
CASEMAP

1.  From the Documents spreadsheet in CaseMap, click the Review Linked Files button on the Home tab to 
open DocManager. 

Sending a Fact to CaseMap 
from DocManager



2.  You have two options for sending a fact from a document to CaseMap. If you wish to capture an excerpt 
exactly as it appears in the document, select the Annotate Text button from the Home tab. If, however, 
you wish to summarize the contents of a portion of the document, select Annotate Area instead.

3.  If you are capturing an excerpt from the document to include in your fact chronology, drag your mouse 
pointer to draw a box around the relevant lines of text. Alternatively, if you are summarizing the contents 
of a portion of the document, drag your mouse to form a box next to the relevant paragraphs or portion 
of the document. In either instance, as soon as you release your mouse, the New Annotation dialog box 
will open. You can add a note in the Note box (this is optional). Next, click the Create New Fact… button.



4.  The Send to CaseMap - New Fact dialog box will open, displaying fields from the Fact spreadsheet. Enter 
information in the fields provided, and click OK. Remember to use Short Names when referring to any 
persons or organizations. Click the Issue Linker to link the fact to relevant issues. If you wish to add fields 
to this dialog box, click Favorite Fields.

5. Notice that the new fact now appears in the Facts spreadsheet and is sorted according to the date.


