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Usmg!this ! Tutorial

To progress to the next topic press the right cursor key or click anywhere in the
current topic. To go back press the left cursor key. You can also go to any topic by
using the shortcut menu as shown.
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Speaker Mokes

Screen
Help
End Show

Meeting Minder. .,

Pointer Options #

]

Slide Mavigator

Simply right click anywhere in the current topic, point
to Go, point to By Title and click the required topic.

By Title

d

To return to the main table of contents click

1 Welcome - TheRecord Maokes™
2 Using This Tutorial

3 Welcome

| 4 Chapter 1 - Introduction

5 Chapter 2 — Creating Log Sheets
& Looking Back.

7 what's MNext?

& The End

Slide Mavigatar

There is also a main table of
contents and individual chapter
tables of contents. These tables
show underlined chapter or topic
headings. Click any of the table
entries to go immediately to the
selected option.

Contents

To return to the table of contents for the current chapter click ' Chapter 1
You can exit the tutorial at any time by pressing ESC.
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A Welcome

A Chapter 1 — Introduction

A Chapter 2 — Creating Log Sheets
A Chapter 3 — Log Notes

A Chapter 4 — Reviewing Log Sheets

*&““ Chapter 5 — Searching
*1‘"” Chapter 6 — Printing Log Sheets
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W elcom e

This tutorial guides you through the basic steps needed to use TheRecord Annotator.

What is TheRecord Annotator?

TheRecord Annotator is an electronic note-taking program that provides a
comprehensive method for annotating proceedings. When used in conjunction
with TheRecord Recorder and TheRecord Player, Annotator provides an
advantage over the paper log note process by automatically adding a link to each
note. By linking the log notes to TheRecord content you can quickly locate
specific events in recordings.

You can create notes while recording is 2 Court 1 - 23/0212004 -

active or when playing back existing GIEE R
recordings. You can also create N e
standalone notes. These notes can be N
linked to a recording at a later time. S it

22717 PM idudge Silencel
Z2TA0PM e A Gaspl

Contents 4]/‘%
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Chapter!l |- mtroduction

In this chapter you will find information on the following topics:

“4"" Starting the Program
- TheRecord Annotator Components

- Sizing and Positioning

#~ Column Widths

- TheRecord Annotator Options
- Navigator

- Quitting the Program

R e
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S tarting !the !Program

Prior to working with TheRecord Annotator, you must start the program and
familiarize yourself with the operating environment and the basic methods of
operation.

)y ocuments A Double-click the TheRecord Annotator

é Internet Explorer
3 E-mail | i 4y My Recent Documents  » d k p 1 .*5,
|$I Cutloos Express @ Set Program Access and Detaults eS to I CO n . |

w2 windows Catalog
Set Program Access
Debaults

-Or-

% windows Update

[@ Accessaries

S ey - Click Start, point to All Programs, then
[ames TheRecord Monitor .
[@ Startup . TheRecord Player FOrThEReCOrd and CIICk TheRecord
Annotator.

& internet Explorer

1M3M Explorer

® Windows Media Plays

'*3 Windows Messenoer
l.@ Tour Windows =P

(&

" wrindaws Mawvie [Makg

All Programs "_'i Windaws Messenger

@| Log Cff @| Shut: Down

Chapter 1 "‘4/"‘*"‘

W M3m Explorer
@ Culluuk Express
L—- Remote Assistance
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TheRecord Annotator!Com ponents

The main components of the Annotator window are the Title Bar, Menu Bar, Toolbar,
Log Sheet, and the Audio Bar. The audio bar is referred to in later sections
describing range setting and playing audio.

Title Bar

- AN
— —
The State vs Mr J... - 170472004 - Court 1 - M=E3

Fil= Edit Yew Actions Tools Window Help < Menu Bar
O = & (& M IT- < Toolbar
TS [ils g The State ws Mr Joe Citizen ~|
1/04/2004 [ISSERTNRY Court 1 -
Time Speaker MNote
04:18:33 Case called
09 36:01 fAr Eronam Eegins submissions
Range Bar —— 10:26:11  iMs White Begins submissions
12:49:40 Wr Green Witness staterment
13:32:4149 ou are under oath
14:24:09 Cross examination
14:54:28 Mz Blaclk Withess Staterment
MUIM
N S
Y
Contents Chapter 1 Log Sheet *Jl/"*‘*
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S 1zng land !IPositionmg

If not maximized the Annotator window can be resized and positioned anywhere on
the screen. The minimum height of the window always includes the toolbar, the menu
bar, the log sheet heading and one log sheet row. The minimum width always
displays the Time column and a minimum column width for the Speaker and Note
fields.

Minimum window width
A

To position the Annotator
window drag any part of the
log sheet surrounds that is
not a button or display while
it is not maximized.

Minimum
window <
height

To resize the window
drag any a window
edge or corner until
you reach the
required size

Speaker Note

Contents Chapter 1 JJV*“
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Title IBar

The Title Bar displays the first line of the Description field, date the log sheet was
created or the date of the linked audio, and the Location Name.

Title Bar

File Edit Wiew Actions Tools  Window  Help
O =G & 6 4
................................... ﬂ
Time Speaker Note ~
10:39: 4% Ak Case called
10:40:20 AWM iMr Brown Eegins submissions
10:40:40 AWM iMs White Begins submissions
10:41:03 Ak Withess Statement - Mr Green
10:42:07 AW iCourt You are under oath
W
MM

Contents Chapter 1 41/“’“'
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The ToolBar

The toolbar contains buttons providing quick mouse access to the main Annotator
functions. From the tool bar you can create, open, copy and print a log sheet. You
can also toggle between edit mode and read-only mode, find text in a log sheet and
use the standard tools Glossaries, Pick Lists, Merge and Filter.

Oplen Pri|n Find Text
t
~u
O =@ & & #4IiT -
| | | |
Ne Save Copy As Edit/Read-only Tools
L= The State vs br J... - $/03/2004 - Court 1 - M=) w

File Edit View Actions Tools Window Help

DE B SO M I

BT gs1ilelel The State vs Mr Joe Citizen

Note ~

10:38:42 Add

Case called

10:40:20 Add

W Browwn

Eegins submissions

10:40:40 AW M= White Begins submissions
10:41:03 AM Witness Statement - Mr Green
10:42:07 AWM Court Yaou are under oath

eady

MLIM

Contents

Chapter 1

Ao~
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The M enu Bar

The Menu Bar provides access to the main
functions and settings for Annotator.

File Edit “ew Actions Tools ‘indow Help

From the File menu you can create, open, copy, print and exit Annotator.

From the Edit menu you can switch between Edit and Read-only mode, apply
formatting, cut copy and paste a selection, delete a log note, find text and synchronize
log notes.

From the View menu you can set Always on Top, and toggle the Toolbar and Status bar
on and off.

From the Actions menu you can link content and set the range start and end.

From the Tools menu you can access the standard tools Glossaries, Pick Lists, Merge
and Filter, and Annotator Options.

The Window menu contains a list of all loaded log sheets.

From the Help menu you can access Annotator Online Help, What’s This Help and
Annotator version information.

Contents Chapter 1 ﬂ/pk‘"
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The Range Bar

The Range Bar provides a visual indication that the log sheet is linked to the content
currently loaded in TheRecord player. The Range Bar appears in the narrow black strip
to the left of the log sheet after the log sheet is linked to content.

Audio Start
The top of the thin blue line indicates the start of the linked content.

Range Start Marker

«—— This tab represents the range start time as defined in Recorder or
Player. Further information on defining ranges can be found in
Chapter 4 — Reviewing Log Sheets.

Current Log Note Marker

This indicates the last log note relative to the current play time of
the associated content. As the content continues to play the
current log note marker moves to show the corresponding log
note.

Range End Marker

<+— This tab represents the Range end time as defined in Player.
Further information on defining ranges can be found in
Chapter 4 — Reviewing Log Sheets.

Audio End
The bottom of the thin blue line indicates the end of the linked content.

Contents Chapter 1 ﬂ/pk‘"
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ThelLog!Sheet

The log sheet consists of the Heading section and the Notes section. The Log Sheet
Heading contains three fields that are used to identify log sheets: Description, Date

and Location.

The State vs Mr J... - 1/04/2004 - Court 1 -
File Edit Wiew Actions Tools Window Help

hEH & ¢ &7 -

BEELA oLl The State ws Mr Joe Citizen

Location [sl¥ym

Time Speaker Mote
04:18:33 Zase called

093601 kA Browwn Eegins submissions

102611 M= W hite Eegins submissions

12:49:40 Mr Green Withess staterment

133244 You are under oath

14:24:09 Cross examination

14:54:29 Mz Black Withess Statement

Contents Chapter 1

I Heading

>Notes
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Log!SheetHeadmg
The Log Sheet Heading contains three fields that are used to identify log sheets.

ATl g The State vs Mr Joe Citizen
Date 5/03/2004 ¢ {RYENTIRY Court 1) ¢

The Description field contains text The Date field contains The Location field identifies
entered by the user and is commonly the date of the the venue in which the
used to identify the proceeding. For proceedings. proceedings occur.
example this might contain a case The date could be the You can enter your own text
number, case name, name of the AN

. ) current date or the date of in this field; choose from a
presiding officer and appearances. - : : : .

an existing recording that list of previously used entries

When not selected the Description field Is loaded in TheRecord or accept the automatic entry
only displays the first line of text. To Player. that appears if TheRecord
expand the field select it or click then,ﬂ Recorder or TheRecord
button to the right of the field. Whe Player is running.

expanded the Description field shows a
maximum of ten lines.

To view additional lines use the scroll
bar.

Contents Chapter 1 ﬂ/pk‘"
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LogNotes

Log Notes are primarily used to describe events that occur during proceedings. They
are organized and referenced by a Time column, a Speaker column and a Note
column. Each row represents one time stamped log note. The titles of the Speaker
and Note fields can be changed. Yours may appear differently to what is shown

below. |
Time Speaker Note
Column Column Column
A A N
r N\ N
........................................... Case ca”ed
q App begins submissions
124143 Wr Knot Resp begins submissions
12-42-00 Witness Wr | B Ewings CIS
124213 Mrs Wright XN begins +— A Log
(D o YoU are under oarn... Note
124237 mrs Wright AN continues
124252 Wr Kot FHM bedins
12430 s Wright Can | just remind my learned .
124346 s Wright RxM begins
124305 A Witness excused
124406 Witness MrWilliams CrAffirmed
;A
Row Selector As each log note is created a Timestamp is automatically
entered as a Log Note, and cannot be edited.
Contents Chapter 1 ‘4”“’“
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ColimnW idths

The Speaker and Note columns in the log sheet are re-sizeable. Either column
(not both) can be reduced to a minimum readable width of 20 characters. Either
column (not both) can also be “hidden” to a width of three pixels. If the “hidden”
column contains text then the title bar of the hidden column appears red.

lThe hidden Speaker column

34538 PM #Court Resumes

To resize or hide the column move the pointer over the border between the
Speaker and Note column until it changes to a sizing pointer. Drag the column
border left to reduce the size of the Speaker column or right to reduce the size of
the Note column. The minimum readable width stops at 20 characters but
dragging beyond this collapses the column to a hidden width of 3 pixels. To
unhide a column drag the border between the hidden column and the visible
column until the column border suddenly re-appears.

Contents Chapter 1 JI/‘*“
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TheRecord 'Annotator!Options

The Save Location, Window Size and Position, Time Stamp Offset and Column
Titles can be changed in Annotator Options by selecting Options from the Tools

menu.

The Save Location sets the folder in which new log
sheets are stored.

1= Options

The window settings can be saved so that all existing
log sheets or new log sheets are opened at the
same Window Size and Position.

Select this option to enable the Accessibility features.

5 ave Location

C:AFTRLagSheets

| ’ Browse ]

| o'Window Size and Position

Save active window az default?

’ S ave as default ]

The Time Stamp Offset is a value between zero and ten —
seconds and specifies how much each new log note

is trimmed. This is useful to compensate for the time it
takes to recognize the need for a log note.

Time Stamp

Caolurnn Titles

_.foset secohds

The Time column tite i fised.

Acoceszibility J

[ | Enable accessibility features

The default column titles are Time, Speaker and Note.
You can change the Speaker and Note titles. The
new titles apply to any new log sheets created after
the change.

Speaker

Mote |

| ok

H Cancel ]

‘ﬂntents Chapter 1
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N avigator

Navigator is a special folder in Windows Explorer that is located in My Computer. It
IS the default search location for TheRecord Player and TheRecord Annotator. When
first installed Navigator is empty. You control what is displayed in Navigator by
adding Search Folders. In most case Search Folders are set up by the IT support
staff at installation time.

#% FTR Navigator M=
Fle Edt View Favortes Took Help T
Typical Search Folders include: the Ok - © - | O seaeh [ roers | -
network location where recordings are ke [ 4 FR Naviao Y| B
archived; the Recordings Folder for a e o i
Recorder; the network folder where 2 O oeens e
Annotator log sheets L S i
are saved; Your local CDROM. -0
+ # FTR Recordings
Search folders make it simple to locate and | ::.
open recordings without knowing the path | & reree

to the storage location.

Contents Chapter 1 41/“’“'
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Creatmg !Search !Folders!

There are two ways to create a Search Folder. You can create a new folder using the
New Search Folder Wizard or you can add an existing folder to Navigator.

For more information on creating Search Folders see your TheRecord Annotator
User’s Guide.

# FTR Navigator ['-_| ['E| E|
Eile Edit Wiew Fawvorites Tools  Help ,'
@ Back - > lﬁ P ! Search H_"' Folders *
fddress | # FTR Navigakor 1""| G0
Folders X |-d-FTR Recordings

(2} Desktap - firchive Location
uD My Documents -#-Log Sheets

= '_'f My Computer
ﬂ 314 Floppy (81
“a@ Lacal Disk (27
s D Drive (E2)
[} Conkrol Panel
= AFTFR Mavigakor
4 FTR Recordings
4 Archive Location
# Log sheets
‘::'g My Metwork Place s
2l pecycle Bin

ForTheRecord’




Folder!lV iew

The first level of subfolders under Navigator are Search Folders. The Search Folders
point to locations that contain FTR content and are user defined. The order in which
the Search Folders are displayed

in Navigator is also user defined. JelailByEy M[=1E
File Edit ‘jew Favorites Tools  Help od
e Back = | > lﬁ /..-\J search H_'“ Folders "
Address | - FTR Mavigator i | o
Falders X |-g-FTR Recordings
(&} Desktop =t Archive Location
(£ My Documents -#-Log Sheets

= j My Computer
ﬁ. 314 Floppy (A:)
e Local Disk ()
i O Drive (2
[} Control Panel
B AFTR Mavigator
> [ 4 FTR Recordings
Search 4 Archive Location
Folders > @ 4 Log Sheets
‘-'_*_'g My Metwork Places
2/ Recycle Ein

‘ﬁntents Chapter 1 'JV*“'
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ListlV iew

The right pane of Explorer (list view) shows the contents of the selected folder. When

you select the lowest level folder S—
_ _ _ B C:\FTR Recordings\Tuesday. April 27, 2004\Court 1 =19
In NaV|ga.t0r (locat|0n Or date File Wiew Favorites Tools  Help a.'

depending on your sort order) the | Qe - 0 (5 0 seaen |2 poes | [

content type is listed in the right Adress| & TR Log oot v| @

Folders X |-#-FTR Log Sheets {.fls)

pane- ﬂﬁ Desktop

If:l MMy Documents
= _’5 My Computer
_ﬂ. 3% Floppey (A:)
“ Local Disk {C:)
1# 2 CD Drive (Ei)
G‘ Contral Panel
= 4 FTR Mavigatar
# FTR Recordings
# frchive Location

Search Folder > & 4 Log Shests
Date Folder > 4 Thursday, May 13, 2004
s o Court 1

Location Folder & Tuesday, April 27, 2004

4+ Friday, April 23, 2004

. . . [+ & Tuesday, April 20, 2004

Content type IS ||Sted n [ralr 8 TE:?f jyu .'\pnn.-ilm 2004
the right explorer pane + wednesday, March 31, 200+

# Monday, March 29, 2004

< o My Network Places
2| Recycle Bin

Number of Mawigator Tkems: 1

Contents Chapter 1 ﬂ/lﬁ’“
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SortlOxrder!

By default the contents of Search Folders are sorted into Date then Location folders.
You can change the order to sort by Location then Date.

To change the Date/Location sort
order right click the required

Search Folder, then click Sort by
Location from the shortcut menu.

Contents Chapter 1

% C:\FTR Recordings\Tuesday, April 27, 2004\Court 1

File  VYiew Favorites Tools

Address | CFTR Recardings

Folders

@' Desktop
lD ty Documments

= j My Carnputer
5 34 Floppy (82
“e Local Disk (C)
ib D Drive (E:)
@ Control Panel
=] # FTR Mavigatar

# FTR Recordings

OBack > ? /l._\: Search

Help

X

= # Tuesday, April 27, 2004

I{ Folders

-

-#-FTR Media {.trm)

L ol Coirt 1

# Monday, Ap

# Friday, April

# Tuesday, Ap

& Thursday, &

+ Wednesday,

& Maonday, Ma

- Archive Location
4+ D Drive

‘-_J My MNetwork Places
2| Recycle Bin

Expand

Sart By Location

Delete

Rename

Properties

MNumber of Mavigator Items: 1

A~
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Quittmg !the !IProgram

To close a log sheet click the Close button.

To quit the TheRecord Annotator program close each log sheet or select Exit from the
File menu. When you click Close on the last open log sheet you quit the program.

Select Exit from the File

menu to quit Annotator

Contents Chapter 1

w= The State ve Mr J... - 200032004 - Court 1 -
Edit Wiew Ackions Tools Window  Help

ISTA]
Qpen...
Search,..
Close

Save Copy As..,

Page Setup...
Print Preview
Prink. ..

E:xik

| &

The State vs MrJoe Citizen ~
a
Speaker 2
Casc Callcd :
Mr Brown Begins Submissions
s White Begins Submissions
Mr Green Withess Statement
You are under oath
W

Quit the applicazion

MM

Close button

S=1E3

A~
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Chapter!l |- Review ICheckpomt

The following list summarizes the skills covered in the previous chapter:

\ .
Starting the Program

' TheRecord Annotator Components

' Sizing and Positioning
' Column Widths

\ .
TheRecord Annotator Options

\ .
Navigator

\ A
Quitting the Program

Nntents Chapter 1 'JV*“'
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Chapter!2 |- Creatmg !Log!Sheets

In this chapter you will find information on the following topics:

*f"“ General Information
*@“ Creating a Stand-alone Log Sheet
*f"*" Creating an Associated Log Sheet

s Liot
ForTheRecord’



Generalllnformm ation

When you create a new log sheet it is always in edit mode with a white background.
The Location field has an associated list of the ten most recently used location
names. To open the list, click the  button to the right of the field.

= 22/04/2004 -
File Edt View Actions Tools indow  Help

O e h & -4

Description

Date PRyt | ocation

Speaker

Court 1

Edit/Read-Only button

—— Click to open the Location

list

In Edit Mode the background is white

Changes to the new log sheet are automatically saved to the default Save Location.
Saves occur 60 seconds after a change is made or when you move to another field

after a change.

Contents Chapter 2
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Creatmglal!lStand-A lone lLog!Sheet

Stand-alone log sheets are created when there is no access to the currently
recording audio. You might create a stand-alone log sheet if you want to create your

own notes for later review.

0 Start TheRecord Annotator, or click the New button if Annotator is already started.

= The State vs Mr J... - 294032004 - Court 1 -
File Edit Wew Actions Tools ‘Window Help

@ S (6 #

9 Enter a Description for the proceedings.

Enter a Location name for the
proceedings, or select a Location name
from the list of previously used names.

New
button

Time Speaker Mote
1:37.00 PM Case Called
1:.3718 PM  iMr Brown Begins Submissions

13734 PM  iMs White Begins Submissions _
I —— e Enter Log Notes in the log sheet. The

2.20.15 PM < {issIeE ;
2:28:36 PM ‘You are under oath timestamps are based on your
computer's system clock.

AL al N NSy
WANLNTS 22 LA LST TS TTE

MM

Contents Chapter 2 41/"*‘*
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Creating !lan A ssociated lLog!Sheet

Creating an associated log sheet requires access to TheRecord Player. An association
exists when the Date and Location information of the log sheet matches the information
In the recording. If an association exists then the log sheet and recording can be linked.

You can create an association to:
- A recording that is in progress and is open in TheRecord Player
-Or-
- Existing content that is loaded in the TheRecord Player

In both cases the Location information is found in the the most recent list and appears
between angled brackets as pictured below.

Location and Date information obtained R ERERREREEErBrCREBrrEE=E—II————m—mB————
from TheRecord Player

Bankruptcy Court 11
Alpha —
Build 40

asas -

Contents Chapter 2 ﬂ/pk‘"
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A ssociatmg !lthe!CurrentRecordmg

0 Start TheRecord Recorder and Player, and then start
Annotator.
o) Court 1 - 27/04/2004

File Wiew Tools Help

o X< 9 From Recorder start recording and click the Play At
= e End button to load the current recording into Player.

'lhelle::ﬂrgve r EE!E

court1 CURRENT PLAY TIHE

132004 11:26:15 %
4p  1:2645 116 o p

| 14:23:56

\ Completed Load I —— .
u= The State vs Mr J... - 19/03/2004 - Court 1 - H=1E3 . A=A y For ThaRecorss
Fle Edt Wew Actions Tools ‘Window Help

Ol & 2 #H

XTI aTslilsl gl The State vs Mr Joe Citizen

The Location information is obtained from
"""" aurt 1 - 1t Player and inserted automatically in the
Location field of the Log Sheet.

If you start TheRecord Annotator first you can
select the location name from the Location
field list. The first entry is obtained from the
Player and is enclosed in <brackets>.

Contents Chapter 2 4‘4’“’“’
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A ssociatmg lan [Existmg lRecordmg

TheR
c Start TheRecord Player and open the © enprgver

required content.

court 1 CURREHT PLAY TIME

191372004 11:26:15 S
'THERESE 116 4P

9 Start Annotator.

e The Location information is obtained

from Player and inserted Lompleted Load

automatically in the Location field of ‘-—rr rr-r-\ A

the Log Sheet.

= The State vs Mr J... - 19/03/2004 - Court 1 -
Eile Edit ‘Wiew Actions Tools

=B 8¢ #
Descrlptlon The State vs Mr Joe Citizen

Window Help

RER:

-------- mme====1  |f you start TheRecord Annotator first you can

Time Speaker select the location name from the Location
field list. The first entry is obtained from the

Court 3 . .
Ready FET Player and is enclosed in <brackets>.

Contents Chapter 2 ﬂ/lﬁ’“
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Chapter!l2 |- Review ICheckpomt

The following list summarizes the skills covered in the previous chapter:

\ .
General Information

! Creating a Stand-alone Log Sheet

\ . .
Creating an Associated Log Sheet

ForTheRecord’



Chapter!3!- LogNotes

In this chapter you will find information on the following topics:

- Navigating the Log Sheet
- Entering Log Notes

L Formatting Text

- Deleting a Log Note

- Glossaries

- Pick Lists

M i
ForTheRecord’



N avigatmng !the lLog !Sheet

You can move around the fields of a log sheet using the keyboard or mouse. By

using standard keyboard keys such as TAB and the arrow keys, as well as some
specific keyboard shortcuts, you can move between the heading and notes fields of a
log sheet entirely by keystrokes. Some keyboard actions differ between edit mode
and read-only mode. See your User’s Guide or Quick Reference Card for keyboard
shortcuts.

Three important keyboard navigation keys are:
4 CTRL+HOME moves to the Description field
4~ ALT+HOME moves to the first Speaker field
#- CTRL+END moves to the last Speaker field

The standard scroll bar tools for mouse navigation also apply as well as simply
clicking any required field.

Contents Chapter 3 ’4/'*“
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Entermg !Log N otes

To enter a log note, move to the last row in either the Speaker or Note field. Press
ENTER to move to the last empty Speaker field, and if you require the Note field then
press TAB. Once the Speaker or Note field is selected, start typing or select an entry
from a Glossary or Pick List. On the first entry in the selected field, the Time field is
automatically updated to match the current time of the recording, or the current play
time of playback audio or the system time for a stand-alone log sheet.

w= The State vs Mr J... - 31/03/2004 - Court 1 -
File Edit View Ackions Tools ‘Window Help

LTI gTolile ] The State vs MrJoe Citizen

Speaker
C

Contents Chapter 3 41/‘*-‘
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Form attmng IText

While creating log notes it may be helpful to highlight certain events by formatting
the text. The style of the text can be changed to bold, italic or underline, and you can
choose one of 14 colors.

.= The State vs Mr J... - 29/03/2004 - Court 1 - Mi=1E3
File Edit WYiew Actions Tools Window Help

DB & #
IR il 1gl The State vs Mr Joe Citizen

To apply formatting:

¢ 1«

@ Select existing text, or position the MNote

cursor where new formatting is to start- T E I E Case Called
13718 PM iMr Brown Begins Submissions
13734 PM_ M= White

2- ul b — v e
.......... : Cuk

Right click and select Format Text
from the shortcut menu.

Forrnat. ..

Copy

Shyle

Bold Delete Log Make

. Italic Link to Media
e From the Select Format dialog box
select a style and color and click OK. [ Underline
’ 0K ] ’ Cancel

What's This?

Contents Chapter 3 4/1/1».‘
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Deleting la!LogNote

It sometimes occurs that a log note is created in error or becomes redundant. You
can delete a single log note whenever the log sheet is in edit mode. To delete, right
click anywhere in the required log note and click Delete Log Note in the shortcut

menu.

= Ihe State vs Mr J... - 290372004 - Court 1 -
File Edit Wiew Actions Tools ‘Window Help

O d & @ &

BETLe gl olile]g] The State ws Mr Joe Citizen

Time
1:37:00 PM

LBX]

Speaker

13716 FM

Mr Brown

13734 PM

s Wiy hite

22815 PM

Mr Green

2. 2830 P

Contents Chapter 3

iace Callard

Forrmat. ..

Delete Log Mote

What's This?

MNote

sions

ons

2nt

ath

A~
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G lossaries

A Glossary is a collection of commonly used words and phrases. Each word or
phrase may be assigned a keyboard shortcut, which provides a rapid means of
Insertion into a log note. With Annotator, multiple glossaries can be defined and
managed so that different case types can have the relevant glossary attached.
However, only one glossary can be active or open at any one time.

Annotator is supplied with a Standard glossary containing a basic set of commonly
used entries and an empty Custom glossary. You can edit, add or delete entries from
either or you can create your own glossaries. Multiple glossaries are useful if you
deal with a variety of proceedings that each have unique events. Simply select the
relevant glossary as required.

For detailed information on creating your own glossaries see the TheRecord
Annotator User’s Guide.

Contents Chapter 3 41/1*-"
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Selecting la!G lossary

To enter glossary items into the log sheet, be sure to select the required glossary
first. Once selected you can open the glossary to make it visible. You can then
select an item from the open glossary or you can use the assigned shortcut keys.

To select a glossary:

The State vs Mr J... - 9/03/2004 - Court 1 - [Z][E]E :|
File Edit Vies Actions Tools window Hep
0= @ & ¢ # 1T S

Description |NiEElEl &

o From the menu bar click Tools, or from the
toolbar click the Tools button.

TLTTT

Pick: Lisks

w
Time Merge Select Glossary E © From the Tools menu select Glossaries.

10:39:42 AM | Flter Glossary List
10:40:20 AM  ivir Brown ‘Begins Custom fEn
10:40:40 AM s White Bagins| | |* Standard In the Select Glossary dialog box the
A1 - Supreme Courk e : ; ;
10:41:03 A Witnes Mew,.. currently selected glossary is highlighted
104207 AWM Zourt YU Al with an asterisk (*). To select a glossary
_______ R without opening the glossary, select the
Ruun this YE& macro, Reniannie, . required glossary from the Glossary List.
Celete
Click Apply (which will leave the dialog box
w * " T e ggi)n), or OK (which will close the dialog

Contents Chapter 3 4/1/1».‘
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Openmg la!lG lossary

While working in a log sheet you can insert glossary text into a log note by selecting
it from an open glossary.

The State vs #r J.... - 9/03/2004 - Court 1 - =13 To open aglossary:

From the menu bar click Tools, or from the
toolbar click the Tools button.

@ From the Tools menu select Glossaries.
Glos=ary List

Zuskorm

MrBrown |
Mswwhite

Supreme Courk

Glossary: Standard

Cou Type the ikem you wish to find
1 In the Select Glossary dialog box
.................................................................................................... . e SeleCt the required glossary from
Run this Y84 macra, E;;?”Ed New | Edit | Delete | the Glossary List and click Open.
FS Called and sworn S
OF F& Examinakion begins
— | F7 Jury empanelled
Fa Exchibit ¥
Shift+FS Called and affirmed
Shift+Fa Cross examination b, . .
Shift+F7 In the absence of th, To resize the Glossary dialog
?I:ilft:—rFB P:I?erﬂd For identJiFin:at 3 e box_ drag any a edge or corner
< S until you reach the required
size.
~ Contents Chapter 3 iz -
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M odifymg G lossary [Entries

Once you have selected a glossary you can create new entries and edit or delete

existing entries.

To create a new entry click
New to open the New/Edit
Entry dialog box.

Nntents Chapter 3

To edit the selected entry click Edit
to open the New/Edit Entry dialog

box.

Glossary: Standard
Twpe the item you wish to find

E;;-" = " Wi ‘ Elil | Celele
Fs Called and sworn
Fi Examination hegins
F7 Jury empaneled
F& E:hibit
Shift+F5 Called and affirmed
Shifc+Fa Cross examiration begins
Shitt+r7 In the absence of the jur
Shift+F3 Marked For identification
AlE+FS Witness excLsed
alt+F7 Jury excusec

Click Delete to delete
the selected entry.

A~
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New /Edit!Entry

Once you have selected a glossary you can create new entries and edit or delete
existing entries.

Current key shows current keyboard

If required enter a New key
combination for the
keyboard shortcut. Entering
a keyboard shortcut is
optional but if it is not New key Label
specified the entry can only >|F5 = —
be inserted in the log sheet
from an open glossary.

The Label is a user friendly

i name for a glossary entry and
|NC'rIE . is optional. If no Label is
entered then the glossary entry
is displayed in the open
Called and Sworn —1— glossary.

Glossary Entry
“END>Called and Sworn<RIGHT 3|

——1—— Enter the required
Glossary Entry text.

Insert

!Each glossary entry can S et | Right End | New Line |

include one or more Control

Codes that are used to Click OK to add the
automatically position the ok Canel entry to the current
cursor in relevant fields. glossary.

Contents Chapter 3 4/1/1».‘

ForTheRecord’



M anagmg G lossaries

Annotator is supplied with two glossaries called Standard and Custom. You can
rename, copy or delete these glossaries and add more as required. Whenever you
rename, copy or add a glossary it becomes the current glossary.

To copy an existing glossary click
Copy As... and enter a glossary
name in Copy Glossary As dialog

select Glossary

Galossary List

Zuskam

box.

To delete a glossary click Delete...
and click Yes in the confirmation
dialog box.

Contents Chapter 3

.

Cancel |

2pen
* Skandard
Supremne Courk New, . ®
ei_0OpYy As...
Rename,,»
o Delete

To add a new glossary click New...
and enter a glossary name in New
Glossary dialog box.

To rename an existing glossary
click Rename... and enter a
glossary name in Rename
Glossary dialog box.

A~
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Insertmg !ITextlUsmg G lossaries

To insert a glossary item into the log sheet, select it from the open glossary or use
any assigned shortcut keys. Note that a glossary does not have to be open to use
shortcut keys. To enter a glossary item from the open glossary, either select the Type
the item..... box and start typing to find the item and then press ENTER - or click the
required item and press ENTER - or double click the required item. The selected item
IS inserted into the log sheet.

The State vs Mr J... - 10472004 - Court 1 -
File Edit WYiew Actions Tools Window Help

==L W Rl Glossary: Standard E|E|

RISl le]g) The State vs M| Type the item you wish ba find
17042004 T+

Speaker Assigned

W= | Edit | Qelete|

09:18:43 kens
09,96 01 Mr Brown F5 Called and sworn
10:26:1]1 Ms Vi/hite Fé Examination begins
1 2494':' MI’ GI’EEFI F? JUr':." Empane"ed
1332449 F& Exhibit
142409 Shift+F5 Called and affirmed

e Shift+Fa Cross examination begins
Lol v Ms Black Shift+F7 In khe absence of the jur

Shift+Fa Marked For identification

Ble+F5 Witness excused
Alt+F7 Jury excused

Contents Chapter 3 4/1/1».‘
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P ick ILists

A Pick List is a special text file that contains predefined blocks of text relevant to a
particular matter. Pick Lists are not created by Annotator. They can be created by
programs and stored in a folder that is accessible to Annotator. Once a Pick List is

opened you can select items from the list and insert them directly into your log sheet.

You can open multiple Pick Lists.

This Witness List is an
example of a Pick List

Contents

Pick List: Witness List E|
Twpe the item yau wish ta Find

Pick List Items

T
Ms Jane Alison Toorak,
Mr Arthur James Brickman

Chapter 3

This Case List is an
example of a Pick List

Pick List: Case List X
Twpe the item you wish ta find

Pick List Ikems

The Commonwealth ws D W James
The Cornmorweealth +s 1R, Smith
W5 Black vs 1K, Walsh

A~
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Openmg !Pick ILists

— To open one or more Pick Lists :
The State vs Mr J... - 9/03/2004 - Court 1 - =13

Edit Wiew Actions S5

From the menu bar click Tools, or
from the toolbar click the Tools

Filz

3 & Glossari
RN

I Citizen >
ation (el |

Description Il

Merge
"""" Filer e e e e From the Tools menu select Pick Lists.
_ Open Pick List
10:39:42 A Qptons. . pick List Lacation
1040.20 20 Mr Srow ‘ 0Pk st ° Beiiss e If required, specify a Pick List Location.
10:40:40 AM i Ms White [ EickLists

10:41:03 AM

1042 r—— X

Wiktness Lisk

Pick List Items 0K, e———izancsl .
The Commonwealth vws 0 W James e Click OK.

The Commonwealth vs 1R Smith
W5 Black vs 1K, Walsh

ms Chapter 3 _JV*_‘
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Insertmg ITextlusmg P ick ILists

The Commonwealth ... - 277042004 - Court 1 - E@@ To enter a pick list item using the open pick list either:

Fie Edit Wiew Actions Tools ‘wWindow Help
D= Hm S c M7

WLl The Cormmonwealth vs D W Jameg
Location [liga

Speaker ©) Click the required item and press ENTER.

@ Select the Type the item... box, start typing
to find the item and then press ENTER.

Pick List: Case List X
Twpe the item wou wish ko find

Pick: List Ttems N\

[T =\ The selected item is inserted into the lo g
The Commonwealth vs 1R Smith h
W5 Black vs 1K, Walsh sheet.

@ Double click the required item.

Contents Chapter 3 ﬂ/lﬁw‘
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Chapter!3 !- Review ICheckpomt

The following list summarizes the skills covered in the previous chapter:

\ o
Navigating the Log Sheet

\ .
Entering Log Notes

\ .
Formatting Text

! Deleting a Loqg Note

\ .
Glossaries
! Pick Lists

m Chapter 3 'JV\""
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Chapterd |- Review mg!Log!Sheets

In this chapter you will find information on the following topics:

“ﬁ“ Opening Log Sheets

- Finding Text

- Selecting Text

- Copying Log Sheets
- Merging Log Sheets

4"‘“ Filtering Log Notes
4"“ Linking Content
- Selecting Ranges

4‘*" Svynchronizing

4‘““ Playing Recordings

A~
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Openmg!Log!Sheets

When opening log sheets you can use TheRecord Navigator to find content that
complies with the FTR file naming convention.

To open logs sheets: 27/0472004 - Court 1 -
File Edit Mew Actions Tools ‘Window Help

DS B S 6 & IT-

Q From the toolbar, click the Open button.

................

From the Open dialog box use the Look in:

box, and the Back or Up one level :
e buttons to navigate through See_trch ................................. ey | S

Folders, Date folders and Location folders -#- (D Drive

until you reveal a content type. -#-Archive Location

FTR Gold content is listed as FTR Log #-Log Sheets

Sheets (.fls).

When the required content is revealed
(3 select it and click Open. All log sheets in Fle-pams—| > uen |

the selected Search Folder, with the same

location name and date, are opened.

Fles of lype: | FTR g Shests il v Cencel |

.— Contents Chapter 4 4/1ﬂ»~
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Fmdmg Text

While reviewing a log sheet, it may be necessary to quickly locate notes pertaining to
a particular event, speaker or comment. Use Find Text as a fast and effective method
for searching the currently open log sheet for any occurrences of a specific word or
phrase in the current log sheet.

_ The State vs Mr J... - 29/03/2004 - Court 1 - =13 To find aword in alog sheet:

Eile Edit “ew Actions Tools ‘Window Help

DE @ &[5 f<
T slils] gl The State vs Mr Joe Citizen

Q From the toolbar click the Find Text
button.

e In the Find Text dialog box, enter the text
‘ you wish to find.

1.37:00 P
15718 P'M

Begin

1:37:34 FM Beqins Wi hite °
TOI15 PM e Wit ed Click Find. The Find Text dialog box is
2:28:36 PM Yol ar Firnd © I Elrze i e closed and the first occurrence of the

required text is highlighted in the log sheet.

UM

e To locate the next occurrence of the
required text press ALT+F3.

Contents Chapter 4 4/1/1».‘
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Selecting IText

While working with Annotator you can select text or one or more log notes that can
then be formatted, deleted, copied to a new log sheet or printed.

To select text within a log note field:

Position the cursor in the first word and

either double click the word to select the
current word or drag the cursor over the
required text.

To select one or more rows:

Move the mouse pointer over a row

Q selector. When the pointer changes to a
black arrow as shown, click to select the
current row.

To select multiple adjacent rows press
e SHIFT and click the Row Selector of the
last required log note.

_Or_

To select non adjacent rows move to
another row and press CTRL while clicking
to add the row to the current selection.

Contents Chapter 4

4:44:47 P

f'-.-'1 r Brown

.................................................................

Row Selector

N\

..................................................................................................................................

/
= 4613 P

44453 PM

4:46:03 P

4:46:08 P
..... 44529 M M Green
444 53 PM |
4:.46:03 PM iMr Brown
4-46:08 P IMs White
4:46:29 PFM iMr Green Witness statement
44644 PM You are under oath

EBegins submissions
Withess statement

Case called
:Beqins submissions
Begins subrnissions

ForTheRecord’



Savmng land !ICopymg !Log!Sheets

You can save a copy of the current log sheet, or a selection of notes from the current
log sheet, to another location.

To save a copy of alog sheet, or a selection of notes:

_= The State vs Mr J... - 29/03/2004 - Court 1 - M=
File Edit ‘iew

Actions  Tools  Window  Hel . .
= - = = If required, select the relevant notes (when saving a

0 selection of notes the entire Log Sheet Heading is
saved as well), and click the Save Copy As button

sevein [ & Cont] 9 From the Save Copy As dialog box choose a drive
1:37.00 FM G [ermesiescn and folder in which to copy the log sheet
13?18 F.M Recent
[RE I Wli| e @ Enter the required name in the File name box or
22815 PM Desktop accept the default
22806 PM
b @ Choose the format from the Save as type list. When
y C:'-iﬂt saving a copy you can choose one of two formats:
o Annotator format and Internet browser format (.htm).
<
by Mehwark
Places File name: LogSheetFile fls ® v — .
I e e Click Save to save a copy of the log sheet.

After saving a copy the original log sheet remains active.
To view the copy follow the normal procedure for opening
alog sheet.

Contents Chapter 4 4/1/1».‘
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M ergmg !Log!Sheets

With Annotator you can merge multiple log sheets to create a new log sheet. The
heading and column titles of the active log sheet are used to create the heading and
column titles of the newly merged log sheet. The Description field is modified with a
new first line containing the word Merged. When the temporary merged log sheet is
created it is locked to editing and is not saved. If you close the merged log sheet it is
permanently deleted. If you want to save or edit the merged log sheet then save a
copy, close the original (which is deleted on closing) and then open the copy. The
copy can be switched to edit mode.

o= The State vs Mr ... - 90372004 - Court 1 -

To merge Iog sheets: File Edit Wiew Actions Tools Window Help

0 Open the log sheets you want to merge.

Description [EpELE

e Select the log sheet that contain the
heading information that you want.

10:39:42 Al Case called
e Select Merge from the Tools menu. TL4U20 AW W Hrown Begins submissions
10:40:40 AM WS Vhite Hegins submissions
Click Yes in the confirmation dialog box 10:41:03 AM Witness Statement - Mr Green
to merge the log sheets 10:42:07 AWM Court You are under oath
W

Contents Chapter 4

ocation [N

Speaker Mote

> 1%

Ao~
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Filtermg !Log N otes

The Filter tool provides a way of extracting specific notes from a log sheet. When the
filter is activated a new log sheet opens consisting of all the notes that contain the
selected phrase. The heading information is the same as the original log sheet.

The temporary filtered log sheet is locked to editing and is not saved. If you want to
save or edit the filtered log sheet you must save a copy, close the original (which is
deleted on closing) and then open the copy. The copy can be switched to edit mode.

To filter alog sheet:

Select the word or phrase to use as the filter text or
0 position the cursor in the required field to use the
entire field contents as the filter text.

e From the menu click Tools then Filter or click
the Tools button and then Filter.

When the confirmation box is displayed, click OK to
continue.

The log sheet is scanned and any notes (rows) that
contain the required filter text, in the same column as the
required filtered text, are extracted and placed in a new
active log sheet.

Contents Chapter 4

The State vs Mr J... - 1042004 - Court 1 -

Fie Edit Wiew Actions BEEEY wWindow  Help
O eEH & C
Description

Pizk Lists

Mzrge
Fiter

sz aries

16:44:53 Oations..

“TIE4E03 Mr Brown

__________ 16:46:08 s White ssions
__________ 16:46:24 Wr Green Witness staterment

__________ 16:46:44 YU are unde- oath

__________ 16:46:44 Cross examination

__________ 16:47:53 M= Back Witness Statement

RLn thlstl:l:l| MM

ForTheRecord’



Lmkmng!Content

Linking a log sheet to a recording makes the timestamps available for locating
specific events in the recording. It also adds the Range Bar to the log sheet, which
indicates any Range Start times, Range End times and the most recent log note
relevant to the current playtime. A linked log sheet provides updates on the
relationship between the notes and the Current Play Time in the playback panel of
Recorder or Player. As the Current Play Time advances the Current Log Note Marker
automatically jumps to the next relevant log note the instant the log note time is
reaChed' The State vs Mr J... - 27404/2004 - Court 1 -

File Edit wiew Actions Tools ‘Window Help

O=E & & c d 17 -

To link a log sheet:

0 Open the required log sheet.

9 Click the time stamp for the required log note or = Spoak Not
position the cursor in the required log note, click
Actions on the menu bar and then click Link. TAABEE W Bremwm Begine Submissions T
. 123814 Mrs White Benins Submissions
If not already started, Annotator automatically 50204 Mr Green Witness Statement T
launches TheRecordPlayer. Player then scans the 130751 Youare under oath
@ search folders that have been configured in 13.02.58 Crossecaminaton
Navigator. If recording content is found with 143240 MsBlack  Winess Staterment
matching location name and date then it is loaded 2] e —

g . 1717348 Cross examination

and the current play time set to the l0g Sheet [ |

timestamp.

Contents Chapter 4 ~‘Jpl~»--
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Linked !IContent

ﬂieﬂenﬂrzc‘lvg v

Court 1 GUERENEELA TR 1 1 Player scans the Navigator Search Folders
42912004 9:36:01 3 LR R IR if and loads matching content with the Current
SR H e b : Play Time control tab is set to the time of the
selected log note.

[]
<05:35:56 -

The State ws Mr J... - 1/0452004 - Court 1 -
File Edit Wiew Actions Tools ‘indow Help
D@ 3| #i7-

BEYI g ile gl The State ws Mr Joe Citizen

XK

Time Speaker Mote
09:18:44 Case called
083601 Mr Brown Eeqgins submissions
10:26: 11 Ms Vihite EBegins submissions
12:459:40 Mr Green Witness statement
13:32:49 You are under oath
14:24:09 Cross examination
148429 M= Black Witness Statement

The Current Log Note Marker on the log
sheet Range Bar is positioned nextto ——>
the selected log note.

MU

Contents Chapter 4 ﬂ/lﬁ*“
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Selecting Ranges

T —— = LE | ~ IasJ If a log sheet is linked to loaded content
—— —Sepo.a 1! inthe Player, you can limit the range of
9:51:41 = | RS content available for review by setting a
g | Range Start and Range End from the log
sheet. Alternatively you can set a range
Pormafiomorde directly in the Player.

The State vs Mr J... - 1/04/2004 - Court 1 - =3
File Edit Wew Acktions Tools Window Help

DS H S & #IT-
Description JIEEIEIERE MrJue Citizen ~

C Format... "8
Range Start e ] -
Marker ———> Time Speaker -

0H:18:33 Caserc
09:36:01 Mr Broain Beqgins
102611 M= White Eegins
124940 iMr Green Witneg  Delete Log Moke
13:32:49 Youar o To set the Range Start and the

142409 Cross SetRangs Start . b Range End right_click the relevant
14-54-29  iMs Black Wit es log notes and click Set Range Start
SetRangeEnd o or Set Range End as required from
the shortcut menu.

Range End
Marker

Ready Svnchronize MNote

What's This?

Contents Chapter 4 ﬂ/lﬁ*“
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Synchronizmg !Log Notes

If a log sheet is created on a different computer from the one that
created the recording it is possible that a discrepancy exists
between the log note time stamps and the associated recording
times. You can synchronize all timestamps in the log sheet, to the
correct recording times, in a single step. Synchronize Sheet is
available from the shortcut menu when a log sheet is in edit mode
and the recording loaded in TheRecord Player is linked to the log
sheet.

Farmat...

Format...

Delete Log Moke

Lirk,
Set Range Skart
Sek Range End

Svnchronize Make

Synchronize Sheet

What's This?

It is also possible that a single log note is added too late to match
the event in the recording. Such an incorrectly time stamped log

Delete Log Maoke

note can be synchronized to the actual event in the recording.

Link Synchronize Note is available from the shortcut menu when a log
- Ej;g: o sheet is in edit mode and the recording loaded in TheRecord Player

Synchronize Mote

Synchronize Sheet

What's This?

Contents Chapter 4

matches the location name and date of the log sheet.
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PlaymngRecordmgs

TheRecord . =) [.i.@g.\_g] As you play linked audio the Current

— CORRENT PLAY TIE H0ee0 | | L og Note Marker moves down the log

anero0s 9:51:41 % TR
B = = 8 | sheet indicating the last log note

' closest to the Current Play Time

LT '  control tab.

The State vs Mr J... - 1042004 - Court 1 -
File Edit Wew Actions Tools ‘Window  Help

DS ® & &7
YIS glelils gl The State vs Mr Joe Citizen

l¢ {¢

Time MNote
09:18:33 Case called
09:36:01 tMr Browvn Beqgins submissions

Current Log Note Marker rests at the

bottom of the last relevant log note field 102611 iMs White Begins submissions
12:49:40 Mr Green Witness statement
13:32:448 You are under oath
14:24:08 Cross examination

14:54:28 s Blaclk Witness Staterment

FLIF

Contents Chapter 4 ﬂ/lﬁ*“
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Chapter4 |- Review ICheckpomt

The following list summarizes the skills covered in the previous chapter:

' Opening Log Sheets ' Filtering Log Notes
' Finding Text ' Linking Content

' Selecting Text ' Selecting Ranges

' Copying Log Sheets ' Synchronizing

' Merging Log Sheets ' Playing Recordings

mts Chapter 4 -1/l/l»b.
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Chapter!5 |- Searchmg

In this chapter you will find information on the following topics:

A Searching for Log Sheets
4““ Manaqging Log Sheets

jantencs Liot
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Searchmng !lfor!lLog !Sheets

Annotator includes powerful searching capabilities to make the location and retrieval
of specific log sheets fast and efficient. Simply enter appropriate selection criteria
and the search function locates all log sheets that contain matching information. You
can then copy, delete or print the log sheets without the need to open them. Finally,
one or more of the located log sheets can be opened for review.

To start a search select Search... from the File menu of a log sheet.

TheRecord Annotator - Search E|E|

Search Zriteria

Description: |Eitizen | LogMates: | |

[/]Between | 1/04/2004 | and | 17/05/2004 % Location: | |

Look, in: |E: YFTRLocSheets | Erowse Search Now

[ate Location Description

The State vz br Joe Citizen

10472004 Coourt 1 The State va Mr Joe Citizen

[ Open ] Copg As ] [ 2rift... ] [ Delete ]

~ Contents Chapter 5 iz -
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Search !ICriteria

The Search Criteria help you to find the log sheets that you require. All log sheets
that match your search criteria are displayed in the search results list.

Enter text in the Description box that you Enter text in the Log Notes box that you
know can be found in he Description field ~ know can be found in he Speaker or Note
of the required |og sheets. fields of the required log sheets.

TheBecord Annotator - Search

o Enter text in the Location box that you
Search Ciiteria know can be found in he Location field
Description: |Eiti:en . | Log Motes: | . | of the required |Og sheets.

[ Between | 1/04/2008 ¥ | and “7/05/2004 % | Lacation:

[ ]

| Select a folder in which to search by
Lerasfs [EATRL Fioct | [Bonsed) [Beatch ow] clicking Browse next to the Look in:
box.

Diate Lozation Dezcription
1/04/2004 Coourt 1 The State vs M1 Joe Citizen

1/04,/2004 Court 1 The State vz Mr Joe Cihizen

? Click Search Now to search the
specified folder for matching log

’ Open l [ Copy A ] [ Erirt .. ] [ Delete ] Cloze sheets.

You can narrow your search by Search Results List
specifying a range of dates.

‘ﬂntents Chapter 5 _14/“_‘
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SelectmglaDate IRange

To reduce the time it takes to search it is recommended that you restrict the search
period. Be aware that a search checks the nominated folder and all subfolders. To
select a date range you can key dates directly into each date field or you can use the

calendar control.

Click the list button to open the
calendar

TheRecord Annotator - Search

Search Criteria

Description: |Eitizen | Log Maotes: | |

Select this option to

restrict the search period Siv]Betwesn | 1/04/2004 v | and | 17/05/2004 ¥ | Location: | |
April 2004

Mon Tue Wed Thu Fri Sat Sun | [ Browse |
N
B F 7 a q m 11 ation Description

The Skate vz Mr Joe Cihzen

12 13 14 1% 18 17 18 r1 The State vz Mr Joe Citizen
19 20 21 22 23 24 2h
26 27 28 23 30

[ Frint... ] [ Delete l

[ ¢ |Today: 17/05/2004

Click here to select today’s date or choose any date as
required

B Contents Chapter 5 ﬂ/lﬁ*“
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M anagmg !Log!Sheets

The TheRecord Annotator - Search dialog box also provides a simple way to manage
your log sheets. Once you have completed a search you can open, save a copy, print
or delete one or more of the log sheets listed in the Search Results list.

Click Open to open the
selected log sheets

Click Print to print the
selected log sheets

TheRecord Annotator - Search

Search Cfteria

Dezcriptipn: |Eitizen | Log Hates: | |

To select a single log sheet simply
click the log sheet in the Search
Results list.

[]Estwgen | 1/04/2004 v | and | 17/5/2004 ¥ | Location: | |

Look in: |C:AFRLogShests

| Erowsze

To select multiple log sheets, hold

[rate

Locetion

[ezchption

The Slate ws MrJoe Citizen

the SHIFT key down while clicking
the first and last log sheets in a
series of adjacent log sheets.

1/04:/ 2004 Court 1 The Slate vs brJoe Citizen ®
To select multiple non-adjacent log
[ Open ] [pcomas | [ Rint. ] [ Deletey] sheets hold the CTRL key down while
clicking each required log sheet.
Click Copy As to copy Click Delete to delete the

the selected log sheets

‘ontents

selected log sheets

Chapter 5
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Copymg!Log!Sheets

When saving a copy you can choose one of two formats: Annotator format or Internet
browser format (.htm) for other users that do not have access to Annotator. Note that
iIf you select multiple log sheets then you cannot choose a file name and all log
sheets retain their original names.

Saven: | () FTR Log Sheets — O @ From the Save Copy As dialog box
Coort 1_20040319-2056_01c 40dF 4F9F54a80.Fis choose the save folder.
- B -t 1_20040401-1008_01c417d1 38307 00CET fls
FiEEE: BE court 1_20040401-1026_01c417d3c87 1 1e6000py. fls
B ot 1_20040427-1151_1c42c4209FF 1600 fls
l:;_«j B ccurt 1_20040427-1152_01c42c4elct 7000, fls e Enter a filename.
Desktop Court 1_20040427-1152_01c42c4els2h3380 fls
B court 1_20040427-1835_0104208677C75400.fls
Court 1_20040427-2013_11c42c041F972650 Fs
=7, Court 1_20040513-1150_01c43807b8ec3a0 fls )
My Documents | EgMerged fis Choose the save format in Save as type:.
e For users with access to Notes, choose the
w9 log notes format. For other users copy as a
My Camputer HTML file for access in a web browser.
«
My Network
Flaces File name: |nurt 1_20040401-1026_01 e Fd3cBiel e30.ff: V’| [ §ave0—'l-— o Click Save.
Save as ype; |Fm uge with TheRecord Annotator(™ ) [ v| [ Cancel l
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Deleting lLog!Sheets

As part of managing log sheets it will become necessary, at some point, to delete
obsolete files. You can select one or more log sheets for deletion. Use deletion
carefully because it is permanent.

To delete one or more log sheets:

TheRecord Annotator - Search

Search Criteria @ select one or more log sheets.

Dezcription: |Eitizen | Log Motes: | |

[] Between | |§r‘u:|| | Lpcation ! ! e Click Delete.

Look in: | C:AFTRLogSheets (] Browss Click Yes in the confirmation
9 dialog box to proceed with the

Date Location Drescripion o deletion.

1/04/2004 Court 1 The State vs MrJoe Citizen

1/04/20 Court 1 T he Stale vz MrJoe Citizen
] ! Court 1 §

Court 1
Court 1

Open l [Enpgml [ Prirt... l [ D;Iete"]

LS wes [ w
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ForTheRecord’



Prmtmg !lLog!Sheets

You can also select and print multiple log sheets from the TheRecord Annotator -
Search dialog box. Each log sheet is printed using the default printer and page setup.
In a later part of this tutorial you will learn how to print a single log sheet and to
establish printer and page settings.

TheRecord Annotator - Search EHX| To print one or more |Og sheets:

Search Citeria

Drescription: |Eitizen

@ Sclect one or more log sheets.

| Log Mot=s: | |
[]Between | |g'1d | | Location: | |
Look it CAFTRLogS heets [ Browse

Dae Lcciatior

1/04/2004 Coagt 1
1/04/2004 Couft 1

12/03/2004

LCpen ] [Cop&.&s ] [ Pririt...

Diegcriphion

Print

© Ccilick Print.

Pririt range €

W
Heading page =3
[ ]Log rotes
’ Cancel ] Frint ©

Nntents Chapter 5

O Click Print....

Select a Print range from the Print dialog
box. You can choose to print a heading

9 page (containing the contents of the
Description, Date and Location fields)
and/or the log notes.

A~
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Chapter!5!- Review ICheckpomt

The following list summarizes the skills covered in the previous chapter:

' Searching for Log Sheets

! Managing Loqg Sheets

nts Chapter 5 _JV\“‘
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Chapter!6 |- Prmting !Log !Sheets

In this chapter you will find information on the following topics:

A Printing Log Sheets
‘1"“ Page Setup
*V““ Printer Setup

jantencs Liot
ForTheRecord’



Prmting lLog!Sheets

With Annotator you can print the log sheet or a selection of log notes from the
active log sheet or you can print multiple log sheets from the
TheRecord Annotator - Search dialog box.

This section demonstrates printing from the active log sheet. For details about
printing from the TheRecord Annotator - Search dialog box see
Chapter 5 - Searching.

During the print process you can also change the printer setup and page setup. If
your on-screen log sheet is too wide for the chosen printer then the log sheet is
automatically resized to fit the printed page.

You can also view the print output before printing by selecting Print Preview.

Contents Chapter 6 ﬂ/pk-"
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Prmtmng !from !the lActwelLog!Sheet

You can print a range of log notes from the active log sheet or you can print the whole
log sheet. To select a range of log notes see Chapter 4 — Reviewing Log Sheets.

To print:

.= The State vs Mr J... - 9/03/2004 - Court 1 - If required make a selection of log notes.

File Edit Wew Actions Tools Window Help

Dri-lﬁ%éfﬁﬂ—ﬁ-

Description pua=
Date ‘ Print

Click Print.

Select a printer and change the properties

Printer as required.
10:39:42 A Marne: Lexmark. Optra TE12 P53 . v| ’ Properties ] ) )
104020 AMY - Select a Print range from the Print dialog
10-40.40 AM tatus: - Aeady : :
box. You can choose to print a heading

104103 A Type: Lexmark Optra TE12 P53

Comment: Created by Ler:markl[ﬁustum Install,Feb 11,2003,

page (containing the contents of the
Description, Date and Location fields)
and/or the log notes. The log notes
Copies € ‘ selection option is only available if you

Frint range

[]Heading Fage Nurber of copies: previously selected range of notes.

[#] Log Mote s
@M O Selection ' H i el Enter the number of copies and the Collate
e option if required.

][ Cancel ]

@ Click OK.
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Page lSetup

When printing log notes it may be necessary to change the page setup. Page setup
controls the margins, headers and footers.

To change the Page Setup:

. ‘ f‘>_<| c From the File menu of the annotator
age Setup = window click Page Setup.

Gereral |He-au:|er Fouoter

e In the General tab, select Margins and

Margins 1 Heading page options l Heading page options.

The top and bottom margins apply to all
text including headers and footers. Use
the Heading page options to control the
Top: 1.27cm |2 Bottern: |1.27cm | 2 [#] Suppress footer printing of headers and footers on the
heading page. The heading page
includes the date, location name and
the entire contents of the description

] field.

Left |2.54 cm Right: |254cm | 2 Suppress header

4 h

oK ¢ l [ Cancel ] [ Apply 0] [ Help

Click Apply to make the changes

9 without closing the Page Setup dialog
box, or OK to make the changes and
close the Page Setup dialog box.
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Headerland !Footer

To define the header and footer, select the applicable tab and enter the text to be

inserted by directly keying in your own text or using the predefined Insert buttons.
For details about the Insert buttons see the TheRecord Annotator User’s Guide.

Page Setup

General | Header |F|:u:|ter

Left-aligreed

Centered

Right-aligred

<D ESCHIPTICIMN:

<LOCATIOM »

Page Setup

General Header| FDDtEf|

[zt

| nzert

Description ] [ Location ] ’ Date ] E

[ D ezcription ] [ Location ] [

Cate

] [Eage numl:uer] [ Total pages

I oK l [ - Left-aligned

Centered

Bight-aligned

<PAGE: of <TOTALPAGI

< | =

Ok,

H Cancel ” Apply ” Help ]

A~
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Print!Preview

Before printing you can preview the output on screen to confirm that the page setup
and what you are printing is correct. To preview select Print Preview from the File
Menu of the Annotator window.

The State vs Mr J... 1/04/2004 Court 1 =3

Click Print to print the active
log sheet and close all
print dialog boxes.

View other pages by clicking the BERIIIPNY The State v MrJoe Ctizen
Prev Page and Next Page 10200 [T Court

buttons as required.

Click Close to close the
Print Preview
window.

lrage1 MUPT
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Chapterlée |- Review ICheckpomt

The following list summarizes the skills covered in the previous chapter:

\
Printing Log Sheets

\
Page Setup

\ N
Printer Setup
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Lookmg Back

This tutorial provided a step-by step introduction and overview of the following
processes and procedures:

Creating Log Sheets
Log Notes

Reviewing Log Sheets
Searching

Printing Log Sheets

- L A S
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