one or more images files.
e Multipage Images for a .tif file that has multiple pages.
e Image CD to to import specific generated scan cd’s.
e PDF Files for a .pdf file
§l=8 Image Scan OCR Tools Wiew Help
Open Case Folder @ @
Create Deposition Scan Project LeCE i
Deposition Scan Projeck Properties
— N — Y
] Imange Falder
Print Document Brealk Sheets i
Brirker Setu Multipage Images
a Irnage 0
Exit PDF Files

2. Search for and select the file and Click Open.

Location of Images

| = q MM azi?WRAID0ysdatashare]

S
v data Cancel
EFPLAIN
3 PDF
& FMA Docs produced by PCE
| Move Files

D

My Recent
Documents

=
[
[Desktop

My Documents
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by Computer

G

by Metwark,
Places

Select Multipage Tiff Files to Import

Loak ir: | ) D amended

-l o B~
Heowezntt Hepw 142k B 231 4 e 270t ey 357 4
He- P 085 tif P 143 4 B 7364 WP 283t Py 412 4
Py 075t WP 167 4 Py 237 L P 304,k Py 441 b
P 077 4 e 176t B 2384 WP 3084 Py 450 4
P 101,k P 192 b P 241 b P 3184 P 4964
ey 104t P 194 b B 245t e 320t
He-pr 109.tif B 195 b He- P 753 4 WP 325t
Py 110,k P 196, B P 254.LF P 330,k
P 1204 e 199 tF B 256, P 3314
P 130,45 P2 200, P 2704 P 338.4F
Py 135k P 214 b Py 273,k Py 379,k
WP 140.4f B 215 tF M 274 4 He P 380.4F
P 141,k WP 227 b P 278,k NP 383,40
< | *
File: niarme: | ﬂ Open |
Files of type: |Image Files [* tf * jpa] | Cancel

[ Open as read-only




Viewing Exhibits
1. Select the Thumbnails tab at the bottom of the screen to see thumbnails of the images.

Image | Thumbnails | OCR | OCR/IMAGE |

2. Click Image, View Thumb Count to change the number of thumbnails you view per
screen, this can be set to as low as two or as much as twelve images at once.

Su:an QOCR Toaols  Wiew

Fit To Width Chrl+n
Fit T Height Ckrl4+H
Rokate L4
Wigww Thumb Count »
| Invert 4

Splitting Exhibits
1. If a single exhibit needs to be separated into two separate exhibits, pull up the exhibit.

2. Select the page that should be the first page of the next exhibit
a. Right-click and select split document.

Split Docurment
Rakake & Save
Inverk

Celete Files

Or
b. click the split document button.

i

Numbering Exhibits
1. Select the first exhibit folder.
2. Type in the Depo Exhibit number, Trail Exhibit number, and Description of the exhibit.
Depo Exhibit: Tnal Exhibit;
| 1 | T

Dezcrption:

Page I0:
| 1l

3. If the exhibits are in consecutive numerical order, click the down arrow next to the Depo
Exhibit field or Trial Exhibit field to automatically number the rest of the exhibit folders
or you can manually number them separately if they are not in consecutive numerical
order.

4. To number individual pages within a Document select the first page of the exhibit and
filling in the information. Clicking the down arrow here will number all the pages in the
selected exhibit folder.

Note: When numbering the pages of an Exhibit there is the additional field Page ID to
designate a unique Page ID for separate pages within that exhibit folder.



Rotating an Image
1. Select image.

2. Click Rotate Button.
I-|.
=itk
Or

1. Right click the image.
2. Select Rotate & Save, this will rotate the image 90 degrees clockwise.

Invert

Delete Files
Or

1. Select the image then click Image

2. Select Rotate and options to rotate the image 90, 180, or 270 degrees clockwise will be

iven.
Scan OCR Tools  Wiew Help

Fit: To Wwidth Chrw @

Fit To Height Ckrl4+H Insert =
Raotate 90 Degrees

Wiew Thumb Count » 1580 Degrees
Inverk 4 270 Degrees

An entire document can be rotated, by right-clicking on the directory and choosing Rotate
and Save.

Inverting the Color of an Imaqge
1. Right clicking the image and selecting Invert will invert the colors of the document or
image (ie. A document with a white background and black lettering will be changed to a
black background with white lettering).

Split Dacurnent
Rotate & Save

|

Delete Files

o



Or

1. Choose image from the main toolbar and select Invert/Page or Document.

iEREN Scan OCR Tools  Wiew
Fit To wWidth Chrl+
Fit To Height Ckrl+H
Rotate 4
Yiew Thumb Count »
| Irveert 4

An entire document can be inverted, by Right clicking on the document and choosing
Invert.

OCR (Optical Character Recognition)

. Clicking the OCR Doc button will create a text document of the selected

Document.
B4
R Doc
. Clicking the OCR All button will create a text document for all Documents.
T
OCR Al

. Clicking the OCR/Image tab will display the OCR text document and the
original image on a split screen. UCR/AMAGE

Acme Box, Incorporated
Employee Handbook [Revized 10/2/1998)
*OUR EMPLOYMENT

Acrme W, Incarponated

Introduction This handbook is provided to answer common
questions posed by employees. Itis a summary of Acme's
perzonnel policies, benefits, and work l'ules and haw they
will affect you. Please read it carefully and learn its
contentz. [f you have any questions about our policies and
procedures that are not answered in this handbook, please
feel free to azk wour supervizor. Pleaze understand that the
policies and practices zet out in thiz handbook. are not a
conbract and are not intended to imply a contractual
relationzhip.

This handbook replaces all earlier Acme handbooks, and
supersedes all memoranda and oral descriptions of the
termz and conditions of employment. To avoid confusion,
please dizcard any old handbooks pou may have.

Equal Opportunity Employment In keeping with our
commitment bo the communities in which we do buziness,
Acme is an equal opportunity emplover. This means that
employment decizions are bazed on merit and buzsiness
needs, and not on race, color, citizenship status, nationality,
ancestry, sex, sexual orientation, age, religion, creed,
physical or mental disability, physical handicap, medical
condition, marital statuz, or weteran status. Acme makes
reazonable accommodation for handicapped and dizabled
employees,

Ab-"Will Employment ou are free to terminate vour
employment with Acme at any time, with o without &
reazon, and Acme has the right to terminate your
employment at any time, with ar withaut a reason. Although
Acme may choose to terminate an emploves for cause,
cauze iz not reguired. Thiz iz called at-will emplopment.

Mo one other than the Board of Directors of Acme can v
0B 2. File Size: 51 KB

Image | Thumbnallz | OCR  OCRAMAGE



Finalize Data

1. When you are done with the project, click the Finalize Data button to create the .VIG
file.

13

Finalize Data

2. You have the option to include pdf files of the documents in the final output.
Create Yisionary Image Group (¥1G) File

FPage ID Source

] " Customn [0 Farmat ||:||:||:||:|1 [&lpha prefises permitted)

" Page ID Field [requires that Fage D field iz coded for ALL documents]

lv Build PDF Files

Ok Cancel




