CaseMap 4 Tutorial

From Novice to Guru in 30 Minutes or Less

INTRODUCTION

The goal of CaseMap 101 is to teach you the basics about
CaseMap so you can hit the ground running. When you
finish this tutorial, you'll know how to use CaseMap to
organize and explore the facts, the cast of characters, and the
issues in any case.

CM101 is composed of four brief lessons. Lesson One is
the longest, but takes less than 10 minutes to complete. Be
sure to check out the first topic in Lesson One: Secrets of
CaseMap Gurus - Revealed!

To get the most out of CM101, open CaseMap’s example
case, and try each task that’s described below. The Hawkins
example case is a mock employment dispute. It’s a
plain-vanilla CaseMap file that simply uses the columns
CaseMap sets up automatically when you create a new case.
To open the Hawkins case, select Example Cases on
CaseMap'’s Help menu.

LESSON ONE: ORIENTATION

Secrets of CaseMap Gurus...Revealed!
Here’s the secret knowledge that separates CaseMap gurus
from average users:

Secret 1: Right-click. A lot.
CaseMap gurus are one with the right-click! The two most
important places to right-click are:

e Column headers (the gray block at the top of a column
where its name appears) — right-click a column header
and you can hide and insert columns, change sorting,
and more.

 Grid cells — right-click a grid cell and you can run an
Instant Search, copy & paste, and much more.

Secret 2: Use Short Names.

CaseMap gurus put Short Names to work as they enter
facts and describe documents. What's a Short Name? They're
special one-word names you assign to each person and
organization in your case file. Short Names help you make
links between various types of case information.

Much more on Short Names in Lesson Four.

Secret 3: Obijects first. Issues second. Facts third.

CaseMap gurus know that these are the steps to follow
when starting a new case file. Building a comprehensive cast
of characters on the Object spreadsheet and a simple outline
of claims on the Issue spreadsheet puts you in the position to
make the most of your Fact spreadsheet. Why? Read on,

Grasshopper.

Secret 4: Begin at the beginning.

Gurus make the most of CaseMap by putting it to work
right from the first conversation with a prospective client.
Long before the first box of case documents arrives, gurus
have used CaseMap to organize early case knowledge and to
plan discovery. They learned the details on this approach by
reading “Getting Case Analysis Off to a Fast Start.” You can
find this article in online Help or you can obtain a better-

looking PDF version from www.casesoft.com.

Secret 5: Phone home.

CaseMap gurus know they can contact CaseSoft support at
(904) 273-5000 or support@casesoft.com to obtain quick
answers to ANY CaseMap question, not just technical ones.



CaseMap Spreadsheets
When you create a new case file, CaseMap set up a series of
spreadsheets you use to organize and explore different types of

critical case knowledge.

You'll use the Fact, Object, and Issue spreadsheets right
from the start of your first CaseMap file.
* Fact spreadsheet — build a chronology of case facts.
* Object spreadsheet — build a cast of characters and
document index.
* Issue spreadsheet — build a hierarchy of claims and
arguments.

* These three spreadsheets are accessed using shortcuts on

CaseMap’s Main Shortcuts Sidebar.

Once youve mastered the basics, get even more out of
CaseMap via the Question and Research spreadsheets.
* Question spreadsheet — capture the questions that need
to be answered to ensure complete discovery.
* Research spreadsheets — organize the precedents,
statutes, and other case law pertinent to case issues.
* The Question and Research spreadsheets are accessed using

shorteuts located on CaseMap’s Other Shortcuts Sidebar.

CaseMap Jargon
Record: The information in a case file that describes a
particular fact, object, issue, question, or research authority.

When a record appears in a spreadsheet, it displays as a row.

Field: The columns that appear in CaseMap’s spreadsheets are
also known as fields. For example, the Date & Time field
stores the date and time when each case fact occurred. A data-

base record is made up of fields.

Link: A connection between two case elements, e.g., the con-

nection between a fact and an issue on which that fact bears.

Object: In CaseMap, the term “object” is used to refer to the
persons, organizations, documents, and other things in your

case. When you read “object,” think “cast of characters.”

Short Name: Short Names are special names that you assign
to each object and issue in your case. Short Names help you

make links among the various types of case information.

Creating a New Case File
To create a new case file, select New on the CaseMap’s File

menu, and follow the prompts that appear on the screen.

When you create a new case file, CaseMap automatically
generates a series of default fields for each spreadsheet.
For example, for documents, CaseMap creates Author(s),
Bates - Begin, Bates - End, Copied To, Date, Description,
Mentioned In, Recipient(s), Type, and a number of other

document-specific fields.

The spreadsheets that appear when your new case opens
contain only a small subset of the default fields CaseMap
creates. In Lesson Two, you'll learn how to change which

fields are in view.

Though the fields CaseMap sets up automatically should
handle most of your needs, you can create dozens of custom

fields. See the online Help system for details.

Multiple trial team members can simultaneously view and
edit the information in a case file. In order for multiple
persons to work in a case file, it must be in a shared location
on the firm’s network, and each trial team member who is
going to use CaseMap must be added to the case file’s staff.
Add staff members using the Manage Case Staff option on

CaseMap’s Tools menu.

New Case Strategy

Try this plan of attack when you start a new case file:

Step One: Build a comprehensive cast of characters on the
Object spreadsheet. The Complaint and Answer are simple
resources for this task - enter into CaseMap all of the persons,
organizations, and documents mentioned in these pleadings.
Even if youre working up a complex case, an hour spent
listing players on the Object spreadsheet is likely to be all you
need to create a cast of characters you'll reference for months

or years to come.

Step Two: While there’s no requirement to set up a list of
issues when you first start a case file, most CaseMap users
choose to do so. The issue outline typically parallels the

claims found in the Complaint and Answer. Keep the structure



of your outline simple - no more than two levels deep. You'll
probably want to add depth to the outline at a future point,

but that’s better done once the case has matured.

Step Three: Use the Fact spreadsheet to start creating your
master chronology. Don’t limit yourself to facts for which you
already have hard sources; toss in every disputed fact and even
rumors or suppositions. This tactic allows you to use CaseMap
proactively - to drive the search for sources. As you enter facts,
refer to the witnesses, organizations, and key documents you
mention by their Short Names. Using Short Names also
automatically links your facts to the people and organizations

they’re about. And using Short Names makes naming consistent,

which lays the groundwork for effective searching.

As you follow these steps, complete only those fields you
consider essential. One of the beauties of CaseMap is that
you can start simple and return at a later point to capture

additional details.

LESSON TWO: BASIC MECHANICS

Manipulating Your Spreadsheets
Remember, in a database like CaseMap, the rows of

spreadsheets are called records and the columns are called fields.

Here are some of the ways you can easily rearrange your

spreadsheet views:

* Changing Field Width: Place your mouse pointer over
the line that separates one field header from another.
Your mouse pointer changes to display a double-headed
arrow. Click and drag.

* Moving a Field: Click its field header and drag the field
to desired location.

* Hiding a Field: Right-click a field header, and select
Hide Field on the shortcut menu. When you hide a field,
you're not destroying any of the data in it; you're just
temporarily removing it from view.

* Adding Fields: Right-click any field header, and select
Insert Field(s) on the shortcut menu. A list of available
fields displays. Check the fields you want to add to your
spreadsheet, and click OK.

* Changing Row Height: Right-click any field header and
select Row Height on the shortcut menu. When you

increase row height, text wraps for easier display.
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Right-click field headers to make changes to your spreadsheets.

Entering Info in a Spreadsheet
The primary way to enter information into CaseMap is to

type it right into the cells of CaseMap’s spreadsheets.

To add a new record to a spreadsheet, click fi New =
on the Standard toolbar or press INSERT.

Pressing the TAB key on your keyboard moves the cursor

from cell to cell.

To edit an existing row, use mouse or keyboard controls to
select a cell of interest within a record and make changes as
you want. The information you enter in CaseMap is saved

automatically as you work.
You can undo your last edit by pressing ESC.

Pressing CTRL+ * (apostrophe) copies the value from the
cell above. For example, suppose you are entering a series of
facts that have been culled out of one source document.
Pressing CTRL+  in the Source(s) field copies the source

value from the record above.






LESSON THREE: ADVANCED MECHANICS

Sorting Spreadsheets

Sorting determines how records are listed in your CaseMap
spreadsheets. For example, when you sort the Fact spreadsheet
by the Date & Time field, facts are listed in chronological order.

You can tell which field or fields are being used to sort a
spreadsheet by looking for the sort indicator icon in the field
header. It’s a small triangle that appears to the right of the
field name.

To use a field to sort a spreadsheet, right-click its field
header, and select Sort Ascending or Sort Descending on the
shortcut menu.

You can create sorts based on multiple fields. For example,
sort the Question spreadsheet first by the persons to whom
questions are assigned and then by the date when an answer
is due. Select Advanced Sort on CaseMap’s Records menu to

set up a multi-field sort.

Filtering Spreadsheets

Filtering determines which records display in a spreadsheet.
For example, you can filter the Fact spreadsheet so that it
displays only undisputed facts or only those facts related to a
particular witness. As CaseMap’s printing is WYSIWYG,

when you filter a spreadsheet, you're also filtering your printed

reports. CaseMap even creates a report title that explains the

basis of the filter.

Use CaseMap’s Instant Search feature to run your filters.
Here’s how:
Right-click a cell in the field you want to use for filtering

a shortcut menu displays.

Use the Selection box at the top of the shortcut menu to

define the value you want to use for filtering.

Click Filter by Selection. Your spreadsheet is instantly
limited to records containing the value you have chosen,

e.g., not all facts, just the undisputed ones.

If you want to add an additional criterion to your search,

repeat steps 1-3.
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Right-click in any spreadsheet cell to run an Instant Search.

Working With Objects

CaseMap’s Object spreadsheet makes it easy to organize lists
of the persons, organizations, documents, and other things
your case is about. Use it to produce Document Indexes,

Exhibit Lists, Witness Lists, and Cast of Character reports.

Use CaseMap’s Shortcut List to determine which Object
spreadsheet you view. Here’s how:

Look for the name of the current spreadsheet (it appears

next to the Back/Forward buttons at the left side of the

application).

Place your mouse pointer over the spreadsheet name and
you'll notice the name changes color, letting you know

it’s really a button.
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Click an item in the Shortcut list and your spreadsheet changes.



When your view is set to All Objects, the spreadsheet
displays a mixture of persons, organizations, and documents.
When your view is set to a specific type of object, e.g., to
Documents, the spreadsheet displays only items of that

specific type.

When your Object view is set to display only one type of
object, the spreadsheet can include fields that are specific to
that object type. For example, when your view is set to
Documents, the spreadsheet can include the many default
fields CaseMap creates for Documents, e.g., Bates-Begin,

Bates-End, Author(s), and Recipient(s).

Conversely, when your view is set to All Objects and
includes a mixture of persons, organizations, and documents,
the spreadsheet cannot include fields that are specific to one
type of object. For example, when your view is set to All
Objects, the spreadsheet can’t include the Author(s) field

because that field is specific to documents.

%% Objects - All Objects ,

[Full Mame ¢ I
Anstar Biotech Industries

Ohject Type
Crganization

Ferzon Linda Collins
_F'Ieading Complaint
] Crganization Converse Chemical Labs
] Froceeding Deposition of Philip Hawkins
" |Document Employment Agreement
| |Document Fosheim Reduction In Force Memo
[ Person Randy Fosheim

Our view is set to All Objects, so the spreadsheet displays a mixture of per-
sons, organizations, documents and other object types all in one list. When
your view is set to All Objects, the spreadsheet can include only those fields
common to all objects.

# Objects - Documents |

Bates - Begin « |Bates- End [Full Name |

P1234 P1256 Employment Agreament

P1257 P1265 Hawkins Performance Review
P1.265 P1266 Hawking Letter of 9/23/29

P1267 P1278 Fosheim Reduction In Force Memao
PiRT Pi737TA Facshairm Dadiwrtian In Farra hama

Since our view is set to Documents, it can include both fields that are
common to all types of objects, e.g., Full Name, and fields that are document
specific, e.g., Bates-Begin.

Building an Issue Outline

Use CaseMap’s Issue spreadsheet to develop a hierarchy
of case issues. Your issue outline can have as many levels as
you want. It appears both on screen and on your printed

reports.

Keep the initial structure of your outline simple - no more
than two levels deep. You'll probably want to add depth to
the outline at a future point, but that’s better done once the

case has matured.

There are two steps to positioning issues in the hierarchy:
.o @

* Click " [8q or press INSERT to enter a new row.

* If necessary, reposition the issue by clicking the compass

icon that appears to the left of the selected row.

Full Name - Short N
1 Wrongful Termination Wrongfu
2 Age Discrimination AgeDisc
Demotell Age Discrim Against Hawkins AgeDisc

. attern & Practice
_I 3 Retaliation

Retaliati

Use the compass icon to demote, promote, and reposition issues.

Sending CaseMap Information to TimeMap

Our TimeMap program makes it a cinch to create timeline
graphs. Even though CaseMap and TimeMap are two separate
products, theyre designed to work together. Organize your
master chronology in CaseMap. When it’s time to create a
visual display of selected facts, blast them from CaseMap to
TimeMap for charting.

There are two ways to shoot facts from CaseMap to
TimeMap:

* To send individual facts: Right-click a record in the Fact
spreadsheet, and select Send to TimeMap on the Shortcut
menu. Alternatively, use the keyboard shortcut CTRL+T.

* To send a group of facts: Filter the Fact spreadsheet down
to the facts that you want to chart. Then click CaseMap’s
File Menu and select Send to TimeMap (All).



LESSON FOUR: LINKING

Introduction to Linking

CaseMap makes it easy to establish relationships, i.e., links,
among the different types of information you capture in a
case file. For example, you can link a fact to the persons and
organizations the fact is about, to the documents or depositions

from which it is sourced, and to the issues on which it bears.

Once you make links, you can use them to explore your
case. For example, as you view the Issue spreadsheet, you can
display a list of the facts linked to any issue with just two

mouse clicks.

Short Names Explained

Short Names are special names that you assign to each
object and issue in your case. Using Short Names when you
enter facts and other descriptive information expedites the

process of linking case information.

Ohbject Type ]Full Mame |5hurt Mame
| |Qrganization Anstar Biotech Industries AB
| |Person Linda Collins CollinsL
Fleading Complaint Complaint
: Crganization Comeerse Chemical Labs CCL
Procesding Depasition of Philip Hawkins DepoHawking
: Docurent Employrent Agreement P1234

When you enter an object in a case file, CaseMap creates a default Short
Name based on your Full Name entry. You can change the Short Name
whenever you want.

As you type in the Fact Text field, the Source(s) field, or in
any of the 14 other description fields in CaseMap, CaseMap
reads what youre typing and searches for Short Names.

(Description fields display this @ chain link icon in the
field header.)

When CaseMap spots a Short Name, it underlines the
name with dashes to let you know that the name has been

recognized and linked.

When you enter persons, organizations, and other objects
in a case file, CaseMap creates a default Short Name for them.
Short Names must be unique, 30 or fewer characters, and
contain no spaces. You can change an object’s Short Name at

ANY time, no matter how many times you’ve used it in facts, etc.
y ¥

The Benefits of Using Short Names
Though there’s no requirement to use Short Names, they
do offer a number of advantages. Here are the two most

important:

Using Short Names brings consistency to your case
information making it much easier to search. If you don’t use
Short Names, you'll almost certainly end up using multiple
names for the same case player. For example, suppose you
have a case involving a defendant named Ridge Medical
Center. If you don't use Short Names as you enter your facts,

you'll end up with facts that refer to this one organization as

RMC, Ridge, Ridge Medical, and Ridge Medical Center.

Short Names expedite data entry by creating links
automatically as you type. Without Short Names, linking

would require a separate step.

Fact Text = IS:

HawkingE receives review from Langhy, 1s rated a 1 "Outstanding
Performer.” HawkinsE is also told that he will be replacing

SheridanS when she goes out on pregnancy IEﬂ'».ra.| 8
43
Susan Sheridan is terminated. De
Hz

Consider using Short Names when you refer to persons, organizations and
documents in CaseMap’s description fields. If you wuse Short Names,
CaseMap makes links for you automatically. The dashes underneath a name
indicate that CaseMap has recognized and linked it.

Introducing the Link Assistant

The Link Assistant is a tool that helps you select Short Names.

CaseMap reads what you type into description fields.
When it spots the beginning of a Short Name, CaseMap
displays the Link Assistant, and selects the Short Name with
the spelling closest to what you've typed. Press ENTER to

accept the selection.

[Fact Text &

HawkinsE receives review from LangVy. |s rated a 1 "Outstanding
Performer.” HawkinsE is also told that he will be replacing

Sheridans when she goes out on pregnancy leave. Hawkinse is
then told to expect a call from cal

[Colinsl I
Susan Sherdan is terminated. D

As you type in any description field, CaseMap reads what you enter. When
it spots the beginning of an object Short Name, CaseMap displays the Link
Assistant with the complete Short Name selected. Press ENTER to accept the
selection.



Adding Objects On The Fly
Suppose you're entering a fact and need to refer to a person
or organization that hasn’t been entered into the case as an
Object and, as such, has no Short Name? What do you do?
Do you need to flip to the Object spreadsheet to add this new
player? No. Just add this new object on the fly, right from the
middle of the fact. Here’s how:
* Type the name of the new player and select it.
* Right-click and select Add Object from the shortcut menu.
* Make any edits necessary to the values in the Add Object
window, and click OK.
* CaseMap adds the object to the case file and inserts its
Short Name in the description field where you are typing.
Next time you look at the Object spreadsheet, you'll find

your new object in the list.
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CaseMap’s Add Object feature makes it easy to pop new objects into the case
file as you enter facts and other descriptive information.

Linking to Issues
One fact, object, question, or research authority can be

linked to any number of issues.

There are two ways to make issue links:

* Type issue Short Names in a Linked Issues field. The
Link Assistant tool displays when CaseMap recognizes
the beginning of an issue Short Name. Press ENTER to
accept the Link Assistant’s selection. Please note that you
can type only issue Short Names in the Linked Issues

fields, all other text will be erased.

e Alternatively, you can make links using the Issue Linker

tool that optionally displays on the right side of the Fact,
Object, Question, and Research spreadsheets. Click IEE-:I

to open the Issue Linker. Select the issues to be linked.

Note the Prior and Next buttons at the top of the Issue

Linker. They make it easy to conduct issue analysis in

a sweep.
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You can make issue links by typing
issue Short Names in a Linked
Issues field. The Link Assistant
speeds your work.
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You can also make issue links by
selecting issues outlined in the Issue

Linker.

Link Summary (LS) Fields
As you work in CaseMap, you'll notice fields that have
names starting with the letters “LS.” These are what we call

Link Summary fields.

Link Summary fields display a count of the links between
two CaseMap spreadsheets. For example, the LS: Facts field
on the Issue spreadsheet show how many facts are linked to

each issue.

You don’t enter any information into a Link Summary

field. CaseMap generates the counts automatically.

In addition to giving you a snapshot of the connections
between case information, Link Summary fields also make it
easy to see the facts behind the figures. To see or print a list of
the items CaseMap has counted, just select a cell of interest

and click it.



SUMMARY
Thank you for completing CaseMap 101. We hope you

found it instructive.

If you haven’t read “Chronology Best Practices,” “Getting
Case Analysis Off to a Fast Start,” or “Creating a Great Cast
of Characters,” please give these articles a quick read. While
they don’t discuss specific CaseMap features, they provide

important details on the thinking that underpins it. PDF

obtained at

versions of these articles may be

www.casesoft.com.

Getting Case Analysis
Off to a Fast Start

From your first conversation with a
prospective client, you’re learning
about the dispute that led the
individual or corporation to seek
counsel. This article presents a
method for systematically
organizing and evaluating

this knowledge.

Brainstorming Your
Way to a Winning
Case Strategy

Brainstorming sessions make
it easy to think clearly about
complex cases. This article
offers some ideas that will
help you get the most out

of your brainstorming
sessions.

Brainstorming Your Way
to @ Winning Case Strategy
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Creating A Great

Your suggestions on improving CM101 or any other
aspect of CaseMap are welcome. Please contact us with your
ideas at support@casesoft.com.

Are you familiar with our TextMap transcript management
utility for CaseMap, our NoteMap outliner, and our
TimeMap timeline graphing program? If not, please visit

www.casesoft.com to learn more about these tools.

Thank you.

Chronolomy
Best Practices

Chronology
Best Practices

A fact chronology can be a
tremendous asset as you

prepare a case for trial.

Yet, the majority of chronologies
fail to live up tp their full potential.
This article outlines some simple
steps that will help you get the
most out of your chronology.
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Creating a Great Cast of
Characters

Do you create a Cast of Characters for every
case? What could be easier and more basic?
Despite its simplicity, a cataloging of the

key players is of great value. It can be an
important aid during early witness interviews,
as you evaluate case risk, as you brainstorm
on the order in which to present evidence at
trial, and when you need to bring new trial
team members up to speed on a case.
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