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VI. Click 2. to close the 
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7R�UHRUJDQL]H�VSUHDGVKHHW�LFRQ�RUGHU

Right-click and then click Move Up in List or Move Down in List.

7R�UHPRYH�D�VSUHDGVKHHW�LFRQ�IURP�WKH�)DYRULWHV�SDQH
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You can also click the More Buttons 

 icon on the Quick Access Toolbar and the
select a toolbar option for display.
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About the Getting Started tips

About the Quick Start tutorial
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output to paper, PDFs, or Microsoft® Word. Your case analysis reports will become the raw
materials that make it far easier to generate documents required by the court. For example,
your Fact Chronology will make it easy to create Motions for Summary Judgment and to produce
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Opening cases

Case files are natabases createn to store all the nata relaten the case. Some cases are
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Changing passwords

Local case passwords can be set for additional security and are distinct to each case.

When you first open a local case assigned to you, your password automatically defaults to
blank (no characters). Passwords can be left as blank or be up to 10 characters long.

We recommend that you and all users set passwords and change them on a regular basis to
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Checklist: Creating Cases

Task

security applied to this folder and reserved to only case users?

Do you have SQL cases created and registered in the CaseMap Admin Console for
cases that are available on the WAN? Did you assign the case to users in the
CaseMap Admin Console?

* This only applies to organizations who have CaseMap Server installed.

Have you identified the primary time zone where case events occur?

Do you have multiple time zones for case events?
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information.
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b. Under 
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9. In the &DVH�)LOH box, type in the name for the case 
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2. Click &RPSXWHU
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CaseMap's Five Main Spreadsheets

Spreadsheet

s

DescriptionIssuesThe Issues spreadsheet is used to build your issues outline, including

primary and sub-red.667( 587 -314 re W n 1 1 1 RG 18 8y6676(i)11.3)24(i)24(n)-3Tf 0.75 0 0 0.75 T9your is g
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Changing spreadsheet elements
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6. Click &ORVH to save the new view.



Using CaseMap 99

© 2017 LexisNexis. All rights reserved.



CaseMap100

© 2017 LexisNexis. All rights reserved.



Using CaseMap 101

© 2017 LexisNexis. All rights reserved.



CaseMap102



Using CaseMap 103

© 2017 LexisNexis. All rights reserved.





Using CaseMap 105

© 2017 LexisNexis. All rights reserved.





Using CaseMap 107

© 2017 LexisNexis. All rights reserved.









Using CaseMap 111

© 2017 LexisNexis. All rights reserved.



CaseMap112





CaseMap114

© 2017 LexisNexis. All rights reserved.

'HWDLO�GLDORJ�ER[HV
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5HODWHG�7RSLFV

About fields

Inserting/hiding fields

When you insert hidden fields into a spreadsheet, they display to the left of the selected field.
Inserted fields display for your personal view only. You can insert multiple fields at a time. Fields
will insert to the left of the selected field.
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1. On the 9LHZ ribbon, in the &DVH�6KRUWFXWV group, click on the spreadsheet (icon) you
want to use.

2. In the &XUUHQW�<LH ) , -271 -14 Td [(w)-98.d then click ,QVHUW�) .

3. In the 6�ӿ焀ѠW�)  box, select the check box for the field(s) you want to
add to the spreadsheet and click 
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7R�DSSO\�ILHOG�VHFXULW\

1. Click on the field header for the field you want to apply security to and click )LHOG
3URSHUWLHV.

2. In the )LHOG�3URSHUWLHV box, click on the 
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Changing field values





Using CaseMap 125

© 2017 LexisNexis. All rights reserved.

Deleting fields

If you need to remove a field that is no longer relevant, you can permanently delete it from a
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7R�UHYLHZ�WKH�8VH�+LVWRU\�VSUHDGVKHHW

1. On the )LOH menu, click 3URSHUWLHV.
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Facts Spreadsheet Field Listing

Field Name What it Displays Using It
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Objects spreadsheet field list
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Objects Spreadsheet Field Listing — Unique

Field Name jhat it Displays Using It

hearing (e.g., deposition, grand
jury hearing, arraignment).

list of options or add a new one.

2WKHU�'LVFRYHU\
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Objects Spreadsheet Field Listing — Unique

Field Name
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Questions Spreadsheet Field Listing

Field Name What it Displays Using It

Tip: Normally, the Linked File field
is used to link a file to a record,
especially when using the Send to
CaseMap feature. Documents that
have been linked into CaseMap
can be linked to records in other
spreadsheets by using the
document short name in any
description field that displays the
chain-link symbol in the field title.

re-linked if the file8.667(s)-62.333( )1are2.333( )1moved.
File8.667(s)-62.333( )1linked to this field will not be
included in search results or
reports. Related file8.667(s)-62.333( )1will not be
linked to other spreadsheets.

Research Notes Note you make2.333( )1a8.667(s)-62.333( )1you work ( )1arethe
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Authorities Spreadsheet Field Listing
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7R�XVH�WKH�/LQN�$VVLVWDQW�WRRO
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If a crucial object has a recognized nickname, use it as the object's short name based on
the 80-20 rule that 20 percent of the witnesses, documents, and other objects in a case
will generate 80 percent of the facts and questions.

7R�FKDQJH�D�VKRUW�QDPH

1. In the 
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5HODWHG�7RSLFV

About short names

Changing short names
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Tips for using object spreadsheets

Spreadsheet
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)DFWV�6SUHDGVKHHW�2YHUYLHZ
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5HODWHG�7RSLFV

About facts

Entering facts

Analyzing and linking facts

Entering Issues

About issues
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For more information, see Creating outlines.

Case content may also be linked directly to issues when it is imported from another
application (such as Acrobat PDF files) using the Send To CaseMap utility. 
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&UHDWH�DQ�LQLWLDO�LVVXHV�RXWOLQH

1. Open/create the new case.

2. On the +RPH ribbon, click the 1HZ�5HFRUG button, and then click ,VVXH.

A blank issues record automatically displays in the spreadsheet for you to start entering
data.

3. In the )XOO�1DPH cell, type in the full name of the first issue.

4. Press 7DE to navigate to the next cell.

Notice how the Short Name cell automatically fills in for you.

5. Optional: Click the 1HZ�5HFRUG button and click ,VVXH.
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3. Click on the arrow point until the issue moves to the location you want it in the
spreadsheet.

7R�GHOHWH�LVVXHV

1. In the ,VVXHV spreadsheet, click to select the issue record you want to delete.

2. Click the 'HOHWH�5HFRUG button on the 6WDQGDUG toolbar.

The issue record is now permanently deleted from the case. 
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Entering questions

Analyzing and linking questions

Entering questions
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6. In the $QVZHU�6WDWXV cell, leave the status as 

https://signin.lexisnexis.com/lnaccess/app/signin?aci=ur
https://signin.lexisnexis.com/lnaccess/app/signin?aci=ur
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(PDLO button .

The Email dialog box displays.
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13. In the 3OHDVH�&RQILUP�WKH�'HVWLQDWLRQ�&DVH0DS�&DVH dialog box, verify the case
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8. In the &KRRVH�GDWH�IRUPDW�DQG�VWDUW�LPSRUW box, click the date format you want to use
or keep the default date format of P�G�\\ in the



CaseMap210

© 2017 LexisNexis. All rights reserved.



Using CaseMap 211

http://www.lexisnexis.com/en-us/products/lexis-advance.page
mailto:LitigationSalesGroup@ReedElsevier.com






CaseMap214





CaseMap216

© 2017 LexisNexis. All rights reserved.



Using CaseMap 217

© 2017 LexisNexis. All rights reserved.

©  0

mailto:LitigationSalesGroup@ReedElsevier.com


CaseMap218

http://www.lexisnexis.com/casemap/casemap.aspx?content=downloads


Using CaseMap 219



CaseMap220

© 2017 LexisNexis. All rights reserved.

%DWHV�6WDPSLQJ�2YHUYLHZ

The Bates Stamps PDFs utility recognizes Acrobat Bates stamps but cannot remove or
replace them. If you choose to stamp PDFs containing Acrobat Bates stamps, the
original stamps will remain, resulting in multiple Bates stamps on the PDFs.

If a value is changed in either the Bates - End or Pages fields in the Documents
spreadsheet, the other field is then synchronized and adjusts its values accordingly.

/HDUQ�KRZ�WR�%DWHV�VWDPS�3')V�DIWHU�WKH\�DUH�OLQNHG�LQWR�&DVH0DS

Bates stamping in CaseMap and DocPreviewer are slightly different processes although they
are part of the same add-in tool.

3OHDVH�UHYLHZ�WKH�IROORZLQJ�EHIRUH�%DWHV�VWDPSLQJ�3')V�
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4. Click 2. to continue.

The CaseMap Bates Stamp Utility now launches.

5. On the submenu, click %DWHV�6WDPS�3')V.

6. In the message box, click 2..

Notice that Acrobat automatically launches behind the CaseMap Bates Stamp Utility.

7. In the &DVH0DS�%DWHV�6WDPS�8WLOLW\, click 1H[昀 ⸀
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If you need to delete a file from the list, select it and click the Remove File or Remove All
button.
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16. In the &DVH�1DPH field, type in the name for the Bates numbering format, then click
)LQLVK.

17. In the 5HYLHZ�FDVH�%DWHV�1XPEHULQJ�IRUPDW box, verify the Bates numbering range
and prefix, as well as format settings.

18. Click the (GLW
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Importing PDFs

Bulk importing PDF files into CaseMap is a process that automatically attaches multiple PDF files
to case records in the Documents spreadsheet. During the import process, CaseMap also brings
in record data, including Bates begin/end numbers, the page count of the file, the date, and
document name. Body content from PDF files is not imported. Short names are automatically
created off the Full Name field entry you choose, whether it is a document file name or Bates
number.

With the bulk import areility, you do not have to import or link to individual files because the
Send PDFs to CaseMap tool bulk imports a folder of documents and sets the attachment links to
object records for you. Once you have run the areility and imported documents from a network
folder, you can sreill re-run it on the same folder. The import areility identifies previously imported
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attachment count and the name of attachments.

Once emails are imported into CaseMap, you can begin searching the new data as soon as the
indexing process completes. When you click the paperclip icon for the new record, the email
displays in CaseMap's DocManager.

http://www.lexisnexis.com/en-us/litigation/products/casemap.page?category=CaseAnalysis-TrialPresentationProducts1
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Optional: Double-click on the paperclip to display the linked file in DocManager.

For more information, see About DocManager
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You can also import PDF files using the Import Documents Wizard



CaseMap256



Using CaseMap 257



CaseMap258

© 2017 LexisNexis. All rights reserved.



Using CaseMap 259

© 2017 LexisNexis. All rights reserved.

11. Click 1H[W
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8. Select the )LUVW�5RZ�&RQWDLQV�)LHOG�1DPHV
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19. In the message box to confirm the number of records successfully imported, click 2..

If any errors occurred, review t2.667(h)-33.667(e)-70.667( )1error0.667( )1log to determin.667(h)-33.667(e)-70.667( )1t2.667(h)-33.667(e)-70.667( )1issu.667(h)-33.667(e)-7.

https://advance.lexis.com/
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1. In 2XWORRN , click the 6HQG�(PDLO�WR�&DVH0DS button to open the 6HQG�(PDLO�WR
&DVH0DS dialog box.

2. Click the )LHOG�0DSSLQJV button to display the )LHOG�0DSSLQJV dialog box.

CaseMap provides a list of existing fields that are already mapped for you in the Existing
field mappings box. You can modify the default list by clicking on the Remove button and
re-mapping fields.

3. In the 8QPDSSHG�6RXUFH�ILHOGV box, select the Outlook email field that needs to be
mapped to a CaseMap field.
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an email to CaseMap, the field mappings are share with other case users.

1. Click the $GYDQFHG button and then click 
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7R�FUHDWH�D�QHZ�H[WUDFW�IURP�DQ�DQQRWDWLRQ
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The default file viewer in CaseMap is Microsoft® Word. To find out if you have additional
file viewers set up in CaseMap, click on the Tools menu and click Linked Files, and then
click Manage File Viewers on the submenu. The File Viewers dialog box displays a listing of
all programs that have been added to your licensed copy of CaseMap3.667(.)30.667( )1Here you can add,
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attachment link to the corresponding source file stored in your case network folders.

hhen you are finished ana67(r)yzing documents and linking to issues and source files, you can sort
and search these records to print reports (like the Privilege Log) based on criteria needs.

3ULPDU\�ILHOGV�XVHG�WR�WUDFN�LQIRUPDWLRQ�LQFOXGH: Bates - Begin and Bates - End, Date, Type,
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3. Click on the (OOLSVLV button in the /LQNHG�)LOH
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For more information, see Entering questions.

7R�OLQN�TXHVWLRQV�WR�LVVXHV

1. In the 4XHVWLRQV spreadsheet, click on the question record you want to link to an issue
in the Issues spreadsheet.

2. Click on the ,VVXH�/LQNLQJ button on the +RPH�ribbon to open the 
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record.



http://www.lexisnexis.com/en-us/products/lexis-advance.page
http://www.lexisnexis.com/en-us/products/lexis-advance.page
http://www.lexisnexis.com/en-us/products/lexis-advance.page
http://www.lexisnexis.com/en-us/products/lexis.page
http://www.lexisnexis.com/en-us/products/courtlink-for-corporate-or-professionals.page
http://www.lexisnexis.com/en-us/products/analyzer.page
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LexisNexis Dossier Suite

LexisNexis Expert Research On-Demand

Shepard's Citations Service

Martindale-Hubbell

http://www.lexisnexis.com/en-us/products/dossier.page
http://www.lexisnexis.com/en-us/products/expert-research-on-demand.page
http://www.lexisnexis.com/en-us/products/shepards.page
http://www.lexisnexis.com/law-firm-marketing/lead-generation/
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Online Research Options

Button and Menu
Items

Description

mailto:casemap.support@lexisnexis.com
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2UJDQL]DWLRQV
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Shepardizing™ is the pract67(i)ce of using the Sherpard's Citat67(i)ons Serv67(i)ce to val7(i)67(i)date a citat67(i)on.

When you Shepardize® a case, LexisNexis prov67(i)des a report show67(i)ng every opin67(i)on where
that case has been referenced, al7(i)l7(i) treatments of the case, and whether the case is "good
l7(i)aw". If the case has been overrul7(i)ed, it is cons67(i)dered "bad l7(i)aw" and may no l7(i)onger be cited
as a l7(i)egal7(i) precedent.

To l7(i)earn more about Shepard's Citat67(i)ons Serv67(i)ce, visit www.l7(i)exisnexis.com or contact your

http://www.lexisnexis.com/en-us/products/shepards.page
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selected CaseWide bar. The graph also recalculates each time the Facts spreadsheet is
refreshed so you can always quickly review current data in the timeline. 

The CaseMap timeline is not available for printing at this time.

5HYLHZ�&DVH:LGH
V�IHDWXUHV

Reference the following table for an overview of how to use CaseWide. 

&DVH:LGH�2YHUYLHZ
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If you want to create your  ywn r bust timeline chr yn yl ygy, you can use CaseMap's
compani yn pr yduct, TimeMap®. TimeMap is a timeline graphing to yl that all yws you to import
critical case facts so you can organize and chart them using facts boxes that fl yat above or
 yn either side of a timeline. You can customize the timeline to best suit your needs.

Use TimeMap timelines during meetings to keep clients and staff up to date  yn case

http://www.lexisnexis.com/en-us/litigation/products/timemap.page?category=CaseAnalysis-TrialPresentationProducts6
mailto:LitigationSalesGroup@ReedElsevier.com
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6. Click on the 7�1�" button to open/close the graph the date status of 
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Crpating custom fiplds

Sorting Data

About sorting

Sorting dptprminps thp ordpr casp plpmpnts display in a sprpadshppt vipw, allowing you to



CaseMap346

© 2017 LexisNexis. All rights reserved.

Sorting Fields
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7R�FKDQJH�WKH�ILHOG�VRUW�RUGHU

1. Open the spreadsheet you want to sort.
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7. Click 2. to sort the 4XHVWLRQV spreadsheet.
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You can use both Boolean and Relational operators to create advanced filters by selecting
a filtered Boolean search in the Advanced Filter pane and then further applying relational
operators to isolate the results. To do this, open the Advanced Filter pane and select a
filter in the Filter: (Active) listing. Next right-click and select the relational operator you
want to apply.

5HODWHG�7RSLFV

Performing basic filters

Performing guided filters

Performing advanced filters

Saving filters

Performing basic filters

CaseMap has two basic filtering types that allow you to quickly locate a key word or phrases in
a field or filter records by type in a spreadsheet.
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1. In the &DVH�6KRUWFXWV pane, click the icon for the spreadsheet you want to use.

2. On the (GLWLQJ menu of the +RPH tab, click 6RUW�	�)LOWHU, and then click $GYDQFHG�)LOWHU.

3. In the 1HZ�)LOWHU pane, click :KDW
V�1HZ in the )LOWHU )LHOG�$UHD list.

4. In the 6LQFH field, type the date.
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the 6HOHFWLRQ field blank.
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6DYHG�ILOWHUV�FDQ�EH�DFFHVVHG�IURP�WKH�IROORZLQJ�ORFDWLRQV�

Home ribbon > Editing menu > Sort & Filter > My Saved Filters

Advanced Filter pane > Saved Filters pane (located at the bottom of the pane)

We recommend that you print copies or make reports of filter criteria essential for tracking
infor67(m)56.333(a)-65.6tion regularly. This provides you and other case staff with a reference for these
filters.

7R�VDYH�ILOWHUV

1. In the &DVH�6KRUWFXWV pane, click on the icon for the spreadsheet you want to use.

2. Filter data in the spreadsheet or using the $GYDQFHG�)LOWHU pane.

3. Click the 6DYH button 
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Search Operators Table

Operator Query Results
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Writing full-text searches

You can search for multiple terms (phrases) that occur in a specified sequence by entering the
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6HDUFKLQJ�K\SKHQDWHG�ZRUGV

CaseMap indexes hyphenated words as having spaces. This ensures that you can locate

mailto:LitigationSalesGroup@ReedElsevier.com
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([DPSOHV�RI�FUHGLW�FDUG�QXPEHUV�LQFOXGH�
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3. Clear the 
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DocManager Overview

Feature Description DocManag
er

Subscriptio
n Required

CaseMap
Version

Required

Navigate search hits Search hits are highlighted for easy
navigation using the Previous Hit
and Next Hit buttons in
DocManager. The current search hit
is highlighted in blue. All other
search hits are highlighted in
yellow. See Navigating documents.

Yes CaseMap
v10.0+

Annotate documents
or images

Annotate selected text in files that
are viewable by all case users. Add
searchable notes to annotations.
Customize annotation color for
personal viewing preferences. Edit
and delete annotations as needed.
View and track annotation history.
See Annotating documents, Editing
annotations, and Deleting
annotations.

Yes CaseMap
v10.0+

P75 4 0 0.int annotatioes



mailto:casemap.support@lexisnexis.com
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File Formats File Extension

General Document and Image Formats
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Changing DocManager options
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When you click the cogwheel icon  in the View area of the Document
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When you click the cogwheel icon 
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If CaseMap DocManager is not activated, you will be prompted activate it at the time
you're attempting to view a document, or to obtain a trial copy. See 
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5. Optional: Above the +LGGHQ�)LHOGV area of the 'HILQH�9LHZV dialog box, click one of the
following icons:

1HZ�9LHZ
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5. When the pointer changes to a , click on drag the pointer to a desired location to
increase/decrease the size of the field.
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7R�URWDWH�D�GRFXPHQW�RU�LPDJH
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document.

6HOHFW�0DUNXSV — allows you to select an annotation for editing.

When multiple annotations are applied to a document, you can navigate from one to the next
using the Next Annotation and Previous Annotation buttons in the Edit Annotation dialog box.
See Editing annotations.
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1. Open a document in 'RF0DQDJHU�and click $QQRWDWH�7H[W.
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)LQG�	�5HGDFW — allows you to find words or phrases to redact in the current document
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8. In the 5HGDFW�5HDVRQ area of the 1HZ�5HGDFWLRQ dialog box, select a reason for the
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As you navigate to the next annotation, your previous edits or note additions are
automatically s7(n)-33.667(a)-65.ed.

As you navigate annotations, the current annotation is outlined in a rectangle in the
document so you can easily locate it.
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If you want to remove a document from batch, select the document in the Documents to
print box, then click the Remove button.

5. Click 1H[W to continue.

6. In the 'RFXPHQW�&RQWHQW�&RORUV dialog box, select a document content color option:
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7. Click 1H[W to continue.

8. In the $QQRWDWLRQV dialog box, select whether you want to print annotations, and then
click 1H[W to continue.
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15. Optional: Click the link &OLFN�KHUH�WR�RSHQ�WKH�RXWSXW�IROGHU to review the printed
output.

16. Click )LQLVK to close the wizard.
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7. Click 1H[W to continue.

8. In the $QQRWDWLRQV dialog box, select whether you want to print annotations, and then
click 1H[W to continue..
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b. When the 2SWLRQV dialog box opens, click the 6SUHDGVKHHW
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4. Clear or select the ,QFOXGH�DQQRWDWLRQV�ZKHQ�SULQWLQJ check box, depending on your
preference.

The default setting is to not include annotations when printing (cleared).

5. In the &RORU list, select the color for which you want all annotations to print.
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7R�VHQG�DQ�WORRN�HPDLO �WR�&DVH0DS
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2. In 2XWORRN, locate the emails to be sent to the case and click the 'Send Email to
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a. Perform the following:
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Double-click the paperclip to open the file in CaseMap DocManager.

6. Optional: In 
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Tagging case records
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4. In the )LQG�:KDW field, type in the text you want to locate.

5. Click either the )LQG�)LUVW or 㐀㤀　
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4. Navigate to another cell or record to save your changes.
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%XON�)LHOG�8SGDWHV
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Reporting Options and Considerations



Using CaseMap 503



CaseMap504

© 2017 LexisNexis. All rights reserved.

4. Click on the 5HSRUW�2SWLRQV tab to adjust the font type and size for both the report title
and body text.

5. In the 0LVFHOODQHRXV area, select check boxes to include the following options: 
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These settings apply to all reports in the case.

12. In the 
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1. In the &DVH�6KRUWFXWV panel, click on the icon for the spreadsheet you want to use.

2. Right-click in a record cell to access the filter tools.

3. In the 6HOHFWLRQ field type in the text you want to use or select a field status from the
drop-dow 

㐀⸀ 䌀氀椀挀欀 
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7R�SULQW�D�%\�,VVXH�UHSRUW

1. On the 5HSRUWV menu, click %\�,VVXH.

2. When the %\�,VVXH�5HSRUW�:L]DUG launches, click 1H[W.

3. IOn the �&�D�V�H�0�D�S���6�S�U�H�D�G�V�K�H�H�W
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6. Select or clear check boxes for issues, then click 1H[W.

7. In the ,VVXH�)LHOGV dialog box, select whether or not you want to include additional
fields.

Click the Customize button to add fields to the Visible Field listing, then click OK.
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Use the Move Up and Move Down buttons  to organize the viewing order for the
report.

8. Click 1H[W to continue.

9. In the /LQNHG�)DFW�)LHOGV dialog box, select whether to print fields in the current
spreadsheet view or only those displayed in the 6HOHFWHG�ILHOGV box.

Click Customize to add or organize the fields to suit your needs, then click OK.

10. In the 5HSRUW�)RUPDW dialog box, select output format, then click 1H[W.

11. Click )LQLVK to print the report.

Notice that all records linked to an issue are displayed in separate tables for each issue.

You can now save the report as a Word file or PDF file, and save the it in the network
folder where you store reports.
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2. When the %\�2EMHFW�5HSRUW�:L]DUG
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Printing a Search ReportBook
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fields, sort order, filters, groups, and print options for the report. Click the Rename
button to change the report name within the ReportBook.

3. Click 2.
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The report displays in DocManager with an Attachments pane listing the linked files. For each
linked file listed an icon indicates its file type and the number of search hits displays to the right
of the file name. Each linked file's folder path displays at the top of each file tab. The search
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click Copy.

http://www.lexisnexis.com/en-us/litigation/products/casemap.page?category=CaseAnalysis-TrialPresentationProducts1
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7. Click 1H[W to continue.

8. In the $QQRWDWLRQV dialog box, select whether you want to print annotations, and then
click 1H[W to continue.
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7R�EDWFK�SULQW�WR�3')

1. On the�5HSRUWV menu, select %DWFK�3ULQW, and then click 7R�3').

2. When the %DWFK�3ULQW�:L]DUG launches, click 1H[W.

3. In the 5HYLHZ�'RFXPHQWV dialog box, review the documents you want to print from the
current spreadsheet.
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15. Optional: Click the link 
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If you want to remove a document from batch, select the document in the Documents to
print box, then click the Remove button.

5. Click 1H[W to continue.

6. In the 'RFXPHQW�&RQWHQW�&RORUV dialog box, select a document content color option:

8VH�WKH�RULJLQDO�GRFXPHQW�FRQWHQW�FRORUV

&RQYHUW�DOO�RI�WKH�GRFXPHQW�FRQWHQW�FRORUV�WR�JUD\VFDOH

'LVSOD\�WH[W�LQ�WKH�GRFXPHQW�LQ�EODFN



CaseMap560

© 2017 LexisNexis. All rights reserved.

7. Click 1H[W to continue.

8. In the $QQRWDWLRQV dialog bdc,g ��H�[�W
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13. Optional: Click the link 
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> Batch Print.
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If Yes, click on the color for which you want annotations to print in the Color list,
and then click 1H[W to continue.

g. In the 2XWSXW�'HVWLQDWLRQ dialog box, select the printer you want to use in the
3ULQWHU list.
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batch print operations

create a PDF copy
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a. In the 
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3. In the 'RFXPHQWV�WR�,QFOXGH dialog box, select the documents to be used in the
production set using one of the following options:
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4. In the 5HYLHZ�'RFXPHQWV dialog box, review the list for to ensure that all documents
based on the count are present, and then click 1H[W.

The Review Documents dialog box displays.

5. Conditional: In the�5HYLHZ�'RFXPHQWV dialog box, if there were no documents returned,
click the %DFN button, select another option, and then click the 1H[W button to continue.

2SWLRQDO��7R�UHPRYH�D�GRFXPHQW�IURP�WKH�SURGXFWLRQ�OLVW

a. In the Review Documents dialog box, highlight the document(s) to be removed, and click
the Remove button.

The document(s) is/are removed, and the number of documents listed in the
Count area is decreased.

b. Click Next. 

6. In the %DWHV�6WDPSV�2SWLRQV dialog box, select the Bates stamp options to be applied
to the documents.
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6DYHG�)LOWHU

a. In the
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The Producing documents dialog box displays.

18. Please wait while the selected documents are processed.

The Completing the Document Production Wizard Completion screen displays. dialog box
displays.

19. Perform one of the following:

Optional: In the &RPSOHWLQJ�WKH�'RFXPHQW�3URGXFWLRQ�:L]DUG�&RPSOHWLRQ�dialog box,)LQLVK.

-or-

Optional: In the &RPSOHWLQJ�WKH�'RFXPHQW�3URGXFWLRQ�:L]DUG�&RPSOHWLRQ�dialog box,&OLFN�KHUH�WR�RSHQ�WKH�RXWSXW�IROGHU l[(d)-nk to view the l[(d)-st of documents.

5HODWHG�7RSLFV

Batch pr[(d)-nting l[(d)-nked documents
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5. In the (GLW�5HSRUW%RRN�,QWURGXFWLRQ dialog box, modify additional preferences in
the 6HWWLQJV
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For more information, see Sorting multiple fields.

15. 7R�DGG�D�ILOWHU 

In the (GLW�5HSRUW d67(f)alog box, cl67(f)ck the )LOWHU button to add/remove a spreadsheet filter,
then cl67(f)ck 2..
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1. In the &XVWRPL]H�5HSRUW%RRN dialog box, click the &RQI��6WDWHPHQW button. 

2. In the (GLW�5HSRUW%RRN�&RQILGHQWLDOLW\�6WDWHPHQW dialog box, select the (QDEOHG
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Exporting Data

About exporting data

CaseMap allows you to extract case data to save in a variety of file f75( )18.66rmats, exp75( )18.66rt directly to
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([SRUW�GDWD�WR�WKH�IROORZLQJ�WH[W�ILOH�IRUPDWV�
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3. In the 



http://www.lexisnexis.com/en-us/litigation/products/timemap.page?category=CaseAnalysis-TrialPresentationProducts6
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Sanction, and then cpick the Send To > LexisNexis Sanction > Current Record.

,I�WKH�GRFXPHQW�ZDV�SUHYLRXVO\�VHQW�WR�6DQFWLRQ

If the document was previouspy sent to Sanction, the foplowing dialog message is
displayed.

Perform one of the foplowing to continue:
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'RFXPHQWV) to open it.

3. Opti67(o)-59.6nal: In the 2EMHFWV���'RFXPHQWV
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/Casemapsuitesupport/cm_docs/cm12/CaseMap_Keyboard_Shortcuts_QRC.pdf
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Keyboard Shortcuts: Spreadsheet Views

Shortcut Keys Use
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CaseMap    

toolbar buttons     33

toolbar buttons, changing     37

what's new     12

cases    

about     70

about adding, CaseMap (local)     84
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facts    
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gridline and shade color    

changing     93

- H -
Hawkins vs Anstar    



CaseMap662

© 2017 LexisNexis. All rights reserved.

list dialog boxes    

fields     107
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reports    

about     497

about, printing     499

add title pages     497

adding/editing report title pages     505

adjust spreadsheet views     499

batch printing link2(c)-38.4ed documents     451, 547

batch printing link2(c)-38.4ed PDFs     563

By Issue Report     513

By Object     525
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