June 24, 2008

Understanding Redactions in Fios Prevail

Overview

Redaction represents a process of removing portions of an imaged document in order to
preserve attorney-client, doctor-patient, or other privileged information. Rather than
marking the entire document as privileged, you may choose to redact only portions of the
document prior to producing it in response to a discovery request.

Documents with an associated TIFF image file can be redacted by those with Redaction
Editing privileges (see Redaction User Roles, below).

e Redactions can be added using the Redaction Explorer™; tool in Fios Prevail.
Redaction regions can be added by drawing boxes around the portion of the image
to be redacted.

e With each redaction, a Privilege Claim must be entered, as well as an optional
note about the redaction.

e EXxisting redaction regions can be edited, including resizing and moving, or
deleted while the document redaction status is in a working state (see Redaction
Status, below).

Once a document has been redacted and approved in Fios Prevail®, it can be produced as
a "burned-in" TIFF image file. Redacted regions which are displayed as translucent boxes
in Fios Prevail® are produced as solid black (opaque) regions in their final form. This
"burn-in" process completely eliminates the ability to view the underlying image when
produced.

Redaction Status

There are three Redaction states - Working, Pending, and Approved.

e A Working status is automatically entered when an initial redaction region is
added to a document.

e Once the review is complete for a given document, a Redaction Editor can move
the document to a "Pending" status.

e A Redaction Manager can then approve the document for production by moving
to an "Approved" status.

0 Only redacted documents that are in an Approved status can be produced,
thereby preventing an inadvertent production of an incomplete redacted
item.

0 Redacted items cannot be produced natively.
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Redaction User Roles

There are two associated user roles (permissions) associated with redactions - the
Redaction Editor and the Redaction Manager.

e Either role can add and edit redaction regions to documents that are not in an
Approved status.

e Redacted documents in a "Pending" status can only be approved (moved to an
"Approved" status) by a Redaction Manager.

¢ Redacted documents in an "Approved" status can also only be reverted back to a
Working status by a Redaction Manager.

Understanding the Redaction Explorer™

e The Redaction Explorer™ is one of the tools available from any Item view by
clicking the Tools button and then selecting Redaction Explorer from the
available Tools menu.
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The Redaction Explorer™ allows you to do the following:

Draw Redaction Regions
e Redaction regions can be added by drawing boxes around the portion of the image

to be redacted.
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With each redaction, a Privilege Claim must be entered, as well as an optional
note about the redaction.

,B Edit Privilege Claim -- Webpage Dialog

Edit the privilege claim type and note:
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View/navigate the redactions that have been made to an item.

il opions A Feedback & Logoff @ Meip

ol

I Redaction Explorer™ v _EI

Hindacsion stabus: Warking
Hext stegi

Mame: Repording for Payroll

Ow-'n. nllmmlﬂwwus

FENSE: 8050000000192 Dunlicates; & Modifieds  3/17/2002 41937 a4

Type: Emaid Extraciad Cats Annctations: o Chaim 0 Secdnis

[ [ T=l
[swe | 2] apply Brsparties ta Bmail Chae

(] Fo— Y Zeoen: | 100% 2

otmte: B | O] C |

Privilege Claimi

Ta DL-SOPHIE

From. Adarm Faber

o

Bex:

Recesed Oala 2000-12-28 014005

Subjedt: Tima: Reporing for Faymd

Hiio, Everyone

Dunrmmmmlmwmlohlomawumﬂ‘wwﬁ"ﬂwmd wnah pay | rem

T DADEWOK 15 A NUSHNOS, Dt rmnommnmnnrmumewlanmw The Tinse Caed tom &
il 2 ad savulidly Il yos
have any DOUt T RO OF Ly
Thanks far psur saoparntion
=

£ »

o Select one of the privilege claim items in the list.
e The associated redaction region will be highlighted in red on the image pane. (or
select the region directl
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Edit the claim type and note for any redaction region

e Select one of the privilege claim items in the list.
0 Press the Edit Button

Redaction Explorer™ v {@l
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Revert to
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Note:
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Edit
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Change redaction status

e Submit a redacted item for approval by pressing the Submit For Approval
button.
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Approve redactions

e Approve a redacted item for production (previously submitted for approval) by
pressing the Approve button

Redaction Explorer™ ~ H@]
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Privilege Claim:
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Note:

______ name and address.

Edit

Claim Type Page
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Revert an item back to a working state

e Revert an item back to a working state (previously submitted for approval) by
clicking the Revert To Working button

Redaction Explorer™ |+ 1&J

Redaction status: Approv|

Revert to

e oring
Privilege Claim:
attorney-client

L Y
-

~

Claim Type Page

Understanding Redaction Print Options

The Redaction Print Options dialog box allows you to select which version of a
redacted document you wish to download for printing locally. Items in a redaction state
can only be printed; they cannot be downloaded as native files.

e When the Redaction Explorer is displayed in the Image view, click the Print
Button.

Additicnally, the employment relationship is “af will.™ Yo have the right to ferminafe the relations!
Tor any reason and the company holds the same right,

& Opague
O Translucent

Download... E Cancel |

0 Select Opaque if you wish to download the item with opaque (black)
redaction regions.
0 Select Translucent if you wish to download the item with translucent
(grayed) redaction regions.
e Click the Download button to save a copy of the item to your local drive.
e The File Download dialog box appears. Click the save button.
e The Save as dialog box appears. Browse for a destination to which you wish to
save the item, or accept the default location, and click save.

Fios, Inc. © 2008 6 of 7 Rich Wersinger




Redactions in Fios Prevail June 24, 2008

Producing Redacted Tiffs

All redacted items can only be produced if they are in the “Approved” state. As a safety
precaution, our system will not allow a redacted item to be produced if it is in the
“Working” or “Pending” state.

Fios employees do not have the authority or ability to approve redactions for the client.

If there are items that need to be produced that are currently in the “Working” or
“Pending” state, the client can either push it to the “Approved” state or click on the actual
redaction box on the image and delete the redaction.

When the item with the redaction needs to be produced, there are a couple of options to
select regarding the tiff image and the text (if text is available for the item).

Tiff Image
The redacted tiff image can be produced the following ways:

1. Opaque - A solid black box will appear where the redaction was selected on the
document, making the text underneath completely unreadable.
2. Transparent — a highlighted box will appear on the redacted portion of the
document showing where the redaction took place. The text is completely legible.
a. The benefit of this is if you want to keep a copy in house that was sent to
opposition.
b. You will be able to see where the redaction was applied and still be able to
see the text.
3. None — The redaction will not show up on the tiff image at all allowing the
document to display the full text

Text
If text is available we can associate the text to the image the following ways:

1. Redacted Text Statement - We can supply a single text page that stating “This
item has been redacted”. The rest of the text for that item will not appear in the
production.

2. OCR’d Redacted Text — We can supply all of the text for the file excluding any
text that was redacted.

3. OCR’d full text — We can supply the full text for the document including the text
that was redacted.

4. No Text — No text files will be associated with the tiff images.
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