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1 Overview

Methodis alegal hold managemernbol that provides workflow to
assist individuals responsilfier identifying, collecting, and preserving
relevant custodian data when litigation is anticipated.

This document outlinea S (i Ksatrieafure and functionality and guides
you through how to create, manage, and clodegalhold.

Method is lilt on the Relativityplatform. For more information on
Relativity, please see the Relativity Uaad AdminManuak.

Method 1.13is compatible with Relativity 7.3

1.1 Method Structure

Methodis builton the Relativity platform and thus usdse Relatiity
objectsframework. As such, itanbe deployed to one or more
workspaces. This also means thltusers, groupsand permissions are
managed at avorkspacdevel through existing Relativity pages.

Anylegalhold process must be both defensible and repeatable.
Repeadbility is achieved through the structured nature of the
applicationitself. Defensibility is built into thapplicationthrough
detailedauditing andreporting.

By making the processs simple as replying to an emaiilfilling out a
guestionnaire all correspondencencluding emaildetween hold
owners and actords maintained in th@pplication From inception to
close theapplicationis capable of reporting on every aspect of thgal
hold.

Method is functional across multiple data sers.Method also
supports Unicode encoding.

1.1.1 Relativity Administrators

Being built on the Relativity platrm also allows Methodtb take
advantage of existing functionality such as filters and vielWvef which
can be configured b Relativity admirstrator. The Relativity
administrabr is responsible for creatiomaintenanceand deletion of
the hold administrators and hold owners.

1.2 Hold Owners and Hold Participants

Method has two mairuser types:
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A Hold Qwners
0 Responsible for recognizing the neéat and creating
new holds
Add actors to the hold
Addquestions for the custodians
Craftthe notifications sent to actorby theapplication
Manage and report on holds
o Close holds
A Hold Participants
0 Responsible for maintaining the information as
requestal by the hold owners

O O 0O

Hold Owners access Method via Relativity, whereas Hold Participants
interact with hold information via email and the Maitl Interview

Portal, a simple web application providing access to all applicable hold
materials.The Method InterviewPortal allowsusers to acknowledge
receipt of the hold. After doing so they are then able to answer any
guestions created by the hold ownefhese could include general
guestions across the hold for alttorsor questions specific tanactor.

To access the Method Intervie®ortal a hold participantlicks on the
link sentin the initial notification emi or subsequent reminderTo
avoid forcing thenold participantto remembera passworda
combiration of the unique URL arieir email addresss used toverify
the hold participantand grant them access

Foradditional questions or correspondendbe actoris directed to
reply to the system generated emailBhe hold management
applicationtakes care of routing these emails betarethe hold owner
and the actor In this waythe applicationcan track, storeand report
on all correspondence. Along with tracking reminder counts, hold
acknowledgementsand completion of questionnaires the reports
provide a complete picture of eaclhegalhold in the organization.

While the roles of owners antbld participantare clearly defined, it is
important to note the basic relationship between actors, custodians,
and alert group members, as shown in the following diagram:

Method | User Manual - 6



Method Libraries Hold Participants

Received Questionnaire

Actor
Library

Received Legal Hold Notice

Alert Group

Ly Received Alert Group Notice

Ador-Particimant Relationship

In this way, the hold owner selects from the pool of actors. If an actor
from that pool receives a notice or questionnaire, that actor is then
classified as a hold participant. Upon receiving a legal hold notification,
the actor is class#d as a custodian.

Also represented above are Alert Groups, which can be departmental
groups, administrative groups, functional groups, or any specified
groups. A commonly defined group is the IT department, which
typically needs to be alerted of active legal hold in order to identify,
preserve, and collect data within network devices.

1.3 Accessing Method

To access Method, you need to first open Relativitylog irto
Relativity, browse to your Relativity website. If you do not know the
correct addaess, contact your Relativity administratbrpon entering
the URLthe login screen appears.
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1 Relativity

Email Address: |

Password:

Presented by:

IRCura

Login Screen

Enter theemail address and passwopdovided by your Relativity
Administrator.

1.4 Reviewer Options

When you first log into Relativity, y@ee a list of your workspacesou
can click your name in the uppeght corner to see the mode drep
down.

Hi, Greg l\

L

Workspaces
Reset Password
My Settings
Logout

Support
About

You are logged in as:
ghouston@kcura.com

[Data Focus:

@ on O Off

Mode DropDown

By default, you will be in Workaces modeDepending on your
permissions, you may have the option to edit your settiogseset your
password. If you do not see teemodes, your Relativity administrator
can change the settings.
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1.5 Workspace Mode

Clicking oWorkspacesn the mode bar, or logging idjsplaysa list of

your workspaces.

LT &2dz R2y Qi &S Sthéveddar, shawkibyihelledS sz OKS O]
arrow below. The view bar controls which workspaces are displayed in

the list.

Relativity
@ Workspaces

MNew Workspace Iﬁuwurkspaces i Iﬁ' E

Workspaces View Bar

Try switching to different views to see if your workspace appears. If
your workspace is unavailable, contact your Relgtiadministrator.

Note that you may have access to two different kinds of workspaces,
those designated foMethod and those used for document reviv
through RelativityFor more information on Relativity, see the Relativity

Admin Manual.

2 Creating alVorkspace

Before gaining an idepth understanding of workspace creation, you
may simply want to refer to the following quick steps:

Quick Stepg Create a Workspace

# Step More Detail
1. Log in to Relativity. 1.4
2 Click theNew Workspacéutton in the top left 2

corner of the default Workspaces view.

& Complete the New Workspace form. Fields in oran| 2
are required:

a. Provide aNamefor the workspace.
b. Select aMatter from the Matters list via the
ellipsis. Matters are created in Admin mod

Method | User Manual - 9



in Relativity.

c. Select aremplate Workspacérom the
templates list (via the ellipsis.)

d. Select eStatusfrom the Status droglown.

e. Select theSQL Full Text Languaffem the
drop-down. (This will probably be English.)

f. SelectResource Groufrom the dropdown.

g. Select aDefault File Repositorjrom the
drop-down.

h. Database Locatiois driven by the Resourct
Group value and is automatically populatef

i. Download Handler URis automatically
populated with a URL.

j-  EnterKeywordsif applicable.

k. EnterNotesif applicable.

4, ClickSave This workspace is now visible and edital] Relativity
from the default workspaces view. Admin
Manual

Although asingle Method workspace can contaitultiple Legal Holds,
you may want to manage more than one workspace atreet Multiple
workspaces allow you to do the following:

A Maintain several different categories of holds
A Assign a specific Method group to a certain set of holds
A Secure a single hold within a single workspace

Because a single hold cannot be secured whiBniexisting workspace,
creating a new workspace specifically for that hold is the most effective
way of securing it.

Tocreatea workspace click on thdew Workspaceébutton under the
Workspaces tab.
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Relativity
@ ‘Workspaces

Hew Workspace IAI.I.Wnrkspaces j

New Workspace Button

It is best practice tanaintain a basic Method workspace
template that contains no existing holds. This allows you to
easily create new workspaces for the purposes of securing
single holds or creating new categories of holds and assigni
specific groups to them.

In the New Wokspace form required fields are orange while optional
fields are gray:

E[ Workspaces Hi, David
Workspace Information
| SQL Full Text Language [English =
Matter: J _—
Template Workspace: J Clear

Status: | pctive | psg

Resource Information
Resource Pool: ISeI.ecl. vl Database Location: I vl

Defauit File Repository: | vl Download Handler URL: |Re¢aﬁmy.mstﬁbuted

Keywords: I

Notes:

L]

New Workspace Form

A Nameis the name of the workspace you want to contain your
Legal Hold

A Matter is the matter associated with the workspace. Click the
ellipsis to select from allvailable mattersNote that this matter
is different from the optional Matter property presented to you
on the New Hold formwhich is discussed later in this manual

A Template Workspacés the Relativity workspace containing the

structure youwould like to use in your new workspace. This

template must be configured to suppaatMethod workflow so

that you can execute your Legal Hold.
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A Statusis theworkspa& Q@urrent status. The default options are
Active or Inative; you may be able to add a differentlua via
the Add link.

A SQL Full Text Languagils the indexing of full textelds or
other fields specific to Relativity

A Resource Grougpecifies a group of resource servers for the
database. This dredown containsall groups configured in the
Resource&sroup tab in Admin Mode, while the Resouf@sup
tab lists all servers available in the network. A Resource Group is
generally designetlased on location; for example, you may
have a West Coast and East Coast resource greuyp to
manage servers speiifto these regions.

A Default File Repositorys populated for you and can be left at
their default values. A Relativity Administrator will inform you
of any changes to ik property

A Database Locatiofs the location of the database. It is
automaticallypopulated with one or more values in the drop
down when the Resource Group is selected.

A Download Handler URis populated for you and can be left at
its default valueA Relativity Administrator will inform you of
any changes to this property.

There ardwo additional optional propertiesised to differentiate a
workspace from others in the same environment

A Keywordsallows you to attach important words or phrases to
the workspacdo distinguish it from others

A Notesallows you to attach notes to the worpace to further
explain its purpose.

M Note the following regardinthe security of individual Legal
Holds

A You cannot secure an individuaegal Hold withinm
existing workspace

A You must secure an individual Legal Hntdsecuring
the workspace

A Fora list of Method Security Group specifications,
please see the Method Installation Procedures
document.

2.1 ConfigurationUponCreating a Wrkspace

Before you can use a workspace, you need to first define your
configurationby specifyingncoming and outgoing email servers
settings This ensures that all email communications are properly sent.

To avoid a situation in which you send out a notice witlngorrect
WCNR YQ | RRNJEB aaddres3iptesseverByhatthe | £ A | &
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configuration recordreflects the correct email settings for the
workspace you are currently working, i

To gatherconfigurationdetails please contact your System
Administrator.

M Method is compatible with Windows server 2008 only.

2.2 Deactivating a Workspace

QuickStepsc Deactivae a Workspace

# Step More Detail

1. Click on theNorkspace Detailsab while in your Relativity

workspace. Admin Manual
2. Click theEdit button. Relativity

Admin Manual

3. | The Status field shows adetd (i @I f dzS | Relativity
clickthedropR2 6y ® LT GKSNXS A |AdminManual
select it. If there is not this option, click the Add lin
and add a new choice of Inactive. ClBave

4, Selectinactiveas your new Status field value if it i Relativity
not already selected. Admin Manual

5. ClickSave This workspace will now display a staty Relativity
of Inactive. Admin Manual

The Status field allows you to deactivate a workspadech serves as
an alternative to deleting ialtogether. It is advised that you do not
delete a workspace, as it could serve as a resource even after it is no
longer applicable.

By making the status Inactive, the workspace will no longer be displayed
NOKS WwWrif 22NJ]aLl OSaQviewdbutthe! £ f aSUuGK2R 22NJ aLd O
information will be preserved
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3 Setting Up Method Libraries

There are a number dibrariesyou mustset upin order to manage a
legal hold with Method

A Email Templateg communicationsent to actors custodians
and alert groups$n the form of initial notificationsand
subsequenteminders.

A Interview Questions; questions used to populate the
guestionnaire sent to an actor to determine his/her role in the
hold; thesecan beclassified a personal, workelated, orother
custom categories

A ESI Sourceselectronically stored information sources thedn
be classified as local, network, or other custom categories
Examples are:

o Laptop
o Blackberry
o Print

A Alert Groupsg notifications and remiders togroupsof
individuals who need to be alerted athold, but are not a part
of hold. Alert groups are a collection of actors and can
represent teams or departments.

A Actorsc potential custodians athe hold, actors are the
recipients of notifications, reminders, and questionnaires, which
determine their rolein the hold in most cases, actors will be
your employees and contractods the organization.

A Configuratiors ¢ incoming and outgoing email sar settings
that ensure that emails are properly sent with appropriate
email aliases.

A new holdwill not be useful untiyyou define these components
However, here is no specific order in which thesemponentsmust be
createdfor a specific workspace.

Because a hold cannot be deleted if it is associated with one
or more child objects, it is recommended that you simply
close a hold when it is complete cancel it when you know
you will not be using itEither closing or cancelling will
changeli K S  Ktatdis Rrd &elp you avoid confusion when
dealing with multiple holds.

Likewise, you can deactivadeworkspace instead of deleting
it by simply changing the Status field value on the Workspac
Details to Inactive.

The following icons aréocated on the right side of each hold heading in
the layout:

Method | User Manual - 14



= KX 7 G

Layout Icons

Icon Name Description ’

QX

#* Reset Column wSihdzNya GKS tAadQ
Sizes widths

Export the List Exports the list of objects to Excel

W Hide/Show Filters Shows and hides the filters

=& Clear All Clears all filters

The following sections discuss the creation of each of these objects.

3.1 Setting UEmail Templates

Before gaining an idepth understanding of Email Template setup, you
may simply want to refer tthe following quick steps:

QuickStepsc Create an Email Template

# Step More Detail
1. Click theNew Email Templatéutton. 3.1
2. Enter aNamefor the template. 3.1

3. Select the templat8 ypefrom the Type dropdown. 3.1

4, Select theNotice Typefrom the dropdown to the 3.1
right of the Type field.

a. If you want this template to be for a firtime
email, selectnitial Notification.

b. If this is meant to remind an actor of an
unacknowledged notice or an unanswered
guestionnaire, seled®Reminder Notification.
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5. Enter the subject of the email in tHemail Subject 3.1
Linefield.

6. Click the ellipsis to the right of tHemail Bodyfield 3.1
and enter the text you want to be included in the
email body. ClicloKto apply the text to the Email
Body field.

7. Enter theEmail Footettext via the same steps 3.1
performed for the Email Body field. This field is
required to save the template for the following notic

types:
a. Legal Hold Initial Email
b. Questionnaire Initial Email
c. Legal Hold Reminder Email
d. Questionnaire Bminder Email
e. Acknowledgment Reminder Email

8. ClickSave The template is now visible and editable | 3.1
from the Email Template Library. You can also add
email attachment to the template.

9. Click theNew button next to the Template 3.1.3
Attachments object list at the bottom of the template

10. | Provide aDocument Titlefor the attachment. 3.1.3

11. | Click the Browse ellipsis to the right of thefield. 1.3

Select any file to act as an attachment and digen
to apply it to the File field.

w

12. | ClickSaveto apply the attachment to the template. | 3.1.

As an organization you will want to identify & séstandard email
templates to be used when corresponding with people involved in the
legalhold. These templates are based on corporatdicies regarding
holds andprovide a detailed description of thgcoming litigation, as
well as anyspecific instructions fopreservingrelevantelectronic data.

Email templates are created and stored inside Email Template
Library tab.
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( Method::Holds v Hi, David

m Holds F |5sa|-:r... -]
e | H4» N
0 54 Reset Column Sizes | Show Filters | Clear Al 1 -
Nert G | | | Items 2 (of 2)
I e s N R Y
rliEgallcnoite Lbrary, . Nadia Active 5/24/2011 5:07 PM CDT
Interview Question Lib...
E nswer | Lipkind, Nadia Active 5426/2011 7:50 AM CDT
Configuration
Questionnaire Responses

Email Template Library Tab

Clicking theEmail Template Library tab brings afist of existing
templates and their typeslThe New Email Template button is in the
upper left corner of the screen.

@ Method::Email Template Library w Hi, David
RS R e ELCE | All Email Templates j I Search... - l

0 Selected Item(s) Reset Column Sizes | Show Filters | Clear Al | Il_emsl -sofs) M 4 P M

I e e e P T
I Egit  Alert Group Initial Email Initial Motification Mert Group Motice 5/9/2011 2:40 PM COT
E [ Edit Close Hold Initial Email Initial Notification Close Hold Motice 5/9/2011 2:40 PM COT
E [T Edit Legal Hold Initial Email Initial Motification Legal Hold Notice 5/9/2011 2:40 PM COT

New Email Template Button

Clicking the New Email Template buttamincheshe New Email
Template form.
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]ﬂ Method: :Email Template Library - Hi, David

[t Temvite o 3]
Email Template
Name: I
e Prr— NoticeType: [caect. =]

Email Subject Line: I

Email Body: J

Email Footer: J

System Last Modified By:

System Last Modified On:
Disclaimer: The Email Body and Email Footer fields accept a maximum of 20,000 characters and 2,500 lines.

'You are required to define a footer for the following notification types before saving:
= Legal Hold Initial Email
= Questionnaire Initial Email
= Legal Hold Reminder Email
= Questionnaire Reminder Email
= Acknowledgement Reminder Email

'You are unable to attach a footer to the folowing notification types:
= Mert Group Initial Email
+ Close Hold Initial Email
= Mert Group Reminder Email

New Email Template Form
This form includes théollowing fields

A Template Namas the name of the templatéThe following are
possible examples
o0 Alert GroupNotice
0 Legal HoldNotice
o Close HoldNotice
A Template Typds a dropdown thatprovides two choicefor the
Gells 2F SYIFAf: e2dQft 6S aSyRAy3
o Initial Notification
o Reminder Notification
A Notification Typeis a dropdown that allows you to specify
what type of notice you are seling out
o Initial notification types:
A Alert Group Notice
A Close Hold Notice
A Legal Hold Notice
A Questionnaire
0 Reminder Notification Types
A Acknowledge Reminder
A Alert Group Reminder
A Legal Hold Reminder
A Questionnaire Reminder
A Email Subject Linés the subject line you want the recipient to
see upon receiving the message.
A Email Bodyis the message content you want the recipient to
read and acknowledge orrespondfof A O] GKS SffAlLJAAA oO0X
enter and format the main textrouare able to insertinksto
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externalimagesinto the body of the templateFor steps on how
to do this, please sethe Insertingan Image Into an Email
Templatesection Youcanalsouse HTML formatting in the
Email Body and Footer fields. For a listhglserecommended
used Saz LJHIMIAFSrmaEtiBdSConkideratidiater in
this section.

Email Footeilis a customizable field that allows youdreate or
change the notification statement that will appear above the
interview portal link in the notification emai¥ou caruse HTML
formatting in this and the Email Body field. For a list of
recommended usages, please see the HTML Formatting
Considerations section.

0 You are required to define a footer for the following
notification types before saving them. Failing to do so
will result in an error message:

A Legal Hold Initial Email

A Questionnaire litial Email

A Legal Hold Reminder Email

A Questionnaire Reminder Email

A Acknowledgement Reminder Email

0 You are not required to define a footer ftre following
notification types. Anyattempt to do so will result in an
error message:

A Alert Group Initial Email
A Close Hold Initial Email
A Alert Group Reminder Email
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From: method-1.7.118.6@kcura.com Sent  Tue3/22/2011 3:27 PM

To: # David Bachmann
£ - - -
Subject: Legal Hald Notice for Hald: Test Hald - CCID-Op-uiBp-iwMMy2yshUdloeagsimrowy.  EMail Subject Line
T

David Bachmann: Email Body

A new hold has been created named Test Hold for matter number for company with company number . You have

been added to this hold as a custodian of data by the hold owner Bachmann, David. You are responsible for
maintaining the following data related to this hold:

Answering Machine: Blackberrv(s), Blog(s); Current Desktop Computer

To acknowledge vour notification and acceptance of this hold please click the link below and enter vour email

address to login to the acceptance and questionnaire screen. Any associated questions for this hold will appear after

vou have acknowledged receipt of the hold. After answering all questions for this hold please close the

questionnaire for editing by clicking the complete button. Prior to completing the questionnaire vou may save and

retum to answering questions at anytime by clicking the link below and providing your email address. Once
completed, you will no longer be able to edit questions for this hold.

If you need to correspond with the hold owner for this hold please reply directly to this or any of the systam

generated email messages and yvour message will be routed directly to the hold owner. Please, do not email the hold
owner directly, as doing so will result in the correspondence not being tracked as part of the hold. When responding

to the system generated emails please do not edit the subject line of the email as this will cause issues in routing
vour email correctly to the hold owner.

Thank you.

To acknowledge the legal hold notice for hold Test Hold, please click on the following link: Email Footer

https:/meth-web-01.testing.corp/MethodInterviewPortal Login aspx?
holdParticipant]d=1037223&hash=eQ225z0D 2meFHE8zTqwH Upw2%3d%3d &caseld=1032772

Email Template Fields

The following fields are not required:

A System Last Modified Big theuser/owner who last modified
the Email Template.

A System Last Modified Ors the date on which the Email
Template was last modified.

A useful feature for template creation is the merge field token
replacement that occurs when notifications are processethiy

system. By placing merge fields in the subject or body of the template a

hold owner can easily create a template that is dynamically updated to
include fields such as the hold name, matter numiaetprname, and
sources.

Relativity can merge sgific fields of data when a
notification is sentPlease efer to AppendigsA and B for a
list of available merge fields.

Below is an example of a saved Closed Hold Initial Email template, as
found in the Email Template Library.
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[_'F}-l Method: :Email Template Library - Hi, David

IEmafL Template Layout j m m Hm:urdlz_ of 8 HdbkH
T

Mame: Close Hold Initial Email

Type: Initial Motification Motice Type: Close Hold Motice
Email Subject Line: Close Hold Notice for Hold: [hold.name]

Ema : [holdparticipant.name]:

Hald [hold.name] for matter number [hold.matternumber] for company [hold.company] with company
number [hold.companyid] has been closed. Thank you for maintaining the data related to this hold.

If you need to correspond with the hold owner for this hold please reply directly to this or any of the
system generated email messages and your message wil be routed directly to the hold owner. Please,
do not email the hold owner directly, as doing so wil result in the correspondence not being tracked
as part of the hold. When responding to the system generated emails please do not edit the subject
line of the email as this will cause issues in routing your email correctly to the hold owner.

Thank you.

Email Footer:
System Last Modified By: Lipkind, Madia

System Last Modified On: 5/23/2011 3:10 PM

Close Hold Template
3.1.1 Insertingan Image Into a Email Template

When creating or editing an Email Template, you have the option of
inserting or modifying an image within the body of the email. This
becomes available once you click the ellipsis to the right of the Email
Body feld.

Clicking the ellipsis brings up the text window. Among the iconthe
task bar is Insert/Modify Image.

Enter Text:

leeading1jB! U8 = < By 4B nt‘x‘

=
g
g
7
F

Le
o
2

Insert/Modify Imagecon

Clicking this icon brings up a window in which you can insert and
configure the image you want to appear in the bodytree email.

Method | User Manual - 21



Preview |

Image URL: |
Alternate text: |
Layout Spadng— |
Alignment: m Horizontal: I—
Border thickness: I— Vertical: I—

Image Preview:

oK

Cancel

Insert Image Window

To insert the desired image, perform the following:

1. Enter the URL of the desired image in theage URIield. The
image has tde available on a externally availableveb server
in order to be included ithe emailbody.

2. ClickPreviewto make sure you have entered the correct URL
andthat the correctimageappears in the Image Preview box

Image URL: |http:ffkcura.comfrelahv|tny0rtalsf_defau\t.’Sklnszelahv|tyﬂmagesfappl|cah0nsfappl|cahon_meﬂ10d.png Preview |

Alternate text:
Layout —
Alignment: IEaseIine vl
Border thickness: I
Image Preview: —

‘/

Preview Image

Spacing

Horizontal: I
Vertical: I

3. Enter any text that yo want to appear when the user hovers
over the imagen the Alternate text field.
4. IntheLayoutsection, configure the image with the following

fields:
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A Alignmentdetermines where the image will sit in the
email body.
A Border Thicknessetermines thethickness othe
border around the image. Leaving this empty will result
in no border.
5. Inthe Spacingsection, specify thélorizontaland Vertical
spacing othe image in the body.
6. ClickOKif the image displayed in the Preview box is what you
want to appear in the email body. CliCancelo exit the
window without inserting any image.

3.1.2 HTMLFormatting Considerations

If you are importing content for the Email Footer and/or Email Body
fields of the template and not simply entering content into these fields
inside Method, you should be aware of the following recommendations
for HTML formatting:

Desired Effect Recommended Usage

Bold <strong>Bold</strong>

Italics <em>ltalics</em>

Underline | <u>Underline</u>

Strikethrough <strike>Strikethrough</strike>

superscript | <syp>superscript</sup>

<sub>subscript</sub>

subscript
9 Bulleted <ul><lizBulleted<li>List</ul>
M List
1. Ordered <ol><li>Ordered<li>List</ol>
2. List

Colored Text f F2y i O2f 2NI ¢ NBReé p/ 2f

Colored Backgrounc f F2y i &aié&f SFGOLAR! YDwh !
| cCCCnnéphl/ 2t 2NBR . I O
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AT SIrénép[ F NBSH

Q)¢

Larger Text |f T2y

SmallerText | f F2y (0 aAT ST éHéER{ Y ¢

Different FF2yaG FIFOST ¢ 02 dzNR SNJI
Font Font</font>

Indented Font| <blockquote>Indented Text</blockquote>

© &copy;
U &trade;
a &euro;

3.1.3 Attachments on Email Templates

After saving ammail template, you have the option of attaching a
document to it. This feature gives you the ability to supplement any
notification with additional material not found in the email itself.

Email Attachment (Template Attachments) [0 [FEEY o= v 7 Items|1_ -30f3) M 4 b M
~

Il Method - Installation Guide - v1.9.pdf 1,236,509
| Method - Server Specifications - v1.9.pdf 402,681
Il 5 & Attachment Method - User Manual - v1.9.pdf 5,355,400
0 Selected Item(s) Select Page Size: m

Attachments orEmail Template

After the template is savedhe Enmail Attachment object sits beath
the template information Here you can add a new attachmeatthe
template by clickinghe New button. This brings up the Add Email
Attachment window.
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Add Email Attachment

[Enat attachment Layout [
Default Category

Document Title: I

File: I Bonsel |

Add Email Attachment
Both fields are requireth order to savehe attachment

Document Titleis the nameof the attachment

Fileis the documenfile itself, such as a Word, Excel, or PDF file.
You select this witlthe Brows button. You can remove a
selected file with the Clear button.

>\ >\

ClickingSaveattaches the fik to the template

You caralsoassociateexisting attachmentso the template You are
only able to link attachments that you previously attached to email
templates within this workspace. Clickibgkbrings up the following
picker.

Select Items - Email Attachment (Template Attachments)
Available Items (Linked items not shown)

0 Selected Item(s) Reset Column Sizes | Show Filters | Clear Al | Iternsl‘l— -4por4) M4 P M=
1 ey e
n [ sampie Attachment 1 Method - Instalation Guide - v1.9.pdf 1,236,509
E [~ Sample Attachment #2 Method - Performance and Server 586,230
Recommendations - v1.9.pdf
E [~ Sample Attachment #3 Method - Server Specifications - v1.9.pdf 402,681
H [ sampie Attachment 24 Method - User Manual - v1.9.pdf 5,355,400 ~ [~
Viewing the first 4 of 4 items in sets of EL per page
Remove Selected ltems
0 Selected Item(s) Reset Column Sizes | Show Filters | Clear Al | Iternslﬂ_ o) M4 P M
1 T
=
Viewing the first 0 of O items in setsof |25 7| per page

Select Emai\ttachment

Checking the box next to the attachment file and clicléwlgl places it
in the Selected Items list. ClickiBgtattaches the file to the template.
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Checking an attachment and clickidglink removes its association with
the email templateAs trere is no Delete button on this object, no email
attachment can be deleted.

The template you create and save is storechia template library ands
availableto link toa legal hold you creat this workspace

3.2 Setting Udnterview Questions

Beforegaining an irdepth understanding of Interview Question setup,
you may simply want to refer to the following quick steps:

Quick Stepg, Create an Interview Question

# Step More Detail
1.

Select thenterview Question Libraryab. 3.2

2. Click theNew Interview Questiorbutton. 3.2

3. Enter the title you want this question to appear und¢ 3.2
in the Questionfield.

4, Select the category this question would most 3.2
appropriately fall under from th€ategoryfield drop-
down. If you would like to add a category to these
options, click theAdd link, provide &Nameand Order
in the New Choice window, and clilave Ths new
category will then be available in the Category field
drop-down.

5. If you would like this question to be mandatory for tt 3.2
custodian who receives it in the Interview Portal,
check the box next to thResponse Requirefield.

6. Provide theOrderyou want this question to fall undel 3.2

7. Select the most appropriate type for this question | 3.2
from the Typefield drop-down. You should have the
following type options:

Long Text

True/False

Multiple Choice List

Single Choice Drop Down List

coow
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e. Single Choice Radio Button List

8. Provide all answer choices that you want available t 3.2
the custodian in theChoice Optiondield.

9. ClickSaveto store the new question in the question | 3.2
library.

Along with email notifications you may want to gather additional
information from Actors regardinthe hold. This is accomplished by
creating specific questionnaires within each hold.

The Interview Question Library is used to starkst of common
guestions which later can be linked to questionnaires.

Ll f Method::Holds w Hi, David
w Holds - | =L
Actars I— M 4 N
] Reset Column Sizes | Show Filters | Clear AL | Items |1 -2 (of 2) 4
AMert Groups { b
I ESI Source Library
EMELTEILEE S cation Lipkind, Nadia Active 5/24/2011 5:07 PM CDT
Interview Question Lib...
nswer | Lipkind, Nadia Active 5/26/2011 7:50 AM CDT
Configuration
Questionnaire Responses

Interview Question Library Tab

Selecting this tab brings up the default interview question view. The
New Interview Question button is in the upper left corner of the screen.

@ Method::Interview Question Library w Hi, David

Al Interview Questicnsj I "I it

0 Selected Item(s) Reset Column Sizes | Show Filters | Clear Al | Ilem5|1 -1500f15) M 4 F M

'l =
[T Edit 10 Please identify General Yes Muitiple Choice

the type of List

computing

devices assigned

to you by the

company': -

New Interview Questin Button

Note that the Pivot icon -\dﬂ) sits in the upper right corner of the
Interview Question view. This is also avdiatn Actors, Alert Groups,
ESI Source Librargnd Questionnaire Respons&dicking this allows
you to pivot in these views onldields that have been enabled for Pivot
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On and/or Group By. For more information on how to use Pivot, please

see the Appendix oRivot in Methodater in this document

Clicking tle New Interview Questiorbutton launcheghe New
Interview Question form.

@ Method::Interview Question Library w

Hi, David

Save and Mew Save and Back

IInler'-"iew Question Layout j

than long-text, then the answer type wil default to long-text upon display.

Question: I :I
Category: Im
Response Required:
Order: I—
Type: ISelect... j
Choice Options: ;I
i

Please separate choice options using semi-colon (i.e.Yes;Mo). If choice options are not entered or entered incorrectly for types other

New Interview Question Form

This form includes the following fields. Fields in orange are required:

A Questionis theactualquestion you would like tdefinefor
future inclusionin a questionnairerelating tothe hold.
A Categoryis acustomizabledrop-down containing choices for

the type of question you are sending. For example, if you are
sending a personal question you may want to create a choice

OFrft SR at SNA2Ylf ®é LF @&2dz

82dz YAIKUG ONSBI G Segdry. a2 2N w

A Response Requirethakes the question mandatoon the
guestionnaire if che&ed,the recipient cannot submit the

S

guestionnaire until this question is answered. If unchecked, this
guestion does not require a responem the hold participant
A Orderis thesequencean which you would like this question to

appearin the interview questionnairéor the actor.

A Typeis the answer type for the question. By default this is set to

long text unless another option is selectethefollowing
choicesare availdle:

0 Long Texwill display a text entry box

0 Multiple Choice Listvill allow for more than one

answerto be selected from thelefined choices entered

in the choice options box.
0 Single Choice Listill allow for a single answer to be

selected from the defined choicemtered in the choice

option box
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o True/Fabkewill allow for a single choicenswer to be
selected from tha@wo defined choices entered in the
choice option box.

A Choice Optionss a box intavhich youenter the answer
choices yowvant to be visible to the actor whillee/she isgiving
responses t@uestiors.

0 Note thatif choice options are not entered or entered
incorrectlyfor types other than londext, then the
answer type will defaulto long-text upon display.

Whenselecting an answer type of §ia or Multiple Choice
List youmust provide the required answer choic&nter
these in the Choice Options begparated with a sergolon
e.g.0One; Two; Three; Four

Below is an examelof a saved interview questi@asit isfound in the

Interview Question Library. Note the completed Question, Category,
and Order fields:

@ Method::Interview Question Library w Hi, David

Ilnler\riew Question La:mutj Recnrd|3 of 15 Ha4bH

Question: Do you have a company assigned smartphone?
Category: General
Response Required: [
Order: 40
Type: Single Choice Drop Down List
Choice Options: ;Yes;Ho

Please separate choice options using semi-colon (i.e.es;Ne). If choice options are not entered or entered incorrectly for types
lother than long-text, then the answer type will default to long-text upon display.

Saved Interviev@Question

There are three action buttons available at the top of the form. These

buttons appear orseveralMethod layouts and offer the following
functions:

A Editallows you to edit thejuestion
A Backredirects you back to the previous screen.
A View Auditdisplays the audit history and includes the following

fields by default:
0 User Namas the name of th user responsible for the
action.

0 Actionis the action performed.

0 Timestampis the time at which the action was
performed.
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Once saved, this question is stored in the Interview Question Library,
where it is available to link to a questionnaire and seranoactor for a
response.

3.3 Setting UESI Sources

Before gaining an idepth understanding of ESI Source setup, you may
simply want to refer to the following quick steps:

Quick Stepg, Create an ESI Source

# Step More Detail
1. Select theESI Source Libratgb. 3.3
2. Click theNew ESI Sourdeutton. 3.3

3. Enter the name you want this source to appear und| 3.3
in the Source Namdield.

4, If you would like to provide a category for this 3.3
guestion, select one from the option@lategoryfield
drop-down.

5. ClickSaveto store this source in the ESI Source 3.3
Library.

The ESI Source Library tab is where you define the Electronically Stored
Information sourcegor future selection in a hold. ESI Sources are
resourcedisedto locaterelevant information pertaining to the hold.
Sources will be dependent upon your company setup but may include
things such as User PC, Email Server, Voice Mail and Mobile Phone.

This tab hosts the master library list which is available for selection
within each legal hold.

ESkources are created drstored in the ESI Source Library tab.
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(Metrm :Holds w Hi, David

m rolas '_I ISsar:r... j !

e | M4bM
0 54 Reset Column Sizes | Show Filters | Clear Al 1 -

s I I | ltems 2 (of 2)
e T E—e——
n [iEmai Template Library | tion Lipkind, Nadia Active §/24/2011 5:07 PM CDT

Interview Question Lib...

E nswer Lipkind, Nadia Active 542642011 7:50 AM CDT

Configuration

Questionnaire Responses

ESI Source Library Tab

Selecting this tab brings up the default ESI Source view, which includes
source names and categories. The New ESI Source button is in the upper
left corner of the screen.

@ Method::ESI Source Library - Hi, David

ISear:h... vI Li

Reset Column Sizes | Show Filters | Clear Al | Iterns|1 -2540f33) M 4 b M

B T

0 Selected Item(s)

Answering Machine Personal 52372011 310 PM COT
H [ Edit Blackberry(s) Personal 5/23/2011 3:10 PM CDT

Hl_ Edit  Blog(s Personal 52372011 3:10 PM COT

New ESI Sourdgutton

Clicking the New ESI Source buttanncheghe New ESI Source form.

@ Method::ESI Source Library w Hi, David
I ESI Source Layout vl m m Save and Back
ESl Source

Source Name: I

Category: |seject... =

System Last Modified By:
System Last Modified On:

New ESI Source Form
This form include®our fields:

A Source Namés the name of the ESI source. Takowing are
possible examples

o USPC

o Flash Drive

o0 Email Server
o0 Backup Tapes

Method | User Manual - 31



o0 Mobile Phone
A Categoryis acustomizabledrop-downthat provides category
choices for your sourc&.ou can select an existing category or, if
you have permissions to add your own source, you can click on
the Add link next to the droglown. For example, gu may want
G2 AyOfdzRS I OFGS3I2NER 2F da[ 20! ¢
OFS3I2NE 2F GbSig2MkfeldEaphdndl y SY
and used mainly for sorting purposes.
A System Last Modified Big the user/owner who last modified
the ESI Source
A Sysem Last Modified Oris the date on which th&SI Source
was last modified.

€ F2NI I .t C
I.

I.
At az2daNDOSo

Below is an example of a saved ESI source, as it appears in the ESI
Source Library:

l_'Er-[ Method::E5l Source Library - Hi, David
IBI Source Layout VI Record IB of 33 H4PFrH

Source Hame: Email
Category: Personal
System Last Modified By: Lipkind, Madia
System Last Modified On: 5/23/2011 3:10 PM

Saved ESI Source

Once a source is saved, it is stored in the source library and is then
availabe to link to a hold.

3.4 Setting UpAlert Groups

Before gaining an #depth understanding of Alert Group setup, you may
simply want to refer to the following quick steps

Quick Stepg Create an Alert Group

# Step More Detail
1. Select theAlert Groupstab. 3.4
2. Click theNew Alert Groupbutton. 3.4

3. Enter the name you would like the group to appear | 3.4
under in theGroup Namédfield.
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4, ClickSaveto store the group. Once the group is save 3.4
you can create an actor and link it to the group
through theNew button or you can link an existing
actor to the group through thé&ink button.

Method provides theability to arange Actors into groups in order to
perform actions on the group as a whole. These groupsedegredto

as Alert Groups.

Alert Groups can be departmental groups, administrative groups,
functional groups, or any useapecified groups. Aommorly defined
group is the IT departmemvhichtypically needs to balerted ofan
active legal hold in order to identify, preserve, and collect data within

network devices.

Alert Groups are created in the Alert Groups tab.

L ( Method: Holds w Hi, David
w Holds g | 2 |F
Actors
0 Reset Column Sizes | Show Filkers | Clear Al 1 -
— [ | | Itemsl ziofzy WM 4 b M
I ESl Source Library
Email Template Library cation Lipkind, Madia Active 5/24/2011 5:07 PM CDT
Interview Question Lib... o . .
nswer Lipkind, Nadia Active 5/26/2011 7:50 AM CDT
‘Configuration
Questionnaire Responses

Alert Groups Tab

Clicking this tab brings upe default alert group view.ie New Alert
Group buttonisin the upper left corner of the screen.

@ Method::Mlert Groups w

Hi, David

| =]

-

[T Edit Human Resources

[T Edit Information Technology

Al Mert Grc-upsj
0 Selected Item(s) Reset Column Sizes | Show Filkers | Clear Al | Item5|1 -2iof) W4 b M

BAZ3/2011 427 P COT

5232011 3:00 PM CDT

New Alert Group Button

Clicking this buttotauncheghe New Alert Group form.
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@ Method::Alert Groups w Hi, David

Iﬂert Group Layout VI m Save and New Save and Back
Alert Group
Group Mame: I
System Last Modified By:
System Last Modified On:

New Alert Group Form
This formhasonerequiredfield:

A Group Namds the name of the alert grougCommon group
names include:

0 Human Resources

o IT
System Last Modified Big the user/owner who last modified
the Alert Group.

System Last Modified Ois the date on which the Ale@roup
waslast modfied.

>\

>\

Below is a saved alert group:

|_£| Method::Mlert Groups w Hi, David
Iﬁ.l.erl.Gmup Layout vl m,,,dlrm H4PprH

Group Mame: Human Resources
System Last Modified By: Lipkind, Madia
System Last Modified On: 5/23/2011 4:27 PM

Actor (Actor)

e Jomine Jomommn o

[ Edit Todd Wilson LHMtestActor3@kc 312-656-7917 HR Manager Human Resources
0 Selected Item(s)

Saved Alert Group

Once you create an Alert Group you can add actors to it viaettang

displayed at the bottom calledActor (Actor). This provides the following
options:

A Newallows you to create a new actor to link to the alert group
you just created or an already existing group.
o ClickingNewbrings up theAdd Actor window which
will be covered in the Actors section
A Linkallows you to link this alert group to an existinga.
o Clicking Link brings uppmpup picker containing two
items lists:Available ltemsand Selected Items
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Select Items - Actor (Actor)

Available Items (Linked items not shown)
0 Selected Item(s) =
[
[~ Tanya Taft LHMtestActor1@ko 312-555-7915 IT Manager IT/CS
|| Test Actor6 LHMtestActar6@ke
[ Test Actor4 LHMtestActord@ke
[ Test Actors LHMtestActorb@ke
[~ Tim Harrison LHMtestActor2@ke 312-555-7916 IT Manager ITACS -
| | »
Viewing the first 6 of 6 items in sets of FL per page
[ Add | Selected Items
0 Selected Item(s) =
ul
-
4] | ol
Viewing the first 0 of 0 items in sets of FLI per page

Available Items Actor Window

0 This popup picker is used to apply values to the hold
any time you click the Link button. This pickeovides
the following workflow:
A Addallows you to add checked actors from the
Available Items list to the Selected Items list
below.
A Removeallows you to items from the Selected
Items list and place them back in the Available
Items list.
A Setallowsyoutoapplyth | Ol 2NE @& 2dzQ@S
chosen for the Selected Items list to the alert
group you created.
A Cancekloses the window and returns you to
the alert group form.
A Unlinkallows you to unlink this group from an actor to which it
is currently linked.
0 Clicking Unlinkrings up avarning messageeading,
G! NS &2dz adzNB @&2dz gl yid G2 dzyt Ayl GKS

There are three action buttons available at the top of the form:

A Editallows you to edit theactors
A Deleteallows you to delete the alert group.
0 You are unable toalete an alert group that is currently
referenced by an existing actor.
A Backredirect you back to the previous screen.
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3.5 Setting UpActors

Before gaining an idepth understanding of Actor setup, you may
simply want to refer to the following quick steps:

Quick Steps; Create an Actor

#  Step More Detail
1. Click on theNew Actorbutton. &5
2. Enter theFirst Nameof the actor. &5
3. Enter theLast Nameof the actor. 35
4. |9y i SNJI (Bl Ad@rés2 N & 3.5

5. TheNamefield is automatically populated with the | 3.5
first and last name entered in each required fields.

6. [9YGSNI GKS I Ol 2 NQRhonefigl@ y S| 3.5

7. If you want the actor to be unable to receive any 35
notifications, put a check in thBisable All
Notifications checkbox.
8. |9y (SN (i €&rent D@pn@neiX&ptional). 3.5
9. |9y SNI G Rirent THIESHIOIRE. /3
10. |9 y (i SNJ { €usrent SDie@idato@tional). 3.5
11. | 9 y G SNJ (i RaSt Deprimanigdptinal). 35
12. | 9 y (. SNJ (i Ra&St Title@ptianslk a 35
13. |9 y (i SNJ i R&St Shipérvisp(daibaal). 3.5
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14. | Select a status value from tlEmployment Status 35
drop-down (optional).

15. |9 y (i SNJ { Erfploye©Nuthbégtional) 3.5

16. | Select theEmployment Start Datdrom the list via the | 3.5
ellipsis (optional).

17. | Select theEmployment End Datéom the list via the | 3.5
ellipsis (optional).

18. | ClickSave The actor is now visible and editable in th 3.5
Actor library. There are three associative object lists
the bottom of the saved actor.

19. | Click theNewbutton next to the Alert Group object | 3.5
list to create a new Alert Group and link it to the
Actor. Click the.inkbutton to link the actor to an
existing Alert Group. Click thénlink button to
remove an alert groufrom association with the
Actor.

20. | Click theNewbutton next to the Hold Participant 3.5
object list to create a new Hold Participant and link i
to the Actor. Click th&inkbutton to link the actor to
an existingHold Participant. Click thenlink button to
remove a Hold Participant from association with the
Actor.

21. | Click theNew button next to the Hold Note object list| 3.5
to create a new Hold Note and link it to the Actor.
Click theLinkbutton to link the actor to an existing
Hold Note. Click th&nlink button to remove a Hold
Note from association with the Actor.

Actors arethe recipients of notifications, reminders, and
guestionnaires, which determine their role in the hols such, they are
potential custodians of your holdin most cases, actors are employees
and contractors of youorganizationor - if you are hosting the holdof
your clients

You can import actors and other Method objects udimg Relativity
Desktop Clienty manuallyentering themin the Actors tah or through
Active DirectoryFor a table of the field speaftions, please see the
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Actor Load Specificatiorappendix For steps on how to import and
export Method objects using the Desktop Client, pleasetkee
Importing/Exporting appendiActive Directory syncing is covered in the
Setting Up Email Configuraticection.

To install the Relativity Detslp Client on your machine, you will need to
contact your System Administrator.

(5| method::Haos w Hi, Cavid
MHuds a1l |ssa|-:r =] lal

[ s e o M AhM

0 5q Reset Column Sizes | Show Filters | Clear Al 1 -

e | | | Items 2 (of 2)
e
n [ Ly cation Lipkind, Nadia Active 5/24/2011 5:07 PM COT

Interview Question Lib...

E nswer Lipkind, Nadia Active 542672011 7:50 AM CDT

Configuration

Questionnaire Responses

Actors Tab

Selecting the Actors tab brings up the default actors view. The New
Actor button sits in the upper left corner of trsereen.

@ Method::Actors w Hi, David

Al Actors j IEERI'Cf j (5
0 selected Item(s) Reset Column Sizes | Show Filters | Clear Al | Ilernsl'1 -7of7) M 4 b M

I N

Edit David Bachmann dbachmann@kcura.

E [T Edit Jeffrey Stanford jstanford@kcura.cc

E |- Edit Samson Poon spoonf@kcura.com

New Actor Button

Clicking the New Actor buttdiauncheghe New Actor form.
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|_‘F,—| Method::Actors w Hi, David

Actor Layout =

‘Contact Information
First Name: Name:
Phaone: I
Last Mame:

Current Department: Past Department: I
Current Title: Past Title: I
Current Supervisor: Past Supervisor: I
Employment Status: [so- ¢ - Employment Start Date:: I—J
Employee Number: Employment End Date:: I—J
Last LDAP Sync:

New Actor Form

This form includes the following fieldsekeis in orange are required in
order to save:

Contact Information

A FrstNameA & GKS | OG2NRa FANRG ylYSo
A LastNameisthS | Qi 2NXQ&a 1 ad ylryS
A Emailk & GKS FOG2NRa SYIFAf | RRNBaao
A Nameis automatically populated with the first and last name

entered in each required fields.
A Phonehd GKS | OG2NXQa LIK2YyS ydzyo SN
A DisableEmails to this Actodetermines whether or not the

ador can receive emaildf this is checked or shaded glsend

Notice button will not be available in the Method Console when

you are attempting to send the actor a notida.addition, the
actor will not receive emails as part of a bulk send.

Role Informdion

A Current Departmentis the department in which the actor is

currently employed.

CurrentTitleA & G KS | OG2NRa OdzNNBy i

Current Supervisoh & G KS yIYS 2F GKS

at his/her place of employment.

A Past Departmenis thedepartment in which the actor was
formerly employed.

A Past Titleis the title under which the actor was formerly
employed.

A Past Supervisois the name of the supervisor under whom the
actor formerly worked.

A
A

Employment Information
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>~

Employment Statuss a dropdown containing the following
choices:

o Employed

o0 Not Employed

A Employee Numbeh & G KS SYLX 28SSQa ydzYoSNJ i KA&akKSN
employment.
A Employment Start Datés the date on which the actor began
work at his/her place of employment.
A Employment End Dates the date on which the actor ended
his/her job.
hyOS 'y I OG2NJ A4 &l SR KSkaKS Aa ftAadSR Ay @K
ﬂ Method::Actors - Hi, David
IAanrLayuul - edit | Back | nm,,dh_u” M4k H
First Mame: David Mame: David Bachmann
Last Mame: Bachmann Phone:
Email: dbachmann@kcura.com Disable Emails to This Actor: IE‘
Role Information
Current Department: Past Department:
Current Title: Past Title:
Current Supervisor: Past Supervisor:
Employment Status: Employment Start Date::
Employee Mumber: Employment End Date::
Last LDAP Sync:
Alert Group (Actor) [0 T 21 = ) 7 F remsfo - r) M4 bW
M e owen |
0 Selected Item(s) Select Pagesize:lﬂ
Hold Participant (Participant) = B 7 F tems[o - for
(o o e e fow loeues Jee oo
0 Setected Itemis) Seiect Pag
Hold Note (Related Actors) = ) 7 remsfo - r) M4 bW
M e e s e o |
0 Selected Item(s) Select Pagesize:lﬂ
Saved Actor

Note that a new setting displays at the bottom of the Actor information
calledAlert Group(Actor). This setting providethe following options:

A Newallows you to create a new alert group to link to the actor
you just created.

A Linkallows you to link the actor you just created to an existing
alert groupvia the Available IterSelected Item popup
described in the Alert Groups section.

A Unlinkallows you to unlink the actor from alert groups to which
it is currently linked.

An actor may be linked to more than one alert group.
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Under the Alert Group informatn is theHold Participant (Participant)
setting This allows you to view all holds the participant is associated
with, as wellas theLJ: NJi A @ypeLdndysiatiszper holdhis
information is automatically updated as Method sends out the various
typesof hold notifications.

Note: Although tre Linkand Unlink buttons are visible on the Hold
Participant object, theysHOULD NQOe utilized. Yoare strongly
discouragedrom linking an existing participant to the actor layout, or
unlinking a currently linkel participant. The Hold Participant object is
automatically updated by the system upon sending watifications

TheHold Note (Related Actorsgetting allows you to relate a hibnote
specifically to thisctorvia the New, Link, and Unlink buttodescribed
above.This helpsurtherRSFA Y S (KS
process. Thaotes you relatdo this actor are visible in théiew Detail
Report layout on the holdnd can be included in an actors view

FOG2NXRa NRtS Ay

Upon clickindNew, you are presented ith the Hold Note Layout.

IHdd Note Layout VI Save and Mew Save and Back

Hold: J

Mote Details:

Related Actors: J
=== Clear

Todd Wilson
System Last Modified By:
System Last Medified On:

Hold Note Layout

Complete the following to add a new note. Properties in orange are
required:

Hold Note

A

A
A

Hold: associate this note with one tiie

holds available in the

picker¢ these are all the holds in éhcurrentworkspace

Note: provide the text for this note.

Related Actorsassociate this note with one or more actors
from the picker. Click Clear to remove any currently related

actors from this note.

System Last Modified Byiew the owner who last made

changesa this note.

System Last Modified Qrview the date and time at which

changes were last made to this note.
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Clicking Save saves the note andkes it visible on all associated Actor
layoutsunder the Related Actors field

Hold Note (Related Actors)

-

[ Edit Thisis a hold note.

& 8 7 F tems[1 -1orn KM 4 b M

David Bachmann 127372010 9:01 AM C5T Bachmann, David
Jeffrey Stanford
Tanya Taft

Tim Harrison
Todd Wilson

Related Actors Field

3.6 Setting UpEmailConfiguration

Before gaining an depth understanding of email configuration, you
may simply want to refer to the following quick steps:

Quick Stepg Create a Configuration

# Step More Detail
1. Select theConfigurationtab. 3.6
2. Click theNew Configurationbutton. 3.6

3. Enter the mail domain of the service provider email | 3.6
server in theDomainfield.

4, Enter the IP address of the service provider email | 3.6
server in theMailServerfield. This is not required for
WebDav configuration.

5 Enter the mailbox on the service provider email ser\ 3.6
to check inbound emaiis the Mailbox field.

6. Enter the user account on the service provider emaij 3.6
server needed for mailbox access in theername
field.

7. Enter the user account password on the service 3.6
provider email server needed for mailbox access in
Passwordield.
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Enter the protocol your organization uses to procesy 3.6

reply emails in thé&Email Processofypefield. Select
one of the following:

Exchange Web Services
IMAP

POP3

WebDav

> B >

Enter the IP address of the SMTP server required b| 3.6

the email client in theSMTP Serveield.

10.

Enter the user name used to log in into the SMTP
server in theSMTP User Namigeld.

11

Enter the password used to log in to the SMTP serv
in the SMTP Passworfield.

12.

9YyUSNI GKS SYIFAf FRRNBaa 3.6

address in outbound emails to hold participants in tf
From Email Addresgeld.

13

Enter the email address the recipient will use to repl
to messages in thReplyTo Email Addreseld. Make
sure that this address is unique to the workspace yc
are currently working in.

14.

Enter the number of the port used to transfer email
submitted by a mail client to a mail server in tBM TP
Port field.

15.

Determine whether the SMTP server is secured usit
Secure Sockets Layer (SSL) irStE@ P Uses S8eld.
Check this box to force SMTP to use SSL.

16.

Enter the desired frequency of email alerts sent to tl
System Administrator regarding invalid emails
received in the incoming Method mailbox (specified
the Mailbox field above) in thError Email Interval
field.

17.

Enter the desired first scheduled email alert is sent |
the System Administrator in th®tart Time for
Scheduled Sendseld.
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18. | Enter the address used to receive a test email once| 3.6
the emall configuration is saved in tiest SMTP
Recipientfield.

19. | ClickSave This configuration is now available in the | 3.6
Email Configuration Library.

20. | An Email Configuration Console is available in the | 3.6
upper right corner of the configuration layout. In this
console is a greehest SMTP Servéutton. Click this
in order to send a test email to the addressthe Test
Email Recipient specified above.

TheConfiguration tab allows the hold owner to specifydming and
outgoing email server settinger sending and receivingmail
messagesThis allowshe hold owner to configure and view email
server information specific to this wonace in order to ensure that
emailsare properly sent with appropriatemail aliasesThis must be
completed before you can initiate your first hold.

Before you can use a workspace, ymed to first define your
configuration byspecifyingncoming and outgoing email servers
settings. This ensures that all email communications are properly sent.

To avoid a situation in which you send out a notice witliregorrect
WCNR YQ | RRiNdBagaddred3ipteaseverByhat the
configuration recordreflects the correct email settings for the
workspace you are currently working. i

To gatherconfiguration detailsplease contact your System
Administrator.TheCafiguration tab is locatedddow Interview
Question Library.

i f Method::Holds w Hi, David
m Holds gl | =]
Actors
Reset Column Sizes | Show Filters | Clear Al | |ter1-|1 -2iof2) M 4 b M
Mert Groups : o

I ESI Source Library

Email Template Library cation Lipkind, Nadia Active 5/24/7011 5:07 PM CDT

Interview Question Lib...

N Configuration f

Cuuestionnaire Responses

nswer Lipkind, Madia Active R/26/2011 7:50 AM CDT

Configuration Tab

Selecting theConfiguration tab brings up the defawdlbonfiguration view.
The NewConfiguration button sits in the upper left corner.
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@ Method:: Configuration w Hi, David
IMCnnﬁgurah’nnsj I Search... j

0 Selected Item(s) Reset Column Sizes | Show Filters | Clear Al | Items|1 -tef) M 4 P M

T T e ey m——
n [T Edit testing.corp 192.168.14.203 https:/ /chitestexc Administrator P@sswird@1 24 n

New Configuration Button

The NewConfiguration buttorbrings up the nev Configuration form.

@ Method::Configuration w Hi, David
IConﬁguratTon Layout 'l Save Save and New | Save and Back

Method Version

Method Version: 1.10.198.2

Incoming Email Server

Domain: I— Username: I—
Mailserver: l— Pazsword: l—
Mailbox: I— Email Processor Type: ISE“?C‘—LI
SMTP Server: I— SMTP Fort: I—
SMTP User Name: l— SMTP Uses 551 [
SMTP Password: l—

From Emaf Address: | Start Time for 5 S |
{In Hours After Midnight) =
Reply-To Email Address:
e ress I Error Email Interval (In Hours) : |
Test SHTP Recipient: |

If a “From Email Address™ and “Test SMTP Recipient™ are supplied, a
test email using the above configuration settings can be sent from the
“Test SMTP Server™ console button after this configuration is saved.

Directory Integration

Directory Syncing Status: Inactive LDAP Query:
LDAP Groups:

New Configuration Form

Complete the following talefinea configurationfor your specific
workspace Required fields are in orange, and optional fields are in gray.

Method Version

A Method Versionis a readonlyfield displaying the version of
Method you are currently workingith.

Incoming Email Server

A Domainis the mail domain of the service provider email server.
A MailServeristhe IP address of the service provider email server
for POP3 andIMAPconfiguration. This is not required for

WebDavwor the Exchange Wete&/icesconfiguration.
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Mailbox is the mailbox on the service provider etrsgrver to
check for inbound emails.

Usernameis the user account on the sereiprovider email

server needed fomailbox access.

Passwords the user account password on the service provider
email server needed for mailbox access.

Email Processor Typie the type of protocol your organization
uses to process reply emails. You will select one of the following
from this dropdown:

0 Excchange Web Servicissused foprocessing reply
emails from Exchange 2007 or higher using Web
Exchange Services.

0 IMAPIs used for processing reply emails from email
clients that are IMAP Protocol compliant

0 POP3s used for processing pey emails from email
clients that are POP3 Protocol compliant

0 WebDavis used for processing reply emails from
Exchange 2007 or higher using the WebDAV protocol.

Outgoing Email Server

A

A

SMTP Serves the name or IP address of the SMTP server
required by tle email client.

SMTP User Namis the user name used to log in into the SMTP
server.

SMTP Passworis the password used to log in to the SMTP
server.

FromEmail Addresss the email address used to mask the

G FNB YE¢ I RRNBeniils thhyld padinipangs dzy” R
Reply To Email Address the email address the recipient will
use to replyto messagesThis address should be unique to the
workspace you are currently working in. Method does not
support several workspaces using the same email addres
SMTP Poris the number of the port used to transfer email
submitted by a mail client to a mail server.

SMTP Uses S8etermines whether the SMTP server is secured
using a Secure Sockets Layer (SSL). Checking this box will force
SMTP to use SSL.

Error Email Interval (In Hourgletermines the frequency of
email alerts sent to the System Administrator regarding invalid
emailsbounced fronmthe incoming Method mailbox (specified

in the Mailbox field above.)

Start Time For Scheduled Sends (In HourseARlidnight)
determines when the first scheduled email alesitl be sent to

the System Administrator.

TestSMTPRecipientis the address used to receive a test email
once theconfigurationis savedNote: If a Fom address and

test email recipient are supplied, a test email using the above
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configuration information can be sent after tlenfigurationis

saved.
During migration from one Method version to another, the
SMTP fields on the Configuration layout wédldutomatically
populated.

Directory Integration

A Directory Syncing Status an automatically populatedead
only field that reflects whether or not fields have been mapped
and groupsave beerselected in theConfigure Directory
Syncing setting. If neither groups nor field mappings have been
configured, this value remain at its default of Inactared the
LDAP Groups and LDAP Query fields remain er@piye LDAP
settings have been configured, this will charnigé\ctive.

A LDARLightweight Directory Access ProtocGhoupsis an
automatically populatedead-onlyfield that reflectsthe Active
Directory setting fothe group you specify in the Configure
Directory Syncing windowrhisactionis completed in the
Corfiguration Console only after the configuration is saved
Thisprocess is describdaklow.

A LDAP Querys an automatically populated readnly field that
NBFfSOGa GKS R2YIFAY 06SAy3a Il dzSNR
configured and the group selected as thBAP group.

To complete the LDAP fields when creating a Configuration
and/or configuring LDAP settings through the console, you

may need to consult with your IT department.

ClickingSavestoresyour configuration information and brings up the
Configuration Console on the right side of the page.
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Hi, David

Fhecurd|1_uf1 H4Pb M

Configuration Console

Test SMTP Server

] —

Username: Administrator

Password: Passwird@i
Email Processor Type: WebDAY

ConfigurationConsole
This console offer the following options:

A Test SMTRSimple Mail Transfer Protoc@prversends a test
email to the address specifiedtime TestSMTPRecipient field
for the purpose otonfirming the settings for the SME@rver.

If no address has been specified in the Test SMTP Recipient
field, this button will be disabled.

Configure LDAPRrovides a windowor configuiing settingsto
syncthe Method Ador Library with an external employee
directory. This may require consultationith your IT
department Clicking this brings up the following:

Configure Directory Syncing

Configure Directory Syncing:
Groups:
Filter:
Selected Groups.

Available Groups

Account Operators
Administrators

Alowed RODC Password Replication Group
Backup Operators

Cert Publishers

Certificate Service DCOM Access
Cryptographic Operators

PIEVIEVE: (2 ) Fictds () Mapped Fields

9223372036854775807 LDAP: / /CN=Guest,CN=Users,DC=testing,DC=corp Guest
9223372036854775807 1 LDAP: / /CN=krbtgt,CN=Users, DC=testing,DC=corp krbtgt
0 1 LDAP: / /CN=Administrator,CN=Users,DC=testing,DC=... 129506414170650640 0 Administr
9223372036854775807 LDAP: / /CN=KCURAS,CN=Users, DC=testing, DC=corp 129198763184580000 1 KCURAS
9223372036854775807 1 LDAP: / /CN=AdminHP,CN=Users, DC=testing, DC=corp AdminkP

9223372036854775807 1 LDAP:/ fCN=RelServiceAccount,CN=Users,DC=testing... 129458148017492101 0 RetServic

9223372036854775807 1 LDAP:/ fCN=chinetmon,OU=NetworkSecurity,DC=testi... chinetma

9723372036854775807 LDAP:/ /CN=kcura user,CN=Users, DC=testing,DC=corp kcura ust

9223372036854775807 LDAP:/ fCN=tivenote user,CN=lsers,DC=testing,DC=... tivenote 1

9223372036854775807 1 LDAP://CN=QCUSER,CN=Users,DC=testing,DC=corp  129010793479325150 0 QCUSER

Q22337 2MRARRATIRRNT 1 | DAP=/ ICN=sa M=l lsers N =stesting N =rarn 17Q4RRA4TAARTIGNN 1 <a had

4 »
Fields: actor Fields Directary Fields

Current Department  ~ [accountexpires -

Current Supervisor admincount

Current Title adspath

Disabled = [+ ] 1] B |badpasswordtime

Email badpwdcount

Email Handiing for This cn

Employee Number = an B |codepaee

Employment End Date: countrycode

Employment Start Date: description

Employment Status 4| displayname |

Configure Directory Syncing
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Configure directory syncing by completing the following fields:

A Groupsprovidesa listof all activeemployeedirectory groups.
Highlighta groupand click the right arrow to move it ovés the
Selected Groups windawoing thigellsthe LDAP syncing
agent to bring all employees contained in each selected group
into the Method Acto Library.

A Preview allows you two options for viewing employee and/or

Method fields:
o0 All Fieldsdisplays all available employee directory fields
and values.

0 Mapped Fieldgisplaysonly those Method Actor fields

that you have mapped temployee directory &lds.
These fields are mapped below in the Fields section. If
no fields have been mapped, clicking the Mapped Fields
radio button will yield no results and display an error
message.

A Fieldsallows yai to map Method Actor fields to employee

directory fields

There are two buttons at the top of the Configure Directory Syncing
window:

A Savestoresthe LDAP mappinmformation.
A Cancekancels any information you entered and returns you to
the hold layout.

Also present on the savedffiguration page is theDAFR-ield Mapping
associative object list. This lists the Actor and LDAP fields mapped
through the Configure LDAP console button.

LDAP Actor Field Mapping = &) 7 F tems[t -2t K 4 b M
-

[T Edit Email mail

[ Edit Hame name

0 Selected Item(s) Select Page Sizc—:lm j'

LDAP Actor Field Mapping Object

You can delete a field mapping from this section by checking the box
next to the item and atking theDeletebutton.

4 Method Workflows

The following sections provide the steps for completing common tasks
for managing a legal hold through Method.
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4.1 Creating a New Hold

Before gaining an depth understanding of Hold creation, you may
simply want torefer to the following quick steps:

Quick Stepg, Create a Hold

# Step More Detail

1. Click theHoldstab. 4.1

2. Click theNew Holdbutton. 4.1

3. In theNamefield, enter the name you want the hold | 4.1
to appear under.

4, In the Ownerfield, select a name from the dregiown | 4.1
or click theMe button to make you the owner of the
hold.

5. In the optionalDescriptionfield text box, provide a | 4.1
RSAONARLIGAZ2Y 2F (KS K2fR

6. In the optionalScope Rationaléeld text box, provide | 4.1

any information on what the hold covers, including
information sources, time frame, etc.

7. In the optionalCompanyfield, provide the company | 4.1
associated with the hold.

8. In the optionalCompany IDield, provide that 4.1
O2YLIl yeQa ARSYGAFAOI GA2

9. In the optionalGeneral Counsdleld, provide the 4.1
YIEYS 2F GKS O2YLIl yeQa f

10. | In the optionalMatter field, provide a short 4.1
description of the matter associated with the hold.

11. | In the optionalMatter Numberfield, provide the 4.1
number by which the matter is identified.
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12. | In the optionalExternal Counsedield, provide the 4.1
name of the lawyer outside the company that you m
consult with at any point during the hold.

13. | In theHold Start Datdield, click the ellipsis and seleq 4.1
the date on which this hold will officially take effect.

14. | ClickSave 4.1

Once litigation is anticipatedr a lawsuit has been filed,Legal Hold
should becreated First ensure you hawereated therequiredobjects
(e.g setting up actors, ESI sources, email templates, and interview
guestions)you will link to your hold

A new hold is created within thidold tab.

@( Method::Holds Hi, David
m Holds —_—t I—;, i
| | Actors

0 5 Mert Groups Reset Column Sizes | Show Filters | Clear Al | Ilemsl'l -2iof2) H4Pr M

I ESl Source Library

Email Template Library cation Lipkind, Madia Active 5/24/2011 5:07 PM CDT

Interview Question Lib...

nswer Lipkind, Madia Active 5/26/2011 7:50 AM CDT
Configuration

Questionnaire Responses

Hold Tab

Selectinghe Holdtab brings up the default hold view, which includes
existing holdwithin the workspacethe owners, andheir status. The
New Hold button sits in the upper left corner.

E[ Method::Holds + Hi, David
Al Holds: hi I vl _Iﬂ!
0 Selected Item(s) Reset Column Sizes | Show Fiters | Clear AL | Items[1 | -2(of2) M 4 B M
I
[T Edit Suppressed Notification Lipkind, Nadia Active 5/24/2011 5:07 PM CDT
[T Edit Pivot- Question Answer Lipkind, Nadia Active 52642011 7:50 AM CDT

New Hold Button

Clicking theNew Holdbutton launcheshe New Hold form.
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@ Method::Holds w Hi, David

Name: I Status:
Owner: ISe(ecl... ,l Reguested By: J
Description: ;I
|
Scope Rationale: ;I
|
Company: I Matter: I
Company 1D: I Matter Number: I

General Counsel: I External Counsel: I

g
|

Hold Start Date: I—J Subject Matter Time Period Start: I—J
Subject Matter Time Period End: I J

New Hold Form

This formincludes the following fields=ields in orange are required:
Hold Details

A Nameis the name of the hold.

A Owneris the hold owner, the person responsible for the
management of the hold process for a specific hldu can
select aname from the dropdown or select théMe button to
the right to choose yoas the owner.

A Requested Bys the person whasked for the HoldThiscan
either be the Law Firm Partner responsible [fogation, Lead
Counsel, or @&nt CounselYou can selec name from the
Actor Library by clickintpe ellipsis

A Descriptionis a description of the nature of the holBxamples

may be:
o - Aa FffS3aAAY3I GKFG |, KI &
LINE LIS NJi & ¢
0 G¢KS O2YLIye KF& 0SSy adzs
patentinNA y3SYSy G NBfIFGSR G2
0 ahdzNJ O2YLJl yé& Aa NBaAaLRYRAY

subpoena for information related to oil and gas
exploration in the Gulf of Mexico.
A Scope Rationalés a description of the parameters of the hold.
Examples maybe:

o a! ff SYIFAf O2NNBaLRyRSyOS
members of the product management team, between
MKMKHAMA YR MKOMKHAMAXE

o G[AYAGSR (2 GK2aS SyLxX2eS
Development of our new produck, from March 1,
2008¢ the present andncludes all emails,
electronically stored information, databases and paper
R2O0dzySy it aovg
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o [ AYAUGSR (G2 (K2a$S SyLX2eSSa ¢K2 LI NIAOAI
Gulf of Mexico Drilling Consortium meetings in Quarter
1-4/ 2009 and Quarter-2/2010 sand includes all email,
voicemails, audio and visual files, electronically stored
AYF2NXEGAZ2Y YR LI LISN R20dzyYSydaoe

Hold Contacts

A Companyis theorganizationassociated with the holdThis field
Oy 068 dzaSR (2 (NI} Ol @2dzNJ 26y 2NBFYAT I GA2YC
Ot ASyiiQa K2t Rao®
A CompanyDisthe2 NBI yAT I G§A2yQa ARSYGATASNI
A General Counsés the2 NH | y A @eheliahcBuyis@la
A Matter is the matter associated with the hold.
A Matter NumberA & G KS YIF GGSNDa ydzyoSN®
A External Counséb the outside counsel for the matter.
Hold Dates
A Hold Start D#e is the date on which the hold will starThis is a
required field.
A Subject Matter Time Period Stars the time at which the
subject matter of the hold started.
A Subject Matter Time Period End the time at which the subject

matter of the hold ended.

Clicking Savstores the hold detail information and presents the user
with the Method Console. The Method Consallwws for navigation
through various hold layostorganized by topic area.
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[ Methodistoids = Hi, David

| Hold Layout - Detail =l Mu,dIFMW H4bH

MName: Salt vs. Pepper Status: Preliminary

Owner: Sanderman, David Requested By:
Description: Our company is responding to a government agency's subpoena for information related Add Sources
to oil and gas exploration in the Gulf of Mexico.

Add Notice
Scope Rationale: Limited to those employees in the Research & Development of our new product, X, Add Questionnaire

from March 1-present and includes all emails, electronically stored information, e

e

Company: Pepper industrias Matter: Oil and gas View Hold Participants
Company ID: 1919 Matter Number: 8484 View Email Messages (0)
EEEERREE pcior Eliot EREE 1ohn Luther View Questionnaire Responses
View Detail Report
Hold Start Date: 5/23/2011 Subject Matter Time Pericd Start:
Subject Matter Time Period End:

Holdvote [EEE ——— = B 7 F oremsp - M 4 b H
I T T R e ey e

0 Selected Item(s) Select Page Size: |10 |
Hold Document  [2N] EF] d——— = & 7 F memsfo -y WM 4 b M
(o Josumine e e st

0 Selected Item(s) Select Page Size: |10 ¥

Saved Hold

Before focusng on the Method console contre]IS 1 Q& 1j dzA O f

other buttons on this hold layoutTheactionbuttons available at the
top of the formare:

A Editallows you to edit theHold Details
A Backredirect you back to the previous screen.
A View Auditdisplays the audit history and includée following

fields by default:
0 User Namds the name of the user responsible for the
action.

o0 Actionis the action performed.

o0 Timestampis the time at which the action was
performed.

Note that you will encounter these buttons often throughout the hold
building process, as they appear at the top of every hold layout.

In addition two optional settings display on ¢hbottom of alllayouts.
Theyare:

A Hold Notesallows you to create a new custoneid note to
attach to the hold. This area provides two options
o Newallows you to add a new note.
o Deleteallows you taremovea note currently attached
to the hold.
0 Adding a hold note involvake completion of two
required fields:
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A
A

A

Add Hold Note

IHold Note Layout VI Save and Mew

Holdisthe holdto which you wish to attach the
note.

Note Detailsis a text box in which you enter the
text of thenote you want to add.

If you wish to relate this note to specific actors,
click the ellipsis next to the optionRlelated
Actorsfield, select the actor, clickdd, and click
Set

Note Details: ;I

Related Actors: J

System Last Modified By:
System Last Modified On:

Hold:
Salt vs. Pepper J Clear

Add Hold Note

A Hold Document allows you attach documents to the hold. This
setting provides two options:
0 Newallows youo load a new document
0 Deleteallows you taemovea document currently
attached to the hold.
0 Adding a new Hold Document involves the completion
of the following:

A
A
A

A

Holdisthe hold to which you want to attach the
document

DocumentTitle is the title of the document you
want to add.

Fileis an ellipsis thatletsyou browse for the file
name

File Sizas the size of the file.

Note thatthe optional Hold Note and Hold Documessttings appear
on every hold layoutThusyou will encounter theséemswith the
completion of every step of the holduilding processYou caruse the
Method Consoléammediately upon saving the Hold DetailheMethod
Console serves three basic purposes:

A Workflow
A Status
A Action
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Add Sources

Add Natice

Add Questionnaire

View Notifications

|
| ViewHdd Participants
|

View Email Messages (0]

View Questionnaire Responses

View Detail Report
View Statistics Report

| Send Remmmder; Repori

| Preview Interview Portal |

Method Console

Note that when you first savelzold, most of the buttons in the console
appeargrayed outas shown aboveThis actas a way to guide you
through the workflow praess. As you progress through each step the
related buttons will become available.

This does not mean, however, that you must perform each step in the
order in which it appears on the consolghe following sections discuss
how tointeract with theconsole to buildand manageyour hold.

4.2 ViewingHold Details

Once a Hold has been created by default you will be taken to the-Hold
Details LayoutThe Hold details are displayed at the top of the form and
can be edited by clicking on the edit button.

Method | User Manual - 56



[ [ method::Holds = Hi, David

Hold Layout - Detail =l record |10 o0 W 4 b H
Hold Details

Name: Salt vs. Pepper Status: Recdiabmes
Owner: Sanderman, David Requested By:

Description: Our company is responding to a government agency’s subpoena for information related Add Sources
to oil and gas exploration in the Gulf of Mexico. Jid Nobice

Scope Rationale: Limited to those employees in the Research & Development of our new product, X, 464 Questionnaire

from March 1-present and includes all emails, electronically stored information, p—_—
databases, and paper documents.
e
Company: Pepper industries Matter:| Oil and gas View Hold Participants
Company 1D: 1919 Matter Number: 8484 View Email Messages (0]
General Counsel: Peter Elliot IR John Luther View Questionnaire Responses
Hold Start Date: 5/23/2011 Subject Matter Time Period Start:
Subject Matter Time Period End:

Hdd Details Layout

Upon saving the hold detaild)e next step, Add Periodic Reminders is
activated in the Console.

4.3 AddngPeriodic Reminders

Before gaining an idepth understanding of Periodic Reminder setup,
you may simply want to refer to the followirggiick steps:

Quick Stepg Add Periodic Reminders

More Detail

1. Click theAdd Periodic Remindersutton on the 4.3
Method Console. As thidameand Ownerfields are
already populated, go to the required fields in the
Hold &Acknowledgement section of the layout.

2. Click the ellipsis to the right of théold Reminder 4.3
Templatefield and select the reminder template that
serves to inform the recipient that the hold is still in

place. CliclSetin the Select Item window to apply the
template.

3. Enter the number of days you would like to occur | 4.3
between reminders being sent in théold Reminder
Interval (In Daysfield.

4. Click the ellipsis to the right of thécknowledgment | 4.3
Reminder Templatdield and select the reminder
template that serves to inform the recipient that
he/she has yet to acknowledge a legal hold notice.
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Qick Setin the Select Item window to apply the
template.

5. Enter the number of days you would like to occur | 4.3
between this reminder being in the
Acknowledgement Reminder Interval (In Dayfg)ld.

6. Enter the maximum number of reminders you would 4.3
like the recipient to receive in th&cknowledgement
Reminder Limifield.

7. Click the ellipsis to the right of th&lert Group 4.3
Reminder Templatdield and select the reminder
template that serves to inform the recipient that a
hold is in place. Clicketin the Select Item window to
apply the template.

8. Enter the number of days you would like to occur | 4.3
between this reminder being in thalert Group
Reminder Interval (In Daydjeld.

9. Click the ellipsis to the right of tHeuestionnaire 4.3
Reminder Templatdield and select the reminder
template that serves to inform the recipient that
he/she must respond to a questionnaire they have
received. Cliclsetin the Select Item window to apply
the template.

10. | Enter the number of days you would like to occur | 4.3
between this reminder being in th@uestionnaire
Reminder Interval (In Daydjeld.

11. | Enter the maximum number of reminders you woulcd 4.3
like the recipient to receive in th@uestionnaire
Reminder Limifield.

12. | If you would like to set an interval for sending a 4.3
reminder report to the Hold @ner, enter the number
of days between this report being sent in the
Reminder Report Interval (In Day§gld.

13. | ClickSaveto store the reminder information. 4.3

Periodic Reminderallow you to seup system generated emails to
remind actors, custodissand alert groups of hold action§hese will be
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sent automaticallyfor examplewhen therecipientof a legal hold
noticedid not acknowledge a notification. Ontiee hold actionis
performed then the periodic reminder is no longer triggered, although
it will still show up in the hold information layout

Clicking on the Add Periodic Reminders buitothe Method Console
launches the Periodic Reminders Layout.

|§| Method::Holds w ™. Hi, David
Hold Layout - Periodic Reminders vl Save andNew || Save and Back Record |1a oo H 4 b M
Hold Details
Hame: ISaJ.t s, Pepper Status: Preliminary
Owiner: ISanderman, David = I Requested By: J
Description: [,y company is responding to a government agency’s subpoena for infermation related to ol and gas ;I
exploration in the Gulf of Mexico. =l
Scope Rationale: || imited to those employees in the & Develop of our new product, X, from March 1-present  ~|
-

and includes all emails, electronically stored information, and paper d ts.

Periodic Reminder Motifications - Hold & Acknowledgment

‘L

Hold Reminder Template: J i J
Hold Reminder Interval (In Days): I i Interval (In
Days):
Acknowledgement Reminder Limit: I
AMert Group Reminder Template: J Questionnaire Reminder Template: J
Mert Group i Interval (In I Questionnaire i Interval (In I
Days): Days):
Questionnaire Reminder Limit: I

Reminder Report to Hold Owner
Reminder Report Interval (In Days): I Reminder Report Last Sent Date:

Periodic Reminders

Before looking morat the Peiodic Reminders layoutt is important to
note thebasicpurpose of each reminder:

A Legal Hold Remindeas an automatically sent message to
reminda custodianthat a legal hold has been initiated and is
currently ongoing.

A Acknowledgement Remindeis an automaitally sent message
to remind acustodianthat he/she has not yet acknowledged a
legal hold.

A Alert Group Reminders a legal hold reminder sent to an alert

group; as such, gerves to remind thgroup that a legal hold

has been initiated and is currently ongoing.

A Questionnaire Remindeis an automatically sent message to
remind an actor of thejuestions assigned to him/her regarding
the legal hold.

The table below breaks down what reminders go to what recipients, as
well as which ones require acknowledgement:
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Notification Type Recipient Acknowledgement Required

Legal Hold Reminder Hold Actor Yes
Alert Group Reminder Alert Group No
Acknowledgement Reminder Hold Actor Yes
Questionnaire Reminder Hold Actor Yes

Any actor who has had their Employment Status set to Not Employed
will not receive reninders.

Under the Hold Details settiraye the settingsn which you enter
specifications for the reminders discussed ahove

Periodic Reminder Notificationg Hold & Acknowledgement

A

A

Hold Reminder Templates the email template selected to send
out to remind the actorthat the hold is still in place.

Hold Reminder Interval (in days3 the number of days
betweeneachremindernotification, e.g. 30.
Acknowledgement Reminder Templaisthe email template
selected to send oub advise the actor to acknowledghe
hold.

Acknowledgement Reminder Interval (in dayis)the number
of days betweereachremindernotificatione.g. 7 days.
Acknowledgement Reminder Limis the maximum number of
reminders you wish to sené.g. 3

Periodic Reminder Notificationg Alert Group & Questionnaire

A

A

Alert Group Reminder Templatisthe email template selected
to send outto remind the actotthat the hold is still in place
Alert Group Reminder Intervalén days)is the number of days
betweeneachremindernotificatione.g.90.

Questionnaire Reminder Templatethe email template
selected to send oub advise the actor to completine
Questionnaire.

Questionnaire Reminder Interval (in days the number of days
betweeneachremindernoatificatione.g. 7.

Questionnaire Remider Limitsets the maximum number of
guestionnaire reminders you wish to seradg.3.

Clicking the ellipsisext to each reminder templateunches the 8lect
an Item popup allowingyou tochoosefrom available reminder
templates in your library.
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Select Item - Hold Reminder Template

15elected Item(s) Reset Column Sizes | Show Filters | | ltems 1 - 4 (of 4) H4pr M
7 Acknowledge Reminder Reminder Motification 622520110 10:44 AWM CDT
® Mert Group Reminder Reminder Motification 622520100 10:44 AM COT
@ Legal Hold Reminder Reminder Motification 62272010 10:44 AM CDT
® Questicnnaire Reminder Reminder Motification 622520100 10:44 AM COT

Viewing the first 4 of 4 items in sets of 5 ¥ per page

Reminder Select an Item popip

Select the required templates radio butt@mdthen clickSet The
selected template will be referenced in the reminder template field.

ReminderReport to Hold Owner

A ReminderReport Interval (in days)s the number of days
between eaclsending of aeminder escalation reporb the
Hold Owner. Thiszport providesthe Hold Owner with a
summary otthe reminderssent to Hold Participant§.he Hold
Owner can use this report to determine if folleyp actionis
required for certain Hold Participants in acknowledging or
responding to a legal hold notice or questionnaire.

A ReminderReport Last Sent Datis a readonly field that
displays the date on which an escalation report was last sent.

Once you have addedwyr periodic remindersand reminder report
interval, clickSave
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Cancel Hold

View Hotifications

Wiew Email Messages (0]

| |
[ ViewHodParticipants |
| |
| View Questionndire Hesponses |

View Detail Report
View Statistics Report

| Send Reminder, Report

Preview Interview Partal |

Periodic Reminder Complete

Upon saving the periodic remindethe Add Periodic Reminders button
changes from light blue to dark blue and now reailéew Periodic
Reminder< In addition,the nextfour buttons areactivated in the
Console

A Add Sources

A Add Notice

A Add Questinnaire
A Cancel Hold

4.3.1 Sending a Reminder Report

You will also notice that th8end Reminder Repoltutton is now active
at the bottom of the consoleYou can lick this at any time to send a
reminder report to the Hold Owner.

QuickStepsc Send a Reminder Report

# Step More Detail
1. Click theSend Reminder Repohutton on the N/A
Method Console. ClidRKon the confirmation
message.

2. Log in to your email service. If you have already N/A
received the Reminder Report email, open it .

3. Note the number of notices and/or questionnaires | N/A

Method | User Manual - 62



applicable to this hold.

4, Note that you may have more than one attachment | N/A
the form of anExcel file containing this Notice
Reminders Report and/or Questionnaire Reminders
Report. Open and/or print any attached reports.

4.4 AddngSources

Before gaining an idepth understanding of adding ESI Sources, you
may simply want to refer to théllowing quick steps:

Quick Stepg Add a Source

# Step More Detail

1. Click theAdd Source$utton in the Method Console. | 4.4

2. Click theNewbutton on the ESI Source (Hold) objeci 4.4
heading to bring up the Add ESI Source window.

3. In the Source Namdield, enter the name under whicl{ 3.3
you want this source to appear.

4, ClickSaveand note that the source is now listed und| 4.4
the ESI Source (Hold) object heading.

Sources provide actors with a listEtectronically Stored Information
(ESIsourceswhereinformation must be protected during the legal
hold.

Clicking on Add Sources launches the Sources Hold Lakiets
sources can be linked from yolibrary.Note that adding sources to
your hold is not required for sending out a hold notice.
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[ [ method:Hods — Hi, David

Hold Layout - Sources j n,,m,dlm of 10 H4PpH
Hold Details Method Console
Name: Salt vs. Pepper Status: Preliminary ail
Owmner: Sanderman, David Requested By:

Description: Our company is responding to a government agency's subpoena for infarmation related
to oil and gas exploration in the Gulf of Mexico.

Scope Rationale: Limited to those employees in the Research & Development of our new produc

March 1-present and includes all emails, electronically stored informatior

and paper documents.

Add Questionnaire

Cancel Hold

View Notifications

View Hold Participants

View Email Messages (0]

View Questionnaire Responses.

View Detail Report

View Statistics Report
Send Reminder Report
Preview Interview Portal

Remil i
i 0
1
ESI Source (Hold) [0 [N = 7 temsfo - K 4 b M
T e ==

0 Selected Item(s) Select Page Size: |10 ¥

Link ESI Sources
Thereare three action buttons available on the ESI Source header:

A Newallows you to create a new ESI Source on the fly.

A Linkallowsyou to linkexistingsources from your libraryia an
Available ItemsSelected Items picker

A Unlinkallows you to unlink any saetted sources

Once you have added sources to the Selected Items list and clicked Set
to add them to the holdthosesourceswill belisted under the ESI
Source sectionf the layout

ESI Source (Hold) [ (Y = = & 7 F ttems|t 1001 K 4 b M
o e
[ Edit iPOD/MP3 Player(s) Persanal 12/6/2010 10:03 AM CST
[ Edit Memory Stick(s: Personal 12/6/2010 10:03 AM CST
[ Edit Network Drive: Group Shared 12/6/2010 10:03 AM C5T
[ Edit Network Drive: Personal Personal 12/6/2010 10:03 AM CST
[ Edit Network Drive: Sharepoint Shared 12/6/2010 10:03 AM C5T
[ Edit Other Cell Phone(s; Personal 12/6/2010 10:03 AM CST
[ Edit Other Bectronic Recording Device Other 12/6/2010 10:03 AM CST
[ Edit Other Bectronic Storage Device Other 12/6/2010 10:03 AM CST
[ Edit Other PDA Device(s) Persanal 12/6/2010 10:03 AM CST
[ Edit Paper Files Personal 12/6/2010 10:03 AM CST
0 Setected Item(s) Select Page Size: lﬂ

Sources Layout

Notethat the Add Sources tab has become the Bditirces taland has
changed to dark blue
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4.5 Sending a Legal Hold Notice

Before gaining an #depth understanding of sending a legal hold notice,

you may simply want to refer to the following quick steps:

Quick Stepg, Send a Legal Hold Notice

# Step More Detail
1. On the Method Console click ti#eld Noticebutton. 45.1
2. Make sure the hold you are currentlyimdisplayed in | 4.5.1
the Holdfield. If it is not, click the ellipsis and select
the appropriate hold from théist.
3. Provide a name in thNotification Namefield. 5.1
4, Click the ellipsis in theotification Email Template Dl
field and select the radio button next tcegal Hold
Initial Email. Then clickSet
5. Check or uncheck theuppress Email Sendiffigld, 45.1
depending on whether or not you want to send an
initial notice email.
6. Provide text in the optiondDescriptionfield. 45.1
7. ClickSave.Thisnotice is saved and now provides thr¢ 4.5.1
objectlists at the bottom, where you can associate
Actors, Hold Participants, and Alert Groups. You
cannot send a notice until you have associated an
actor to receive it.
8. Click theLinkbutton next to the Actor heading. Selec| 4.5.1
the desired actors from the list and click tAed
button. Gick Set
9. The actor has been added to the hold and the Send| 4.5.2
Notice button is available in green at the bottom of
the Method Console.
10. | Click theSend Noticebutton. 4.5.2
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11.

Make sure the notification reflected in the
Notification field is correct. If it is not, select the
correct notification from the drogown.

N
N

12.

Under therequiredSelect Dplicate Handling section
select one of the following options

A Sendto All
A Skid Duplicates
A DoNot Send

ClickNext.

N
N

13.

Review the Subject, Body, and Footer fields in the
notification and click th&sendbutton.

14.

o
w»

I Ay
wﬁxyas ryR

o N
N
<
o
N
(0p))
po e
A
-
z -<
Qx¢ 9.)<
ﬁ) Q¢

15.

Click theView Notificationsbutton on the Method
Console. The hold you just sent should be included
the Hold Notification list, probably with a status of In
Queue.

4.5.1 Adding a Notice

Before yu can send a notice of any kind for the purposes of advising all
applicable parties that a Legal Hold is in plae® must first add that
notice to the hold and then link actors and/or alert groups tdhe

steps required to add an Alert Group, Legal Hold, and Close Hold notice

are nearly identical.

Keep in mind that the reminders are only activated after this first

notification has taken place.

You will add notices to the hold through teld Noticebutton on the

console.
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||Hotd Layout - Sources j HecorleuHU HaPrH

Hold Details Method Console
MName: Salt vs. Pepper Status: Preliminary View Hold Detail

Owner: Sanderman, David Requested By:
Description: Our company is responding to a government agency’s subpoena for information related to oil and
gas exploration in the Gulf of Mexico.
Scope Rationale: Limited to those employees in the Research & Development of our new product, X, from March
1-present and includes all emails, electronically stored information, databases, and paper
documents.

View Hotifications

View Hold Participants

View Email Messages (0]

View Questionnaire Responses

Add Notice Button

Clicking Add Notice launches the Hold Notification Layout, where you
will create a new notification.

IHuld Motification Layout - Motice vl Save and Mew Save and Back
Hold:
Lalt vs Pepper J Clear
Notification Name: IHM Matice Suppress Email Sending: Il
Motification Email Template: Motification Type:
Description: ;I
]
Status Information
Motification Status: Errored Actors (If Applicable):

New NotificationForm
This form includes the following fields. Fields in orange are required:

Notice

A Holddisplay the hold name you are currently in.

A Notification Nameis the name of the notification e.qg. Initial
Legal Hold.

A Notification Email Templateallows you to select a template
from your library by clicking on the ellipsis button.

A Descriptionis a textbox that allows you to describe the nature
or purpose of the notice beyond the information contained in
the notification name and/or template.

A Suppress Email Sendimga check box that when checked
allows you to preventhe sending ofn initid notification email
to a hold participantBy default, this is shaded and set to null.
This is only applicable to Legal Hold, A@mup and Closed
Hold notices. When used for a Legal Hold Notice, this effectively
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A

marks a Hold Participant as a Custodiathout the need for
acknowledgment of the holdrhis would be usefdbr the
following scenarios:

0 An existing externallynanaged Hold is being migrated
into Methodand an Owner wants to bypass
unnecessary communications

0 Method is being used to manage aternal
investigation for which certain communications need to
be hidden.

0 A Hold Owner is sending a questionnaire and a Legal
Hold Initial Email at the same time and watasypass
an unnecessary communication

Notification Typeis a readonly propertythat is automatically
populated to reflect what type of notification you have created
based on the email template you selected.

Status Information

A

Notification Statusis a readonly property that reflects the

status of the notification. Upon saving thetification, the first

status displayed is Pending.

Errored ActorqIf Applicable)is a readonly field that lists all

actors who, for whatever reason, did not receive a notification.

This is updated as the sending status is updated. An error could
resultFNBY GKS | OG2NRa SYFAf FRRNKaa
RdzLX AOF 4GS LT SAGKSNI Aa GKS Ol asSs
email address in the Actor library or unlink the Actor from the

notice. After resolving this issue you can attempt to send the

notice again.

There are four action buttons available at the top of the form:

A

Saverecords the entered information and displays the Hold
Notification Layout.

o Editallows you to edit the notification.

0 Backredirect you back to the previous screen.
Save and Newecords theentered information and launches a
new Notification form.
Save and Baciecords the entered information and returns you
to the previous screen.
Cancehborts the changes and discards any entered
information.

Clicking Save takes you to the Hold Notice laywhere you can link
the required actors, hold actors, and/or alert group who will receive the

notice.
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SN Hi, David

Hald Notification Layout - Notice x| E3 Hecurd|1_ or1 H4 P M
Notice Method Console
Hald: Salt vs. Pepper ail
Motification Mame: Legal Hold Notice Suppress Email Sending: E‘
Motification Email Template: Legal Hold Initial Motification Type: Legal Hold Motice
Email
B Add Questionnaire
Notification Status: Pending Errored Actors (If Applicable): View Notifications
View Hold Participants
View Email Messages (0)
View Questionnaire Responses
View Detail Report
Actor (Notification Actors) [0 BTN IEEd X 4 nemsla—,(af) Hd4dprH

m Current Title Current Department | System Last Modified...
Select Page Size: |10 ¥

Hold Participant (Notification Hold Participants) = E 7 temslp - M4 H

0 Selected Item(s) Select Page Size: |10 X

0 Selected Item(s)

Alert Group (Notification Alert Groups) [0 2] 22 = ) 7 P temslp - W4 P M
o e mauews |

0 Selected Item(s)

Select Page Size: |10 =

Link Actors / Alert Groups

You will notice that thé>review Interview Portabutton is now active
at the bottom of the console. Thalows you to vievall notifications as
they are seen by Hold Participants in their final state in the Method
Interview Portal. Through this button you caverify that the content
and format of a legal hold notice or questionnaise&orrect prior to
sending out the notifiation to Hold Participants.

This button becomes available after the first notification of any kind is
added to the hold. The Method Interview Portal is covered in detail in
the Receiving a Notification section later in this document.

Now that the noticehas been added, you can send it.
4.5.2 Sending an Added Notice

Clickinghe greenSend Noticebutton at the bottom of the Console
launches the Send Notification for Hold wizard.
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Send Notification for Hold: Salt vs. Pepper

Notification:

Options:

" gand to All Send this Legal Hold Motice to all linked Actors, including Active
Custodians of this Hold. Log redundant e-mail messages in a Mote
on this Hold and notify Hold Owner.

i Skip Duplicates Send this Legal Hold Motice. Do not send Legal Hold Motices to
Active Custodians of this Hold. Log those recipients who were
skipped in a Mote on this Held and notify Hold Owner.

' Do Mot Send Do not send this Legal Hold Motice if any Active Custodians of this
Hold are linked to it. Log duplicate e-mail addresses in a Note on
this Hold and notify Hold Owner.

Send NotificatioWizard

First confirm the notice you wish to serlfimore thanone noticehas
been linked for sendindghe Notificationdrop-down willallow you to
select from more than one notice.

In the Select Duplicate Handlingection, you will specify how you want
MethodQ & & Sy R Aty d@al WitNIhd3&wha have already received
a notice and who would therefore be receiving a duplicate if you sent
them the current notice again.

There are three options in this field:

A Sendto All will send this notice to all linked Actors, log
redundantemail messages as a note, and notify the Hold
Owner.

A Skip Duplicatesvill send notifications to all target recipients
except those who have already received a notification, log
duplicates as a noteand notifythe Hold Owner.

A DoNot Sendwill not send thishotice if any Active Custodians of

this hold are linked to it, but will log duplicate email addresses

as a noteand notifythe Hold Owner.

Please note what is not included in the notifications sent to the Hold
Owner in any of the above scenarios:

A When theHold Owner is notified in any of the above scenarios,
errored actors; those who did not receive notices due to
technical errors; are not reflectedin the notification. These
actors will still only be listed under the Errored Actors (If
Applicable) fieldbn the layout.

A Likewise, the Errored Actors field also reflects instances in which
a notice was sent to two or more actors with tekeme email
address. If the Hold Owner attempts to send notices to a group
in which two or more actors have the same enaaitiress, no
notices will be sent to any actor in the group and Method will
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log a validation error. This error can only be viewed in the
Notification Status field, accessible via the View Notifications
button on the console.

Select an option andick Next

Send Notification for Hold: Salt vs. Pepper

Subject: ILegal Hold Motice for Hold: [hold.name]

Body: [holdparticipant.name]:

Anew hold has been created named [hold.name] for matter number [hold.matternumber]
for company [hold.Company] with company number [hold.Companyld]. You have been
added to this hold as a custodian of data by the hold owner [hold.ownername]. You are
responsible for maintaining the following data related to this hold:

[hold.esisource]

To acknowledge your notification and acceptance of this hold please click the link below
and enter your email address to login to the acceptance and questionnaire screen. Any
associated questions for this hold will appear after you have acknowledged receipt of
the hold. After answering all questions for this hold please close the guestionnaire for
editing by clicking the complete button. Prior to completing the guestionnaire you may
save and return to answering questions at anytime by clicking the link below and
providing your email address. Once completed, you will no longer be able to edit
questions for this hold.

If you need to correspond with the hold owner for this hold please reply directly to this
or any of the system generated email messages and your message wil be routed directly
to the hold owner. Please, do not email the hold owner directly, as doing so wil result in
the correspondence not being tracked as part of the hold. When responding to the
system generated emails please do not edit the subject line of the email as this wil cause
issues in routing your email correctly to the hold owner.

Thank you.

Footer: acknowledge the legal hold notice for hold [hold.name], please click on the following
link:

Send NotificatioMessage

The Send Notification messadisplaysthe following notification
information:

A Subject

A Body

A Footer(when applicable

A Attachment Mode(when applicablejs only displayed on the

notification if there are attachments
o Thisfield provides a message discusdingseemail
server limitations that could prevent thecipientfrom
receiving all attacked filesif the files are sent as
attachments You have the option to send tratached
files as links within the email to avoidyemail server
limitations. The following optionsare available for you
to select your delivery type:
A Attached Filedetermines that the file will be
sent as an attachmerib the email.
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A Link to Filedetermines that the filewill be
attached via a link inde the email.

This window provides you with three options for working with this
message:

A Editallows you to edit the subject and body of the notification
message.

A Testallows you to send a test notification message te tiold
owner, allowing him/her toview what the notification will look
like to the actor Clicking this brings up the following message:

Send Notification for Hold: Salt vs. Pepper

A test notification has been sent to the hold owner.

Test Queued Message

A Sendallows you to send the message to the actor linked to your
hold.

A Closecloses the window and returns you to the hold laygat
were working within when you clicked the Send Notice button
on the console.

It is possible for a notice to fail to send as aresfili KS |
email address being invalid or a duplicafe.check for this,
refer to the sending status of the notice.

LT SAGKSNI Aa GKS OFasSz &2dz
in the Actor library or unlink the Actor from the notice. After
resolving this issue you can attempt to send the notice agair

Upon clicking the Send button at the top of the notification screen, you
will see a message confirming that the notification has been queued for
sending

Send Notification for Hold: Salt vs. Pepper

Your notification has been queued for sending.

Notice Sent Message

ClickingClosecloses the window.
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Because Method is built to handle notifications and respons
for a highvolume ofactors, the sending process is facilitated
by an agent that runs in the background, allowing the hold
owner to continue work on the hold.

4.5.3 Previewing the Interview Portal

Topreview the interview portal, perform the following:

Quick Stepg, Preview the Interview Portal

# Step More Detail

1. Click thePreview Interview Portabutton on the N/A
Method Console.

2. Read through the Hold Information on the left side ¢ N/A
the pane.

3. Read through the Legal Hold Notice body and N/A
attachments to make sure the most accurate conter
will be sent out.

4.5.4 Adding Actors to a Notice

There are three action buttons available on the Actor (Notification)
header.

A Newallows you to add a new actor on the fly.
A Linkallows you to link existing actors to receive the notification.
A Unlinkallows you to unlink @y actors from the notification.

Clicking on thdink button launches the Available Items popup, allowing
you to doose from available Actors.
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Select Items - Actor (Notification Actors)

Available Items (Linked items not shown)

Y

0 Selected Item(s)

=

[T Administrator Administrator@lh. ki
[~ Duplicate Actor LHMtest Actor6@ke

[ John Smith invalid.address
1| | a|

Viewing the first 9 of 9 items in sets of 5 |- per page

[ Add | Selected Items

0 Selected Item(s)

=

Y

«| | o

Viewing the first 0 of 0 items in sets of |25 7| per page

Available Iltems \iidow

You can select the top checkbox on the header row to select all actors,
or individually check the required actors. Additionally you can filter on
any of the columns.

hyOS &2dzQ@S YI dicRAd8tRedBel 4 St SOGA2Y

The selected Actors will be listed under the Actors section of the Hold
NotificationNotice layout. Next you will add an Alert Group to the hold
via the setting below Actor.

Note that the Method Console now includes a green Send dlbititton
at the bottom, signifying that you are now equipped to send the notice
to the actor you specified.
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Hald Notification Layout - Notice v | | Back | m,d|1_ or1 M4 b H
Held: Salt vs. Pepper View Hol
Notification Name: LHN Suppress Email Sending: [
Notification Email Template: Legal Hold Initial Email Notification Type: Legal Hold Notice
Description:
:

Notification Status: Pending Errored Actors (If Applicabie): —
——
| sendremincers |

Send Notice

[T Edit David Bachmann

0 Selected Itam(s)

Actar (Notification Actors)  Uinkink |

I S S S vy ey sy

dbachmann®@kcura.com

=K 7 F kems|t oty W4 bW

5/Z3/2011 4:51 PM CDT

Select Page Size: |10 %

Send Notice Button

4.5.5 Adding Alert Groups to a Notice

There are three action buttons available on the Alert Group
(Notification) header.

A Newallows you to add a new Alert Group on the fly.

A Linkallows you to link existing Alert Groups to receive the
notification.
A Unlinkallows you to unlink my Alert Groups from the
notification.

Clicking on thdink button launches the Available Items popup allowing
you to choose from available Alert Groups.

Method | User Manual - 75



{[ ot Notifcation Layout -Natice ] Record]!l o1 M 4 b W
_ /= Relativity - Windows Internet Explorer

Available Items (Linked items not shown)
0 Selected Item(s) Reset Column Sizes | Show Filters | Clear AL | Items|1  |-2(of2) M 4 b MZ

THosmme e

Status Information i [ Human Rescurces 5/9/2011 2:39 PM CDT

Motification Email Template: Leg
Description:

Notification Status: B E [ Information Technology 5/9/2011 2:39 PM CDT

Viewing the first 2 of 2 items in sets of | 25 ¥| per page

Remove Selected Items
0 Selected Item(s)  Reset Column Sizes | Show Fiters | Clear AL | Items[o - o) M 4 b D2 RS

(foptor i

Actor (Hotification Actg ",

HnH 4P H
Viewing the first 0 of 0 items in sets of | 25 ¥| per page
1 Last Modified On

dbachmann@kcura.com

0 Selected Item(s) Select Page Size: |10 T

tification Hold Participants) =8 7 F temsfo -or) M 4 b W

0 Selected Itemfs) Selact Page Size: |10 | ¥

5/23/2011 4:51 PM CDT

Alert Group (Notification Alert Groups) [ TN ol = B 7 temsfo -or) M 4 bW
CENET
0 Selected Itemis) Select Page Size: |10 ¥

Available Items Popup

You can select the top checkbox on the header row to select All Alert
Groups or individually check the required groups. You can also filter o
any of the columns.

hyOS &2dzQ@S YI RSAdJ8 eaizBdt 3 St SOGA2Y

The selected Actors will be listed under the Actors section. Upon
returning to the Hold Natification Layout, you will notice that a new
button appears in green at the bottom dii¢ Method Console called
Send Notice This means that you can now send a notice to your
actor(s). Sending notices and questionnaires will be covered in the
Method Workflows section.

4.6 Sending an Alert Group Notice

Before gaining an idepth understanding odending an Alert Group
notice, you may simply want to refer to the following quick steps:

QuickStepsg Send an Alert Group Notice

More Detail

1. Click theAdd Noticebutton in the Method Console.

IS
[ERN
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Provide the name you want the Alert Group notice ti
appear under in théotification Namefield.

=

Click the ellipsis in theotification Email Template
field and select the appropriate template for sending
an Alert Group notice notification type. Clikt

=

Provide any additional text in the option@Eescription
field.

N
[N

ClickSave

N/A

On theActor (Notification Actors)object heading,
click theNew button to create a new actor and link it
to the notice, or click théinkbutton to associate an
existing actor to the notice.

=

If clicking New, perform the following:

A 9y GSNI GKS I Ol 2 NE &anE
field.

A 9y GSNI GKS I Ol 2ud3pRameé |
field.

A 9y GSNI GKS I Ol 2 NIEmailS'
field.

A ClickSaveand note that the new actor
appearsunder the Notification Actors object
heading.

w
ol

If clicking Link, perform the following:

A Locate the actor you want to add to the
notice and cliclAdd.

A ClickSetand note that the actor has been
added under the Niification Actors object
heading.

N/A

Click theSend Noticebutton on the console.

10.

Locate the Alert Group notice you just created in the
requiredNotification field drop-down and clictNext

11.

ClickSendand note that the notice has been queued 4.6
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for sending.

w

12. | Click theView Email Messagdsutton on the console | 4.
to see the notice you just sent and/or théew
Notifications button to view the notification and its
current status.

Like all other notices, you must first add an Alert Group notice to the
hold through the Add Notice button on the Method Console.

You will notice as you proceed that many of the steps required for
addingthe Alert Group notice aréne same as sending a Legal Hold
notice. This time, instead of selecting the Legal Hold template, you will
select the Alert Group template before saving thotice.

Select Item - Notification Email Template
Hald:

" salt vs Pepper J Clear 0 Selected Item(s)
Reset Column Sizes | Show Filters | Clear Al | Iter15|1_ -3 (of3) M4 b}

Motification Name: INerl Group Notice

Notification Email Template: W |

= ——@(‘ Mert Group Initial Email Mert Group Notice 3/30/2011 1:11 PMCOT

Description: ~ Close Hod Initial Email  Close Hold Notice 3742011 4:16 P ST [
¢ Legal Hold Initial Email Legal Hold Motice 37472011 4:16 PM CST
El Viewing the first 3 of 3 items in sets of | 25 ¥ per J
[ @ 1ntemet | Protected Mode: On a v | ®0% -
Notification Status: Errored Actors (If Applicable):

Alert Group Notification Template

For a more irdepth description of the process of adding a notice,
please see the Adding a Notice section earlier in this document.

Once the Alert Group Notice @slded to the hold, you must link actors
to it via the Actor associative object list similar to that used after adding
a Legal Hold notice.

Once the actor has been added, you will again click the Send Notice
button at the bottom of the Method Console. This time, instead of
selecting a Legal Holdbhice, you will want to select the Alert Group
notice you just added as the value in the Notification field.
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Send Notification for Hold: Salt vs. Pepper

Mert Group Notice

Alert Group Notice
You will then cliclextand Sendto send the Alert Group notice.
4.6.1 SendngReminders on Demand

Before gaining an idepth undestanding of reminders on demand, you
may simply want to refer to the following quick steps:

Quick Stepg Send a Reminder on Demand

# Step More Detail
1. Click theSend Reminderbutton in the Method N/A
Console.

2. In the Select Reminder§eld put a check in the box of N/A
the reminder(s) you wish to send. Note the limitatior
displayed below this field.

3. ClickSendto send the reminders immediately. N/A

After any notice or questionnaire is sent, the console providssrad
Remindersoption, which allows you to send reminders for any

notification type on demand. This means that you do not have to rely
aztsSte 2y (GKS AyidSNBIfa FyR fAYAGA
to the hold.

Click Send Reminders brings up the following-ppp
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Send Reminders for Hold: Salt vs. Pepper

HEILEEER I Hold Reminder - Acknowledgement Reminder
™ mert Group Reminder r Questionnaire Reminder

The reminders you select on this page wil be sent only to those Hold Participants who are stil eligible to receive them. If
the hold participant already acknowiedged a legal hold notice, already submitted a questionnaire response, etc. the
respective reminder(s) will not be sent to them. Reminders wil also be sent to Custodians who were associated with a
Legal Hold Notice which had Suppress Email Sending selected.

Send Reminders on Demand

Click any of the check boxasd thenclickSendto send a reminder for
that notification type on demand.

Note that the reminders you send on this page are smiy to those
actors who are still eligible to receive themthé hold participant

already acknowledged a legal hold notice, already submitted a
guestionnaire response, etc. the respective reminder(s) will not be sent
to them.

4.6.2 Receiving a Notification

The actor will receive theotificationmessage in his/her emaikrvice
with a hyperlinked URL at the end of temailbody. Clicking thisnk
opensthe login screen for thdlethod Interview Portalwhere the actor
entershis/heremailaddress.

TheMethod InterviewPortal is secured through a hash code
found inthe URL, as well as the email address the user ente
to log in.
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Method

Interview Portal

Email Address:

Presented by:

[ACura

Method Interview Portalogin

Upon clickingog In, the notification window displays

"Salt vs Pepper [ACura
Met ho Interview Portal

Acknowledge

Hold Information Legal Hold Motice

Name: David Bachmann Please acknowledge the receipt of this Legal Hold Notice pertaining to the Hold.
Hold Mame: Salt vs Pepper David Bachmann:
Requested By:

A new hold has been created named Salt vs Pepper for matter number 8484 for company Pepper Industries with
Hald Owner: Bachmann, David company number 1919. You have been added to this hold as a custodian of data by the hold owner Bachmann, David.
Hold Start Date: 1/31/2011 *You are responsible for maintaining the following data related to this hold:
SEITPCEITE Answering Machine; Blackberry(s); Blog(s)
Limited to those employees in the Research &

Development of our new product, X, from To acknowledge your notification and acceptance of this hold please click the link below and enter your email
March1 - present and includes all emails, address to login to the acceptance and questionnaire screen. Any associated questions for this hold will appear after
electronically stored information, databases, you have acknowledged receipt of the hold. After answering all questions for this hold please close the

and paper documents. questionnaire for editing by clicking the complete button. Prior to completing the questionnaire you may save and

return to answering questions at anytime by clicking the link below and providing your email address. Once
completed, you will no longer be able to edit questions for this hold.

If you need to correspond with the hold owner for this hold please reply directly to this or any of the system
generated email messages and your message will be routed directly to the hold owner. Please, do not email the hold
owner directly, as doing so will result in the correspondence not being tracked as part of the hold. When
responding to the system generated emails please do not edit the subject line of the email as this will cause issues in
routing your email correctly to the hold owner.

Thank you.

To acknowledge the legal hold ntice for hold Salt vs Pepper, please click on the following link:

https://meth-web-01.testing.corp/MethodinterviewPortal/Login.aspx?
holdParticipantid=1036171&hash=HjOnuBuC7spTBGI7TZ¥2bmXww¥3d¥%3dacaseld=1015378

Legal Hold Notice

If other notifications are attached to the hold, they will appear as
separate tabs neéxo the Legal Hold Notice tabhe notification above
containsmultiple questionnaire tabs. The questionnaire to the
immediate right of the Legal Hold Notice tab is the most recently sent
guestionnaire.

Two buttons are available at thepaoof the notice:

A Logoutlogs the actor out of the hold notification form.
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A Acknowledgesends a message to the hold owner verifying that
the actor has read and acknowledged the information provided
in the notification.

When the Acknowledge button is clickete message in red above the o
notification textupdates t& ¢ ¢ Kria [S3Ft T1T12fR b2 GAO0S KI &
FOly26f SRISR 2y EKEKEEEE®¢

If a custodian is no longeequiredto be involved in the Hold
processthey can balismisgdby sendhga Close Hold
Notification This action will changeeir status to inactive.

You can see which custodians are active and which are
dismissed by clicking on the View Hold Participant button or
the console and sorting on the Hold Participant Status
column.

4.7 Setting Upa Questionnae

Before gaining a more idepth understanding of sending a
guestionnaire, you may simply want to refer to the following quick
steps:

Quick Stepg Send a Questionnaire

# Step More Detail
1.

On the Method Console click theld Questionnaire | 4.7.

[N

button.

d=
~
[

2. Make sure the hold selected in the Hold field is
correct. If it is not, click the ellipsis and select the
appropriate hold from the list.

d=
~
[

3. Provide a name in thMotification Namefield.

[N

4, Click the ellipsis in thdotification Email Template .
field and select the radio button next Questionnaire
Initial Email. Then clickSet

=

5. Check or uncheck th8uppress Email Sendirfigld, .
depending on whether or not you want to send an
initial questionnaire email.
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Provide text in theoptional Description field.

I
~
[EEN

ClickSave There are four object list headings below
the saved questionnaire information: Interview
Question, Actor, Hold Participant, and Alert Group.
You cannot send the @stionnaire until it contains
questions and has a target recipient. Thus, you mus
least address the Actor and Interview Question
objects.

~
=

Click theLinkbutton on the Interview Question
heading.

N
~
N

Select the questions you want to appear in the
guestionnaire, cliclAdd, and clickSet If the question
list does not contain one or more questions you watr
included, you will need to click théew button on the
Interview Question heading and create each new
question.

N
~
N

10.

Click theLinkbutton on the Actor heading.

D
~
w

11.

Select the Actor you want to receive the
guestionnaire, cliclAdd, and clickSet

D
~
w

12.

Once the actor is linked, the green Send Questionn;
button is available on the bottom of the Method
Console.

~
w

13.

Click theSend Questionnairéutton.

IS
~
o1

14.

Make sure the notification reflected in the
Notification field is correct. If it is not, select the
correct notification from the droglown and click
Next.

IS
~
o1

15.

Review the Subject, Body, and Footer fields in the
notification and click th&Sendbutton.

.
o

16.

N
~
o1
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=

17. | Click theView Noatificationsbutton on the Method 9.
Console. The questionnaire you just sent should be
included in the Hold Notification list, probably with aj
status of In Queue.

4.7.1 Adding a Questionnaire

Before you can send a questionnaiyeu must first add it to the hold.
This is done by clicking on teld Questionnairebutton in the console

—

([Had Layout - petat =] Record|10 or11 M 4 b M

Name: Salt vs. Pepper Status: Active
Owner: Sanderman, David Requested By:

Description: Our company is responding to a government agency's subpoena for information related to
0il and gas exploration in the Gulf of Mexico.

Scope Rationale: Limited to those employees in the Research & Development of our new product, X, from
March 1-present and includes all emails, electronically stored information, databases, and
paper documents.

Cle d

Company: Pepper industries Matter: Oil and gas

Company 1Dz 1919 Matter Number: 8484 View Email Messages (1)
General Counsel: Peter Elliot External Counsel: John Luther
Hold Start Date: 5/23/2011 Subject Matter Time Period Start:

Subject Matter Time Period End: Preview Interview Portal

Hold Contacts

Send Notice

Add Questionnaire Button

Clicking this button brings up a layout in which you can create a new
Questionnaire.

Hold Natification Layout - Questionnaire v | save | saveandNew | Save and Back

Questionnaire
1B Salt vs. Pepper J Clear
Notification Name: | Suppress Email Sending: (]
Notification Email Template: J Notification Type:
Description: =

El
Recurring: I:‘
Interval (In Days): Ii
Start Date: I—J
End Date: I—J

Status Information

Notification Status: Errored Actors (If Applicable) :

Hold NotificationLayoutQuestionnaire
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This form includes the following fields. Fields in orange are required:
Notification

A Holddisplay hold name you are currently in.

A Notification Nameis the name of the notification e.g. Initial
Legal Hold.

A Notification Email Templatellows you to select a template
from your library by clicking on the ellipsis button.

A Descriptionis a text box that allows you to describe the nature
or purpose of the notice beyond the information contained in
the notification name and/or template.

A Suppess Email Sendinig a check box that when checked
allows you to preventhe sending of the initial questionnaire
email.

Recurring Information

Method allows for recurring questionnaires to bent out on a
scheduled basishe following fields define theecurring questionnaire
interval and period.

A Recurringss a flag to indicatéhe questionnaire will be sent
repeatedly. This flag must be enabled if the questionnaire needs
to be sent repeatedly.

A Interval determines the time between each recurring
guestionnaire being sent. The range for the interval is 1 to 365.

A StartDateis the date of the first sent questionnaire.

A End Datds the date of the last sent questionnaire.

Any actor who has had their Employment Status set to Not Employed
will not receiwe recurring questionnaires.

Status Information

A Notification Statusis the same reawnly field as found on other
notice layouts that displays where the notice is in the sending
process.

A Errored Actords the same reaanly field as found on other
notice layouts that displays those actovgho did not receive
notices due to technical errors.

ClickingSavetakes you to the questionnaire layout, where the
Notification Status field is updated and where you can add the
following:

Interview Question (Question S@uestions)
Actor (Notification Actors)

Hold Participant (Notification Hold Participants)
Alert Group (Notification Alert Groups)

> > D
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A Actor (Errored Actors)

Note that when entering the name of the Questionnaire, only the first
50 characters of the name will didf @ Ay GKA A& vdzSaidAz2yylANBQa (I o
Method Interview Portal.

4.7.2 Adding Interview Questions

There are three action buttons available on the Interview Question
header.

A Newallows you to add a new Interview Question on the fly.

A Linkallows you to link existing Interview Questions to the
guestionnaire.

A Unlinkallows you to unlinkay Interview Questions from
guestionnaire.

Clicking theLinkbutton launches the Selegin-ltem popup allowing
you to choose from the list of Interview @stions.

It is recommended that you include no more than 50 questic
on the questionnaire; more than this may affect system

performance and disrupt workflow. In addition, an exorbitant
FY2dzyd 27F ljdzSaiGA2ya Ytne RSt

Ifl-‘[ Method w /2 Relativity - Windows Internet Explorer — o] x [ David
|H0td Notification Layﬂul'QuesthnaVEj Select Items - Interview Question (Question Set Questions) (!

Available Items (Linked items not shown)

0 Selected Item(s) =
il Reset Column Sizes | Show Filters | Clear AL | Items[1  |-25(of35) M 4 b M
= 4
- 14 #5- General True/Faise YesiNo  5/24/2011
True/False
r -13 #4-Single General single SChoice  5/24/2011
Choice Choice  RB1;S B

Viewing the first 35 of 35 items in sets of | 25 | ¥ per page

| Add | Selected Items
0 Selected Item(s) =
Reset Column Sizes | Show Filters | Clear AL | Items|0 |- (of) I 4 » M
r
Nofffication Status: Pendi
Viewing the first 0 of 0 items in sets of |25 T| per page
1

Interview Question (Question Set Questions) = 7 F temsfo -or) K 4P M
I
0 Selected Item(s) Select Page size: |10 ¥
Actor (Notification Actors) < W remsfo -f) K4 b H
=
0 Selected Item(s) Select Page size: |10 [T

Interview Questions

In the available items list you select the questions you want to be
included in the questionnairby checking thm, clickingAddto put
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them in the Selected Items list, and then clicking Set. CliSettgkes
you back to the Questioraire layout, where the questions you selected
populate the Interview Question header.

You will now need to add Actors to this questionnaire.
4.7.3 Adding an Actor to the Questionnaire

There are three action buttons available on the Actor Notification
header.

A Newallows you to add a new Actor on the fly.
A Linkallows you to link existing Actors to receive the notification.
A Unlinkallows you to unlink my Actors from the notification.

Clicking theLinkbutton launches the same Available Items popup you
encountered when adding your actors to your notice. This popup uses
the same workflow.

Actor Select Items Window

Clicking Set after selecting the actors you want to link brings you back to
the questionnaie layout. Note that there is a new button available in
green at the bottom of the Method Console call8dnd Questionnaire.
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