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FIRM CENTRAL

WORKING WITH DOCUMENTS GUIDE

Firm Central™ gives you and other team members easy access to documents.
Document tools, such as notes and highlighting, help you be more productive
by keeping your analysis and information together. KeyCite® flags and links to
WestlawNext® allow you to work more efficiently by showing you the status of
cited references directly in your documents.
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FIRM CENTRAL Supported Document Types

SUPPORTED DOCUMENT TYPES AND FILE SIZES
Individual files may not be larger than 75SMB.

You can upload the following file types and they will be full text searchable and available in the Document
Viewer up to 40 MB. The Document Viewer displays KeyCite flags and links to WestlawNext from authority
cited within your documents. It also enables you to add notes and highlights to documents.

Note: These file types are available only in the original file format if they are from 40MB to 75MB in size.
They will not appear in the Document Viewer. Search is also limited to searching the document title,
name of user who uploaded the document and date of upload.

* Microsoft Word (.doc, .docx., .docm, .dot)

* WordPerfect (wp and wpd)

o Text (.txt)

* Rich Text Format (.rtf)

* Microsoft Outlook Message (.msg and .eml)
* Web (.htm and .html)

* Portable Document Format (.pdf)
Note: View scanned documents that have been saved as PDF files by clicking Open Original in the
document viewer.

You can upload the following file types to Firm Central but you cannot view them with the Document
Viewer. When you view these files from within Firm Central, they open in their native applications, e.g.,
Microsoft Excel. Search is limited to file title, name of user who uploaded the file and the file upload
date. The full-text of the file is not searchable.

* Microsoft Excel (.xls and .xlsx)
* Microsoft PowerPoint (.ppt and .pptx)
» Graphics files:
- .tif and .tiff
- .bmp
- .jpe and .jpg and .jpeg
- .gif
- .png
- jfx
* Apple (.key, .numbers, .pages)
* Windows Media (wma, .wmv)
* Audio Visual Interleave (.avi)
* Audio for Windows (.wav)
* QuickTime Movie (.MQV)
* Moving Pictures Experts Group (.MPG, .MP2, .MP3)
* MP4 (MP4, M4A)
* Condensed (.ZIP)
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THE DOCUMENTS TAB

The Documents tab is a repository of all of the

-l FirmCentral User ~

documents for all of the matters. It does not
HOME MATTERS CONTACTS DOCUMENTS o . Q . .
include the matter details.

@ Click the Documents tab in the Firm Central
header to browse documents across all clients
and matters. Four primary document folders
help keep you organized; My Documents, Firm

s DOCUMENTS  CALENDAR ” 3. i Library, Open Mattersl and C[OSed Matters
Search Documenis 8 L All Documents
m bk & i et it - e The left column provides available filters as a
== primary folder is selected and there are

individual document to filter.

Open Matters

Closed Matters

e Both the Open Matters and Closed Matters
folders are organized alphabetically by client
with subfolders organized alphabetically by the
matters for each client.

© A client may have more than one matter.

e A client who does not have any open matters
does not appear in the Open Matters folder.
A client who does not have any closed matters
does not appear in the Closed Matters folder.
The client continues to exist in your Contact/
Client directory. The client appears in the
Documents directory when you have at least
one open or closed matter for that client.

You cannot see any matters in the Documents
directory to which you have been denied access.
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ADD DOCUMENTS TO A MATTER FROM THE DOCUMENTS TAB

Search Dotuments

ﬁ L= Bell Auto Accident

Fiters

Setby Asted By Asceedng (vl
Ne fiters avadadie 12 further el e ot 1 1181060 a0ing documants Bl Shis folder,
Orag documents tn upiaad heve
Use the Upboad button above 1 s documents 1o s Sosder

Caeale  fokder s ihe Al & Folder butien.

Bl |G

Comtact your

pport a1 16382078537 o Aurfhes assistance.

To: [ ‘Aceves vs. Quickmart' change

a e eemaining Storage: 54 98 GB of 55 GB o

Cancel

B Upload X

@ Select My Documents, Firm Library, Open

Matters,or Closed Matters folder or subfolder
from Open Matters or Closed Matters.

© Click the Upload a Document icon on the right
side of the page.

e The file upload page for the matter is displayed.

Click Add Files to access the file(s) you want
to upload.
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Add Documents to a Matter from the Documents Tab

) File Upload [

mv\ _+ Firm Central ~ Matter_Documents + Orion - Matter ¥ (Aceves v Bergman - EE sip and fall =

b I Search Orion - Matker ¥ (Acev...

Organize ~  Mew Foldsr =~ 0 @
' Favorites =| Documents library prrange by Foider
B Deskiop Orion - Matter Y {fceves v Bergman - EE slip and fall e
Downloads
fod Name Date modiied - Type size |
4# Dropbox

] Recent Places

2% Thomson Reuters F

i Libraries
@ Documents
o) Music
[ Pictures |

B videos

% Computer
&, ospisk (C2)
55 40092542 (ithomen™] 4

File prame | Answer to Complaint dac" "AcevesP resentation.ppt” "DRAFT - Trial Memaranda 7| [ 411 Files

4 2

A

B Upload X

To: B

‘Aceves vs. Quickmant' change

Add Files emaining Storage: 54 .58 GB of 55 GB o

Answer to Complaint.doc  43.00 KB

Add Description | Rename x

In Limine Improper Experts.doc  51.50 KB %
Add Description | Rename

In Limine Expers Ho Depo.doc 3250 KB %
Add Degcription | Renarme

Statement of the Case.doc 2550 KB ”
Add Description | Renarme

Witness List.doc 35.00 KB %

Add Description | Rename

=3 O

o Select the document(s) you want to upload to
your matter and then click Open.

Note: To select all of the documents in a row,
click the first document, hold down the Shift
key, and then click the last document. If the
documents are not in a row, click the first
document, hold down the Ctrl key, and then
click each additional document.

e The documents are displayed on the file upload
page for the matter.

a. Upload additional files by clicking Add Files
and accessing the files. This is especially
useful if you want to upload files from a
different folder.

b. Review the list. If the list contains a file that
you determine you do not want to upload,
click the red X to delete it from the file
upload page.

© Click Upload.
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E Upload X

To: £ ‘Acevesvs. Quickmart' change

Uploaded file 19 of 19

‘ “|  Answer to Complaint.doc

‘ | In Limine Improper Experts.doc
‘ | In Limine Experts No Depo.doc
Statement of the Case.doc

‘ | Witness List.doc

——

Cornplete

PR ——

Cornplete

]

Cornplete

—

Cornplete

S

Cornplete

0 Firm Central shows the progress of your files
uploading to the matter. As Firm Central
uploads your documents, it applies indexing
technology from WestlawNext to add KeyCite
status flags to your cited authority and links to
the full-text documents on WestlawNext. You
need a subscription to WestlawNext to access
KeyCite and the full text of your cited references.
After all of your files are uploaded, click Close.
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ORGANIZING MATTER DOCUMENTS FROM THE DOCUMENTS TAB

pr— g & AlDocuments
Filters My Documents
C e T
Firm Library
Open Matters
Closed Matters
ﬂ f ﬂ - -
[® Create Folder X

Folder Name:

IPIeadlngs|

[rr— g = My Documents

Setby. Asded By - Ascendng v B\ G | |lek)|Le[ =
[ Seiectan | 5o arenn seiucted
FILE TYFE

(] Foch Text Fermat:1 0 [ Pheadings 4, 2075 808 am
- Heames Fanai

7] Miaose Weond 2
— (4

Create a Folder

0 Select the folder or subfolder from All
Documents on the Documents tab.

Q Click the Add a Folder icon on the right side
of the page. The Create Folder screen appears.

e Type the folder name in the text box and
click Save.

O The folder appears above the matter documents.
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Saseh Docurmerty

DOCUMENTS

a L= Bell Dissolution
Sy, Anted By -Ascending (v

[ Setectan 1 e waincted ciear wiecied

FRLE TYFE
[0 Emanis, o AgencyTrackReportDec.xlsx
[] Adebe Acsehat (POF} 1 a

[ Macrusca Excet s

[] Mierssea wend B

=) Agancy Tracker Alast remaval_1232014 43811 PMmsg

Decombar 3 2014 10:14 am
Brian Jamagn

Febauary 27, 2015 3:00 am
Lawra Zavtrow

| -

Aceves vs. Quickmart

™ Select all Sort by: | Type - Ascending - Ea [% ‘e % =
r | Pleadings February 26, 2013 2:14 PM
o FirmCentral User
r r AcevesPresentation.ppt February 26, 2013 11:17 A
2 FimCentral User
| " Answer to Complaint.doc February 25, 2013 11118 AM
FimCentral User
By Move X

Show all matters o

= Aceves vs. Quickmart

Pleadings

Move Documents

You can move documents from one matter folder
to another using either the Move Selected Items
button or drag-and-drop.

Note: You cannot move documents to a client
folder. You must expand the client folder to display
the destination matter folder.

Move Selected Items Button

0 Select the matter folder or subfolder from the
Folders list on the Documents tab. The matter
documents are listed on the right side of the

page.

9 Select the check box preceding each
document you want to move.

@ Click the Move Selected Items icon on the
right side of the page.

O The Move box appears listing the available
folders. If necessary, click Show all matters
to display all of your matter folders. Highlight
the destination folder and then click Move.

e A message appears confirming you moved
the document(s) to the destination folder.
Click Close.



FIRM CENTRAL

Organizing Matter Documents from the Documents Tab

Fl

R — o] L= Bell Dissolution

Sort by, Asted By -dacenseg ] a6 0 el ® i
Fimers

[ Setectan 1 e waincted ciear wiecied

FRLE TYFE
[ Emaiis; o AgencyTrackReportDec.alsx Dacombar 3, 2014 10:14 am
[[] Adoe Acsebat (FOF}1 a Bran Jarmagn

[ macrusea Excen s
3 =] aercy Tracker Alast remaval_1752014 43311 PlLms, February 27, 2015 4:00 am
[] Micrused wond B ¥ - e

" Lavra Zavtrow

| Aceves vs. Quickmart

™ Select all Soit by: [ Type - Ascending - B | 5 FY Y -
| Pleadings February 26,2013 2:14 P
1 Anzwer to Cormplaint.doc FirmCentral User
r ’— AcevesPresentation.ppt February 26, 2013 11:17 AM
= | FimCentral User
‘ Answer te Complaint.doc February 26, 2013 11:16 A
Add Description FirmCentral User

| Aceves vs. Quickmart

™ Select all Soit by: [ Type - Ascending - BB B = -

| Pleadings February 26, 2013 2:14 P
—l Angwer to Complaint doc FirmCentral User

| Crose Complaint. doc
r r acevespresentatlon.ppt February 26, 2013 11:17 AM
= FirmCentral User
DRAFT - Appeals Brief doc
c2 ‘ i. \nmiﬁ.q [Fn% H%g&cdm February 26, 2013 11:18 AM
Qdd Description FirmCentral User
| Farm Interragatories - DRAFT dac
r ‘ = %ase Management Schedule.doc February 28, 2013 11:18 AM
FirmCentral Ussr
r ‘ | Cole v Fair Oaks Fire Protection Dist.pdf February 26, 2013 11:18 AM
}' FirrnCentral User
cd ‘ Cross Complaint.doc February 26, 2013 11:18 A
FirmCentral User
cd ‘ DRAFT - Appeals Brief.doc February 26, 2013 11:18 A
FirrnCentral User
[# ‘ " DRAFT - Trial Memeranda.doc Il Pleadings
U
4 ‘ | Form Interregatories - DRAFT.doc Co Py
-
1.ppt
r F Move o PP
Cancel
I ‘ Answer to Complaint.dec
- —
Add Description

Move Using Drag-and-Drop

0 Select the matter folder or subfolder from
the Folders list on the Documents tab. The
matter documents are listed on the right side
of the page.

e If you want to move a single document to
another matter folder, hold your mouse on the
document icon (not the title) and drag it to the
destination matter folder.

e If you want to move more than one document
from the same folder to another matter folder,
select the check box preceding each document
you want to move. Then hold your mouse on one
of the document icons to drag all of the selected
documents to the destination matter folder.

o When you release the document(s) on the
destination folder, a menu appears. Click Move.

e A message appears confirming you moved
the document(s) to the destination folder.
Click Close.
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R — o] L= Bell Dissolution

Soriby. Added By -dscendeg (%]
Fimers.
[ Setectan 1 e selncied ciear pelecied
FRLE TYFE

’7 AcevesPresentation.ppt
=]

[ Emanis a AgencyTrackReportDec.alsx December 3. 2014 1014 am

[7] Adobe Acssbat (POFK1 Brian damagn

[ Macronca Excal 1 =

[] Microsen Wend 2 Ll [ Agency Tracker Alart removal_1232014 43311 PMumsg February 17, 2015 3:00 am
Lawra Zavtrow

[ Acevesvs. Quickmart e

™ Select all Sort by: [Type - Ascending - R B | x -

T Pleadings February 26, 2013 214 FM

FirmCentral User

February 26, 2013 11:17 Ah

FirmCentral User

Copy Documents

You can copy documents from one matter folder to
another using either the Copy Selected Items button
or drag-and-drop.

Note: You cannot copy documents to a client folder.
You must expand the client folder to display the
destination matter folder.

Copy Selected Items Button

©

I °

Show all matters o

= Aceves ve Quickmart

m Cance'

Pleadings

o

Select the matter folder or subfolder from
the Folders list on the Documents tab. The
matter documents are listed on the right side
of the page.

Select the check box preceding each document
you want to copy.

Click the Copy Selected Items icon on the right
side of the page.

The Copy box appears listing the available
folders. If necessary, click Show all matters
to display all of your matter folders. Highlight
the destination folder and then click Copy.

A message appears confirming you copied the
document(s) to the specified folder. Click Close.
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Copy Using Drag-and-Drop
@ Select the matter folder or subfolder from
— L= Bell Dissolution .
= — _ > the Folders list on the Documents tab.
Seriby. Aoded By -Ascending (v il o/ X = . .
= T ——— The matter documents are listed on the right
FILE TYFE .
[ Emanis o AgencyTrackReportDec.alsx December 3 7014 1014 am Slde Of the page-
[] Adobe Acsebat [FOF)1 a ey Samaght
E::'::;;: B .. hgency Tracker Alast removal_1233014 43811 Pilmsg ::::.u;:;«mssm am
© I you want to copy a single document to
another matter folder, hold your mouse on the
document icon (not the title) and drag it to the
= Acevesvs. Quickmart destination matter folder.
™ Select all Soit by: [ Type - Ascending - (e B|R| x -
[ fpresdings Febraary 26, 2013 212 £ e If you want to copy more than one document
| g Anseerto Complait doc FirmBentral Uer from the same folder to another matter folder,
r ’7 AcevesPresentation.ppt February 26, 2013 11:17 A Sel-eCt the Check bOX pl’eceding eaCh document
= FimCential Uoer you want to copy. Then hold your mouse on one
Ansuier to Complaint.doc February 26,2013 11:18 AM of the document icons to drag all of the selected
Add Dy i FirmCentral U . .
e A documents to the destination matter folder.
© When you release the document(s) on the
[ Acevesvs Quickmart destination folder, a menu appears. Click Copy.
™ Salect all Sort by: | Type - Ascending - | 7& ; x
e A message appears confirming you copied
J’Ieadings February 26, 2013 2:14 PM . .
% = ;, arswist to Complaint doc Fencoml Lot the document(s) to the destination folder.
| . Cross Complaint. doc C“Ck Close
’7 cevesPresentation.ppt February 26, 2013 11:17 AM
DRAFT - Appeals Brief doc FirmGentral Lser
cd ‘ i. ’\nﬂﬁi\ﬁq ﬁgw&ﬁ!%#&cdw February 28, 2013 11:18 AM
qdd Description FirmCentral User
| 7 Form Interrogatories - DRAFT.doc
r ‘ - %ase Management Schedule.doc February 26, 2013 11:18 AM
FirmCentral User
r ‘ Cole v Fair Oaks Fire Protection Dist.pdf February 26, 2013 11:18 AM
}‘ FirmCentral User
c2 ‘ | Cross Complaint.doc February 25, 2013 11:18 AM
FirmCentral User
cd ‘ | DRAFT - Appeals Brief.doc February 26, 2013 11:18 A
FirmCentral User
cd ‘ DRAFT - Trial Memoranda.doc
O 1 Pleadings
3 ‘ | Ferm Interregateries - DRAFT.doc
Copy
O |_ Move 1.ppt
Cancel
C Answer to Complaint.doc
Add Description
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DOCUMENTS

Fre—— a L= Bell Dissolution
Soriby. Aoded By -Ascensing  [w] Il&)E e =

[ Sesectan | 1o wetected ciear pabecied
FRLE TYFE

[0 Emanis; o AgencyTrackReportDec.xlsx Dacombar 3 2014 1014 am
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[ Macrusca Excet s
_ =i aercy Tracker Alast remaval_1752014 43311 PlLms, February 27, 2015 4:00 am
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Laves Zantrow

| Aceves vs. Quickmart

I Select all Sort by [Type - Ascending - B | B 3 x |||

| Pleadings February 26, 2013 2:14 Ph
o FirmCentral User
AcevesPresentation.ppt February 26, 2013 11:17 AM
FirmCentral User

N S E

Are you sure you want to delete the selected itemis)?

O Ik Cancel

Delete Documents

0 Select the matter folder or subfolder from
the Folders list on the Documents tab. The
matter documents are listed on the right side of
the page.

e Select the check box preceding each document
you want to delete.

e Click the Delete Selected Items icon on the
right side of the page.

O A confirmation box appears. Click OK if you
want to proceed with deleting the selected items.

e A message appears confirming you deleted
the document(s). Click Close.
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ORGANIZING DOCUMENTS VIA THE DESKTOP INTEGRATION

=loix|

| search age Discrimination )

\U0092542 \Documents \Firm Central\Matter_DocumentsAge Disci

Use Drag-and-Drop to Copy or Move
v
Documents in Your Matters Within
Orgarize v [ Openwith Adobe Acrobat X Sharewith v E-mal  Bum  New folder =E-0@ .
Windows Explorer

@Uv [~ Uibraries ~ Documents - Firm Central - Matter_Documents - Age Discrirination

) Thomson Reuters Firm Central |

Documents library

Arrangeby: Folder ~
‘Age Discrimination

T Uibraries

v =1 @ Youcan copydocuments to your matter folders
B 1 directly from your desktop when you have the
oo Firm Central desktop integration installed.
A The desktop integration adds a Firm Central
P section to the groups of folders displayed in

Windows Explorer on your computer. You can
expand this section to access all of your Firm
Central matter folders.

) Thomson Reuters Firm Central
9 Matters - Closed

9 Matters - Open

@9 Fox, steve

Fox v Bergman
9 Storno, Jerry

To copy documents from a folder that's on your
computer to a matter folder in Firm Central,
select one or more documents and drag them
to the matter folder listed below Firm Central.

EVI 5 17 items sslected
| Show more details.

The documents are copied to the matter folder.
Now, any of the matter participants can access

G B - @ these documents. Their level of access depends
| on the roles assigned to them as participants.
;-; c " Fax v Bergman .
- D;D; - l File Folder To move documents between Firm Central
-+ isk (22}
59 u0092542 (1jhames folders, select one or more documentsin a
© Thomson Rewters matter folder and drag them to the destination
G histwiork matter folder.
- Note: To select all of the documents in a row,
2% Thomson Reuters Firl . . .
) Matters - Closed click the first document, hold down the Shift
& Matters - Open key, and then click the last document. If the
2% Fox, S . . .
P SEX o documents are not in a row, click the first
: onno, Jerry
| Stonno v, Arch v document, hold down the Ctrl key, and then
File name: IDraFt Mermo Opposing Overtime Calculation],docx j click each additional document.
Save as bype: IWord Document %, docx) ﬂ

Authors: Chatelaine, Sally Tags: Add a tag
Save a Document Directly to a Matter Folder

from Your Word-Processing Application

= tids Folders Tools  ~ Save | Cancel | e The desktop integration enables you to save a

4 Microsoft Word, Corel WordPerfect, or Adobe
PDF document to a Firm Central matter folder
just as you would save it to any other folder. You
can also open a document from a matter folder
within your word processor just as you would
open any other document. Choose Save or
Open in your word processor and select the
folder from the Firm Central section.

[~ save Thumbnai
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SEARCHING DOCUMENTS

FirmCentral User =

HOME MATTERS CONTACTS DOCUMENTS

e : . EEEE{m=

Search Results

Results Cverview

Overview

View Detail v

Firm Central Content

Matters (2)

Contacts (J
Firm Documents (15) e

WestlawNext Content
Cases (2)

Matters

Aceves vs. Quickmart
Anna Aceves January 14, 2013 (Open)
Personal Injury. Slip and fall on company premises

Aceves v. Bergman Preducts
Anna Aceves January 8, 2013 (Open)
Persanal Injury. Slip and fall on company premises

Firm Documents View All 19
PARALEGAL RESEARGH - SLIP AND FALL AT A BUSINESS.doc
Aceves v Bergman Products » Research
PARALEGAL RESEARCH - SLIP AND FALL AT A BUSINESS

PARALEGAL RESEARCH - SLIP AND FALL AT A BUSINESS.doc
Aceves vs, Quickman
Store of business premises slig-and-fall: madam status of rules requiting

DRAFT - Appeals Brief.doc
ceves v Beraman Products > Trial Do 2

FirmCentral User ~
HOME MATTERS CONTACTS DOCUMENTS . ORI caich Firm Central Rl
PARALEGAL RESEARCH —SLIP AND FALLATA ... @
(4)
Aceves v Bergman Products » Research
® + S [~
85 A.L.R.3d 1000 (Originally published in 1978)
Store or business premises slip-and-fall: modern status of rules requiring showing of notice of
proprietor of transitory interior condition allegedly causing plaintiffs fall
Donald M. Zupanee, MLA., J.D.
Ametican Law Reports ALR3d
The ALR databases are made current by the weekly addition of relevant new cases.

TABLE OF CONTENTS

Article Outline

Table of Cases, Laws, and Rules

Research References

0 Tms Q@

ARTICLE OUTLINE

§ 1[a] Introduction—Scape

§ 1[b] Intraduction—Related matters

52051 1 d_curomamn and comment Clanaralln ;I

Search Documents in All Matters Using
Global Search

Global Search in Firm Central makes it easy to find
documents, matters, and work authored by specific
people. All you need to do is enter a Terms and
Connectors search in the global search box at the
top right corner of any page.

Firm Central searches the full text of documents in
addition to the documents’ metadata, such as their
filenames, so you get complete results. Your search
terms can include key words from the documents
or their titles, a matter name, or the name of a
document’s author.

0 Enter your search terms in the global search
box to search all matters.

Note: If you have been denied access to any
matters, they will not be included in your search.

e The result contains an overview of all
results, matters, documents, contacts, and
WestlawNext documents matching your
search criteria.

© Click the Firm Documents category on the left
to see its result. Firm Central highlights the
search terms in both the document title and in
snippets from the text so you can easily identify
the documents you need.

o The links at the top of a result document make
it easy to navigate the result. You can link to the
matter associated with the document or click
Back to return to the result.
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FirmCentral User =

HOME MATTERS CONTACTS DOCUMENTS

e :  Emes 2 a

Fold [ Fiters :
S il Results Overview (4 search resuits)
checklist
s Documents  Viewall 4 e
© Clear Query
Interrogatories checklist.doc
Added By: Don Rasinen  Added On: January 8, 2013
Aceves v. Bergman Praducts > Discovery
Summary

INTERNAL — Aceves slip and fall interrogatory checklist
Documents (4]

Westlawhlext Cantent () Interrogatories checklist.doc
Added By: FirmCentral User  Added On: February 26, 2013
Aceves vs. Quickmart

INTERNAL — Acsves slip and fall interrogatory checklist

Proof of Discrimi Under Age Discrimination in Employ Act.doc
L Added By: FirmCentral User  Added On: January 17, 2013
Stonno v. Archway Projects > Research
relief for violation of ADEA; Checklist

FirmCentral User =

HOME MATTERS CONTACTS DOCUMENTS

B Scaich Firm Central [ -]

Interrogatories checklist.doc @

1@

Aceves v Bergman Products » Discovery

INTERNAL — Aceves slip and fall interrogatory checklist
Original source - 393 PLI/LIt 37
I Mames of Plantiff
A Full name
B. Each name ever known by

—ever used alias or assumed name

HOME MATTERS CONTACTS DOCUMENTS
Aceves vs. Quickmart (o002 - 0002)
Anna Aceves  January 14, 2013 (Dpen)
Matter Profile | Documents | Calendar
] | Folders i | Filters :
| Acevesvs. Quickmart
checklist aQ
ey ™ Select all Sort by: | Type - Ascending
Pleadi i
SN | | Pleadings

Search Documents in all Matters at the
Documents Tab

Whereas Global Search runs your search across
matters, documents, and contacts, Search in the
Documents tab runs your search across documents
only. Searches in the Documents tab also search the
full text of documents in addition to the documents’
metadata.

@ Click the Documents tab.

e Enter a Terms and Connectors search in the
Search Documents box on the Folders list and
then click the search button (magnifying glass).

e The documents that satisfy your search are
displayed on the right.

O The links at the top of a result document
make it easy to navigate the result. You can
link to the matter associated with the
document or click Back to return to the result.

e To clear the result and display all documents,
click Clear Query below the Search box.

Search Documents in a Specific Matter

@ Limit your search to the documents within a
specific matter by using the search box in the
Documents subtab for that matter.
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Terms and Connectors

Firm Central uses Terms and Connectors to search across matters. Although Firm Central recognizes a
space between terms as the OR connector, if you enter a search such as age discrimination, the result
includes documents containing age discrimination.

If you want more precise searching, you can use the standard connectors between your terms:

* /p (in the same paragraph)

* /n (within n words of each other)

o " (exact phrase)

* *(universal character—used anywhere in a term)

* | (root expander—used at the end of a term)

Supported Document Types

You can search the full text of the following file types. Firm Central displays snippets of terms from the
body of the result documents as well as the document title in the result list.

* Microsoft Word (.doc and .docx)

* WordPerfect (wp and .wpd)

* Portable Document Format (.pdf) other than scanned and password-protected documents
o Text (.txt)

* Rich Text Format (.rtf)

* Microsoft Outlook Message (.msq)

e Web (.htm and .html)

You can search the metadata (e.g., document title) of the following file types. Firm Central highlights
search terms from the document title in the result list.

* Microsoft Excel (.xls and .xlsx)
* Microsoft PowerPoint (.ppt and .pptx)
¢ Scanned documents that have been saved as PDF files

* Graphics files:

- .tif and .tiff

- .bmp

- .jpe and .jpg and .jpeg
- .gif

- .png

- jfx

17
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DOCUMENT FEATURES

When you open a supported document type in Firm Central, such as Word,
WordPerfect, or PDF, it is displayed in a Document Viewer that includes
several features to help you be more productive.

emContrallser = Add Notes or Highlights to Documents

i s . <. . IR Keep your notes and analysis attached to documents
PARALEGAL RESEARCH - HOW DO WE EXCLUDEE... @

& back

in Firm Central for your own future reference. Add
9 = notes and highlights to the document so you can
pocvesss. Quickmart BRI keep your thoughts and analysis in the matter folder
in Firm Central along with all of the other information
related to that matter. Your source document remains

278 Cal. Jur. 3d Discovery and Depositions § 274 L. L. . .
in its original format without the annotations.

California Jurisprudence 3d
Database updated February 2012

Drcovery and Depoatons @ Open a document in Firm Central.
Edward K. Esping, J.D. and Susan L. Thomas, J.D

I Exchange of laformation Concerming Expert Wimesses
E. Exclusion of Egpert Opinion

1 ta Genezal © Add notes to the top of a document by clicking
Topic Summary Correlation Table References the Add Notes icon.

§ 274. Exclusion of expert opinion

€@ Enter your note and then click Save.

My Hotes (0)
o The note appears at the top right of the page
with links to Edit or Delete the note. You can
Good summary of excluding expert collapse the note into the Notes banner by
withesses. clicking the arrow on the right of the banner.

957 characters remaining

ew Cancel

My Notes (1) °E|

March 1, 2013 3:27 PM Edit Delete

Good summary of excluding expert
withesses.
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‘West's Key Number Digest, Pretrial Procedure 39 to 41, 45, 224, 313

& Add a Note e

£7 Highlight

v compliance

Qt’s Key Number Digest, Pretrial Procedure 39 to 41, 45, 224, 313
Qixcept as otherwise prowided, on objection of any party who has made a complete and timely
liance with the exchange requirements,1 the trial court must exclude from evidence the expert opmion
of any witness that 15 offered by any party who has unreasonably faled to do any of the following2
+ tinely hst that witness as an expert
* submit an expert witness declaration
+ timely produce reports and writings
+ make that expert availlable for a deposition

Trial court reasonably precluded plantiff’s experts, m musance action ansing out of contamination of
dowerthill property by fuel of from uphill property, from offering opions at trial that experts had not given
their depositions, particularly as to whether soil contamunation was reasonably abatable so as to permut
recovery for a continuing nuisance and awvoid statute of limitations for a permanent nusance. West's

AnnCal C.CE §§ 333(b), 2034.010 et seq.
Dist. 2008).

MeCoy v Custafsor, 2009 WL 4303344 (Cal App. dth

& party’s expert may not offer testimony at trial that exceeds the scope of iz deposition testimony if the
opposing party has no notice or expectation that the expert will offer the new testinony, or if notice of the
new testimnony comes at a time when deposing the expert is unreasonably difficult. West’s Ann Cal CCF &

2034.210 etm:l:',asterby v Clark, 171 Cal App. 4th 772, 2009 WL 266143 (2d Dist. 2009).

o

o

Highlight text within a document by selecting
the text you want to highlight and then choosing
Highlight from the pop-up menu.

Add notes within a document by selecting the
text to which you want to attach the note and
then choosing Add a Note from the pop-up
menu. Enter your note and then click Save.

A note icon appears to the left of the selected
text. Click the note icon to view, edit, or delete
the note. Click anywhere on the page to close
the note.

Click Hide/Show Notes in the document
tool bar to view only the document. Click the
Hide/Show Notes icon again so you can view
the annotations.

View KeyCite Status Flags, Access KeyCite
and Full-Text Documents on WestlawNext

Firm Central uses indexing technology from
WestlawNext to add KeyCite status flags and
links to the full-text documents on WestlawNext
from the cited authority within the documents
you upload. You need a subscription to
WestlawNext to access KeyCite and the full text
of your cited references.

KeyCite flags show you whether the cited
authority is still good law. Click the flag to
view the citation’s Negative Treatment on
WestlawNext. Click the link to the citation to
view the full-text document on WestlawNext.
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DELETING AND RESTORING ITEMS

'I FirmCentral User ~

HOME MATTERS CONTACTS DOCUMENTS

= Search Firm Central v

H

|Aceves vs. Quickmart |o”“”

Anna Aceves | January 18, 2013 (Open)

Matter Profile = Documents  Calendar 4 Backto All Matters

Matter Details /’ Edit "ﬂ'\ Close Matter

. Recent Documents

@Co

Matter Team ¥ Edit

% Delete Matter
Alternate ID
2 & Most Recent Documents

'| FirmCentral User ~

HOME MATTERS

Em[2)

Senior Ergonamist at ESIS, Inc. - Health, Safety & Environmental Services

CONTACTS DOCUMENTS

Bl S:och Firn Central Sl

H

4 Backto Matter

) - X Delete Contact
Contact Details 7 AR Associated Matters

g Add 25 a Client

Job Title There are no assaciated matters.
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Delete a Matter

@ Click the Matters tab in the Firm Central
header.

© At either the All Matters or My Matters tab,
click the name of the matter you want to
delete. The matter dashboard is displayed.

e At the matter dashboard, click the gear icon
in the upper right corner.

O Click Delete Matter from the drop-down.

e Click OK to confirm you want to delete
the matter.

Delete a Contact

@ Click the Contacts tab in the Firm Central
header.

e At the All Contacts tab, click the name of
the contact you want to delete. The contact'’s
page is displayed.

@ Atthe contact’s page, click the gear icon
in the upper right corner.

© Click Delete Contact from the drop-down.

e Click OK to confirm you want to delete
the contact.
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1

CONTACTS

2

HOME MATTERS

Client

Contact Details J Edit

DOCUMENTS

Client Matters

There are no client matters

4% Back to Matter

o X Delete Client

Bl S:orch Firm Central [ ]

FirmCentral User ~

&, Hew hater &

©2013 Thomson Reuters | Privacy Policy | Help | Improve Firm Central | ContactUs | "&7 Recycle Bin o

THOMSON REUTERS l

HOME MATTERS CONTACTS

L

Recycle Bin @

Filters e

CATEGORIES

[T Contacts (2)
[T Matters (1)

Choose... =

clear filters

DOCUMENTS

TITLE

Aceves vs. Quickmart
Aceves

Martin Johnson

Lee Hu

1-30f3 1

- 3
=

-y

FirmCentral User ~

Search Firm Central o

TYPE

Matters

Contacts

Contacts

DATE
DELETED

30172013, 3:53
P

30172013, 3:52
P

3/01/2013,3:52
Pr

Restore

Restore

Restore

Results \'zu ﬂ\

Delete a Client

Note: You cannot delete a client if Firm Central
contains matters for the client.

o Click the Contacts tab in the Firm Central
header and then click the Clients tab.

9 At the Clients tab, click the name of the client
you want to delete. The client’s page is displayed.

e At the client’s page, click the gear icon in the
upper right corner.

© Click Delete Client from the drop-down.

e Click OK to confirm you want to delete
the client.

Restore Items from the Recycle Bin—
General User

You can restore items you delete as long as an
administrator has not purged them from the system.

0 Click Recycle Bin in the Firm Central footer.
e Find your item and click Restore.

e If you have a lot of items in the Recycle Bin,
filter them by category and/or date deleted.
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Notes about Restoring Matters—General Users

Firm Central has a smart restore, which means it returns the matter to its previous location as long as the
matter still exists and you still have permissions to access it. If Firm Central cannot identify the previous
location, it prompts you to select the location where you want to restore the matter.

Firm Central does not retain the permissions you assigned to a matter when you restore the matter. After you
choose to restore a matter, Firm Central displays the firm’s default permissions, which you can modify before
completing the restoration process.

If you deleted both a client and one or more matters for that client, restoring the matter restores the client
along with it.

If another user deleted the client or an administrator purged the client, you cannot restore a matter you

deleted for that client.
] Restore and Purge Items from the
LSS LIEDC A Recycle Bin—Administrative User

My Profile Administrators can restore or permanently delete
(purge) all items in the recycle bin.
Admin @) Restore an ltem
] @ Sion in as an administrator by clicking the
Sign Out drop-down menu to the right of your name
and choosing Admin.
© 2013 Thomson Reuters | Privacy Palicy | Help | Improve Firm Gentral | Gontact Us e ‘ THOMSON REUTERS l e CUCk Recycle Bin in the Firm Cel’]tral fOOter.

@ Frind the item and click Restore.

FirmCentral User =

HOME MATTERS CONTACTS DOCUMENTS ADMIN 4 S Q
© I you have a lot of items in the Recycle Bin,
2 Recycle Bing filter them by category and/or date deleted.

& Ermply Recyele Bin
Filters clear filters

CATEGORIES |o TITLE TYPE DATE
| DELETED
™ Contacts (2

™ Matters (1)
Aceves vs. Quickmart Matters 30142013, 363 TR x
R Aceves P
FirmCentral
™ User, FirmCentral (3) User
Choose.. ]' Martin Johnson Contacts 30172013, 3:62 Restare x
P
FirmCentral
User
Lee Hu Contacts 310172013, 352 FN— X
P
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Notes about Restoring Matters—Administrator

Firm Central has a smart restore, which means it returns the matter to its previous location as long
as the matter still exists. If Firm Central cannot identify the previous location, it will prompt you to
select the location where you want to restore the matter.

Firm Central does not retain the permissions you assigned to a matter when you restore the matter.
After you choose to restore a matter, Firm Central displays the firm’s default permissions, which you
can modify before completing the restoration process.

If one or more users have deleted both a client and one or more matters for that client, restoring the
matter restores the client along with it.

Purge an Iltem
FirmCentral User -
a Sign in as an administrator by clicking the

My Profile drop-down menu to the right of your name

and choosing Admin.
Admin @)

Sign Out

e Click Recycle Bin in the Firm Central footer.

@ Frind the item and click the Delete button.

©2013 Thomsan Reuters | Privacy Policy | Help | Improve Firm Gentral | GontactUs | & Recycle Bin e

THOMSON REUTERS l O Click OK to permanently delete the item.

FirmCentral User =

HOME MATTERS CONTACTS DOCUMENTS ADMIN = s Search Firm Central *
= Recycle Bing)
-
‘e Emply Recyele Bin
Filters clear filters
CATEGORIES TITLE TYPE DATE
DELETED
™ Contacts (2)
T Matters (1) —
Aceves vs. Quickmart IMatters 30172013, 3:83 Restore %
EEE Aceves FM
FirmCentral
T User, FirmCentral (3) User
Choose.. ]' Martin Johnson Contacts 30172013, 3:62 Restare X
P
FirmCentral
User
Lee Hu Contacts 30172013, 3:52 Restore x
M .
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Note about Purging Clients
FirmCentral User -
If you purge a client, any deleted matters for that

My Profile client are purged automatically.
Purge All Items for All Users
Admin 0 0 Sign in as an administrator by clicking the
. drop-down menu to the right of your name
Sign Out and choosing Admin.

e Click Recycle Bin in the Firm Central footer.

©2013 Thomson Reuters | Privacy Policy | Help | Improve Firm Central | Contact Us || &' Recyele Bin 9

© Click Empty Recycle Bin.

FirmCentral User ~
© Click OK to permanently delete every item
HOME MATTERS CONTACTS DOCUMENTS ADMIN 9 2’ - m
in the recycle bin for all users.
<% Recycle Bing
& Empty Recycle Bin e
Filters clear filters
CATEGORIES TITLE TYPE DATE
DELETED
™ Contacts (2)
I Matters (1)
Aceves vs. Quickmart Iatters 30172013, 3:53 Restore x
USERS Aceves P
FirmCentral
I User, FirmCentral (3) e
Ehovse.. B Martin Johnson Contacts 30172013, 3:52 e !
P
FirmCentral
User
Lee Hu Caontacts 3/01/2013, 3:52 . x
P
EirmCantral
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