
SURVEY  INTERVIEW

SURVEY

- Each Survey Question is titled, numbered and listed along the 
left pane.

- Click on the title to open the question.
- Question appears in center pane at the top with the answer 

section below.
- Some questions may have pick lists to choose from.
- Some questions may require input of a serial number or network 

drive information.
- When question is complete, the check mark will turn green.
- When all questions are completed, click on Complete Survey in 

upper right corner.

ASSESSMENT PRE-INTERVIEW

- Assessment can be configured with pre-interview 
questions designed to validate qualifying information 
from the custodian.

- This example contains 2 qualifying questions: Hire date 
and Position.

- Once these questions are answered the link to the 
Custodian Assessment activates.

 ASSESSMENT INTERVIEW

ASSESSMENT INTERVIEW

The Assessment consists of a series of questions, custom designed to identify the 
Custodian's relative knowledge of and involvement in the matter as well as the materiality 
of data in their possession.

The goal of the Assessment is two fold:
- Confirm the Retain or Release status of the custodian.
- Assign a Custodian Rank based on their answers.
- Each question of the Assessment is scored and contributes to the retain/release 

recommendation and the overall RANK for the custodian.
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EXAMPLE QUESTION



INTERVIEW

INTERVIEW

The Interview is designed to confirm and expand on the Custodian and Data Source information provided  by the Custodian in the Survey.
- The Attorney conducting the interview proceeds through each question that needs review, confirming the custodian's answer and expanding on the information 

provided if needed.
- For instance, if the custodian stated they used a Tablet, but didn't provide any information as to where the relevant materials were located.

- The check marks next to each question turn green when the question is completed.
- When the Interview is complete, click on the Complete Interview link at the top right of the page.
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INTERVIEW

- Enter name of Interviewer and 
any special notes pertaining to 
the Interview such as date or 
important findings.

- Click on Start Interview button.



HOMEPAGE

- The site navigation bar provides access to all other sections of the 
system.

- Directly under the navigation bar is the Matter selector to select the 
matter you require.

- The center of the page contains the Dashboard Reports including:
- Custodian Ranks
- Status of the Evaluation stages
- PDA Cost estimates for Collection
- Data Source Collection Status

EVALUATION

Provides access to the initial Survey and Interview sections of the EO 
Workflow. 
- The colored icons note the status of each step. Clicking  them takes 

you to that section.
- The Data Sources icon notes the number of Data Sources identified 

for each custodian.
- The Custodian Rank is the Rank assigned to the Custodian based on 

the Assessment Interview. 
- The Custodian Report provides a brief fact sheet on each custodian 

including, address, job title and status of each Evaluation stage.

PROPORTIONAL DISCOVERY ASSESSMENT

Presents a clear picture of the priorities for Custodian Data Sources collection. 
- The X axis represents the Data Source Burden Rank.
- The Y axis represents the Custodian Rank.
- Reading from top to bottom, left to right, the custodians in the far left, top 

quadrant are the highest priority and their Data Sources are the least 
burdensome. In the example, there are 6 custodians and 16 Data Sources in 
that quadrant.

- The icons to the left/right represent all of the custodians and Data Sources in 
that quadrant (highest, high priority/low or medium burden). 

Click on the quadrants on the Heatmap and drill down for additional data on the 
Custodians and Data Sources in that quadrant.

1.  A chart depicting the Collection Status by Data Source type.
2.  A map identifying each state where Data Sources are located.
3. A bar graph showing the overall collection costs broken out by Approved or 

Not Approved Data Sources.
4. A complete list of all the Custodian Data Sources, their Rankings and their 

locations.

EVALUATION

HOMEPAGE

PROPORTIONAL DISCOVERY ASSESSMENT (PDA) HEATMAP
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CUSTODIAN - DATA SOURCE 
STATUS

CUSTODIAN -DATA SOURCE STATUS

Review the Ranking of the Custodians and Data Sources and assign a 
Status. 
- The Status determines the movement of the Custodian and their 

Data Sources in the EO workflow. 
- A Custodian must have an "Active" status in order for their Data 

Sources to be eligible for Collection.
- A Data Source must have a status of "Collect" to be Approved for 

Collection.
- Create Scenarios of different groupings of Data Sources to examine 

overall estimated costs.

SCENARIO APPROVAL

Step 2

Step 1

APPROVED LIST

Identifies the Data Sources 
that have been approved for 
Collection and their 
estimated costs. 
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SCENARIO APPROVAL

Scenarios are created on the Data Source Status page.
- Step 1: Create and name a scenario 
- Step 2: Identify the Data Sources you wish to include in 

the Scenario. Ensure they have a proper Status to be 
included.

- View the Scenario on the Scenario Approval page.
- Examine the low, medium, high estimated costs of each 

Data Source and the costs for the complete Scenario.
- Approve Data Sources for Collection.

APPROVED LIST
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