Primafact 6
Case Template &
Customization Guide

Y oo T U o 41T C U [ 3
HOW t0 USE ThisS GUIAE ...ccevreeueeiiiiiiiiiieiieiiiiiiiiirrneassissnirrrsssesssss s erssssasssssssssessssnsssssssssnensnsnassssnes 3
New Customizations Available in Primafact 6.........ccccceeveiiiiiiiiiiiiiii e 3
How Color Label Settings Behave ACross Cases.....ccccivuiiineiiieeiiieniiieencrensisrnsissnsssssssssssssssnssssnssssnsssans 4
Case Template Labels vs. System Defaults ........coiiiiiieiiiiiie et 4
Updates to System-Level LAbEls ........ooeuiiiiiiieeeceeee ettt e s 4
Updates to Case TeMPIate LabelS.....cou ittt e e s re e e s nbee e e e eareeas 4
Chart — Labels: Case Template vs. System Defaults........ccceeeeiieeiiciiie e 5
Changing Primafact System-Wide Defaults........ccccccerreeiiiieiiiiriieccerceeccereeeeeeseeeneerenanesssennsesssennnes 6
For Annotation Issues, Annotation Colors, Annotation Templates and Team Flags ........cccccccvveeeennneen. 6
FOr Case PEIMISSIONS ....cciiuiiiiiiiiiiiiiiie ittt bbb a e sbe e e sab e sbe e sbae e sareesans 6

A NOLE ADOUL LISE VIBWS ..ttt ettt ettt e bt s bt e sae e st e e beesbeesaeesaneeas 7
Primafact 6 Case TemMPIates......cciieuiiiiiiuiiiiiiccreeiiceeeenaeeeeennseeeennsseseennssssesnnssssesnnssssesnsssssennssssennn 7
What is a Case Template in Primafact B72........cccuiiiiiiiiie ettt e et e e e e e e bae e e e eanes 7
CaSE BINEr SEIUCTUIE ...coieiiiiiiee ettt ettt st bbb e s re e smeesmeeenne s 7
What’s New in Primafact 6 Case TEMPIAtes? .......coiviiiiieiiiieiecciee et see e e e evee e e e 7
Where Can | Find Case TEMPIATES?......oii ettt e e ettt e e e et e e e e ebte e e e ebeeeeeebaeeeeeseneaeannes 8
Creating and Updating Case TeMPIAteS......ccccuiiii e eceee ettt e et e e eree e e e eate e e e eenraeaeenraeas 8
Adding Customized Settings and Views to Your Case Templates .......ccccceirreeeiiireeeciinenecsneeneceneenenes 9
Why Customize @ Case TEMPIATE? ......ueii ittt e e et e e e e e e e s bre e e e sbaeeessbteeeesnnes 9
Where do | add my Case Template Customizations? .......cceeeivciiieiiiiiee et 9
ANNOLAtIoON COIOT LAbEIS.... .ottt sttt ettt ae e st et ee s 10
How Updating Global Label Settings Impacts Case Labels .........ccccueveeciiieieiiiieeeciee e, 11

Primafact 6 Case Template & Customization Guide
2023.08.03



ANNOTATION ISSUBS ... iiiiiieiiiieieeiee et e et et e s et e e e s et s ereasaeeesabaeessatnsesssnaeersraeesssnnserssnnneesenes 11

Creating New Annotation Issues for your Case TemMPIate ......cccceeeeeciieeeeiiiiee e 12
Importing Annotation Issues from a Case TEMPIATE ..ccuveeviiiiiiiiiiiiee e 15
Importing Annotation Issues from the Default List .......ccccevviiiiiiniiiiincie e 16
Annotation Event Date and TiMe......ocieiiiiiiriieieieesee ettt sttt sbe e s sae e e s 17
REFEIENECE FIRIAS ..ttt ettt et e s bt e s bt e saee st eabe e b ennes 18
LT 10 - = £ PRSPPI 19
How Updating Global Label Settings Impacts Case Labels ......cccceeeeeeciiiiiiiiiiecieeeee e, 20
SAVEA LIST VIBWS ..ttt ettt ettt ettt et s e st s et ettt e s ab e e sabee e sabeesabeeebteesabeeesnseesaseesareeesabeesnns 21
Create a Saved Annotation List View on your TemMplate ......ccccceeeveiieeeiciiiee e 21
Setting A Default HOME VIBW.......ooo ittt e e e rae e e et ae e e e eareeas 23
Setting Case PermMiSSIiONS ....icuciiiuiiiiiiiieeiiiiuiiiieiiiraiiinesireessrenssienssrasssrasssresssrssssssnsssssssssssssssssssanssss 26
What Case Permissions CONTIOl........coiuiiiieeiiiiiiee ettt ettt et st e st e st e s esbee e saees 26
Changing Case Permission System Default SEttiNGS ......ccvevviiciiiiiicie e 26
Setting Initial Case Permissions on the Case TEMPIALE .......ceveeeiiieicciiii e 27
Using Case Templates to Create and Update Cases.....ccccivueiieeiiieniiieecienniienciieeisrnsisneesssenssssnsessnsens 30
USEI RESOUICES....iiuuiiiiiiiieniiiiuiiiieitteiiteitteeietesitteeeteasittastteseietssssteeseresssressesessssrssssessssrsssssensesennans 30
Consulting and TrainiNg SEIVICES.......ccuuiiiiiiuiiiiiiieiitiieritrietiennssestennssessenssssssensssssssnsssssssnssssssnns 30

Primafact 6 Case Template & Customization Guide Page 2



About this Guide

This Guide is designed to help Primafact Administrators and team leaders independently configure
Default setting customizations, customized Case Templates and associated Primafact enhancements. It
is part of a larger series of Primafact 6 Planning Guides.

How to Use This Guide

This guide offers feature descriptions and some step-by-step instructions for
customizing many newly customizable system defaults and Case Template
settings in Primafact. Users wishing to customize Case Templates in Primafact

Be sure to review How

will need to have associated Case Permissions enabled to make any Color Label Settings
Customizations. See Setting Case Permissions below for details on enabling Behave Across Cases

this feature. before determining
your team’s Case

Before customizing any Primafact settings, we recommend reviewing our
Template standards.

Planning Guide, which outlines available new features, and offers some
guidance on implementation considerations.

Also review the How Color Label Settings Behave Across Cases section of this Guide, which describes
some key differences between system Default settings and Case Template settings so you can
understand their respective impact on users when you implement future updates.

New Customizations Available in Primafact 6

Primafact 6 ‘s new Case Permissions tool, which restricts user access to certain
Case-level settings, can be set to restrict default permissions at the system level Annotation Color
and the Case Template level. Permitted users can also apply permission Labels &
customizations at the Case level.

Team Flag Color Labels

Primafact 6 also includes more customizable coding options for annotations, can be set at the system
as well as new customizable Team Flags. Customizable Saved List views level and at the Case
make it easy to create multiple viewing options for more efficient assembly of Level (including as Case
reports, and presentation of information suited to different tasks. Templates)

List Views, Annotation and Team Flag Colors and labels can be customized as
system defaults and by Case. Setting up Case Template views, colors and labels makes it easy to
standardize settings across applicable Cases.

Case Permissions:

e Controls which users are entitled to

o Be Case Administrators

o Adjust Case Settings

o Apply Batch Coding
e Basic Permissions can be set as System Defaults & on Case Templates
e Permitted users can adjust Case settings
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Annotation Customizations:
e 18 colors are available; each can be set with customizable labels
e Default Annotation Settings can be adjusted system-wide and for individual users
e Annotation Templates can be created
e Annotation Views can be created globally, by Case, and for individual users
Team Flag Customizations:

e 13 colors are available; each can be set with Customizable labels

List View Customizations:

e Available for Annotation Lists, Document Lists, and Inbox Lists

How Color Label Settings Behave Across Cases
Case Template Labels vs. System Defaults

When determining color label settings for Annotations and Team Flags in Updates to Case
Primafact, consider how any future changes to your settings will apply to Template color labels will
your Case content. Updating Case Template color labels will impact your impact your Case color
Case labels differently than updating color labels at the system level. labels differently than

updates to System-level
color labels

Depending on your goals, you may prefer to use system-level settings, Case
Templates, or a mix of both on Cases.

Updates to System-Level Labels

When you apply color label settings at the system level (Tools >Setup), these labels become Primafact
system-wide Defaults. Updates to system-wide default color labels will update any corresponding
Annotation and Team Flag Case color labels to match the updated default labels unless the Case’s color
labels are set to Override for this case.*

Updates to Case Template Labels

If you are using a Case Template to set color label values for Annotations or Team Flags and the Case
Template is overriding system defaults, your Case’s color labels will not change when the Case
Template is updated.?

L1f you are using System-level color coding and do not want to update color labels on existing Cases, you'll need to
set up a Case Template for existing Cases “Existing Case Template” , and set those colors to your existing colors,
then update each applicable Case to Copy the Existing Case Template for Annotation Colors. If you are also
updating Team Flag colors to match prior system values, Team Flags would need to be updated as well —
Annotation Colors and Team Flags are updated independently of one another.

2 This is because Primafact assumes that when you set color labels by Case, your team has a specific reason for
recording a Case-specific value, and updating to match new defaults would interfere with those Case-set values.
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To update a Case’s color labels to match the updated Case Template, use the Setup Case From
Template tool in the Case Geary menu to apply the update.

Note Annotation Color labels and Team Flag labels are set independently from one another. It’s possible
that your team uses Annotation Color labels from the Case Template, and system-level settings for Team

Flags (or vice-versal).

Chart — Labels: Case Templat

Color Label
Update Performed

Update to
System-Wide
Annotation Color Labels

Update to
Case Template
Annotation Color Labels

Update to
System-Wide
Team Flag Labels

Update to
Case Template
Team Flag Labels

e vs. System Defaults

What Happens to Corresponding Color Labels
on your Case?

You are using System-wide Default
Labels
on the Case

Case Annotation Color Labels auto-

update to match new system labels

N/A

Case Team Flag Color Labels auto-
update to match new system labels

N/A

You have Copied Case Template
Color Labels on the Case
(where Case Template Color Labels
override defaults)*

Case Annotation Color Labels
do not update automatically to
match system default

No update to Case Annotation Labels
until you update the Case using
Setup Case from Template tool

(This will cause all Team Flag labels
for the Case to change
to match updated template)

Case Team Flag Labels
do not update automatically to
match system default

No update to Case Annotation Labels
until you update the Case using
Setup Case from Template tool

(This will cause all Team Flag labels
for the Case to change
to match updated template)

*Note: If your Case Template uses system-wide default label values for Annotation Colors or Team
Flags, your Case labels will auto-update to match the current corresponding system-wide values.
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Changing Primafact System-Wide Defaults

For Annotation Issues, Annotation Colors, Annotation Templates and Team Flags
Primafact now allows you to customize your system defaults for new features, including Annotation
Color labels, Annotation Templates, Document Titles (Title Aliases) and Team Flags.

You can find these settings on the Primafact main Toolbar, under Primafact Tools > Setup.

File Edit Search Teocls Help

Scan Documents...

Import Documents...

Link Documents...
Index Mew Documents...

Synchronize...
Publish to Folder or Media...
Import Published Documents...

Administrative 3
Setup ¥ Auto-Complete...
Preferences... Page Mumbering...
Bates IDs...
Profile Fields...

Document Titles...
Annotation |ssues...
Annotation Colors...
Annotation Termnplates...

Teamn Flags...

For Case Permissions

Case Permissions govern which users are allowed to set Case Permissions, adjust Case Settings, and
perform annotation Batch Updates. Case Permission settings can be configured on the LS.ini file located
at the Primafact server. The default Case Permissions are set as:

AllowCaseAdministrationByDefault=No
AllowCaseSetupByDefault=Yes
AllowBatchUpdatingDefault=No

To enable different default system settings, you will need to adjust the LS.ini file, with assistance from
your firm’s IT manager.
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Note you can set different Case Permissions on Case Templates, which override system settings when
applied to new Cases.

A Note about List Views

Saved Annotation List Views and Document List Views are created in Cases, and Global Public? List Views
can be attached to individual Cases and Case Templates. Default home list views can be set on the Case
Template, and can also be adjusted at the user level.

Saved global Public Inbox List views are created in the Inbox and are visible to all users.

Primafact 6 Case Templates

What is a Case Template in Primafact 67
Case Templates in Primafact 6 build upon Case Templates in earlier versions of
Primafact. As in prior versions of Primafact, Case Templates in Primafact 6
are set up as black Case folders containing one or more named Tabbed
Binders along with optional folders. Your template may even contain
template documents or links to file locations on your network.

Case Templates let you
automatically apply
template settings to new
Case templates can be used to create new Cases, or to update existing Cases, or to update

Primafact Cases to match selected Case template settings. existing Cases.

Case Binder Structure
As in prior versions of Primafact, using a Case Template as the basis for a new
Case will automatically create a new Case that includes the same binders, tabs, sections and folders in
the same order that they appear in your Template.

Updating an exiting Case with a Case Template will not impact the current Binder or folder structure of
the existing Case.

What’s New in Primafact 6 Case Templates?
Along with pre-configured binders, tabs and sections, and optional folders, Primafact 6 allows you to
add Case-specific settings, including:

e Annotation Colors and Labels

e Annotation Issues

e Annotation Event Time (along with Event Date)
e Team Flag Colors and Labels

e Saved List Views

e Autocompletes

These settings can be automatically added to New Cases (they are incorporated by default, but you can
selectively apply system Default settings if you choose.

3 Global List Views are available to all Cases. Public List Views are visible to all users (where available to the Case).
Case List Views can be also created for individual Cases, and visibility can be restricted to the user creating the
View.
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Documents in a Template are also included in Cases created using the Template, but you have the
option to exclude them when your Case is created.

Where Can | Find Case Templates?
Notice there is a new built-in folder near the top of the Primafact Explorer Pane, called Case Templates.
This folder is hard-coded into Primafact, and cannot be moved or renamed.

Primafact considers any Case located in the Case Template folder to be a Case Template. Any Case
outside this folder is not considered a Case Template (even if used as such by your Team). You can use
regular Cases as templates in certain situations, but Primafact treats regular Cases differently from
templates located in the Case Template folder.

= Inboxes
L] CASES

5§ Trash

2] Archive Catalogue

Creating and Updating Case Templates

Updating Existing Case Templates

If you already have existing Case Templates, you can move them from their current location to the Case
Templates folder. Applying settings as listed in the What’s New section above enables Case coding and
views to be standardized to match the settings of your Template.

Creating New Templates in Primafact 6

To create a new Case Template, simply Add a new Case Folder to the Case Templates folder. Add
binders, tabs and sections. Customize your Case Settings as desired using the instructions below. You
may need to close and reopen Primafact to use your new Template.
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Adding Customized Settings and Views to Your Case Templates

Why Customize a Case Template?
Adding Customizations to Case Templates allows you to establish settings suited to the requirements of
a particular Case Type, which may differ from preferred setting for other types of Cases.

Applying these settings to your Template makes it easier to set up new Cases, as Template settings are
applied automatically as the new Case is created. Template settings can also be used to easily update
existing Cases.

Where do | add my Case Template Customizations?
Case Template Customizations can be set by clicking on the Geary, located at the far-right of the blue
Navigation Ribbon, accessed by clicking on any Case binder:

Binder Summary Documents Annotations # OFF @

When you click on the Geary, the Case Settings menu will appear:

Document Titles...

Binder Titles...
Setup Case from Temnplate...

Case Issues..,

Bates [Ds...

Annotation Colars...

TET R Annetation Options...

e Annotation Templates...

Annotations »
Annctation Batch Update

LITiziTigEs Update Case Annotations....

Customize your settings as you would customize a regular Case:
Customizations to

o (Case Issues

e Team Flags

e Auto Complete

e Annotations (Annotation Colors, Annotation Options, and Annotation Templates)

will be auto-applied to any new Cases based on the template by default.
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Using the Setup Case from Template menu option allows you to apply
settings from another Case Template or Case to your current Template.

The Setup Case from
Template geary menu

Annotation Color Labels option allows you to apply
Customizing your Case Template’s Annotation color labels allows color settings from another
coding to match the requirements of the associated Case type, allowing Case Template or Case to

your team to avoid a “one-size-fits-all” approach to labelling. your current Template

To adjust the Annotation Color Labels on your Template:

1) Click the Geary on your Case Template’s blue navigation ribbon @

2) Select Annotations > Annotation Colors

The Annotation Colors selection screen will appear:

Annotation Colors - & DEMO e

{~ Use Defaults
* QOverride for this case

IHighIight W ILiabiIity i
IPre—Acddent Health v v |
s Sanaces v
[Fostommar -
IPre—Acddent Income v
[oerOprion e fEeE

Show Additional Colors

3) Twelve (12) colors will be displayed. To see all 18 color options click Show Additional Colors.
4) To customize your Case Template’s Annotation color values, select Override for this case.

5) Check the boxes beside the colors you wish to use on your Case Template
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6) Enter your desired label name in the text area.

7) Click OK to preserve your changes.

How Updating Global Label Settings Impacts Case Labels

Case Template Annotation labels do not automatically update on your Cases
when you change Annotation color label values on the Template — even if only
one color differs from the system Default settings.

[ ]
Updating Annotation
Color Labels on your Case
(To align existing Cases with updated Template label settings, use the Setup Template will not cause
Case from Template tool). See the Color Labels: Case Templates vs. System Annotation Color Labels

Defaults Chart above for a detailed description of updated label behavior.) on existing Cases to
update automatically.

Annotation Issues
Customizing your Case Template’s Annotation Issues allows a set of pre-configured
Issues to be automatically applied to Cases, in a single step. (You can add additional Issues to the Case to
meet that Case’s unique requirements

To adjust the Annotation Issues on your Template:

1) Click the Geary on your Case Template’s blue navigation ribbon e
2) Select Case Issues

3) The Setup Issues dialog will appear:

r Setup lssues - DOCUMENTATION TESTIMG >

Select issues you wish to copy, either from the Default List or a spedific case or case template. Click "Add / Remowve New
Issues” to manually create new issues spedific to this case template.

Copy from the following Case Template :
|l5.9fe.:‘ta template... j x
[ Case Templatas Onby

Add [ Remove Mew Issues...

[V Select Annotation Issues from: Selected issues will be added
to the case, and merged with
% DefaultList 1 Selected Case any issues already present.

¢ Merge ( Replace

Show More... Update Case Cancel
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Creating New Annotation Issues for your Case Template

4) Click Add/Remove New Issues to set up new Issues for your Template:

5) The Annotation Issues dialog will Open:

F" Annotation lssues O

Case ! IDDCUMENTA'I'IDN TESTIMNG

Mo Annotation Issues have been set up yet, Please dick the "Add New Annotation
Issue...” button to start,

Add Mew Annotation Issue. .,

i Cancel |

6) Click Add New Annotation Issue to begin adding Annotation Issues to your Case.
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7) The New Item dialog will open:

Mew [tern ot

Annotation Issue Category @

! =]

Annotation Issue Descriplion :

Save and Mew oK Cancel

8) Enter an Annotation Issue Category Name (Creating Issue Categories allows you to organize
your Annotations into manageable sub-groupings.)

If your Case Template already has Categories, use the drop-down to select the desired Issue
Category. You can also create a New Issue Category, as desired.

Mew lterm hod

Annotation Issue Category :

=

Annotation Issue Description @

Save and Mew oK Cancel

9) Enter the Annotation Issue Description — this is the Annotation Issue applied to selected Case
Annotations.

Mew ltem pod

Annotation Issue Category :
IINCDME LOSS |

Annotation Issue Description :

:rEE|E|r1CE Income

Save and Mew oK Cancel
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10) When you have finished adding Annotation Issues, Select OK to Save.

If you wish to continue adding new Issues, select Save and New, repeating the steps above until
you have finished adding your desired Case Template Annotations Issues.

11) Click OK on the Annotation Issues dialog to preserve your added Annotation Issue(s).

F" Annotation lssues — O >

Case : IDDCUMEINITATIDN TESTIMG

= IN_CDI'U'IE LOSS
i Freelance Income

Add Mew Annotation Issue

12

~

Click Update Case to complete.

WP Setup lsues - DOCUMENTATION TESTING

‘Select issses you wish to copy, elther from the Default List o a spedific case or case template. Click "Add /Remove New.
Issues” to manualy create new issues. 10 this case tempiate

Copy from the folowing Case Termplate :

frekcr s cmpete..

¥ Cose Tampletes Oty

¥ Select Amnotaton Issues from:
@ Defastlst

 Merge  Replace

e F=aii==n| Update Caze
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Importing Annotation Issues from a Case Template

13) To import Case Issues from another Case or Case Template, open the Setup Issues dialog (see
Steps 1-3 above) and select a Case Template using the Copy from Case Template dropdown:

Copy from the following Case Template :
.. |TORT Template ~| x
[W Case Templates Cnby

14) In the white area at the bottom of the Setup Issues dialog, confirm that you are Selecting
Annotation Issues from the selected Case Template.

' Setup Issues - DOCUMENTATION TESENG =
Default List or a spedific case or case template. Click "Add / Remove New
Issues” to manually create new issues specific to this case template,
Copy from the following Case Template :
TORT Template| - x
¥ Case Templates Only
Add / Remove New Issues...
. Selected issues will be added
¥ Select Annotation Issues from: i the case, and merged with
(" DefaultList (& Case Template any issues already present.
Merge ( Replace .
[v Select Annotation Issues from:
show tore... concel " Default List | + Case Template

i+ Merge ( Replace

15) Select Merge or Replace. (Merge will preserve any existing Annotation Issues you already have
on your Case Template. Replace will remove any existing Annotation Issues on your Case
Template and replace with the selected values from the Copied Case Template.)

16) Click Show More, which will display all Annotations Issues on the Copy Template.
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17) Check the Annotation Issues you wish to Copy into your current Case Template — Use the Select
All and Clear All Buttons to batch-select all available Annotation Issues:

(=9

Show Less...

£l 7] DAMAGES

----- Generals

- Out of Pocket

----- [] wage Loss

l___l LIABILITY

----- [ Contributory

----- [ Insured

----- [ oOther Defendant
D MEDICAL

------ Imjury

Aggravated by Acc
- Ongoing
- Resolved Pre-Acc

-1 TRTAI PRFP

Update Case |

Cancel

Note: You must click “Show More” and select Issues from the copied Template in order to save
them to your Case Template.

18) When you have completed your selections, click Update Case to preserve your selections on
your current Case Template.

Importing Annotation Issues from the Default List

19) If you have a Default Annotation Issue List in your System and wish to add Annotation Issues
from that list into your Case Template, complete Steps 13-18 above, except choose Default List
instead of Case Template as the basis of your copied selections.

' Setup Issues - DOCUMENTATION TESTING

Copy from the following Case Template :

Select issues you wish to copy, either from the Default List or a spedific case or case template. Click "Add / Remove New
Issues” to manually create new issues spedific to this case template.

Select 2 templte...

[V Gase Templates Only

[# Select Annotation Issues from:
* Defaultlist

@ Merge (" Replace

{" Show Mare...

= x

Add / Remove New Issues...

Selected issues will be added

to the case, and merged with
any issues already present.

f* Default List

Update Case Cancel

[v Select Annotation Issues from:

Note: You must click “Show More” to select Issues from the Default List to save them to your

Case Template.

Primafact 6 Case Template & Customization Guide

Page 16




Annotation Event Date and Time
The Annotation Event Date and Time fields capture the timing associated with Case Events, for use in
creating Chronologies.

By default, the Annotation Form displays only the Annotation Event Date. You can customize the
Annotation Form to include Event Time. This will add the Event Time field to all annotations on your
Case.

To add or remove Event time from your Template’s Annotation Form:

1) Click the Geary on your Case Template’s blue navigation ribbon 6

2) Select Annotations > Annotation Options

Document Titles...

Binder Titles...
Setup Case from Template...

Case Issues...

Bates |Ds...

Team Flags...

Auto-Complete...

Annotations 2 Annotation Colors...
Bundle Binders... Annotation Options...

Annotation Templates...

Annotation Batch Update

Update Case Annotations....

3) The Annotation Options dialog will open. Select Show “Event Time” on Annotations to add this
field to the form.

Annotation Options ot

[v Show "Event Time" on Annotations

[~ Show Reference Fields on Annotations

Ref 1
Ref 2
Ref 3

oK Cancel

4) Click OK to preserve your selection.
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Reference Fields

Reference fields provide a few extra customizable fields for additional information your team may wish
to add to Annotation forms. These were available on the Annotation forms in Primafact 5, and are
hidden by default in Primafact 6. These fields can be added to your Case Template for capture of
additional information as desired.

To add Reference Fields to your Template’s Annotation Form:

1) Click the Geary on your Case Template’s blue navigation ribbon @

2) Select Annotations > Annotation Options

Document Titles...

Binder Titles...
Setup Case from Template...

Case |ssues...

Bates [Ds...

Teamn Flags...

Auto-Complete...

Annotations ? Annotation Colors..,
Bundle Binders... Annotation Options...
Annotation Templates...
Annotation Batch Update

Update Case Annotations....

3) The Annotation Options dialog will open. Select Show Reference on Annotations to add these

fields to the form.

Annotation Options *

[~ Show "Event Time™ on Annotations

[v Show Reference Fields on Annotations:

Specify the label for the reference fields which appear on the Annotation dialog.

Ref 1Field Label : [Ref 1
Ref 2 Field Label : [Ref 2
Ref 3 Field Label : [Ref 3

oK | Cancel ‘

4) Customize Field Labels as desired (recommended for consistency of content entries).

5) Click OK to preserve your selection.
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Team Flags
Team flags allow you to identify documents with specified attributes. Adding a Label ensures consistent
application of Team Flags, which assists when filtering and visually identifying content.

Team flag labels can be customized as system defaults, and by Case. When added to your Case
Templates, suitable values can be automatically added to your Cases, to reflect the requirements of that
type of Case (for example you may flag Liability documents in a Tort Case, which you may not require in
an Accident Benefits Case).

Team flags can be used to identify attributes such as:

e Inbound vs. Outbound documents
e Documents satisfying Undertakings
e Selected documents to add to a brief

You can customize Labels completely flexibly; however, it helps to apply commonly used flag labels to
the same color across Cases to make user identification more efficient.

To adjust the Team Flag Labels on your Template:

1) Click the Geary on your Case Template’s blue navigation ribbon '@

2) Select Team Flags

Document Titles...

Binder Titles...
Setup Case from Template...

Case |ssues...
Bates [Ds...

Team Flags...
Auto-Complete...

Annotations »

Bundle Binders...

3) The Team Flags dialog will open.

4) Choose Override for this case to add your own Team Flag label values.
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5) Enter your desired Team Flag labels (labels below are an example, but feel free to develop your
own preferred settings).

Tearn Flags - 1 - DEMO (IC) x

{~ Use Defaults
& Qverride for this case

F IKE‘;' Adverse Document
F IInhemaI

F' IInbound

F IOuﬁmund

F ICounseI

F IOFFer

F' IReport / Report Attached

F' ISee Motes

= Jadd to Brief
=] IUndermldng

= [Puplicate

F ISent to Counsel|

= IHDLD

6) Click OK to preserve your selections.

How Updating Global Label Settings Impacts Case Labels
Case Template Team Flag labels do not automatically update on your Cases when
you change Annotation color label values on the Template — even if only one
color differs from the system Default settings.

o
Updating Team Flag
Labels on your Case

Template will not cause
Team Flag Labels on

(To align existing Cases with updated Template label settings, use the Setup
Case from Template tool). See the Color Labels: Case Templates vs. System

Defaults Chart above for a detailed description of updated label behavior.) existing Cases to update
automatically.
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Saved List Views

Saved List Views make it easy for users to adjust their list displays to suit their requirements — and to
quickly switch views as needed to more easily perform different activities in Primafact. Creating Saved
List Views on your Case Templates makes it easy to set up Cases with suitable Views immediately
available to all users. You can even set a Default Case Home View with settings fine-tuned to your
team’s top Case review requirements.

Creating Saved List Views on a Template is done the same way as you would create a Saved List View on
a Case.

Create a Saved Annotation List View on your Template

1) Start by going to your Case Template’s Annotation List View, which can be accessed by clicking
the Annotation text button located on the blue Navigation Ribbon, found at the bottom of any
Case binder:

Summary Documents Annotations #OFF {}

Binder

2) Click the Saved List View dropdown on the Annotation List toolbar

= -

3) Select Save View

El

Adverse - Grouped by |ssue
E All Annetations (p)

E Medical Chronclogy

E Pre-Accident Health Memo

E All Annetations (p)

mm|
o Format Row...

B Save View...
Z Modify View...
= Manage Views...
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4) Name your new View in the View Name Field and add an optional description.

F saveview — >

Annotation View

|'u'iew Mame : [My Mew View

Description : || izt of all annotations.

Visibility : (" Personal

Apply to : {— All Cases (global)

Sa/e Mew View Cwerwrite Current View Cancel

/

5) Set Visibility to Public.

6) Select Apply to This Case. This restricts availability of this View to your Template, and to any
Cases created or updated using this Template. This is useful if your View is suited to your
template’s Case Type, but not to all Cases.

(If you select Apply to All Cases, the view is available Globally. This can be helpful if you are
creating a truly Globally-useful view.)

7) Click the Save New View button to preserve your new View.
8) You can now make adjustments to the View, using field selection and filters (See Working with
Primafact 6 New Feature User Guide and our Tutorial video, Creating Saved List Views.)*

4 Creating Saved List Views Video Tutorial can be found at https://www.primafact.com/primafact-6-tutorial-
saved-list-views.
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Setting A Default Home View

The List Home View is the default list view that is displayed when you first land on the List View, or when
you click the Home button on the List toolbar.

You can set a Saved View as the default List Home View.

1) Click the Saved List View dropdown on the List toolbar
f __ g = _'7”‘:Dj7“-

= -

2) Select Manage Views.

Adverse - Grouped by Issue
E All Annotations (p)

E Medical Chronology

E Pre-Accident Health Memo

E All Annotations (p)

i
=t Format Row...

H save View...
# Modify View...

<> Manage Views...

3) The Manage Views Dialog will appear.

' Manage Views —

|Name |Descri|:|tior1 Creator IAppIies To I'\ﬁsibility
£+ Adverse - Grouped by Issue (home) List of &ll annotations. Janice All Cases Everyone
ﬁ All Annotations (p) List of all annotations, Janice Current Case Personal
E All Annotations (p) List of all annotations. Janice Al Cases Personal
|E| Medical Chronology List of &ll annotations. Janice All Cases Everyone
E My Mew Home View All Annotations belonging on the default Home view Current Case |Everyone
E' Pre-Accident Health Memo List of all Light Pink Pre-Acc Annotations Janice Al Cases Everyone

Mew... Modify... Delete... Duplicate. .. Make Home View...
Select Close

4) Click on the View that you would like to set as your Default Case Home View for all Users.

5) Click the Make Home View button.
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6) The Set Home View Dialog will appear.

7) Click the Advanced Home View Setup button

Set Home View

Set your home view, The home view is the one that is initially
displayed when you navigate to a document or annotation list.

Make this view
your Horne View
for This Case

View Name @ My Mew Home View
Applies To ;. Case Annotation Lists
Visibility : Everyone
Availability : Current Case Only (DOCUMENTATION TE!

Advanced Home View Setup...

8) The Set Home View For all Users dialog will appear.

9) Click the Set This View as the Default Home View Button
Home View for all users.®

. This will set this view as the Default

Set Home View for All Users

. Set the home view for ALL USERS. The home view is the one thatis
H initially displayed when navigating to a document or annotation list.

Set this view as the
Default Home View
for This Case
(for everyone)

*

View Name @ My Mew Home View
Applies To ;. Case Annotation Lists
Visibility : Everyone
Availability : Current Case Only (DOCUMENTATION TE!

5 Users can change their Home Views independently if they wish.
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10) Click Yes to confirm.
Confirm -

11) Click OK to Close the Information dialog

Information hod

12) Close the Manage Views dialog.

13) You will see your Home View has been changed to your selected view. This will be the initial
Home View for all new Cases created using your Template.
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Setting Case Permissions
Case Permissions help to protect Case data integrity by allowing firms to control each user’s ability to
adjust Case Setup settings and to update annotations using the Batch Coding utility.

What Case Permissions Control
Case Permissions are Case Level settings that control a user’s right to:

e Change case permissions
e Adjust Case Setup settings and
e Perform Batch Updates on the Case.

Case Administration:

e This is the most powerful permission. Enabling the Case Administration setting
allows a permitted user to change any of the Case permissions available on this
screen, for any user.

Case Setup:

e When the Case Setup permission is enabled for a user, they have permission to
“Setup Case From Template”, adjust Annotation Colors, Annotation Issues,
Annotation Options, Annotation Templates and Team Flags for the Case, and to Add
“Document Titles”, “Binder Titles”. Users with this permission enabled can also set
“Bates ID” & enable “Bundle Binders.

Perform Batch Updates:

e Enabling Batch Updates allows a user to update multiple annotations in one
operation.

NOTE: Since Batch Coding does not have an “undo” option, most teams will want to
restrict Batch coding rights to carefully defined users to prevent the unintentional
destruction of annotation data.

Changing Case Permission System Default Settings
Case Permissions system settings are configured on the LS.ini file located at the Primafact server. The
default Case Permissions are set as:

AllowCaseAdministrationByDefault=No
AllowCaseSetupByDefault=Yes
AllowBatchUpdatingDefault=No

To enable different default system settings, you will need to adjust the LS.ini file, with assistance from
your firm’s IT manager.

Note Case Permissions for Case Templates will override system settings when applied to new Cases.
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Also, any user permissions enabled on the Case Templates will allow permitted users to make associated
changes to the Case Templates, as well as to Cases configured using the templates.

Setting Initial Case Permissions on the Case Template
Applying Permissions to the Case Template sets standardized user permissions anytime you create a

new Case based on the Template. (Currently you cannot use Case Templates to quickly update
permissions on an existing Case.)

Keep in mind that users granted Permissions on the Case Template have can use those same
permissions on the Case Template itself, as well as the Cases created using the Template’s Case
Permissions settings.

To change Case Permissions on the Case Template:

1) Start by going to your Case Summary Screen, which can be accessed by clicking the Summary
text button located on the blue Navigation Ribbon, found at the bottom of any Case binder:

Binder Summary Documents Annotations

2) The Case Summary screen will appear.

Case Name : [TORT Template Party Name
Lawyer Responsiole - | | Party Type \
Case Administrator - | =] DpateorLoss: | |

Picture :

Created : 2022-7-28 %25 pm
Last Modified : 2022-7-28 526 pm

Edit
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3) To manage Case Permissions, a Case Administrator must be named in the Case Administrator
field. If no name appears in the field, Click the Edit button, and enter your name in the Case
Administrator field in the top left area of the screen. (Additional Case Administrators may be
named to the Case later on).

4) Click Save to preserve your changes.

5) Click the Manage Case Permissions button at the bottom-left corner of the screen.

6) The Case Permissions dialog will open.

Case Permissions X

Set Case Default Permissions :

Case Administration : Case Setup ¢ Perform Batch Updates :

Case Administrators can change case Case Setup indudes setting up annotation Batch Updates are operations where the user
permissions and assign a primary case issues, team flags, annotation calors, and can modify profile fields or annotations for all
administrator. modifying the case summary. documents in the case, in a single operation.
" Enabled {* Mot allowed (v Enabled " Not allowed " Enabled y_p__t_q\!gyygg‘g

Users not listed below will be assigned the "Case Default Permissions". To grant or restrict permissions for a specific
user, add the user to the list below.

Select User : | ~
Use Case Default Is Caze Can Medify Case Can Perform Batch
User Name Permissions Administrator Setup Updates
oK Cancel

7) The settings at the top of this dialog, under Set Default Case Permissions govern default settings
for any user not listed in the table area at the bottom of the dialog screen. (Exception: The
person named as the Case Administrator on the Summary screen will have Case Administration
rights, even if that person is not listed on the table.)

If you change these settings, users not listed on this table will be assigned the updated
permissions for the Template when a new Case is created, based on the Template.

Note if you update the Template, default Permissions will not be automatically updated for
existing Cases created earlier using the Template.

Set Case Default Permissions :

© Ensbed @ otaloned

@ Ensbled € Notaloned © Enstied @ flatslovied

Users ot lsted below will be assigned the *Case Default Permissions". To grant or restrct permissions for a specific
user, add the user to the st below.

P —

odfy Case | Conperforn Batch
Userame | pemesons Admstrstor Updates

Set Case Default Permissions :

Case Administration : Case Setup : Perform Batch Updates :
" Enabled & Not allowed (& Enabled (" Not allowed (" Enabled & Not alowed|
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8) To grant different permissions to individual users, select that user using the Select User
dropdown.

9) Click the Add User to the List button.

CovePemasons

St Case Defoult Penmissions

[ e — [ —— Bt @ Patsbowad

Users ot st belo vl be sssigned he "Case Defauk ermissions”. T grant o resisct permissans for 2 specc
5 b,

P |

ecsenemn | mese Cnmatycuse | Canpetim o
s e P Adva | Sene Do

Select User : I Sam Smart ;I Add User to List

10) The user’s name will appear on the table.

Case Permissions

Set Case Default Permissions :

Case Administration : Case Setup : Perform Batch Updates :

Case Administrators can change case Case Setup indudes setting up annotation Batch Updates are operations where the user
permissions and assign a primary case issues, team flags, annotation colors, and can modify profile fields or annotations for al
administratar. modifying the case summary. documents in the case, in a single operation.
(" Enabled {* Mot allowed {* Enabled (" Mot allowed (" Enabled +

Users not listed below will be assigned the "Case Default Permissions”. To grant or restrict permissions for a specific
user, add the user to the list below.

Select User : I LI &dd User ko Lisk |

Use Casze Default Is Case Can Modify Caze Can Perform Batch
User Name Permissions Administrator Setup Updates
a
Sam Smart r F Ird ™ * —
=l
oK Cancel |

11) Click on the checkboxes to enable desired permissions for the selected user.

12) Click OK to preserve your settings.

NOTE: If you assign a User the permissions that match the Case’s Default Permissions, that user
will be removed from the Table.
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Using Case Templates to Create and Update Cases

For details on how to us use Case Templates to create new Cases and update existing cases, see

o  Working with Primafact 6 New Feature User Guide
e Using Case Templates (Primafact 6 Video Tutorial)®

User Resources
Visit our Primafact 6 Resources Page for User Guides and Tutorials: https://www.primafact.com/pf6-
resources.

Consulting and Training Services

We offer Primafact 6 Upgrade Planning, Configuration and Training Assistance to help your team get the
most from your Primafact investment. Contact our Customer Success Team at
customersuccess@primafact.com.

6 Using Case Templates Video Tutorial can be found at https://www.primafact.com/primafact-6-tutorial-using-
case-templates .
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