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Introduction

This guide is intended for those who already have Openlaw or are considering using it.
The focus is on Openl awdistingpdocumantsyn lipgatrop ose whi ch
And displaying images of them.

There are other guides, including An Introduction to Openlaw which shows the main
functions and Openlaw Data Profiles which identifies the kinds of data which can be held.

This guide is concerned with the practical and technical aspects of using Openlaw,
whether for a single Case or for site-wide use.

It also addresses some of the questions which may be asked by users and clients.

If you want further information, please contact:

Richard Brockbank richard.brockbank@oxfordlaw.co.uk

Oxford Law and Computing Limited
Tatham House, Northcourt Lane, Abingdon, Oxfordshire, England OX14 1PN
Tel: +44 (0)800 019 9890

or see our web sites at www.oxfordlaw.co.uk and www.openlaw.co.uk



mailto:richard.brockbank@oxfordlaw.co.uk
http://www.oxfordlaw.co.uk/
http://www.openlaw.co.uk/
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Primary Functions

Openlaw has simple primary functions:

v

to hold primary Disclosure information about documents
to display pictures of the documents

to allow documents to be classified and sorted

to print lists and bundles

v

It has many more sophisticated functions

v

A very large amount of data can be stored in it
» It comes in several variants
» There are Add-Ons to do particular tasks

» You can import and export data and exchange it with others

v

But its primary function is listing documents simply and efficiently
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Start Small

However simple the approach, there are necessarily things to learn when
making the transition from a word-processed list to an image-enabled database.

This is not just a matter of using basic functions like adding an Item or making a
search or printing a List, but how to exploit the tools to work more efficiently.

Think of it as being like learning seamanship i you start with a small
sailing boat and get to know the ropes and the basics of navigation.

For many, the first introduction to electronic document
handling comes with the biggest case they have ever
had i the use of a system must be learntin parallel

with getting to grips with the Case itself. This is like i
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learning seamanship on an ocean-going ship.

If, however, you do have a large case and are new to
litigation support software, we can help in several
ways. We can provide staff on-site, supporting
services, advice on how to tackle the project, advice
on how to deal with the other parties (what can you
ask for, what can you do with it, what should you give
them), consultancy and introductions to bureaux.
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Openlaw Basics

» What is the minimum you need to know to add Items and show Images in Openlaw?
» What does a fACaseodo consist of?

» What kinds of data might go in to the Case?

» Who should get the datain?

» How do you add an Iltem?

» How can you find a Selection of Items and save them as a Bundle for re-use later?
» How do you print a Bundle as a List of selected Items in date order?

» How do you scan and see an Image?

» You use the Item cards to hold data; you search the datato find cards.

»Each document l inks to its own card. Find the cards

a



ltem Card and Image

Theimage is displayed beside the Item card.
This can be any file type which the computer
knows how to display

All the information stored
about a document or other Item
Is displayed on a tabbed card



