COMMONWEALTH LEGAL

Commonwealth Legal’s Summation
“Tip of the Month” for November

Including Family Summaries

Did you know that you can use the Family Summaries tool in conjunction with coded fields to
retrieve and view all documents that are related to one another?

For example, if your search results include a contract that was originally attached to a fax cover
sheet (the last document in the list below), the Family Summaries tool will enable you to view this
document in the context of the lead document (i.e., fax) as well as any other attachments.
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This can be useful during the review process and in printing reports in preparation for discoveries
and trial.

Each time you perform a search, you can review your results in the context of their family of
documents. The family includes the corresponding lead document, as well as the associated
attachment(s). In the previous screen shot, we can see that there are five attachments.
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You also have the ability to get a quick preview of the lead/attachments using the right-click menu

in the Attref field. Simply select the Show option and the document will appear in the Image
Viewer.
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Please contact us for detailed instructions on how to use the Family Summaries tool in the context
of your database.

For further training tips or to arrange for a Summation training session, contact your Account
Representative or one of our Certified Trainers at 1-866-LAW-SCAN (529-7226.)

Please visit our website at www.commonwealthlegal.com
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