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 Overview 1

Method is a legal hold management tool that provides workflow to 
assist individuals responsible for identifying, collecting, and preserving 
relevant custodian data when litigation is anticipated.  

This document outlines aŜǘƘƻŘΩs structure and functionality and guides 
you through how to create, manage, and close a legal hold. 

Method is built on the Relativity platform. For more information on 
Relativity, please see the Relativity User and Admin Manuals. 

Method 1.13 is compatible with Relativity 7.3. 

1.1 Method Structure 

Method is built on the Relativity platform and thus uses the Relativity 
objects framework. As such, it can be deployed to one or more 
workspaces. This also means that all users, groups, and permissions are 
managed at a workspace level through existing Relativity pages.   

Any legal hold process must be both defensible and repeatable. 
Repeatability is achieved through the structured nature of the 
application itself.  Defensibility is built into the application through 
detailed auditing and reporting.   

By making the process as simple as replying to an email or filling out a 
questionnaire, all correspondence, including emails between hold 
owners and actors, is maintained in the application.  From inception to 
close the application is capable of reporting on every aspect of the legal 
hold.   

  

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

 

1.1.1 Relativity Administrators 

Being built on the Relativity platform also allows Method to take 
advantage of existing functionality such as filters and views, all of which 
can be configured by a Relativity administrator. The Relativity 
administrator is responsible for creation, maintenance, and deletion of 
the hold administrators and hold owners. 

1.2 Hold Owners and Hold Participants 

Method has two main user types: 
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Á Hold Owners  
o Responsible for recognizing the need for and creating 

new holds 
o Add actors to the hold 
o Add questions for the custodians  
o Craft the notifications sent to actors by the application 
o Manage and report on holds 
o Close holds 

Á Hold Participants  
o Responsible for maintaining the information as 

requested by the hold owners 

Hold Owners access Method via Relativity, whereas Hold Participants 
interact with hold information via email and the Method Interview 
Portal, a simple web application providing access to all applicable hold 
materials. The Method Interview Portal allows users to acknowledge 
receipt of the hold.  After doing so they are then able to answer any 
questions created by the hold owner.  These could include general 
questions across the hold for all actors or questions specific to an actor.   

To access the Method Interview Portal, a hold participant clicks on the 
link sent in the initial notification email or subsequent reminder.  To 
avoid forcing the hold participant to remember a password, a 
combination of the unique URL and their email address is used to verify 
the hold participant and grant them access. 

For additional questions or correspondence, the actor is directed to 
reply to the system generated emails. The hold management 
application takes care of routing these emails between the hold owner 
and the actor.  In this way, the application can track, store, and report 
on all correspondence.  Along with tracking reminder counts, hold 
acknowledgements, and completion of questionnaires the reports 
provide a complete picture of each legal hold in the organization. 

While the roles of owners and hold participant are clearly defined, it is 
important to note the basic relationship between actors, custodians, 
and alert group members, as shown in the following diagram: 
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     Actor-Participant 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 classified as a custodian. 

Also represented above are Alert Groups, which can be departmental 
groups, administrative groups, functional groups, or any user-specified 
groups.  A commonly defined group is the IT department, which 
typically needs to be alerted of an 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 Relativity. To log in to 
Relativity, browse to your Relativity website. If you do not know the 
correct address, contact your Relativity administrator. Upon entering 
the URL, the login screen appears. 
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     Login Screen 

Enter the email address and password provided by your Relativity 
Administrator.  

1.4 Reviewer Options 

When you first log into Relativity, you see a list of your workspaces. You 
can click your name in the upper-right corner to see the mode drop-
down.  

  

        Mode Drop-Down 

By default, you will be in Workspaces mode. Depending on your 
permissions, you may have the option to edit your settings or reset your 
password. If you do not see these modes, your Relativity administrator 
can change the settings. 
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1.5 Workspace Mode 

Clicking on Workspaces in the mode bar, or logging in, displays a list of 
your workspaces. 

LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ȅƻǳǊ ǿƻǊƪǎǇŀŎŜΣ ŎƘŜŎƪ the view bar, shown by the red 
arrow below. The view bar controls which workspaces are displayed in 
the list.  

 

 Workspaces View Bar 

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

Note that you may have access to two different kinds of workspaces, 
those designated for Method and those used for document review 
through Relativity. For more information on Relativity, see the Relativity 
Admin Manual. 

 Creating a Workspace 2

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

Quick Steps ς Create a Workspace  

# Step More Detail 

1. Log in to Relativity. 1.4 

2. Click the New Workspace button in the top left 
corner of the default Workspaces view. 

2 

3. Complete the New Workspace form. Fields in orange 
are required: 

a. Provide a Name for the workspace. 
b. Select a Matter from the Matters list via the 

ellipsis. Matters are created in Admin mode 

2 
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in Relativity. 
c. Select a Template Workspace from the 

templates list (via the ellipsis.) 
d. Select a Status from the Status drop-down. 
e. Select the SQL Full Text Language from the 

drop-down. (This will probably be English.) 
f. Select Resource Group from the drop-down. 
g. Select a Default File Repository from the 

drop-down. 
h. Database Location is driven by the Resource 

Group value and is automatically populated. 
i. Download Handler URL is automatically 

populated with a URL. 
j. Enter Keywords if applicable. 
k. Enter Notes if applicable. 

4. Click Save. This workspace is now visible and editable 
from the default workspaces view. 

Relativity 
Admin 
Manual 

Although a single Method workspace can contain multiple Legal Holds, 
you may want to manage more than one workspace at a time. Multiple 
workspaces allow you to do the following: 

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

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

To create a workspace click on the New Workspace button under the 
Workspaces tab. 

http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
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  New Workspace Button 

  

It is best practice to maintain 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 assigning 
specific groups to them. 

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

 

    New Workspace Form 

Á Name is the name of the workspace you want to contain your 
Legal Hold. 

Á Matter is the matter associated with the workspace. Click the 
ellipsis to select from all available matters. Note that this matter 
is different from the optional Matter property presented to you 
on the New Hold form, which is discussed later in this manual. 

Á Template Workspace is the Relativity workspace containing the 
structure you would like to use in your new workspace. This 
template must be configured to support a Method workflow so 
that you can execute your Legal Hold. 
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Á Status is the workspacŜΩǎ current status. The default options are 
Active or Inactive; you may be able to add a different value via 
the Add link.  

Á SQL Full Text Language aids the indexing of full text fields or 
other fields specific to Relativity. 

Á Resource Group specifies a group of resource servers for the 
database. This drop-down contains all groups configured in the 
Resource Group tab in Admin Mode, while the Resource Group 
tab lists all servers available in the network. A Resource Group is 
generally designed based on location; for example, you may 
have a West Coast and East Coast resource group setup to 
manage servers specific to these regions. 

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

Á Database Location is the location of the database. It is 
automatically populated with one or more values in the drop-
down when the Resource Group is selected. 

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

There are two additional optional properties used to differentiate a 
workspace from others in the same environment: 

Á Keywords allows you to attach important words or phrases to 
the workspace to distinguish it from others. 

Á Notes allows you to attach notes to the workspace to further 
explain its purpose. 

  

Note the following regarding the security of individual Legal 
Holds:  

Á You cannot secure an individual Legal Hold within an 
existing workspace. 

Á You must secure an individual Legal Hold by securing 
the workspace. 

Á For a list of Method Security Group specifications, 
please see the Method Installation Procedures 
document. 

2.1 Configuration Upon Creating a Workspace 

Before you can use a workspace, you need to first define your 
configuration by specifying incoming 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 with an incorrect 
ΨCǊƻƳΩ ŀŘŘǊŜǎǎ όƛΦŜΦ ŜƳŀƛƭ ŀƭƛŀǎ address), please verify that the 
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configuration record reflects the correct email settings for the 
workspace you are currently working in. 

To gather configuration details, please contact your System 
Administrator. 

  

Method is compatible with Windows server 2008 only. 

2.2 Deactivating a Workspace 

Quick Steps ς Deactivate a Workspace 

# Step More Detail 

1. Click on the Workspace Details tab while in your 
workspace. 

Relativity 
Admin Manual 

2. Click the Edit button.       Relativity 
Admin Manual 

3. The Status field shows a defaǳƭǘ ǾŀƭǳŜ ƻŦ ά!ŎǘƛǾŜΤέ 
click the drop-ŘƻǿƴΦ LŦ ǘƘŜǊŜ ƛǎ ŀƴ άLƴŀŎǘƛǾŜέ ƻǇǘƛƻƴΣ 
select it. If there is not this option, click the Add link 
and add a new choice of Inactive. Click Save. 

Relativity 
Admin Manual 

4. Select Inactive as your new Status field value if it is 
not already selected. 

Relativity 
Admin Manual 

5. Click Save. This workspace will now display a status 
of Inactive. 

Relativity 
Admin Manual 

The Status field allows you to deactivate a workspace, which serves as 
an alternative to deleting it altogether. 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 
in ǘƘŜ Ψ!ƭƭ ²ƻǊƪǎǇŀŎŜǎΩ ƻǊ  Ψ!ƭƭ aŜǘƘƻŘ ²ƻǊƪǎǇŀŎŜǎΩ views but the 
information will be preserved. 

http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
http://kcura.com/relativity/Portals/0/Documents/Relativity%20-%20Admin%20Manual%20-%206.10.pdf
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 Setting Up Method Libraries 3

There are a number of libraries you must set up in order to manage a 
legal hold with Method: 

Á Email Templates ς communications sent to actors, custodians 
and alert groups in the form of initial notifications and 
subsequent reminders. 

Á Interview Questions ς questions used to populate the 
questionnaire sent to an actor to determine his/her role in the 
hold; these can be classified as personal, work-related, or other 
custom categories. 

Á ESI Sources ς electronically stored information sources that can 
be classified as local, network, or other custom categories. 
Examples are: 

o Laptop 
o Blackberry 
o Print 

Á Alert Groups ς notifications and reminders to groups of 
individuals who need to be alerted of a hold, but are not a part 
of hold.  Alert groups are a collection of actors and can 
represent teams or departments. 

Á Actors ς potential custodians of the hold, actors are the 
recipients of notifications, reminders, and questionnaires, which 
determine their role in the hold; in most cases, actors will be 
your employees and contractors of the organization. 

Á Configurations ς incoming and outgoing email server settings 
that ensure that emails are properly sent with appropriate 
email aliases.  

A new hold will not be useful until you define these components. 
However, there is no specific order in which these components must be 
created for 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 or cancel it when you know 
you will not be using it. Either closing or cancelling will 
change ǘƘŜ ƘƻƭŘΩǎ status and help you avoid confusion when 
dealing with multiple holds. 

Likewise, you can deactivate a workspace instead of deleting 
it by simply changing the Status field value on the Workspace 
Details to Inactive.  

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



Method | User Manual - 15 

 

      Layout Icons 

Icon Name Description 

 

Reset Column 
Sizes 

wŜǘǳǊƴǎ ǘƘŜ ƭƛǎǘΩǎ ŎƻƭǳƳƴǎ ǘƻ ǘƘŜƛǊ ƻǊƛƎƛƴŀƭ 
widths 

 

Export the List Exports the list of objects to Excel 

 

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 Up Email Templates 

Before gaining an in-depth understanding of Email Template setup, you 
may simply want to refer to the following quick steps: 

Quick Steps ς Create an Email Template 

# Step More Detail 

1. Click the New Email Template button. 3.1 

2. Enter a Name for the template. 3.1 

3. Select the template Type from the Type drop-down.  3.1 

4. Select the Notice Type from the drop-down to the 
right of the Type field.  

a. If you want this template to be for a first-time 
email, select Initial Notification.  

b. If this is meant to remind an actor of an 
unacknowledged notice or an unanswered 
questionnaire, select Reminder Notification. 

3.1 
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5. Enter the subject of the email in the Email Subject 
Line field. 

3.1 

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

3.1 

7. Enter the Email Footer text via the same steps 
performed for the Email Body field. This field is 
required to save the template for the following notice 
types: 

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

3.1 

8. Click Save. The template is now visible and editable 
from the Email Template Library. You can also add an 
email attachment to the template. 

3.1 

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

3.1.3 

10. Provide a Document Title for the attachment. 3.1.3 

11. Click the Browse ellipsis to the right of the File field. 
Select any file to act as an attachment and click Open 
to apply it to the File field. 

3.1.3 

12. Click Save to apply the attachment to the template. 3.1.3 

As an organization you will want to identify a set of standard email 
templates to be used when corresponding with people involved in the 
legal hold. These templates are based on corporate policies regarding 
holds and provide a detailed description of the upcoming litigation, as 
well as any specific instructions for preserving relevant electronic data.  

Email templates are created and stored inside the Email Template 
Library tab.   
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Email Template Library Tab 

Clicking the Email Template Library tab brings up a list of existing 
templates and their types. The New Email Template button is in the 
upper left corner of the screen. 

 

New Email Template Button 

Clicking the New Email Template button launches the New Email 
Template form. 



Method | User Manual - 18 

 

 New Email Template Form 

This form includes the following fields: 

Á Template Name is the name of the template. The following are 
possible examples: 

o Alert Group Notice 
o Legal Hold Notice 
o Close Hold Notice 

Á Template Type is a drop-down that provides two choices for the 
ǘȅǇŜ ƻŦ ŜƳŀƛƭ ȅƻǳΩƭƭ ōŜ ǎŜƴŘƛƴƎ: 

o Initial Notification  
o Reminder Notification 

Á Notification Type is a drop-down that allows you to specify 
what type of notice you are sending out. 

o Initial notification types: 
Á Alert Group Notice 
Á Close Hold Notice 
Á Legal Hold Notice 
Á Questionnaire 

o Reminder Notification Types: 
Á Acknowledge Reminder 
Á Alert Group Reminder 
Á Legal Hold Reminder 
Á Questionnaire Reminder 

Á Email Subject Line is the subject line you want the recipient to 
see upon receiving the message. 

Á Email Body is the message content you want the recipient to 
read and acknowledge or respond to. /ƭƛŎƪ ǘƘŜ ŜƭƭƛǇǎƛǎ όΧύ ǘƻ 
enter and format the main text. You are able to insert links to 
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external images into the body of the template. For steps on how 
to do this, please see the Inserting an Image Into an Email 
Template section. You can also use HTML formatting in the 
Email Body and Footer fields. For a list of these recommended 
usaƎŜǎΣ ǇƭŜŀǎŜ ǎŜŜ ΨHTML Formatting ConsiderationsΩ later in 
this section.  

Á Email Footer is a customizable field that allows you to create or 
change the notification statement that will appear above the 
interview portal link in the notification email. You can use HTML 
formatting in this and the Email Body field. For a list of 
recommended usages, please see the HTML Formatting 
Considerations section. 

o 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: 
Á Legal Hold Initial Email 
Á Questionnaire Initial Email 
Á Legal Hold Reminder Email 
Á Questionnaire Reminder Email 
Á Acknowledgement Reminder Email 

o You are not required to define a footer for the following 
notification types. Any attempt to do so will result in an 
error message: 
Á Alert Group Initial Email 
Á Close Hold Initial Email 
Á Alert Group Reminder Email 
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       Email Template Fields 

The following fields are not required: 

Á System Last Modified By is the user/owner who last modified 
the Email Template. 

Á System Last Modified On is 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 processed by the 
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 number, actor name, and 
sources.  

  

Relativity can merge specific fields of data when a 
notification is sent. Please refer to Appendixes A 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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 Close Hold Template 

3.1.1 Inserting an Image Into an 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 field. 

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

 

 Insert/Modify Image Icon 

Clicking this icon brings up a window in which you can insert and 
configure the image you want to appear in the body of the email. 
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     Insert Image Window 

To insert the desired image, perform the following: 

1. Enter the URL of the desired image in the Image URL field. The 
image has to be available on an externally available web server 
in order to be included in the email body. 

2. Click Preview to make sure you have entered the correct URL 
and that the correct image appears in the Image Preview box. 

        Preview Image 

3. Enter any text that you want to appear when the user hovers 
over the image in the Alternate text field.  

4. In the Layout section, configure the image with the following 
fields: 
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Á Alignment determines where the image will sit in the 
email body. 

Á Border Thickness determines the thickness of the 
border around the image. Leaving this empty will result 
in no border. 

5. In the Spacing section, specify the Horizontal and Vertical 
spacing of the image in the body. 

6. Click OK if the image displayed in the Preview box is what you 
want to appear in the email body. Click Cancel to exit the 
window without inserting any image. 

3.1.2 HTML Formatting 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>Italics</em> 

Underline <u>Underline</u> 

Strikethrough <strike>Strikethrough</strike> 

superscript <sup>superscript</sup> 

 

subscript <sub>subscript</sub> 

¶ Bulleted 

¶ List 

<ul><li>Bulleted<li>List</ul> 

1. Ordered 
2. List 

<ol><li>Ordered<li>List</ol> 

Colored Text ғŦƻƴǘ ŎƻƭƻǊҐέǊŜŘέҔ/ƻƭƻǊŜŘ ¢ŜȄǘғκŦƻƴǘҔ 
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3.1.3 Attachments on Email Templates 

After saving an email 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. 

 

 Attachments on Email Template 

After the template is saved, the Email Attachment object sits beneath 
the template information. Here you can add a new attachment to the 
template by clicking the New button. This brings up the Add Email 
Attachment window. 
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 Add Email Attachment 

Both fields are required in order to save the attachment. 

Á Document Title is the name of the attachment. 
Á File is the document file itself, such as a Word, Excel, or PDF file. 

You select this with the Browse button. You can remove a 
selected file with the Clear button. 

Clicking Save attaches the file to the template. 

You can also associate existing attachments to the template. You are 
only able to link attachments that you previously attached to email 
templates within this workspace.  Clicking Link brings up the following 
picker.  

 

 Select Email Attachment 

Checking the box next to the attachment file and clicking Add places it 
in the Selected Items list. Clicking Set attaches the file to the template. 



Method | User Manual - 26 

Checking an attachment and clicking Unlink removes its association with 
the email template. As there is no Delete button on this object, no email 
attachment can be deleted. 

The template you create and save is stored in the template library and is 
available to link to a legal hold you create in this workspace. 

3.2 Setting Up Interview Questions 

Before gaining an in-depth understanding of Interview Question setup, 
you may simply want to refer to the following quick steps: 

Quick Steps ς Create an Interview Question  

# Step More Detail 

1. Select the Interview Question Library tab. 3.2 

2. Click the New Interview Question button. 3.2 

3. Enter the title you want this question to appear under 
in the Question field. 

3.2 

4. Select the category this question would most 
appropriately fall under from the Category field drop-
down. If you would like to add a category to these 
options, click the Add link, provide a Name and Order 
in the New Choice window, and click Save. This new 
category will then be available in the Category field 
drop-down. 

3.2 

5. If you would like this question to be mandatory for the 
custodian who receives it in the Interview Portal, 
check the box next to the Response Required field. 

3.2 

6. Provide the Order you want this question to fall under. 3.2 

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

a. Long Text 
b. True/False 
c. Multiple Choice List 
d. Single Choice Drop Down List 

3.2 
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e. Single Choice Radio Button List 

8. Provide all answer choices that you want available to 
the custodian in the Choice Options field. 

3.2 

9. Click Save to store the new question in the question 
library. 

3.2 

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

 The Interview Question Library is used to store a list of common 
questions which later can be linked to questionnaires.  

 

 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. 

 

 New Interview Question Button 

Note that the Pivot icon ( ) sits in the upper right corner of the 
Interview Question view. This is also available on Actors, Alert Groups, 
ESI Source Library, and Questionnaire Responses. Clicking this allows 
you to pivot in these views on all fields 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 on Pivot in Method later in this document .  

Clicking the New Interview Question button launches the New 
Interview Question form. 

 

New Interview Question Form 

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

Á Question is the actual question you would like to define for 
future inclusion in a questionnaire relating to the hold.  

Á Category is a customizable drop-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 
ŎŀƭƭŜŘ άtŜǊǎƻƴŀƭΦέ LŦ ȅƻǳ ŀǊŜ ǎŜƴŘƛƴƎ ŀ ǉǳŜǎǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ǿƻǊƪΣ 
ȅƻǳ ƳƛƎƘǘ ŎǊŜŀǘŜ ŀ ά²ƻǊƪ wŜƭŀǘŜŘέ Ŏŀtegory. 

Á Response Required makes the question mandatory on the 
questionnaire; if checked, the recipient cannot submit the 
questionnaire until this question is answered. If unchecked, this 
question does not require a response from the hold participant. 

Á Order is the sequence in which you would like this question to 
appear in the interview questionnaire for the actor. 

Á Type is the answer type for the question. By default this is set to 
long text unless another option is selected. The following 
choices are available: 

o Long Text will display a text entry box 
o Multiple Choice List will allow for more than one 

answer to be selected from the defined choices entered 
in the choice options box. 

o Single Choice List will allow for a single answer to be 
selected from the defined choices entered in the choice 
option box. 
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o True/False will allow for a single choice answer to be 
selected from the two defined choices entered in the 
choice option box. 

Á Choice Options is a box into which you enter the answer 
choices you want to be visible to the actor while he/she is giving 
responses to questions.  

o Note that if choice options are not entered or entered 
incorrectly for types other than long-text, then the 
answer type will default to long-text upon display. 

  

When selecting an answer type of Single or Multiple Choice 
List you must provide the required answer choices. Enter 
these in the Choice Options box separated with a semi-colon 
e.g. One; Two; Three; Four 

Below is an example of a saved interview question as it is found in the 
Interview Question Library. Note the completed Question, Category, 
and Order fields: 

 

  Saved Interview Question 

There are three action buttons available at the top of the form. These 
buttons appear on several Method layouts and offer the following 
functions: 

Á Edit allows you to edit the question. 
Á Back redirects you back to the previous screen. 
Á View Audit displays the audit history and includes the following 

fields by default: 
o User Name is the name of the user responsible for the 

action. 
o Action is the action performed. 
o Timestamp is 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 sent to an actor for a 
response. 

3.3 Setting Up ESI Sources 

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

Quick Steps ς Create an ESI Source 

# Step More Detail 

1. Select the ESI Source Library tab. 3.3 

2. Click the New ESI Source button. 3.3 

3. Enter the name you want this source to appear under 
in the Source Name field. 

3.3 

4. If you would like to provide a category for this 
question, select one from the optional Category field 
drop-down.  

3.3 

5. Click Save to store this source in the ESI Source 
Library. 

3.3 

The ESI Source Library tab is where you define the Electronically Stored 
Information sources for future selection in a hold.  ESI Sources are 
resources used to locate relevant 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. 

ESI sources are created and stored in the ESI Source Library tab.  
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 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. 

 
 New ESI Source Button 

Clicking the New ESI Source button launches the New ESI Source form. 

 

 New ESI Source Form 

This form includes four fields: 

Á Source Name is the name of the ESI source. The following are 
possible examples: 

o US PC 
o Flash Drive 
o Email  Server 
o Backup Tapes 
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o Mobile Phone 
Á Category is a customizable drop-down that provides category 

choices for your source. You 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 drop-down. For example, you may want 
ǘƻ ƛƴŎƭǳŘŜ ŀ ŎŀǘŜƎƻǊȅ ƻŦ ά[ƻŎŀƭέ ŦƻǊ ŀ .ƭŀŎƪōŜǊǊȅ ǎƻǳǊŎŜ ŀƴŘ ŀ 
ŎŀǘŜƎƻǊȅ ƻŦ άbŜǘǿƻǊƪέ ŦƻǊ ŀƴ ŜƳŀƛƭ ǎƻǳǊŎŜΦ This field is optional 
and used mainly for sorting purposes. 

Á System Last Modified By is the user/owner who last modified 
the ESI Source. 

Á System Last Modified On is the date on which the ESI Source 
was last modified. 

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

Saved ESI Source 

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

3.4 Setting Up Alert Groups 

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

Quick Steps ς Create an Alert Group 

# Step More Detail 

1. Select the Alert Groups tab. 3.4 

2. Click the New Alert Group button. 3.4 

3. Enter the name you would like the group to appear 
under in the Group Name field. 

3.4 
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4. Click Save to store the group. Once the group is saved, 
you can create an actor and link it to the group 
through the New button or you can link an existing 
actor to the group through the Link button.  

3.4 

Method provides the ability to arrange Actors into groups in order to 
perform actions on the group as a whole.  These groups are referred to 
as Alert Groups.   

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

Alert Groups are created in the Alert Groups tab.  

 

 Alert Groups Tab 

Clicking this tab brings up the default alert group view. The New Alert 
Group button is in the upper left corner of the screen. 

 

 New Alert Group Button 

Clicking this button launches the New Alert Group form.  
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 New Alert Group Form 

This form has one required field: 

Á Group Name is the name of the alert group. Common group 
names include: 

o Human Resources 
o IT 

Á System Last Modified By is the user/owner who last modified 
the Alert Group. 

Á System Last Modified On is the date on which the Alert Group 
was last modified. 

Below is a saved alert group: 

Saved Alert Group 

Once you create an Alert Group you can add actors to it via the setting 
displayed at the bottom called Actor (Actor). This provides the following 
options: 

Á New allows you to create a new actor to link to the alert group 
you just created or an already existing group.  

o Clicking New brings up the Add Actor window, which 
will be covered in the Actors section. 

Á Link allows you to link this alert group to an existing actor. 
o Clicking Link brings up a popup picker containing two 

items lists: Available Items and Selected Items. 
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Available Items - Actor Window 
 

o This popup picker is used to apply values to the hold 
any time you click the Link button. This picker provides 
the following workflow: 
Á Add allows you to add checked actors from the 

Available Items list to the Selected Items list 
below. 

Á Remove allows you to items from the Selected 
Items list and place them back in the Available 
Items list. 

Á Set allows you to apply thŜ ŀŎǘƻǊǎ ȅƻǳΩǾŜ 
chosen for the Selected Items list to the alert 
group you created. 

Á Cancel closes the window and returns you to 
the alert group form. 

Á Unlink allows you to unlink this group from an actor to which it 
is currently linked.  

o Clicking Unlink brings up a warning message reading, 
ά!ǊŜ ȅƻǳ ǎǳǊŜ ȅƻǳ ǿŀƴǘ ǘƻ ǳƴƭƛƴƪ ǘƘŜ ǎŜƭŜŎǘŜŘ ƛǘŜƳǎΚέ 

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

Á Edit allows you to edit the actors. 
Á Delete allows you to delete the alert group. 

o You are unable to delete an alert group that is currently 
referenced by an existing actor. 

Á Back redirect you back to the previous screen. 
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3.5 Setting Up Actors 

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

Quick Steps ς Create an Actor 

# Step More Detail 

1. Click on the New Actor button. 3.5 

2. Enter the First Name of the actor. 3.5 

3. Enter the Last Name of the actor. 3.5 

4. 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ Email Address. 3.5 

5. The Name field is automatically populated with the 
first and last name entered in each required fields. 

3.5 

6. 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ ǇƘƻƴŜ ƴǳƳōŜǊ ƛƴ ǘƘŜ Phone field. 3.5 

7. If you want the actor to be unable to receive any 
notifications, put a check in the Disable All 
Notifications checkbox. 

3.5 

8. 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ Current Department (optional). 3.5 

9. 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ Current Title (optional). 3.5 

10. 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ Current Supervisor (optional). 3.5 

11. 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ Past Department (optional). 3.5 

12. 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ Past Title (optional). 3.5 

13. 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ Past Supervisor (optional). 3.5 
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14. Select a status value from the Employment Status 
drop-down (optional). 

3.5 

15. 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ Employee Number (optional). 3.5 

16. Select the Employment Start Date from the list via the 
ellipsis (optional). 

3.5 

17. Select the Employment End Date from the list via the 
ellipsis (optional). 

3.5 

18. Click Save. The actor is now visible and editable in the 
Actor library. There are three associative object lists at 
the bottom of the saved actor. 

3.5 

19. Click the New button next to the Alert Group object 
list to create a new Alert Group and link it to the 
Actor. Click the Link button to link the actor to an 
existing Alert Group. Click the Unlink button to 
remove an alert group from association with the 
Actor. 

3.5 

20. Click the New button next to the Hold Participant 
object list to create a new Hold Participant and link it 
to the Actor. Click the Link button to link the actor to 
an existing Hold Participant. Click the Unlink button to 
remove a Hold Participant from association with the 
Actor. 

3.5 

21. Click the New button next to the Hold Note object list 
to create a new Hold Note and link it to the Actor. 
Click the Link button to link the actor to an existing 
Hold Note. Click the Unlink button to remove a Hold 
Note from association with the Actor. 

3.5 

Actors are the recipients of notifications, reminders, and 
questionnaires, which determine their role in the hold. As such, they are 
potential custodians of your hold. In most cases, actors are employees 
and contractors of your organization, or - if you are hosting the hold - of 
your clients. 

You can import actors and other Method objects using the Relativity 
Desktop Client, by manually entering them in the Actors tab, or through 
Active Directory. For a table of the field specifications, please see the 
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Actor Load Specifications appendix. For steps on how to import and 
export Method objects using the Desktop Client, please see the 
Importing/Exporting appendix. Active Directory syncing is covered in the 
Setting Up Email Configuration section. 

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

Actors Tab 

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

New Actor Button 

Clicking the New Actor button launches the New Actor form. 
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 New Actor Form 

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

Contact Information 

Á First Name ƛǎ ǘƘŜ ŀŎǘƻǊΩǎ ŦƛǊǎǘ ƴŀƳŜΦ 
Á Last Name is thŜ ŀŎǘƻǊΩǎ ƭŀǎǘ ƴŀƳŜ. 
Á Email ƛǎ ǘƘŜ ŀŎǘƻǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ 
Á Name is automatically populated with the first and last name 

entered in each required fields. 
Á Phone ƛǎ ǘƘŜ ŀŎǘƻǊΩǎ ǇƘƻƴŜ ƴǳƳōŜǊΦ 
Á Disable Emails to this Actor determines whether or not the 

actor can receive emails. If this is checked or shaded, the Send 
Notice button will not be available in the Method Console when 
you are attempting to send the actor a notice. In addition, the 
actor will not receive emails as part of a bulk send. 

Role Information 

Á Current Department is the department in which the actor is 
currently employed. 

Á Current Title ƛǎ ǘƘŜ ŀŎǘƻǊΩǎ ŎǳǊǊŜƴǘ Ƨƻō ǘƛǘƭŜΦ 
Á Current Supervisor ƛǎ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ŀŎǘƻǊΩǎ ŎǳǊǊŜƴǘ ǎǳǇŜǊǾƛǎƻǊ 

at his/her place of employment. 
Á Past Department is the department in which the actor was 

formerly employed. 
Á Past Title is the title under which the actor was formerly 

employed. 
Á Past Supervisor is the name of the supervisor under whom the 

actor formerly worked. 

Employment Information 
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Á Employment Status is a drop-down containing the following 
choices: 

o Employed 
o Not Employed 

Á Employee Number ƛǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƴǳƳōŜǊ ŀǘ ƘƛǎκƘŜǊ ǇƭŀŎŜ ƻŦ 
employment. 

Á Employment Start Date is the date on which the actor began 
work at his/her place of employment. 

Á Employment End Date is the date on which the actor ended 
his/her job. 

hƴŎŜ ŀƴ ŀŎǘƻǊ ƛǎ ǎŀǾŜŘΣ ƘŜκǎƘŜ ƛǎ ƭƛǎǘŜŘ ƛƴ ǘƘŜ !ŎǘƻǊΩǎ ǘŀō ŀǎ ǎŜŜƴ ōŜƭƻǿΥ 

Saved Actor 

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

Á New allows you to create a new alert group to link to the actor 
you just created. 

Á Link allows you to link the actor you just created to an existing 
alert group via the Available Item-Selected Item popup 
described in the Alert Groups section. 

Á Unlink allows 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 information is the Hold Participant (Participant) 
setting. This allows you to view all holds the participant is associated 
with, as well as the ǇŀǊǘƛŎƛǇŀƴǘΩǎ type and status per hold. This 
information is automatically updated as Method sends out the various 
types of hold notifications. 

Note: Although the Link and Unlink buttons are visible on the Hold 
Participant object, they SHOULD NOT be utilized. You are strongly 
discouraged from linking an existing participant to the actor layout, or 
unlinking a currently linked participant.  The Hold Participant object is 
automatically updated by the system upon sending out notifications.  

The Hold Note (Related Actors) setting allows you to relate a hold note 
specifically to this actor via the New, Link, and Unlink buttons described 
above. This helps further ŘŜŦƛƴŜ ǘƘŜ ŀŎǘƻǊΩǎ ǊƻƭŜ ƛƴ ǘƘŜ ƭŜƎŀƭ ƘƻƭŘ 
process. The notes you relate to this actor are visible in the View Detail 
Report layout on the hold and can be included in an actors view. 

Upon clicking New, you are presented with the Hold Note Layout.  

 

  Hold Note Layout 

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

Hold Note 

Á Hold: associate this note with one of the holds available in the 
picker ς these are all the holds in the current workspace. 

Á Note: provide the text for this note. 
Á Related Actors: associate this note with one or more actors 

from the picker. Click Clear to remove any currently related 
actors from this note. 

Á System Last Modified By: view the owner who last made 
changes to this note. 

Á System Last Modified On: view the date and time at which 
changes were last made to this note. 
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Clicking Save saves the note and makes it visible on all associated Actor 
layouts under the Related Actors field. 

 

      Related Actors Field 

3.6 Setting Up Email Configuration 

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

Quick Steps ς Create a Configuration 

# Step More Detail 

1. Select the Configuration tab. 3.6 

2. Click the New Configuration button. 3.6 

3. Enter the mail domain of the service provider email 
server in the Domain field. 

3.6 

4. Enter the IP address of the service provider email 
server in the MailServer field. This is not required for 
WebDav configuration. 

3.6 

5. Enter the mailbox on the service provider email server 
to check inbound emails in the Mailbox field. 

3.6 

6. Enter the user account on the service provider email 
server needed for mailbox access in the Username 
field. 

3.6 

7. Enter the user account password on the service 
provider email server needed for mailbox access in the 
Password field. 

3.6 
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8. Enter the protocol your organization uses to process 
reply emails in the Email Processor Type field. Select 
one of the following: 

Á Exchange Web Services 
Á IMAP 
Á POP3 
Á WebDav 

3.6 

9. Enter the IP address of the SMTP server required by 
the email client in the SMTP Server field. 

3.6 

10. Enter the user name used to log in into the SMTP 
server in the SMTP User Name field. 

3.6 

11. Enter the password used to log in to the SMTP server 
in the SMTP Password field. 

3.6 

12. 9ƴǘŜǊ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ǳǎŜŘ ǘƻ Ƴŀǎƪ ǘƘŜ άŦǊƻƳέ 
address in outbound emails to hold participants in the 
From Email Address field. 

3.6 

13. Enter the email address the recipient will use to reply 
to messages in the Reply-To Email Address field. Make 
sure that this address is unique to the workspace you 
are currently working in. 

3.6 

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

3.6 

15. Determine whether the SMTP server is secured using a 
Secure Sockets Layer (SSL) in the SMTP Uses SSL field. 
Check this box to force SMTP to use SSL. 

3.6 

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

3.6 

17. Enter the desired first scheduled email alert is sent to 
the System Administrator in the Start Time for 
Scheduled Sends field. 

3.6 
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18. Enter the address used to receive a test email once 
the email configuration is saved in the Test SMTP 
Recipient field. 

3.6 

19. Click Save. This configuration is now available in the 
Email Configuration Library. 

3.6 

20. An Email Configuration Console is available in the 
upper right corner of the configuration layout. In this 
console is a green Test SMTP Server button. Click this 
in order to send a test email to the address to the Test 
Email Recipient specified above. 

3.6 

The Configuration tab allows the hold owner to specify incoming and 
outgoing email server settings for sending and receiving email 
messages. This allows the hold owner to configure and view email 
server information specific to this workspace in order to ensure that 
emails are properly sent with appropriate email aliases.  This must be 
completed before you can initiate your first hold. 

Before you can use a workspace, you need to first define your 
configuration by specifying incoming 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 with an incorrect 
ΨCǊƻƳΩ ŀŘŘǊŜǎǎ όƛΦŜΦ ŜƳŀil alias address), please verify that the 
configuration record reflects the correct email settings for the 
workspace you are currently working in. 

To gather configuration details, please contact your System 
Administrator. The Configuration tab is located below Interview 
Question Library.   

 

 Configuration Tab 

Selecting the Configuration tab brings up the default configuration view. 
The New Configuration button sits in the upper left corner. 
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 New Configuration Button 

The New Configuration button brings up the new Configuration form. 

 

 New Configuration Form 

Complete the following to define a configuration for your specific 
workspace. Required fields are in orange, and optional fields are in gray. 

Method Version 

Á Method Version is a read-only field displaying the version of 
Method you are currently working with. 

Incoming Email Server 

Á Domain is the mail domain of the service provider email server. 
Á MailServer is the IP address of the service provider email server 

for POP3,  and IMAP configuration. This is not required for 
WebDav or the Exchange Web Services configuration. 
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Á Mailbox is the mailbox on the service provider email server to 
check for inbound emails. 

Á Username is the user account on the service provider email 
server needed for mailbox access. 

Á Password is the user account password on the service provider 
email server needed for mailbox access. 

Á Email Processor Type is the type of protocol your organization 
uses to process reply emails. You will select one of the following 
from this drop-down: 

o Excchange Web Services is used for processing reply 
emails from Exchange 2007 or higher using Web 
Exchange Services. 

o IMAP is used for processing reply emails from email 
clients that are IMAP Protocol compliant 

o POP3 is used for processing reply emails from email 
clients that are POP3  Protocol compliant 

o WebDav is used for processing reply emails from 
Exchange 2007 or higher using the WebDAV protocol. 

Outgoing Email Server 

Á SMTP Server is the name or IP address of the SMTP server 
required by the email client.  

Á SMTP User Name is the user name used to log in into the SMTP 
server. 

Á SMTP Password is the password used to log in to the SMTP 
server. 

Á From Email Address is the email address used to mask the 
άŦǊƻƳέ ŀŘŘǊŜǎǎ ƛƴ ƻǳǘōƻǳƴŘ emails to hold participants. 

Á Reply To Email Address is the email address the recipient will 
use to reply to messages. This address should be unique to the 
workspace you are currently working in. Method does not 
support several workspaces using the same email address. 

Á SMTP Port is the number of the port used to transfer email 
submitted by a mail client to a mail server. 

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

Á Error Email Interval (In Hours) determines the frequency of 
email alerts sent to the System Administrator regarding invalid 
emails bounced from the incoming Method mailbox (specified 
in the Mailbox field above.) 

Á Start Time For Scheduled Sends (In Hours After Midnight) 
determines when the first scheduled email alert will be sent to 
the System Administrator. 

Á Test SMTP Recipient is the address used to receive a test email 
once the configuration is saved. Note: If a From address and 
test email recipient are supplied, a test email using the above 
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configuration information can be sent after the configuration is 
saved. 

  

During migration from one Method version to another, the 
SMTP fields on the Configuration layout will be automatically 
populated. 

Directory Integration 

Á Directory Syncing Status is an automatically populated read-
only field that reflects whether or not fields have been mapped 
and groups have been selected in the Configure Directory 
Syncing setting. If neither groups nor field mappings have been 
configured, this value remain at its default of Inactive and the 
LDAP Groups and LDAP Query fields remain empty. Once LDAP 
settings have been configured, this will change to Active. 

Á LDAP (Lightweight Directory Access Protocol) Groups is an 
automatically populated read-only field that reflects the Active 
Directory setting for the group you specify in the Configure 
Directory Syncing window. This action is completed in the 
Configuration Console only after the configuration is saved.  
This process is described below. 

Á LDAP Query is an automatically populated read-only field that 
ǊŜŦƭŜŎǘǎ ǘƘŜ ŘƻƳŀƛƴ ōŜƛƴƎ ǉǳŜǊƛŜŘ ōȅ ǘƘŜ [5!t ǎŜǘǘƛƴƎǎ ȅƻǳΩǾŜ 
configured and the group selected as the LDAP 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. 

Clicking Save stores your configuration information and brings up the 
Configuration Console on the right side of the page.  
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Configuration Console 

This console offer the following options: 

Á Test SMTP (Simple Mail Transfer Protocol) Server sends a test 
email to the address specified in the Test SMTP Recipient field 
for the purpose of confirming the settings for the SMTP server. 
If no address has been specified in the Test SMTP Recipient 
field, this button will be disabled. 

Á Configure LDAP provides a window for configuring settings to 
sync the Method Actor Library with an external employee 
directory. This may require consultation with your IT 
department. Clicking this brings up the following: 

 

 Configure Directory Syncing 
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Configure directory syncing by completing the following fields: 
Á Groups provides a list of all active employee directory groups. 

Highlight a group and click the right arrow to move it over to the 
Selected Groups window. Doing this tells the LDAP syncing 
agent to bring all employees contained in each selected group 
into the Method Actor Library. 

Á Preview allows you two options for viewing employee and/or 
Method fields: 

o All Fields displays all available employee directory fields 
and values. 

o Mapped Fields displays only those Method Actor fields 
that you have mapped to employee directory fields. 
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. 

Á Fields allows you to map Method Actor fields to employee 
directory fields. 

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

Á Save stores the LDAP mapping information. 
Á Cancel cancels any information you entered and returns you to 

the hold layout. 

Also present on the saved Configuration page is the LDAP Field Mapping 
associative object list. This lists the Actor and LDAP fields mapped 
through the Configure LDAP console button. 

 

   LDAP Actor Field Mapping Object 

You can delete a field mapping from this section by checking the box 
next to the item and clicking the Delete button. 

 Method Workflows 4

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 in-depth understanding of Hold creation, you may 
simply want to refer to the following quick steps: 

Quick Steps ς Create a Hold 

# Step More Detail 

1. Click the Holds tab. 4.1 

2. Click the New Hold button. 4.1 

3. In the Name field, enter the name you want the hold 
to appear under. 

4.1 

4. In the Owner field, select a name from the drop-down 
or click the Me button to make you the owner of the 
hold. 

4.1 

5. In the optional Description field text box, provide a 
ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ǘƘŜ ƘƻƭŘΩǎ ƴŀǘǳǊŜ ŀƴŘ ǇǳǊǇƻǎŜΦ 

4.1 

6. In the optional Scope Rationale field text box, provide 
any information on what the hold covers, including 
information sources, time frame, etc. 

4.1 

7. In the optional Company field, provide the company 
associated with the hold. 

4.1 

8. In the optional Company ID field, provide that 
ŎƻƳǇŀƴȅΩǎ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴ ƴǳƳōŜǊΦ 

4.1 

9. In the optional General Counsel field, provide the 
ƴŀƳŜ ƻŦ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ƭŀǿȅŜǊΦ 

4.1 

10. In the optional Matter field, provide a short 
description of the matter associated with the hold. 

4.1 

11. In the optional Matter Number field, provide the 
number by which the matter is identified. 

4.1 
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12. In the optional External Counsel field, provide the 
name of the lawyer outside the company that you may 
consult with at any point during the hold. 

4.1 

13. In the Hold Start Date field, click the ellipsis and select 
the date on which this hold will officially take effect. 

4.1 

14. Click Save. 4.1 

Once litigation is anticipated or a lawsuit has been filed, a Legal Hold 
should be created. First ensure you have created the required objects 
(e.g. setting up actors, ESI sources, email templates, and interview 
questions) you will link to your hold. 

 A new hold is created within the Hold tab. 

 Hold Tab 

Selecting the Hold tab brings up the default hold view, which includes 
existing holds within the workspace, the owners, and their status. The 
New Hold button sits in the upper left corner. 

 New Hold Button 

Clicking the New Hold button launches the New Hold form. 
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New Hold Form 

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

Hold Details 

Á Name is the name of the hold.   
Á Owner is the hold owner, the person responsible for the 

management of the hold process for a specific hold. You can 
select a name from the drop-down or select the Me button to 
the right to choose you as the owner.  

Á Requested By is the person who asked for the Hold. This can 
either be the Law Firm Partner responsible for litigation, Lead 
Counsel, or Client Counsel. You can select a name from the 
Actor Library by clicking the ellipsis.  

Á Description is a description of the nature of the hold. Examples 
may be: 

o ά· ƛǎ ŀƭƭŜƎƛƴƎ ǘƘŀǘ ¸ Ƙŀǎ ƛƴŦǊƛƴƎŜŘ ƻƴ ƛǘǎ ƛƴǘŜƭƭŜŎǘǳŀƭ 
ǇǊƻǇŜǊǘȅέ   

o ά¢ƘŜ ŎƻƳǇŀƴȅ Ƙŀǎ ōŜŜƴ ǎǳŜŘ ōȅ ŀ ŎƻƳǇŜǘƛǘƻǊ ŦƻǊ 
patent infǊƛƴƎŜƳŜƴǘ ǊŜƭŀǘŜŘ ǘƻ ƻǳǊ ƴŜǿ ǇǊƻŘǳŎǘΣ ·Φέ 

o άhǳǊ ŎƻƳǇŀƴȅ ƛǎ ǊŜǎǇƻƴŘƛƴƎ ǘƻ ŀ ƎƻǾŜǊƴƳŜƴǘ ŀƎŜƴŎȅΩǎ 
subpoena for information related to oil and gas 
exploration in the Gulf of Mexico.  

Á Scope Rationale is a description of the parameters of the hold. 
Examples may be: 

o ά!ƭƭ ŜƳŀƛƭ ŎƻǊǊŜǎǇƻƴŘŜƴŎŜ ōŜǘǿŜŜƴ · ŀƴŘ ¸Σ ƛƴŎƭǳŘƛƴƎ 
members of the product management team, between 
мκмκнлмл ŀƴŘ мκомκнлмлΧέ 

o ά[ƛƳƛǘŜŘ ǘƻ ǘƘƻǎŜ ŜƳǇƭƻȅŜŜǎ ƛƴǾƻƭǾŜŘ ƛƴ ǘƘŜ wŜǎŜŀǊŎƘ ϧ 
Development of our new product, X, from March 1, 
2008 ς the present and includes all emails, 
electronically stored information, databases and paper 
ŘƻŎǳƳŜƴǘǎΦέ   
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o ά[ƛƳƛǘŜŘ ǘƻ ǘƘƻǎŜ ŜƳǇƭƻȅŜŜǎ ǿƘƻ ǇŀǊǘƛŎƛǇŀǘŜŘ ƛƴ ǘƘŜ 
Gulf of Mexico Drilling Consortium meetings in Quarter 
1-4/ 2009 and Quarter 1-2/2010 sand includes all email, 
voicemails, audio and visual files, electronically stored 
ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǇŀǇŜǊ ŘƻŎǳƳŜƴǘǎΦέ   

Hold Contacts 

Á Company is the organization associated with the hold.  This field 
Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ǘǊŀŎƪ ȅƻǳǊ ƻǿƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƘƻƭŘǎ ƻǊ ȅƻǳǊ 
ŎƭƛŜƴǘΩǎ ƘƻƭŘǎΦ 

Á Company ID is the ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƛŘŜƴǘƛŦƛŜǊ. 
Á General Counsel is the ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ general counsel. 
Á Matter is the matter associated with the hold. 
Á Matter Number ƛǎ ǘƘŜ ƳŀǘǘŜǊΩǎ ƴǳƳōŜǊΦ 
Á External Counsel is the outside counsel for the matter. 

Hold Dates 

Á Hold Start Date is the date on which the hold will start.  This is a 
required field. 

Á Subject Matter Time Period Start is the time at which the 
subject matter of the hold started. 

Á Subject Matter Time Period End is the time at which the subject 
matter of the hold ended. 

Clicking Save stores the hold detail information and presents the user 
with the Method Console.  The Method Console allows for navigation 
through various hold layouts organized by topic area.  
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 Saved Hold 

Before focusing on the Method console controls, lŜǘΩǎ ǉǳƛŎƪƭȅ ǊŜǾƛŜǿ ǘƘŜ 
other buttons on this hold layout.  The action buttons available at the 
top of the form are: 

Á Edit allows you to edit the Hold Details. 
Á Back redirect you back to the previous screen. 
Á View Audit displays the audit history and includes the following 

fields by default: 
o User Name is the name of the user responsible for the 

action. 
o Action is the action performed. 
o Timestamp is 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 the bottom of all layouts. 
They are: 

Á Hold Notes allows you to create a new customized note to 
attach to the hold. This area provides two options: 

o New allows you to add a new note. 
o Delete allows you to remove a note currently attached 

to the hold. 
o Adding a hold note involves the completion of two 

required fields: 
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Á Hold is the hold to which you wish to attach the 
note. 

Á Note Details is a text box in which you enter the 
text of the note you want to add. 

Á If you wish to relate this note to specific actors, 
click the ellipsis next to the optional Related 
Actors field, select the actor, click Add, and click 
Set. 
 

 
Add Hold Note 

 
Á Hold Document allows you attach documents to the hold. This 

setting provides two options: 
o New allows you to load a new document. 
o Delete allows you to remove a document currently 

attached to the hold. 
o Adding a new Hold Document involves the completion 

of the following: 
Á Hold is the hold to which you want to attach the 

document. 
Á Document Title is the title of the document you 

want to add. 
Á File is an ellipsis that lets you browse for the file 

name. 
Á File Size is the size of the file. 

Note that the optional Hold Note and Hold Document settings appear 
on every hold layout. Thus, you will encounter these items with the 
completion of every step of the hold-building process. You can use the 
Method Console immediately upon saving the Hold Details. The Method 
Console serves three basic purposes: 

Á Workflow 
Á Status 
Á Action 
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      Method Console 

Note that when you first save a hold, most of the buttons in the console 
appear grayed out as shown above. This acts as a way to guide you 
through the workflow process. 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 console. The following sections discuss 
how to interact with the console to build and manage your hold. 

4.2 Viewing Hold Details 

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

Upon saving the hold details, the next step, Add Periodic Reminders is 
activated in the Console. 

4.3 Adding Periodic Reminders 

Before gaining an in-depth understanding of Periodic Reminder setup, 
you may simply want to refer to the following quick steps: 

Quick Steps ς Add Periodic Reminders 

# Step More Detail 

1. Click the Add Periodic Reminders button on the 
Method Console. As the Name and Owner fields are 
already populated, go to the required fields in the 
Hold & Acknowledgement section of the layout. 

4.3 

2. Click the ellipsis to the right of the Hold Reminder 
Template field and select the reminder template that 
serves to inform the recipient that the hold is still in 
place. Click Set in the Select Item window to apply the 
template. 

4.3 

3. Enter the number of days you would like to occur 
between reminders being sent in the Hold Reminder 
Interval (In Days) field. 

4.3 

4. Click the ellipsis to the right of the Acknowledgment 
Reminder Template field and select the reminder 
template that serves to inform the recipient that 
he/she has yet to acknowledge a legal hold notice. 

4.3 
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Click Set in the Select Item window to apply the 
template. 

5. Enter the number of days you would like to occur 
between this reminder being in the 
Acknowledgement Reminder Interval (In Days) field. 

4.3 

6. Enter the maximum number of reminders you would 
like the recipient to receive in the Acknowledgement 
Reminder Limit field. 

4.3 

7. Click the ellipsis to the right of the Alert Group 
Reminder Template field and select the reminder 
template that serves to inform the recipient that a 
hold is in place. Click Set in the Select Item window to 
apply the template. 

4.3 

8. Enter the number of days you would like to occur 
between this reminder being in the Alert Group 
Reminder Interval (In Days) field. 

4.3 

9. Click the ellipsis to the right of the Questionnaire 
Reminder Template field and select the reminder 
template that serves to inform the recipient that 
he/she must respond to a questionnaire they have 
received. Click Set in the Select Item window to apply 
the template. 

4.3 

10. Enter the number of days you would like to occur 
between this reminder being in the Questionnaire 
Reminder Interval (In Days) field. 

4.3 

11. Enter the maximum number of reminders you would 
like the recipient to receive in the Questionnaire 
Reminder Limit field. 

4.3 

12. If you would like to set an interval for sending a 
reminder report to the Hold Owner, enter the number 
of days between this report being sent in the 
Reminder Report Interval (In Days) field. 

4.3 

13. Click Save to store the reminder information. 4.3 

Periodic Reminders allow you to set up system generated emails to 
remind actors, custodians and alert groups of hold actions. These will be 
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sent automatically, for example, when the recipient of a legal hold 
notice did not acknowledge a notification. Once the hold action is 
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 button in the Method Console 
launches the Periodic Reminders Layout. 

Periodic Reminders 

Before looking more at the Periodic Reminders layout, it is important to 
note the basic purpose of each reminder: 

Á Legal Hold Reminder is an automatically sent message to 
remind a custodian that a legal hold has been initiated and is 
currently ongoing.  

Á Acknowledgement Reminder is an automatically sent message 
to remind a custodian that he/she has not yet acknowledged a 
legal hold. 

Á Alert Group Reminder is a legal hold reminder sent to an alert 
group; as such, it serves to remind the group that a legal hold 
has been initiated and is currently ongoing.  

Á Questionnaire Reminder is an automatically sent message to 
remind an actor of the questions 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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Any actor who has had their Employment Status set to Not Employed 
will not receive reminders. 

Under the Hold Details setting are the settings in which you enter 
specifications for the reminders discussed above: 

Periodic Reminder Notifications ς Hold & Acknowledgement 

Á Hold Reminder Template is the email template selected to send 
out to remind the actor that the hold is still in place. 

Á Hold Reminder Interval (in days) is the number of days 
between each reminder notification, e.g. 30. 

Á Acknowledgement Reminder Template is the email template 
selected to send out to advise the actor to acknowledge the 
hold. 

Á Acknowledgement Reminder Interval (in days) is the number 
of days between each reminder notification e.g. 7 days. 

Á Acknowledgement Reminder Limit is the maximum number of 
reminders you wish to send, e.g. 3. 

Periodic Reminder Notifications ς Alert Group & Questionnaire 

Á Alert Group Reminder Template is the email template selected 
to send out to remind the actor that the hold is still in place. 

Á Alert Group Reminder Intervals (in days) is the number of days 
between each reminder notification e.g. 90. 

Á Questionnaire Reminder Template is the email template 
selected to send out to advise the actor to complete the 
Questionnaire. 

Á Questionnaire Reminder Interval (in days is the number of days 
between each reminder notification e.g. 7. 

Á Questionnaire Reminder Limit sets the maximum number of 
questionnaire reminders you wish to send, e.g.3. 

Clicking the ellipsis next to each reminder template launches the Select 
an Item pop-up allowing you to choose from available reminder 
templates in your library. 
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     Reminder - Select an Item pop-up 

Select the required templates radio button and then click Set.  The 
selected template will be referenced in the reminder template field.   

Reminder Report to Hold Owner 

Á Reminder Report Interval (in days) is the number of days 
between each sending of a reminder escalation report to the 
Hold Owner. This report provides the Hold Owner with a 
summary of the reminders sent to Hold Participants. The Hold 
Owner can use this report to determine if follow-up action is 
required for certain Hold Participants in acknowledging or 
responding to a legal hold notice or questionnaire. 

Á Reminder Report Last Sent Date is a read-only field that 
displays the date on which an escalation report was last sent. 

Once you have added your periodic reminders and reminder report 
interval, click Save.  
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  Periodic Reminder Complete 

Upon saving the periodic reminders, the Add Periodic Reminders button 
changes from light blue to dark blue and now reads, άView Periodic 
Reminders.έ In addition, the next four buttons are activated in the 
Console: 

Á Add Sources 
Á Add Notice 
Á Add Questionnaire 
Á Cancel Hold 

4.3.1 Sending a Reminder Report 

You will also notice that the Send Reminder Report button is now active 
at the bottom of the console. You can click this at any time to send a 
reminder report to the Hold Owner. 

Quick Steps ς Send a Reminder Report 

# Step More Detail 

1. Click the Send Reminder Report button on the 
Method Console. Click OK on the confirmation 
message. 

N/A 

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

N/A 

3. Note the number of notices and/or questionnaires N/A 
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applicable to this hold. 

4. Note that you may have more than one attachment in 
the form of an Excel file containing this Notice 
Reminders Report and/or Questionnaire Reminders 
Report. Open and/or print any attached reports. 

N/A 

 
4.4 Adding Sources 

Before gaining an in-depth understanding of adding ESI Sources, you 
may simply want to refer to the following quick steps: 

Quick Steps ς Add a Source 

# Step More Detail 

1. Click the Add Sources button in the Method Console. 4.4 

2. Click the New button on the ESI Source (Hold) object 
heading to bring up the Add ESI Source window. 

4.4 

3. In the Source Name field, enter the name under which 
you want this source to appear. 

3.3 

4. Click Save and note that the source is now listed under 
the ESI Source (Hold) object heading. 

4.4 

Sources provide actors with a list of Electronically Stored Information 
(ESI) sources where information must be protected during the legal 
hold.  

Clicking on Add Sources launches the Sources Hold Layout where 
sources can be linked from your library. Note that adding sources to 
your hold is not required for sending out a hold notice. 
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 Link ESI Sources 

There are three action buttons available on the ESI Source header: 

Á New allows you to create a new ESI Source on the fly. 
Á Link allows you to link existing sources from your library via an 

Available Items-Selected Items picker. 
Á Unlink allows you to unlink any selected sources. 

Once you have added sources to the Selected Items list and clicked Set 
to add them to the hold, those sources will be listed under the ESI 
Source section of the layout. 

 

     Sources Layout 

Note that the Add Sources tab has become the Edit Sources tab and has 
changed to dark blue. 
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4.5 Sending a Legal Hold Notice 

Before gaining an in-depth understanding of sending a legal hold notice, 
you may simply want to refer to the following quick steps: 

Quick Steps ς Send a Legal Hold Notice 

# Step More Detail 

1. On the Method Console click the Add Notice button. 4.5.1 

2. Make sure the hold you are currently in is displayed in 
the Hold field. If it is not, click the ellipsis and select 
the appropriate hold from the list. 

4.5.1 

3. Provide a name in the Notification Name field. 4.5.1 

4. Click the ellipsis in the Notification Email Template 
field and select the radio button next to Legal Hold 
Initial Email. Then click Set. 

4.5.1 

5. Check or uncheck the Suppress Email Sending field, 
depending on whether or not you want to send an 
initial notice email. 

4.5.1 

6. Provide text in the optional Description field. 4.5.1 

7. Click Save. This notice is saved and now provides three 
object lists 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. 

4.5.1 

8. Click the Link button next to the Actor heading. Select 
the desired actors from the list and click the Add 
button. Click Set. 

4.5.1 

9. The actor has been added to the hold and the Send 
Notice button is available in green at the bottom of 
the Method Console. 

4.5.2 

10. Click the Send Notice button. 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 drop-down. 

4.5.2 

12. Under the required Select  Duplicate Handling section, 
select one of the following options: 

Á Send to All 
Á Skid Duplicates 
Á Do Not Send 

Click Next. 

4.5.2 

4.5.2 

13. Review the Subject, Body, and Footer fields in the 
notification and click the Send button. 

4.5.2 

14. bƻǘŜ ǘƘŜ ƳŜǎǎŀƎŜ ǎǘŀǘƛƴƎΣ ά¸ƻǳǊ ƴƻǘƛŦƛŎŀǘƛƻƴ Ƙŀǎ ōŜŜƴ 
ǉǳŜǳŜŘ ŦƻǊ ǎŜƴŘƛƴƎέ ŀƴŘ ŎƭƛŎƪ Close. 

4.5.2 

15. Click the View Notifications button on the Method 
Console. The hold you just sent should be included in 
the Hold Notification list, probably with a status of In 
Queue. 

4.9.1 

 
4.5.1 Adding a Notice 

Before you can send a notice of any kind for the purposes of advising all 
applicable parties that a Legal Hold is in place, you must first add that 
notice to the hold and then link actors and/or alert groups to it. The 
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 the Add Notice button on the 
console. 
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Add Notice Button 

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

 New Notification Form 

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

Notice 

Á Hold display the hold name you are currently in. 
Á Notification Name is the name of the notification e.g. Initial 

Legal Hold. 
Á Notification Email Template allows you to select a template 

from your library by clicking on the ellipsis button. 
Á Description is 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. 

Á Suppress Email Sending is a check box that when checked 
allows you to prevent the sending of an initial notification email 
to a hold participant. By default, this is shaded and set to null. 
This is only applicable to Legal Hold, Alert Group, and Closed 
Hold notices. When used for a Legal Hold Notice, this effectively 
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marks a Hold Participant as a Custodian without the need for 
acknowledgment of the hold. This would be useful for the 
following scenarios: 

o An existing externally-managed Hold is being migrated 
into Method and an Owner wants to bypass 
unnecessary communications. 

o Method is being used to manage an internal 
investigation for which certain communications need to 
be hidden. 

o A Hold Owner is sending a questionnaire and a Legal 
Hold Initial Email at the same time and wants to bypass 
an unnecessary communication. 

Á Notification Type is a read-only property that is automatically 
populated to reflect what type of notification you have created 
based on the email template you selected. 

 
Status Information 
 
Á Notification Status is a read-only property that reflects the 

status of the notification. Upon saving the notification, the first 
status displayed is Pending. 

Á Errored Actors (If Applicable) is a read-only 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 
result ŦǊƻƳ ǘƘŜ ŀŎǘƻǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ōŜƛƴƎ ƛƴǾŀƭƛŘ ƻǊ ŀ 
ŘǳǇƭƛŎŀǘŜΦ LŦ ŜƛǘƘŜǊ ƛǎ ǘƘŜ ŎŀǎŜΣ ȅƻǳ Ƴǳǎǘ ŎƻǊǊŜŎǘ ǘƘŜ ŀŎǘƻǊΩǎ 
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: 

Á Save records the entered information and displays the Hold 
Notification Layout. 

o Edit allows you to edit the notification. 
o Back redirect you back to the previous screen. 

Á Save and New records the entered information and launches a 
new Notification form. 

Á Save and Back records the entered information and returns you 
to the previous screen. 

Á Cancel aborts the changes and discards any entered 
information. 

Clicking Save takes you to the Hold Notice layout, where you can link 
the required actors, hold actors, and/or alert group who will receive the 
notice. 
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Link Actors / Alert Groups 

You will notice that the Preview Interview Portal button is now active 
at the bottom of the console. This allows you to view all notifications as 
they are seen by Hold Participants in their final state in the Method 
Interview Portal. Through this button you can verify that the content 
and format of a legal hold notice or questionnaire is correct prior to 
sending out the notification 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 notice has been added, you can send it. 

4.5.2 Sending an Added Notice 

Clicking the green Send Notice button at the bottom of the Console 
launches the Send Notification for Hold wizard. 
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 Send Notification Wizard 

First confirm the notice you wish to send. If more than one notice has 
been linked for sending, the Notification drop-down will allow you to 
select from more than one notice. 

In the Select Duplicate Handling section, you will specify how you want 
MethodΩǎ ǎŜƴŘƛƴƎ ǇǊƻŎŜǎǎ to deal with those who 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: 

Á Send to All will send this notice to all linked Actors, log 
redundant email messages as a note, and notify the Hold 
Owner. 

Á Skip Duplicates will send notifications to all target recipients 
except those who have already received a notification, log 
duplicates as a note, and notify the Hold Owner. 

Á Do Not Send will not send this notice if any Active Custodians of 
this hold are linked to it, but will log duplicate email addresses 
as a note and notify the Hold Owner. 

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

Á When the Hold Owner is notified in any of the above scenarios, 
errored actors ς those who did not receive notices due to 
technical errors ς are not reflected in the notification. These 
actors will still only be listed under the Errored Actors (If 
Applicable) field on the layout.  

Á Likewise, the Errored Actors field also reflects instances in which 
a notice was sent to two or more actors with the same email 
address. If the Hold Owner attempts to send notices to a group 
in which two or more actors have the same email address, 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 and click Next. 

 Send Notification Message 

The Send Notification message displays the following notification 
information: 

Á Subject 
Á Body 
Á Footer (when applicable) 
Á Attachment Mode (when applicable) is only displayed on the 

notification if there are attachments: 
o This field provides a message discussing those email 

server limitations that could prevent the recipient from 
receiving all attached files if the files are sent as 
attachments.  You have the option to send the attached 
files as links within the email to avoid any email server 
limitations. The following options are available for you 
to select your delivery type: 
Á Attached File determines that the file will be 

sent as an attachment to the email. 
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Á Link to File determines that the file will be 
attached via a link inside the email. 

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

Á Edit allows you to edit the subject and body of the notification 
message. 

Á Test allows you to send a test notification message to the hold 
owner, allowing him/her to view what the notification will look 
like to the actor. Clicking this brings up the following message: 
 

 
 Test Queued Message 

 
Á Send allows you to send the message to the actor linked to your 

hold. 
Á Close closes the window and returns you to the hold layout you 

were working within when you clicked the Send Notice button 
on the console. 

  

It is possible for a notice to fail to send as a result of ǘƘŜ ŀŎǘƻǊΩǎ 
email address being invalid or a duplicate. To check for this, 
refer to the sending status of the notice. 

LŦ ŜƛǘƘŜǊ ƛǎ ǘƘŜ ŎŀǎŜΣ ȅƻǳ Ƴǳǎǘ ŎƻǊǊŜŎǘ ǘƘŜ ŀŎǘƻǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ 
in the Actor library or unlink the Actor from the notice. After 
resolving this issue you can attempt to send the notice again. 

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: 

 

Notice Sent Message 

Clicking Close closes the window. 
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 Because Method is built to handle notifications and responses 
for a high-volume of actors, 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 

To preview the interview portal, perform the following: 

Quick Steps ς Preview the Interview Portal 

# Step More Detail 

1. Click the Preview Interview Portal button on the 
Method Console. 

N/A 

2. Read through the Hold Information on the left side of 
the pane. 

N/A 

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

N/A 

 
4.5.4 Adding Actors to a Notice 

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

Á New allows you to add a new actor on the fly. 
Á Link allows you to link existing actors to receive the notification.  
Á Unlink allows you to unlink any actors from the notification. 

Clicking on the link button launches the Available Items popup, allowing 
you to choose from available Actors.   
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  Available Items Window 

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. 

 hƴŎŜ ȅƻǳΩǾŜ ƳŀŘŜ ȅƻǳǊ ǎŜƭŜŎǘƛƻƴ click Add then Set.   

The selected Actors will be listed under the Actors section of the Hold 
Notification-Notice 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 Notice button 
at the bottom, signifying that you are now equipped to send the notice 
to the actor you specified. 
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Send Notice Button      

4.5.5 Adding Alert Groups to a Notice 

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

Á New allows you to add a new Alert Group on the fly. 
Á Link allows you to link existing Alert Groups to receive the 

notification.  
Á Unlink allows you to unlink any Alert Groups from the 

notification. 

Clicking on the link button launches the Available Items popup allowing 
you to choose from available Alert Groups.   
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  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 on 
any of the columns. 

 hƴŎŜ ȅƻǳΩǾŜ ƳŀŘŜ ȅƻǳǊ ǎŜƭŜŎǘƛƻƴ ŎƭƛŎƪ Add, then Set.   

The selected Actors will be listed under the Actors section. Upon 
returning to the Hold Notification Layout, you will notice that a new 
button appears in green at the bottom of the 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 in-depth understanding of sending an Alert Group 
notice, you may simply want to refer to the following quick steps: 

Quick Steps ς Send an Alert Group Notice 

# Step More Detail 

1. Click the Add Notice button in the Method Console. 4.5.1 
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2. Provide the name you want the Alert Group notice to 
appear under in the Notification Name field. 

4.5.1 

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

4.5.1 

4. Provide any additional text in the optional Description 
field. 

4.5.1 

5. Click Save. N/A 

6. On the Actor (Notification Actors) object heading, 
click the New button to create a new actor and link it 
to the notice, or click the Link button to associate an 
existing actor to the notice. 

4.5.1 

7. If clicking New, perform the following: 

Á 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ ŦƛǊǎǘ ƴŀƳŜ ƛƴ ǘƘŜ First Name 
field. 

Á 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ ƭŀǎǘ ƴŀƳŜ ƛƴ ǘƘŜ Last Name 
field. 

Á 9ƴǘŜǊ ǘƘŜ ŀŎǘƻǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ Email 
field. 

Á Click Save and note that the new actor 
appears under the Notification Actors object 
heading. 

3.5 

8. If clicking Link, perform the following: 

Á Locate the actor you want to add to the 
notice and click Add. 

Á Click Set and note that the actor has been 
added under the Notification Actors object 
heading. 

N/A 

9. Click the Send Notice button on the console. 4.6 

10. Locate the Alert Group notice you just created in the 
required Notification field drop-down and click Next. 

4.6 

11. Click Send and note that the notice has been queued 4.6 
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for sending. 

12. Click the View Email Messages button on the console 
to see the notice you just sent and/or the View 
Notifications button to view the notification and its 
current status. 

4.9.3 

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 
adding the Alert Group notice are the 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 the notice. 

 

      Alert Group Notification Template 

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

Once the Alert Group Notice is added 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 Hold Notice, you will want to select the Alert Group 
notice you just added as the value in the Notification field. 
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 Alert Group Notice 

You will then click Next and Send to send the Alert Group notice. 

4.6.1 Sending Reminders on Demand 

Before gaining an in-depth understanding of reminders on demand, you 
may simply want to refer to the following quick steps: 

Quick Steps ς Send a Reminder on Demand 

# Step More Detail 

1. Click the Send Reminders button in the Method 
Console. 

N/A 

2. In the Select Reminders field put a check in the box of 
the reminder(s) you wish to send. Note the limitations 
displayed below this field. 

N/A 

3. Click Send to send the reminders immediately. N/A 

After any notice or questionnaire is sent, the console provides a Send 
Reminders option, which allows you to send reminders for any 
notification type on demand. This means that you do not have to rely 
ǎƻƭŜƭȅ ƻƴ ǘƘŜ ƛƴǘŜǊǾŀƭǎ ŀƴŘ ƭƛƳƛǘǎ ƻŦ ǘƘŜ ǊŜƳƛƴŘŜǊǎ ȅƻǳΩǾŜ ŀƭǊŜŀŘȅ ŀŘŘŜŘ 
to the hold. 

Click Send Reminders brings up the following pop-up. 
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 Send Reminders on Demand 

Click any of the check boxes and then click Send to send a reminder for 
that notification type on demand.  

Note that the reminders you send on this page are sent only to those 
actors who are still eligible to receive them. If the hold participant 
already acknowledged a legal hold notice, already submitted a 
questionnaire response, etc. the respective reminder(s) will not be sent 
to them. 

4.6.2 Receiving a Notification 

The actor will receive the notification message in his/her email service 
with a hyperlinked URL at the end of the email body. Clicking this link 
opens the login screen for the Method Interview Portal, where the actor 
enters his/her email address. 

  

The Method Interview Portal is secured through a hash code 
found in the URL, as well as the email address the user enters 
to log in.  
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     Method Interview Portal login 

Upon clicking Log In, the notification window displays.  

 

      Legal Hold Notice 

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

Two buttons are available at the top of the notice: 

Á Logout logs the actor out of the hold notification form. 
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Á Acknowledge sends 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 clicked, the message in red above the 
notification text updates toΣ ά¢Ƙƛǎ [ŜƎŀƭ IƻƭŘ bƻǘƛŎŜ Ƙŀǎ ōŜŜƴ 
ŀŎƪƴƻǿƭŜŘƎŜŘ ƻƴ ȄκȄκȄȄȄȄΦέ 

  

If a custodian is no longer required to be involved in the Hold 
process, they can be dismissed by sending a Close Hold 
Notification.  This action will change their status to inactive. 

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

 

4.7 Setting Up a Questionnaire 

Before gaining a more in-depth understanding of sending a 
questionnaire, you may simply want to refer to the following quick 
steps:  

Quick Steps ς Send a Questionnaire 

# Step More Detail 

1. On the Method Console click the Add Questionnaire 
button. 

4.7.1 

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. 

4.7.1 

3. Provide a name in the Notification Name field. 4.7.1 

4. Click the ellipsis in the Notification Email Template 
field and select the radio button next to Questionnaire 
Initial Email. Then click Set. 

4.7.1 

5. Check or uncheck the Suppress Email Sending field, 
depending on whether or not you want to send an 
initial questionnaire e-mail. 

4.7.1 
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6. Provide text in the optional Description field. 4.7.1 

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

4.7.1 

8. Click the Link button on the Interview Question 
heading. 

4.7.2 

9. Select the questions you want to appear in the 
questionnaire, click Add, and click Set. If the question 
list does not contain one or more questions you want 
included, you will need to click the New button on the 
Interview Question heading and create each new 
question. 

4.7.2 

10. Click the Link button on the Actor heading. 4.7.3 

11. Select the Actor you want to receive the 
questionnaire, click Add, and click Set. 

4.7.3 

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

4.7.3 

13. Click the Send Questionnaire button. 4.7.5 

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

4.7.5 

15. Review the Subject, Body, and Footer fields in the 
notification and click the Send button. 

4.7.5 

16. bƻǘŜ ǘƘŜ ƳŜǎǎŀƎŜ ǎǘŀǘƛƴƎΣ ά¸ƻǳǊ ǉǳŜǎǘƛƻƴƴŀƛǊŜ Ƙŀǎ 
ōŜŜƴ ǉǳŜǳŜŘ ŦƻǊ ǎŜƴŘƛƴƎέ ŀƴŘ ŎƭƛŎƪ Close. 

4.7.5 
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17. Click the View Notifications button on the Method 
Console. The questionnaire you just sent should be 
included in the Hold Notification list, probably with a 
status of In Queue. 

4.9.1 

 
4.7.1 Adding a Questionnaire  

Before you can send a questionnaire, you must first add it to the hold. 
This is done by clicking on the Add Questionnaire button in the console. 

 

     Add Questionnaire Button 

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

 Hold Notification Layout-Questionnaire 
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This form includes the following fields. Fields in orange are required: 

Notification 

Á Hold display hold name you are currently in. 
Á Notification Name is the name of the notification e.g. Initial 

Legal Hold. 
Á Notification Email Template allows you to select a template 

from your library by clicking on the ellipsis button. 
Á Description is 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. 

Á Suppress Email Sending is a check box that when checked 
allows you to prevent the sending of the initial questionnaire 
email. 

Recurring Information 

Method allows for recurring questionnaires to be sent out on a 
scheduled basis. The following fields define the recurring questionnaire 
interval and period. 

Á Recurring is a flag to indicate the questionnaire will be sent 
repeatedly. This flag must be enabled if the questionnaire needs 
to be sent repeatedly. 

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

Á Start Date is the date of the first sent questionnaire. 
Á End Date is the date of the last sent questionnaire. 

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

Status Information 

Á Notification Status is the same read-only field as found on other 
notice layouts that displays where the notice is in the sending 
process. 

Á Errored Actors is the same read-only field as found on other 
notice layouts that displays those actors who did not receive 
notices due to technical errors. 

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

Á Interview Question (Question Set Questions) 
Á Actor (Notification Actors) 
Á Hold Participant (Notification Hold Participants) 
Á Alert Group (Notification Alert Groups) 
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Á Actor (Errored Actors) 

Note that when entering the name of the Questionnaire, only the first 
50 characters of the name will disǇƭŀȅ ƛƴ ǘƘƛǎ vǳŜǎǘƛƻƴƴŀƛǊŜΩǎ ǘŀō ƛƴ ǘƘŜ 
Method Interview Portal. 

4.7.2 Adding Interview Questions 

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

Á New allows you to add a new Interview Question on the fly. 
Á Link allows you to link existing Interview Questions to the 

questionnaire.  
Á Unlink allows you to unlink any Interview Questions from 

questionnaire. 

Clicking the Link button launches the Select-an-Item pop-up allowing 
you to choose from the list of Interview Questions.   

  

 It is recommended that you include no more than 50 questions 
on the questionnaire; more than this may affect system 
performance and disrupt workflow. In addition, an exorbitant 
ŀƳƻǳƴǘ ƻŦ ǉǳŜǎǘƛƻƴǎ Ƴŀȅ ŘŜƭŀȅ ŀƴ ŀŎǘƻǊΩǎ ǊŜǎǇƻƴǎŜ time. 

 

Interview Questions  

In the available items list you select the questions you want to be 
included in the questionnaire by checking them, clicking Add to put 
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them in the Selected Items list, and then clicking Set. Clicking Set takes 
you back to the Questionnaire 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. 

Á New allows you to add a new Actor on the fly. 
Á Link allows you to link existing Actors to receive the notification.  
Á Unlink allows you to unlink any Actors from the notification. 

Clicking the Link button 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 questionnaire layout. Note that there is a new button available in 
green at the bottom of the Method Console called Send Questionnaire.  






























































































































