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Log in to Reveal 
 

Setting Up Two-Factor Authentication – Mobile Devices 
 
The Reveal platform includes two-factor authentication which is added layer of 
security that goes beyond the standard login credentials for the platform.  To setup 
your two-factor authentication, follow these steps. 
 

1. Download the Google Authenticator app to your mobile phone.  On Android 
devices, this will be found on Google Play and the Apple Store for Apple 
devices. 

2. Once installed, launch the application. 

3. Press the Add button “+” in the lower right-hand corner of Google 
Authenticator. 

 
 
 
 
 
 
 
 
 
 
 
 

4. Click on Scan QR Code. 
 
 
 
 
 
 
 
 
 
 
 

Google Authenticator 
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5. There is a QR Code provided on the Reveal login screen.  Hold your phone’s 
camera up to the code to scan it. 

6. Once scanned, a Reveal labeled six-digit code will appear within Google 
Authenticator.  This code will change every 30 seconds. 

 

 

 

 

 

 

 

 

 

 

 

7. Navigate to the Reveal login screen and enter your login credentials 
(username and password). 

 

 

 

 

 

 

 

 

 

8. When prompted, enter the six-digit code displayed within Google 
Authenticator.  

 
Reveal 

Reveal Log In Screen 
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9. Enter a name for the device that has Google Authenticator installed. For 

example, you can enter “iPhone” or “android” depending upon your mobile 
device. 

10. Click Submit to complete the setup of the Two-Factor Authentication.   

 

11. Going forward, each time you login to Reveal, you will be required to enter the 
six-digit code provided by Google Authenticator. 

 

 

 

 

 

 

 

 

Open Existing Project 
 

Follow these steps to open an existing project within Reveal. 

Definition: Project – a project is generally equivalent to a specific legal matter or case. Projects 
contain a set of documents to be analyzed and reviewed. More complex matters can have more 
than one project.  

 

1. After logging in to Reveal, the project selection popup window will appear if 
you have access to more than one project.  If you have access to only one 
project, Reveal will open it automatically. 

 

 

 

 

 

 

 

 

 

Google Authenticator Code Entry Screen 

Project Selection Screen 
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2. If you have access to multiple projects, select the appropriate project from the 
available list. 

Interface Layout 
There are several screens within Reveal’s intuitive user interface that are essential for 
document review.  Here’s an overview of each screen including their function and key 
features. 
 

Document Management Screen 

Document Management is the default screen that appears after you select an existing 
project from the Project list.  Here, users can organize, search, and manage the list of 
documents within a project.  The following diagram provides an overview of the screen 
layout along with a list of functions that can be performed. 

 

Folders Panel – displays a set of default folders and any custom folders created to 
organize documents within the project 

Search Box – enter keyword searches, build more complex searches, review search 
history, or refine an existing saved search. 

Bulk Action Toolbar - Perform a series of actions on a single document or subset of 
selected documents such as Tagging, Exporting, Printing, etc. 

Document List – displays a list of documents based on a search or folder. 

List Control Panel – allows you to perform additional document filtering, control 
which fields are displayed, and determine how the documents are sorted within the 
Document List. 

Document Navigation Tools – navigate sets of displayed documents and controls 
how many documents to display per page. 

Field Profile & Tag Toolbar – select which Field Profile to use when viewing 
documents within the Document List, select the Tag Profile to use for review, and 
view a list of Reviewed or Not Reviewed documents within the entire project or 
subset of document 

Sort Toolbar – sort the Document List using the various options provided including 
has tags, has annotations, has duplicates, etc. 
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Document Review Screen 

Document Review is the primary screen used to review individual documents.  Users 
will review individual documents here and apply coding decisions using Tag Profiles.  
Document level actions are also available including the ability to print, delete, and 
email individual. A diagram of the screen layout has been provided below. 
 

Field Panel – displays all metadata fields for the selected Field Profile and document 
displayed. 

View Options - Select the document format you would like to be displayed in the 
Document Panel 

Review Toolbar - Contains a set of buttons that execute various commands on the 
document displayed 

Document Viewer - the current document in the format selected within the View 
Options 

Coding Panel - Displays the Tag Profile being used for review 

Folder Panel - Displays which Work Folder and Transcript Folder the document 
currently resides in. Document can exist in more than one folder. 

Doc Family Panel - Displays the document family members for the document 
displayed  
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Key Feature Overview 

Document Management - Features 
 

Project Selection – Use this drop to change projects. 

Bulk Action Toolbar  

• Tags – apply tags to one or more selected documents 

• Assign – create batch of documents for review. Unassign a batch of documents 

• Sample – create a random sample of documents by count, percentage, or 
confidence 

• Export – export a list of selected documents. You have the option of exporting 
the selected files in their native format. 

• Print – print the selected documents to PDF or to a local network printer 

• Label – generate text descriptions (image labels) for a select group of image-
based files. The image labels provide a brief description of image for search and 
review purposes. 

• OCR – perform OCR on a selected group of image-based files to extract any text 
embedded within the image. 

• Translate – translate a select set of documents from their current language to 
another. 

• Transcribe – convert the audio from audio and video files into searchable text 

• Delete – delete selected documents. You have the option of deleting all data 
associated with documents including image sets, annotations, notes, tags, etc. 

Search Box – enter keywords to search. 

ID Search – enter specific document identifiers to search for 

More Search Options – build custom searches that include multiple conditions.  Refine 
saved searches and recall a previous search from Search History. 

Folder Refresh – refresh the list of folders displayed. This is required whenever you or 
another user creates a folder that you have access to. 

My Assignments – view you assigned review batches 

Work Folders – view the list of custom created folders you have created to 

Searches – provides you with access to saved searches and your search history 

Quick Searches – provides a list of out-of-the-box saved searches that are commonly 
used in document review 
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Filter Icons - Filter the document list based on specific field values within each column 

Document Select - Open a specific document within the document list 

Settings – customize view settings including enabling Dark Mode, Show Alternating 
Row Color in Grid, Show Row Numbers, etc. 
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Document Review - Features 

 

Document Save – saves any coding, redaction, or annotation made to the document 

View Options - Displays the View Options Native/ HTML and Text (Extracted & OCR) 

Image Display - Displays image rendering of the document in TIFF or JPEG format 

Metadata Display - Displays a complete list of the document’s metadata 

Doc Navigation - Document navigation. First doc, Previous doc, Next doc, Last doc 

Search Hit Navigation - Search Hit navigation. First hit, Previous hit, Next hit, Last hit 

Search Hit Breakdown - Breakout of individual search or word list hits 

Total Search Hits - number of search hits found within the document displayed 

Wordlist Selector - Select specific Wordlist to see associated search hits 

Native Download - Download document in its native format 

Print Document - Prints document to network attached printer or as PDF 

Email Document - Email native document as an attachment 

Document Lock - Locks all work product (annotations, notes, tags, etc. for current 
document 

Document History - Displays the document history including all user actions 

Doc Identifier - Document Identifier (Begin Number) 

Doc Pointer - Shows where the current document exists within the current document 
list 

Screen Toggle - Maximize Document Review window and close Document Review 
window 

Tag Profile Selector – change the Tag Profile while reviewing documents 

Folder View – view the folders associated with the current document 
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Project Administration 
Users that are in a project management or administration role will have access to more 
advanced features including user permissions, field management, tag management, 
Wordlists, and other settings.  The following section provides an overview of the key 
features associated with each of these administration functions. 

 

Permissions 
 

Users that are in a project management or administration role will have access to more 
advanced features including user permissions, field management, tag management, 

 
• Roles – This is where the user access is defined.  A Role tells the system what 

features and functions a user will have access to. There are 5 standard roles 
pre-defined within Reveal.  You can add additional Roles as needed. 

• Role Groups – used to organize individuals with the same Role into groups of 
similar users with similar permissions. 
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• Teams – used to group individuals together that will be performing a specific 

task or tasks within the review workflow. An example would be to create a 
team that’s going to responsible for the 1st Level Review, project management, 
or Privilege Review. 

 

 

 
 

Field Management 
 

Create Field Profiles that are used for document review.  Each Field Profile includes a 
list of specific fields that will be viewable during document review and will be 
assigned to specific Teams.  Reveal also provides a Default Field Profile for each new 
project.  You can also modify which fields are included in the default profile. 

 

 

 

Tag Management 
 

Create Tags and Tag Profiles that are used code documents during review.  Each 
project can have a set of custom review Tags.  Once tags are created, they can be 
added to a Tag Profile (organized grouping of specific tags).  The Tag Profiles will be 
visible within the Document Review Screen. 

Permissions Screen 

Field Management Screen 
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Tag Management Screen 

 
 

Wordlists 
 
Users can upload lists of search terms for search term hit highlighting.  These search 
term lists are referred to as Wordlists in Reveal.  Wordlists can be created per review 
team.  Users can also run a hit report on the list of terms and place the search results 
into a Work Folder, Saved Search, and/or a Field. 
 
 

 
 

Settings 

Settings provides users with the ability to customize the view options globally for all 
users within the project.  This allows you to create a standard default view for all  

Wordlist Screen 
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members of your review team.  These view options can be customized at a user level.  
The view options include but are not limited to: 

• Dark Mode – turn on dark mode for all team members which creates a dark 
background with lighter colors in the foreground. 

• Alternating Row Color in Grid – change the Document List view within the 
Document Management screen to include alternating row colors. 

• Review Icons – customize which icons to display in the Document List. These 
icons, which can be used to sort documents, depict which documents have tags, 
duplicates, annotations, notes, etc. 

 

Key AI Features 

AI Case Models 

AI Case Models are models that are designed to prioritize document review by using 
machine learning to train the system to automatically identify documents related to a 
specific issue or event.  For example, you can build a Case Model to find documents 
that are likely to be relevant to a specific legal matter.  You can also build a model to 
find documents that are likely to be privileged. 

To create an AI Case Model, please follow the directions below to create an AI Tag: 

1. Create a tag that will be used to train the model (Example: Responsiveness) 

2. Enter a choice for the tag (Example: Responsive) 

3. Select the option Prediction Enable 

4. Enter a 2nd choice for the tag (Example: Non-Responsive) 

5. Click Add to save the new tag 

6. Add the new tag to an existing Tag Profile or create a new Tag Profile and 
then add the new tag to the new profile 

 

 

Create Tag Screen 
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As reviewers begin using the new AI Tag to code documents, the system will utilize 
those human coded decisions to train the Case Model.  This process runs every few 
minutes.  When the process completes, a score between 0 and 100 is assigned to each 
document within the project.  Documents with scores closer to 100 are more likely to 
be Responsive whereas documents with scores closer to 0 are less likely to be 
Responsive. 

You can also create an AI Tag that scores documents for multiple issues.  An example 
of this would be an AI Tag called “Fraud” where the individual choices could be IP 
Theft, Compensation, Stock Trading, etc. 

 

AI Exploratory Search 

Reveal also provides users with the ability to leverage its AI powered Exploratory 
Search feature.  To use this feature, follow the steps below: 

 

1. Click on the hamburger icon in upper left-hand corner of the screen 

2. Click on Project Admin 

3. Click on the Settings tab 

4. Click on the Artificial Intelligence tab on the right-hand side of the screen 

5. Click the Enable Artificial Intelligence checkbox. 

6. Refresh your browser 

7. Now click on the hamburger icon in upper left-hand corner of the screen 

8. Click on Artificial Intelligence 

9. Use the Exploratory Search feature located at the top of the screen to search 
for specific terms, people, places, etc. 


