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Introduction to the Clarify Search Interface

To open the search interface, click on the Search icon near the top right of the T

v

project pane (make sure to allow pop-ups to ensure this feature is available). The
search screen is divided into three main areas. The top section, Search Criteria,
includes a set of tools for constructing a search query. The middle section, Search
Query, shows the query you construct using the Search Criteria tools. Note that you
can also type directly into this text box to construct a query if you know search
syntax. The bottom pane, Search History, shows a list of searches that have been run.

' © SEARCH CRITERIA

€ Search By Term © Synonym Search

€ Search By Tag © Proximity Search

Search Criteria: Click on a
search type to open the pane

Field Search H
o for input.

& Search By Folders
& Wildcard Search € Mon Processable Search
€ Fuzzy Search

COMBINING OPERATOR @ OR ) AND ) NOT

© SEARCH QUERY

Search Query: Your input from the criteria

panes will be formatted into proper search

syntax and added here. You can also type
directly into this field.

Search History: All executed
searches are saved here. Re-run a
search by right-clicking on it.

Save Search Result

Search View All Records Browse Not Tagged

© SEARCH HISTORY i1 Today [~

Show Saved Search Only _By: [~

S.No. Search Name Expression Searched Date Direct Docum« Total Docume Total Dups Count Searched By 1Is LoadFile Search
1 Wrong with wildcard FULLTEXT(wrong®) 2/9/2012 2:45:13PM 721 1793 3533 jtingey No -
2 FULLTEXT(wrong\~) 2/2/2012 1:16:25FM 575 1326 2766  jtingey Mo
3 FULLTEXT(wrong\r) 2/9/2012 9:52:09 AM 575 1326 2786  jtingey Mo
4 FULLTEXT{wrong\~) 2{9/2012 9:42:24 AM 575 1326 2766 jtingey No
FULLTEXT{wrong OR wrongdoers OR. wrong
doing OR. wrongdoings OR. wrongdong OR
5 wronged OR wrongful OR wrongfull OR wro  2/9f2012 9:15:44 AM 721 1793 3873 jtingey Mo
nafully OR wrongheaded OR wrongly OR wr
ongs)
[ FULLTEXT(wrong\~) 2/9/2012 9:14:09 AM 575 1326 2786  jtingey No
FULLTEXT{wrong OR wrongdoers OR. wrong
doing OR wrongdoing.84 OR wrongdoings o
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View and Change the Project Scope

Once you have logged into Clarify and opened a project, you can set the project scope to determine how
much or how little of the data ingested you wish to work with. Each time a project is opened, its scope
includes all custodians by default. You can choose to work with fewer custodians. Project scope can be set
on the project screen or from within the search screen.

Set scope on the project screen

Custodians included in the project scope will display with their check box checked. To remove a custodian
from the scope, click the check box to un-check it. To include a custodian in the scope, make sure their
check box is checked. A click-out menu is available at the top of the column of checkboxes to select or
unselect all custodians. Click the Search icon in the top right of the project screen to open the search screen.

© CUSTODIAN / MEDIAS © CUSTODIAN / MEDIAS
SeBctAl Scan Ingest Ingested Date | 2 ~Qgedis ame Scan Ingest Ingested Date
Project: E || | Project: Envon Test O3B Click-out menu to select or
.. i, "
[ 00001 Scanned Pracessed 4 | 00001 S aom
Custodian: Baley 5 Custodan: Badey S Custodian "Bailey S~
00003 Scarned Processed 4712011 /| 00003 will be in scope 47/2011
Custodian: Baughman D [ Qutodian:
] o000z Seanned Frocessed 47011 00002 Scarned Frocessed a7
Custodian: Guzman M Custodan: Guzman M Custodian "Baughman D"
@ 1 (7] 00004 will be not in scope 47011

Change scope from the search screen
Click on the counter-clockwise pointing circle at the top right of the screen to open a modal window.

View or Change Project S(D

Heo N4

Check or un-check custodians to include or exclude them from the project scope, then click “Apply.”

Project Scope ®
#  Media Name Scan Ingest Ingested Date
Project: Enron Test Data =
Custodian: AroraH
00001 Scanned Processed 4f7/2011
Custodian: Baley 5
00003 Scanned Processed 4f7/2011
Custodian: Baughman D
00002 Scanned Processed 4/7/2011
Custodian: Guzman M
00004 Scanned Processed 4f7/2011
Apply
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Search Settings / User Preferences

User preferences for search can be set by clicking on the “Search Settings” icon '
in the upper right of the Search pane. The following preferences can be set.

Search Filter Expand Mode
This option controls the way long lists of filters can be manipulated to show out-of-view options. When set to
"Single View,” only the top 50 filter options will initially display. A “More” link is available to add more filter
options. When set to “Multiple View,” out-of-view filter options can be accessed via page-turning.

Search Filter Order

This option controls the method used to display items within the filters on the search results page. Select “By
Document Count” to show filters with the highest number of matching documents at the top of their list.
Select “Alphabetically” to show filters sorted alphabetically.

Results Display
This option controls the initial display of the search
results. You may switch to different views while looking

at results.

Summary View: Each item in the results list displays with
document metadata and a few lines from the document
body.

Table View: The results pane is divided in half. The top
half displays a list of matching items with minimal

metadata. The bottom half displays the full text of the

item selected in the top half of the pane, and includes a .
Summary View

tab to access the Native File Viewer.

Detail View: Each result is displayed one at a time with metadata and full text, and with a tab to access the
Native File Viewer.

Table View Detail View
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Query Terms Range

This setting allows you to control the range the system will use when finding results for Wildcard, Fuzzy and
Synonym searches. Generally speaking, higher numbers yield more results, lower numbers yield fewer
results.

Hide Tag Confirmation
Check this box to turn off the modal confirmation window that displays the result counts of the tagging.

Show Hidden Objects Warning
Check this box to turn on the modal window alert when hidden objects are found in a Office file.

Once all Search User Settings preferences are set, click “Save” to apply them. Click “Close” to exit the
preferences pane without saving any changes.

Search Criteria

Clarify Search can accept input for any of the following search methods: Search by Term, Search by Tag,
Wildcard Search, Fuzzy Search, Synonym Search, Proximity Search, Field Search, and Non Processable
Search. Search types can be combined into a query string. Search terms are not case sensitive. Click on any
of the search types in the Search Criteria pane to expand that section.

Search by Term
Click on “Search By Term” to open the term input pane.

Load From File

The first option is “Load From File.” Using this g «...cr 5y 7em )
option, you can create a long list of search 7] Load From File [~ ]
terms or a complex search query in a text [Browse.. || vaidste
editor such as Notepad. When creating your With Atleast One Term

. . With All The Terms
own load file, use one term per line. A term can ]

With Exact Phrase

be a single word - e.g., Fios — or can be a Contains
Boolean string - e.g., (Fios AND Inc). At the end o

nds With
of each term or string, press the Enter key on e
. Search Terms On | @ Both O Fullkext © Attributes
your keyboard to start a new line of text for the

next term. Your document should look a0o et
something like this:
Fios AND Inc
Electronic OR discov  ery
Once your list of terms is complete, save your file as plain text with the “.txt” file extension. Complete
documentation on search syntax is available on our training and support site.

http://training.fiosinc.com/fios_clarify/search_syntax_cheat_sheet.htm!

Click to check the Load from File checkbox. If your query is constructed based on Search Term, FilelD,
EntrylD, HashValue or Control Number, you can select that option from the dropdown menu. Click “Browse”
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to navigate within your computer system to your load file, then click “Open” to add the file. Click “Validate”
so the system can check that the search syntax is correct before executing the search.

Once the system validates your file, you will need to browse to the same load file, then click the Add button.
Click “Search” to execute the search.

With At Least One Term

When you enter one or more terms in the field labeled “With At Least One Term,” the search will return results
in which one or more of the terms are present. Your query will be added to the Search Query field with the
Boolean operator OR - e.g., ALL(electronic OR discovery). The OR operator generally yields more results than
the AND operator because only one of a string of terms is required for an item to match the search criteria.

With All The Terms

When you enter one or more terms in the field labeled “With All The Terms,” the search will return results in
which all of the terms are present. Your query will be added to the Search Query field with the Boolean
operator AND - e.g., ALL(electronic AND discovery). The AND operator generally yields fewer results than the
OR operator because a larger number of terms required to appear in a result reduces the number of results
likely to match the query string.

With Exact Phrase

When you enter one or more terms in the field labeled “With Exact Phrase,” the search will return results in
which the exact phrase is present. Note that the search will execute without regard to case sensitivity. Your
query will be added to the Search Query field enclosed with double-prime marks - e.g., ALL(“electronic
discovery”).

Example
Terms entered electronic discovery
Matching results Electronic discovery
Electronic Discovery
ELECTRONIC DISCOVERY
Contains

When you enter a search term in the field labeled “Contains,” the search will return results with words that
include the term. The term will be added to the Search Query field surrounded by asterisks: ALL(*elect*)

Example
Terms entered elect
Matching results electric
electronic
select
Begins With

When you enter a term in the field labeled “Begins with,” the search will return results with words that start
with the term. The term will be added to the Search Query field followed by an asterisk: ALL(elect”).

5 Fios Clarify: Search www.fiosinc.com
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Example
Terms entered elect
Matching results elect
electric
electronic
election
Ends With

When you enter a term in the field labeled “Ends With,” the search will return results with words that end with
the term. The term will be added to the Search Query field preceded by an asterisk: ALL(*elect).

Example
Terms entered elect
Matching results elect

select

Search Terms On

You can choose what set of data your query executes against. By default, search will run against all text and
metadata, as indicated by the selected state of the radio button labeled “Both.” If you want your search to
run against only the text, click the radio button labeled “Fulltext.” If you want your search to run only against

the metadata, click the radio button labeled “Attributes.”

Constructing a Complex Query

To add terms to your search query, click the “Add” button. The
first time you click it, the terms from the field will be displayed
in correct search syntax in the Search Query field below. If you
then enter more terms and click “Add,” you will see a click-out
menu that asks you to choose the Boolean operator to use
when concatenating the second term with the first. Click on the
operator you want to add to the term. This feature is available in
all of the search criteria panes. For a good explanation of
Boolean operators, read this article from About.com.
http://websearch.about.com/od/internetresearch/a/boolean.htm

Search by Tag

To find items with tags applied to them, click

e

2. Click the ADD button
and select the desired
Boolean operator

3. The term you
entered will display in
= the query field with
ALL(electric) AND ALL(*bankrupt*) correct search
syntax.

. © search By Tag @
on “Search By Tag” to open the input pane. p— ———— P —— .
The pane will display all tags in the project : .
and will include counts of items that match privleged 0 0
the tags. The total tag count includes parent, E:ﬁﬁdenm 4&6: 10142
children and duplicates for items tagged. -

Click on the check box next to the column

ADD Clear

6 Fios Clarify: Search
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head “Tag Name” to select all tags. Click on the “Clear” button to un-check all tags. Click on the
check box next to individual tags to select tags individually. Then click “Add” to include your
selections in the search query.

Combining Operator

At the bottom of the Search Criteria pane, you can
choose which Boolean operator is used between
selections in the Search by Tag, Wildcard Search,
Fuzzy Search, Synonym Search and Non
Processable Search. The default operator is “OR” to COMBINING OPERATOR @ OR ) AND ©)
yield more matches.

© Search By Folders

[ [roderre ecam |-
Search By Folders | e ——
To find items in folders, open the “Search By T 2517
Folders” pane. Click to check the folders you wish B e e -
to search, then click “ADD” to add this criteria to e P -
your query.

Wildcard Search

Use the Wildcard Search pane to construct a query © Wudeara searcn Ze
. . P rcl [Expand Using Ful] Hide Counts n
to find results that match the term with variations. ‘ T nfow |[TERIRNG @ i
[ Terms. " Documents Count
Once a wildcard term is entered, you can view and ——
i

select matches in the data set prior to running the
search. Asterisks are used to search for matches that
include multiple character variations. A question mark
is used to indicate variations of only one character.

ADD Clear

© Wildcard Search %‘l @
Exam ples search |Neweo™ | [Expand usng Fu\ITE‘ Hide Counts Expand
|01 7ems
Terms entered gas? & O heweo
- ==
Matching results | gasp newcort
[C] | newcomerd@detroitedison.com
Terms entered gas*
Matching results | gases
ADD Clear
gaseous
Terms entered *gas* Spczacedsech Ee
Search [g7s | [Expand sing Enﬂ'\El 7] Hide Counts Expand
Matching results | gigaset [ 1] Tems [coamenscant |+
gases  E—— :
[ gms 8
Madagascar e
[ aps 4
Terms entered | g?s [ ——
g | 22
Matching results | gas 200 Cear
gus
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Enter the term with wildcard indicators in the text field labeled “Search.” By default, the system will expand to
look for matches in both full document text and metadata. Use the dropdown menu to limit the matches to
either full text or attributes (metadata). Click the “Expand” button to show matches from the data. Click on
the check box next to the word “Terms” to include all matching terms in the search query. To show how
many documents match each of the expanded terms, click “Hide Counts” to un-check its checkbox and click
“Expand.” Check the terms you want to include in the query and click the “Add” button. Click the “Clear”
button to remove all input from the Wildcard Search pane without adding it to the query.

Fuzzy Search

A fuzzy search looks for approximate matches to the

search term. A common use of fuzzy search is to find ° ;a:gh TR [ wecons | Bpend o
results when the correct spelling of a term is [ vem r— oaments Caunt
unknown. To add a fuzzy search to your query, type Do ey A

the term into the field labeled “Search.” Use the

dropdown to limit matches to either full text or

attributes (metadata). Un-check “Hide Counts” to see w00 Gear

the number of documents in the data set that match © Fussy searen fe
the fuzzy variations on your search term. Click Search [gas Expard Usng FIT ] - [t Counts | Expond
“Expand” to see the list of matching terms in the data o
set. Click on the check box next to the word “Terms” g =

to include all the matching terms in the query, or g -

check only terms pertinent to your matter. Click the Bljeo= .

ADD Clear

“Add” button to add the selected terms to the query.
Click the “Clear” button to remove all input from the
Fuzzy Search pane without adding it to the query.

'COMBINING OPERATOR @ DR () AND ) NOT

Synonym Search

A synonym search provides a results set that includes synonyms of the query term. Use the synonym search
to enter a term and select pertinent matching terms from a list constructed from the data set.

© Synonym Search = @ © synonym search =@

Search | gas [Expand Using Both] ﬁ Hide Counts Expand Search |gas Expand Using FulT [§5al Hide Counts Expand
D[ reme Expand Using Both Documents Count [7]| Terms
Expand Using FullText . - & [ gss
Expand Using Attributs
7] boast
] brag

Alle= !

ADD Clear

m

ADD Clear

To add a synonym search to your query, type the term into the field labeled “Search.” Use the dropdown
menu to limit matches to either full text or attributes (metadata). Un-check “Hide Counts” to see the number
of documents in the data set that are synonyms with your search term. Click “Expand” to see the list of
matching terms in the data set. Click on the check box next to the word “Terms” to include all the matching
terms in the query, or check only terms pertinent to your matter. Click the “Add” button to add the selected

8 Fios Clarify: Search www.fiosinc.com
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terms to the query. Click the “Clear” button to remove all input from the Synonym Search pane without
adding it to the query.

Proximity Search

A proximity search returns results where © Froximity Search °
two or more terms are within a specified Search | gas clectric
distance without regard to the order of the Max Wordsin hefween | 1
terms. The distance specified is called the

<l

ADD Clear

“slop factor.”
Example
Terms entered gas electric
Max words between 10
Matching results [...] over 40 major investor-owned electric utilities, independent

power producers, natural gas suppliers [...] [...] leading provider of
natural gas and electric power to [...]

To add a proximity search to your query, type the terms into the field labeled “Search.” Enter the maximum
number of words allowed between the terms, and click “Add” to add the terms to the query. Click “Clear” to
remove all input without adding it to the search query.

NOTE: The results will include at least one occurrence of matched terms occurring within the slop factor;
however, all matching terms will be highlighted in the full text viewer.

Field Search

The Field Search tool allows you to search © Ficld search @

Field | Language EQUALS( =) E

for terms occurring in specific data and ——

metadata fields. You can search against the
following list of fields.

ADD Clear

1  Body: Equivalent to a full text search.

=a

ControlNumber: A unique identifier applied to a file each time it is exported. A file can have multiple
control numbers.

Domain: The domain name (e.g., “example.com”) in an email’s sender and recipient (To, CC, BCC) fields.
EdocsAuthor: The author identified in an electronic document’s metadata.

EdocsTitle: The title identified in an electronic document’s metadata.

EmailBCC: The name and email address of recipients blind-copied on an email.

EmailCC: The name and email address of recipients copied on an email.

EmailFrom: The name and email address of an email’s sender.

EmailSubject: An email’s subject.

EmailTo: The name and email address of an email’s recipient.

= =4 =4 4 -4 4 -8 -8 4

Extension: A document’s extension: e.g.: .msg or .xIs. This field contains the actual extension used on a
file, which can be different from a document’s file type.

9 Fios Clarify: Search www.fiosinc.com
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FileID: A unique identifier assigned to each file as it is ingested into Clarify.

FileName: An electronic document’s file name, e.g.: document.docx.

FileSize: The size of the file in bytes, kilobytes, megabytes or gigabytes.

FulltextSize: The size of a file’s text in bytes, kilobytes, megabytes, or gigabytes.

GroupDate: In Clarify, a Group is a collection of items related to each other because of email threading or
parent/ child relationship. The GroupDate is the date associated with the parent item in the group.
HasHiddenObiject: This contains a true or false value based on whether or not an item has any hidden
objects. Examples of hidden objects in Microsoft Office documents: tracked changes from collaborative
development, hidden rows or columns in spreadsheets, presentation notes, etc. Please see this article at
Microsoft for more detailed information on hidden objects. http://office.microsoft.com/en-us/excel-

help/remove-hidden-data-and-personal-information-from-office-documents-HA010037593.aspx

Language: The primary language used in the document. Only languages actually present in the data set
will be available to select from the language dropdown menu.

MessagelD: A unique identifier of a message assigned by the message client. A MessagelD is required to
be globally unique, and is sometimes referred to as a GUID or Globally Unique Identifier.
OriginalFilePath: Contains an item’s original path — e.g., \directory\another_directory\filename.txt.
RecipientDomain: The domain name(s) in an email’s recipient fields (To, CC, BCC).

SenderDomain: The domain name in an email’s From field.

To add a field search to your criteria, first select the desired field from the “Field” dropdown menu. The

content of the additional dropdown menus and input boxes will vary depending on the field selected to

search. Generally speaking, if the field to be searched contains a variable amount of data, the interface will

present a dropdown menu to let you choose operators to define the scope of your search. For broader

results, select “Contains,” “Starts With,” “Ends With,” “Greater Than,” etc. To target an exact word, phrase,

number or date, select “Equals.” If the field selected contains only a Yes or No value, the second dropdown

will contain “Equals” and the third will contain “True” or “False.”

Make your menu selections and click the “Add” button to add the criteria to your query. Click the “Clear”

button to reset all the menus and text entry boxes.

Non Processable Search

The Non Processable Search tool enables search for items © Non Processabie search )
Search Documents Document Count
that could not be processed. ltems may non-processable R —
for a variety of reasons; this tool allows you to search by (] Mo Processable 1282
. i [ corrupted 0
the reason an item was not processed. Click to check the [F] ko Documernts 1256
reasons to include in the search criteria. Click the “Check g“’d"“‘*s‘ o
System Files 0
All” checkbox to include all reasons. Press the Enter key to 7 De-ist Fes o

execute the search.

[] Password Protected 74

] Check Al
ADD
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Search Query

As you work with the Search Criteria tools, you will see your query being constructed in the Search Query
pane. You can also type directly into the query pane to add or alter the query. Click on the “Search” button to
execute the search. Check the box next to “Save Search Result” to save your search results with a name.
Click on the “Clear” button to clear the query in the pane. Click on “View All Records” to see all ingested
items with no search criteria or filters applied. Click “Browse Not Tagged” to view items without any search
criteria and without tags already applied.

& SEARCH QUERY
[8LL[gas OR electric) AND ALL{bankrupt OR ruin) AND (EmaiTo LIKE "*Skiling™" OR "*Lay*")

[7] 5ave Search Result

Search Clear View All Records Browse Mot Tagged

Search History

The Search History pane provides access to all searches run in the project. You can re-run or manipulate any
of the searches listed in the Search History pane. Paging tools are available at the bottom of the pane to
browse the search history.

© SEARCH HISTORY W Show Saved Search only_py: [ER, [ oat= X |
SNo.  SearchName  Expression Searched Date Direct Document Hit  Total Document Hit  Total Dups Count |~ Searched By Is LoadFile Search
ALL(gas OR electric) AND AL (bankrupt OR i " " p
1 e o Bt ORI afi3/0 12 Zt:45PM 114 311 23 ftingey No
ALL(gas OR electric) OR ALL(bankrupt OR.ruin) ok .
2 e R Pt ORI 311312012 20314750 10607 16810 25042 ftingey No
3 feid > 0 f,;’ 13/2012 10:24:54 A 108482 108482 178123 jtingey No
4 fieid » 0 a 13/2012 10:09:53 A 108482 108482 178123 jtingey No

Page 1 ofl

The default display of the pane shows [l Show Saved Search only_by: i - o-:- NI
searches run on the current day by the tentHit  Total Dups Count  Se|itingey * padFile

. . | lguthrie Yesterday
current user of the system. Filters at the top s B3 g er Last 7 days

right of the pane allow you to expand how 16810 Last 15 days
. s . . Last 20 days

much of the project’s search history is 108482 178123 jtin Lt 25 daye

displayed. - R Last 1 month =

1 To display only saved searches, click
the box next to “Show Saved Search Only.”
1  To see searches by a different user or all users, click the dropdown menu labeled “By.”
1 To expand the date range displayed in the pane, click the dropdown menu labeled “Date.”

The Search History pane displays the following information about each search:
1 S.No.: Search number, or an unique identifier assigned to each search in Clarify.
1 Search Name: The name given to the search when it was saved.
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The search history list can be
re-sorted by Search Name
and Search Date.
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Expression: The search criteria.

Searched Date: The date the search was run.

Direct Document Hit: The number of items which exactly match the search query.

Total Document Hit: The number of direct hits plus their family members - e.g., an email and its
attachment.

Total Dups Count: The number of duplicates in the search results.

Searched By: The user name of the person who ran the search.

Is LoadFile Search: Indicates whether or not search was run from a loaded file. The expression (search
criteria) will not display.

To re-run a search from
the history, right-click on
the row and select
“Search” from the click-

out menu.

To re-run a search and save the results, click “Search & Save Results”

To manipulate searches in the history, right-click on the row, hover over Edit Search History and choose
one of the “ADD” options. The expression of the search will be added to the Search Query pane above.
You can add multiple expressions and edit them in the query pane.

Search Hits Report
If you use a load file, the right
right click menu will have

slightly different options. You
will be able to download the
load file to see the full

expressions searched for. You
will also be able to run the
following reports:

1 Hits Per Term report
(Project Level)
1 Hits Per Term Report
(Custodian)
1 Hit Terms Per Document Report (Project Level)
1 Hit Terms Per Doucment Report (Custodian Level)
12  Fios Clarify: Search www.fiosinc.com



