TranScan User’s Guide

TranScan, by Softwurks LLC, has been designed to electronically manage all your trial and deposition transcripts.  Not only does it efficiently organize and catalog witness testimony, but it can seamlessly scan across multiple transcript files simultaneously, searching out words or phrases you specify and displaying the results in a manner which allows you to easily select the excerpts you want and send them to an MS Word document.  It has many features that are aimed at taking the drudgery out of the review process so that you can focus purely on content.  These will become apparent as you use the program.

All help in TranScan is built-in and interactive.  There are “pop-up” tips which will appear when you float the mouse over certain buttons or boxes.  Also, message windows with pertinent information will display as needed.

This guide is divided into two sections.  In Section 1, you will learn the basics of putting the program to everyday use.  You will find the learning curve to be extremely short as the interface is simple and intuitive by design.

When you feel comfortable with these essentials, you can move on to Section 2 where you will learn about some advanced features you might find useful on occasion.

Upgrades to TranScan are done over the Internet.  Make it a point to periodically check this website … www.softwurks.com … and compare your version (noted at the bottom of the TranScan window) to the latest one noted on the TranScan web page.  If necessary, click the “upgrade” option to update your program.

SECTION 1:  The Basics

REGISTRATION
If you try to start TranScan after having just installed it, or after your demo has expired, the “Product Registration” window will display.  This form requires that your computer be connected to the internet.  Fill-out or update your information and click the “GET LICENSE” button.  The Software License Agreement will then be displayed, you must accept the terms of this agreement in order to proceed.  You will then be taken to a special web page.  Follow the directions to complete your order.

ENTERING YOUR PASSWORD
Once you’ve received your registration, you will need to run the “Password” utility to enter your password and activate your license.  Follow these steps …

1. From the START menu, choose PROGRAMS - TRANSCAN - PASSWORD to bring up the Password window.

2. Copy and Paste the 21-character password into the box labeled “enter new password here”.  Click “Register New”.

3. Now exit the Password program, then restart it again as in step #1.

4. Copy and Paste the 6-character activation code into the box labeled “enter new password here”.  Click “Register New”.

The word permanent should then display in the box labeled “Expiration”.  If not, repeat the above steps or contact Softwurks support for assistance.

IMPORTING TRANSCRIPT FILES
TranScan works with any standard-format ASCII (.txt) transcript file, normally provided by the stenographer who recorded the deposition or proceeding.  To be readable by TranScan, these text files must conform to the following standards …

· No more than 25 lines of testimony per page

· Each line begins with a line number (1 - 25)

· No more than 73 characters per line (including embedded spaces)

· Questions are denoted with an uppercase “Q”, answers with an “A”

· Each page numbered at top & separated with a Page-Break character

Transcript files are imported into the TranScan database using the File Import & Management Utility accessed by clicking the Import button in the main window.

Use the browser windows of this utility to locate and select the file to be imported.  Enter or select the Case File name under which the transcript is to be stored (typically Plaintiff v. Defendant &/or Docket Number), the name of the witness, a unique 3-character “code” for the witness (typically the first, middle, and last initials), and the date of the proceeding.  Then click the IMPORT button.

If the file selected does not comply with one or more of the aforementioned formatting requirements, you will receive an “Incompatible Source-File Format” message at this time, otherwise, a message will show indicating success.

Repeat this process for all the transcripts you wish to import.  For any given Case File you create, TranScan can handle a maximum of 15 transcripts per witness and an unlimited number of witnesses.

USING THE PROGRAM
Loading Files:

Once you’ve set up a Case File as above, you can begin using TranScan to review all the transcripts contained therein.  In the main window of the program, click on the blinking button labeled “Select Witness” and select the case file from the dropdown that appears.  Then select a witness below it.

If the aggregate number of transcripts contained in the case file totals 15 or less, you will have the added option of selecting “ALL TRANSCRIPTS” from the witness dropdown in which case all transcripts, regardless of witness, will be loaded.  Otherwise, you will only be able to work with one witness at a time which is typically the practice anyway.

Once you’ve made your selection, the appropriate transcripts will be loaded and their corresponding buttons displayed in the right-hand margin of the window.  Checkboxes associated with these buttons indicate which of the transcripts will be included in the searches you enter, by default they will all be active.  You can use the checkboxes to de-activate/re-activate individual transcripts as desired.

Performing Word Searches:

Search words/phrases are entered in the box at the top left.  You can enter one or more words at a time (separated by spaces).  For any given search word, TranScan will include both exact AND partial matches in the results.  If searching multiple words, TranScan looks for any combination of them.  If you wish to see exact matches only, enclose the word(s) in quotation marks, keeping in mind that TranScan will then be looking for EXACTLY what is between the quotes.

As an example of how TranScan’s search mechanism works; light will find LIGHT, sLIGHT, and LIGHTning whereas “ light ” (enclosed in quotation marks) will only return LIGHT.  Note the use of a leading and trailing space in the latter example to preclude any partial matches.  You will also want to try “ light.” and                  “ light?” and “ light,” in case the word appears at the end of any sentences or is followed by a comma, or simply use “ light” (with the leading space only) to cover the possible punctuations.  Note that in this case you would still get LIGHTning but not sLIGHT.

Pulling Excerpts:

Upon entering your search term(s), any matches will be displayed in the main area of the program in the context of the question & answer in which the term(s) appeared and with the term(s) appearing in all caps.  Each Q/A pair is identified with a dashed index line indicating the Date, ID#, and Page of the transcript from which it came.  Click anywhere along this index line, a separate Transcript-View window will open and you will be taken to the corresponding spot in that transcript so that you see all the testimony around the match.

At this point, you can use any Windows selection method (Click, Shift-Click, Shift-Arrow, Shift-PgDn, Ctrl-Click, Click-Drag, etc) to select the lines of testimony you want to pull.  Then, with those lines thus highlighted, click the “Send Selection(s) To Word” button to send them to MS Word.  A Word document will be created and your excerpt pasted in.  Any additional excerpts you subsequently pull will also be pasted into this newly created document, even if they come from another witness or case file.  When you are finished, be sure to save your document under a name you can recognize as being associated with the TranScan program.

HIGHLIGHTING TEXT IN THE FINISHED DOCUMENT
Microsoft Word has a “Highlight” feature you can use to focus the reader’s attention on particular portions of the testimony you’ve prepared with TranScan.  This is especially useful when drafting motions which will include the testimony as supporting evidence.  Though there are several colors to choose from, the one found to be best suited to all purposes is Gray-25%.  It works well both on the computer screen and in hard print and can be successfully reproduced via photocopy or facsimile.  Here is an example …

This is an example of text highlighted with Word’s “Gray-25%”
SECTION 2:  Advanced Features

SELECTING FROM TERMS SEARCHED
The “Select from terms searched” dropdown list contains all of the terms you have searched for during the current session.  They remain here, even if you select a different witness or case file, so that you may conveniently run the same searches on a new witness or transcript.  Just select any term from the dropdown and a search will automatically be conducted.

DEFINING THE SCOPE OF SEARCHES
You can specifically define the scope of your searches in TranScan.  By default, both Questions and Answers are scanned for your terms.  However, by manipulating the QUES & ANSW checkboxes in the upper right hand corner of the main window, you can elect to search only the Questions or only the Answers.  A third checkbox labeled “cmnts” (comments) will include any exchanges between attorneys, that may occur immediately following the Question and/or Answer, in the scope of the search and in the results displayed.  By default they are excluded.

OPEN & CLEAR
These two functions share the same button which appears in the main window of the program.  The “OPEN” feature is available when you first start the program, and before you select any witnesses.  If you had previously used TranScan to pull excerpts and create a Word document which you had then saved, you can use the OPEN button to re-open that document and continue working with it.  (NOTE: This feature is also accessible by pressing the  CTRL-O key combination)
Once you have begun a review session by selecting a witness, the button adopts the “CLEAR” function.  At anytime during a given review session, the CLEAR button can be used to clear out ALL searches without affecting any other settings configured for that session.  The contents of the search term box and dropdown, as well as those of the results window will be emptied.

AUTO-FORMAT OPTIONS
By default, TranScan automatically organizes and formats any excerpt you send to Word, even though you may be randomly pulling them form different areas of the same or different transcripts.  The program will precede excerpts with a cover page whenever it detects that they originated from a new transcript.  It will also sort the excerpts by Date, Page, & Line Number, inserting a page break between each one.

Please note that the larger your Word document becomes, the longer this sorting process may take.

You can change this default behavior if you wish by setting certain options before you begin pulling excerpts.  At the bottom of the Transcript-View window, to the left of the “Send Selection(s) To Word” button, is a checkbox labeled “Auto-Fmt”.  Toggle it off then on again to bring up the option-settings box.  The choices are as follows …

· Sort Only - This option will simply keep all excerpts sorted according to date, page, & line number, pasting them into Word in a continuous fashion.

· Sort and Paginate - Same as above but will insert a page break between each transcript OR individual excerpt (determined by the “pagination” setting).

· Sort, Paginate, Cover - Same as above but will precede each (same-transcript) group of excerpts with a transcript cover sheet.  [*default setting]

With the latter two choices, you can also control how the pagination takes place …

· per selection - This option will separate every excerpt with a page break, even if they originate from the same transcript.  [*default setting]

· per volume - This option will separate each (same-transcript) group of excerpts with a page break.  The excerpts themselves will be pasted in a continuous fashion.

You can also turn off automatic formatting completely by un-checking the Auto-Fmt checkbox.  In this case, excerpts will be pasted in a continuous fashion in the order in which they are pulled.

Two important things to remember about the Auto-Format options are;  First, that you must make your desired changes BEFORE you begin pulling excerpts, NOT AFTER you have already started, and; Second, that any changes you make apply just for the current session.  The next time you start the program, they will go back to the default settings.

EXPORT FULL TRANSCRIPT  &  PRINT COVER SHEET
These two buttons also appear at the bottom of the Transcript-View window.  Though it is likely they would seldom be used, they nonetheless offer relevant functionality.  The EXPORT FULL TRANSCRIPT button will convert the entire transcript into a Word document.  This may take anywhere from several seconds to minutes, depending on the number of pages and the speed of your computer.  The PRINT COVER SHEET button can be used to immediately send a transcript cover sheet to your default printer, outside of it normally being generated through the Auto-Fmt function.

VIEW BUTTON
In the File Import & Management Utility mentioned in Section 1, the VIEW button can be used to preview a source file prior to importing it.  This is especially handy when the source file has a non-descript name and you want to ascertain what case, which witness, or even what date to assign it for filing.  With the subject file selected, just click VIEW and it will be opened in Notepad.

RENAME & DELETE BUTTONS
If you use the File Import & Management Utility mentioned in Section 1 to browse to and select a file or folder residing in the TranScan database directory (typically “C:\Program Files\TranScan\transcripts\”), the RENAME and DELETE buttons become available.

These buttons apply only to the TranScan database.  You can use them to perform the indicated operations on the files or folders contained therein.  To rename or delete a file, select it from the File window then click either button.  To rename or delete a folder, you must first click on it in the Folder window so that only the folder itself is highlighted and not any file within.

IMPORTANT: When renaming a file, try not to tamper with the 3-character witness code embedded in the file name.  If you must change it, be sure it remains unique to that witness and does not match that of any other witness within that case file.

DIRECT ACCESS OF TRANSCRIPTS
Normally, individual transcript files are accessed indirectly through the index lines in the search results window.  However, once a witness has been selected, you can click on any of the corresponding transcript buttons displayed in the right-hand margin to directly open that transcript in the view window.  Opening in this manner puts additional functionality at your disposal:

· Jump-To-Page:  At the top-left of the view window is a box that shows the current page number of the transcript.  You can use the attached Back/Forward arrows to increment the view one page at a time OR click inside the box, then type any number to immediately jump to that page.

· Mark For Errata:  The “Mark” button at the top of the window is used to place line markers on those parts of testimony which have subsequently been changed via the submission of errata by the witness.  The “Unmark” button is used to remove them should you make a mistake.

Whenever you receive errata for a given transcript, go through that transcript, highlight the affected lines of testimony, and click the Mark button.  This will place an “E” next to the line number for each of the selected lines.  That way when you see this tag present in any of your excerpted lines you will know that there is errata associated therewith.

· Keywords Search:  Clicking the “Keywords” button breaks down the transcript into its component words and numbers and populates the associated dropdown list with all of them.  If a word or number does not appear in this generated list, it simply does NOT appear at all in the transcript!

To perform a search on any of these terms, just select it from the dropdown and you will be taken to the first occurrence.  Note that with the dropdown open, you can type any letter(s) to help zero-in on your choices.

The Back/Forward arrows to the right of the dropdown are for moving to the next (or previous) occurrence of the term showing in the dropdown.

NETWORKING THE DATABASE
By default, all data files (imported transcripts) are maintained on the local machine within the installation directory, typically at C:\Program Files\TranScan\transcripts\.  However, if you have TranScan installed on more than one computer and want all copies to share the same database, you can specify a common location by setting the database path for each one as follows:

From the START menu, choose PROGRAMS - TRANSCAN - DATA PATH to open the file that contains the path specification for the program.  You will see a line such as “transcripts\” or something similar.  Replace this line with the full path to your intended database starting with the drive letter and ending with the name of the target folder, for example “Z:\SharedFolders\TranScanData”.  Then click “File - Save” or answer “Yes” when prompted to save changes upon exiting.  Repeat this process for each machine on which TranScan is installed.

FINAL NOTE
To maximize the viewing area, TranScan’s main window normally spans the full height of most computer screens.  Thus, the very bottom of the window may be cut off by your Windows TaskBar.  If this is a problem, you can Right-Click on the TaskBar and select “Auto-Hide” under Properties.  Your TaskBar will then retract when not in use, revealing the full TranScan window.
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