Using Clearbrief in Word to build a
hyperlinked Medical Records Index

(or any other interactive index

for trial or depo prep)

STEP 1. Open a Word document and create columns that represent the fields you
want to document in order to create a helpful index that you can refer to throughout
the life of a case.
e For example, for a medical records index, create columns for “Date
“Description” and “Link.”

Provider

STEP 2. Add an example reference/Bates number showing how you want to refer to
the batch of medical records you’re indexing (here, | used “DOE” and the page
number, but you can use anything you want, like “TRIAL EX at 47).
e Note that if you are creating the index in a formatted table, you will need to
add a period at the end of your page number. For example, DOE 3.

Matter Number: 87437
Matter Name: John Doe v. Clinic

INDEX OF MEDICAL RECORDS DISCOVERY

Date of Service Provider Description Link

02/24/2015 DRA of Morris Sussex at Randolph MRI left knee without contrast DOE 3.



http://clearbrief.com

STEP 3: Click the Clearbrief icon at the top right of your toolbar to launch the Add-In,
and click on the Matter that is relevant to the index you're creating (or create a New

Matter).
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STEP 4: Upload the pdfs of medical records into that folder and follow the prompts
to tell Clearbrief that you will cite to this batch of pdfs as “DOE” and page number.

DOE_Medical Records Index (Last saved by user)

Layout

Layout  References View  Developer  Acrobat  Table De

gty i . 1 . 3= o= o [e= A ( = N
| N Times New R.. 12 A« A~ A% H * 2+ 1 AaBbCcDAE: | AaBbCcDE:  AaBbCcDc  AaBbCeDdEe | @) cl [E] 8&
Paste 7 B I U ~abe X, x2 A~ & ~ A - Bl == (== S . v Normal No Spacing Heading 1 Heading 2 Styles  Clearbrief  Clearbrief ~ Create and Share Request
A — - = Pane Adobe PDF Signatures
Clearbrief Q
Upload Analyze TOA Share
Upluau 111VU1IC lactudl UUCULLICTLIL, UL CHHUN
" " . e .
Analyze Draft” to review citations.
Matter Number: 87437
Matter Name: John Doe v. Clinic . . .
e Drag and drop pdfs of e-discovery, deposition transcripts,
INDEX OF MEDICAL RECORDS DISCOVERY or any factual document referenced in the Word doc
you're analyzing.
=
Date of Service | Provider Descripti Link ¢ No need to upload any cases, statutes, or regulations.

02/24/2015 DRA of Morris Sussex at Randolph MRI left knee without contrast DOE 3]

Upload More Factual Documents

L -

File name OCR Review

DOE_Medical_Records Redacted.pdf

4 Back to Matters Analyze Draft

STEP 5: Click the blue Analyze Draft button, and Clearbrief will process your index
and display the medical records pdf on the right-hand side of Word. (You can drag to
enlarge the pdf side of the screen so you can see it better!)
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New Jersey Orthopaedic Institute
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e BONUS: Since you have created a sample entry to kick things off, Clearbrief
will look for the relevant description text you've added and suggest which page
of the pdf is likely to contain this medical record. Here, by analyzing the date
and text in your entry, Clearbrief's Al correctly suggests that this medical
record is actually located at DOE page 1 (instead of DOE 3, as you originally
put).

STEP 6: Now that you have the pdf pulled up for you right in Word, continue filling in
your medical records index as you scroll through the document, and add the correct
page numbers as you work on the index.
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STEP 7: When you’re done creating the index, simply click the blue “back” button at
the bottom to analyze the document again. Now Clearbrief will recognize all of your
references to the DOE pdfs and display the correct page of the document when
you click on any DOE reference in the column! You can come back to add to this

index whenever you get more documents in, and share this interactive Word doc
index with others at your firm.
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022472015 DRA of Morris Sussex at Randolph | MRI Ieft knee without contrast DOE L () Clinical Notes
072412015 New Jersey Qrihopgsdlis, Institute Postoperative knee visit note with Vincent | DOE 3. DOE 15 0411212018 - Rt Conversion Encounter
rosiop
08/12/2016 New Jersey Qribopgsslis, Institute Pre-op Visit note from Vincent K DOEG. % ®
Mginerney, MD to discuss arthroscopy )
ion of left knee d
097102016 New Jersey Qribongsslis, Institute Follow up office visit note by Vincent K| DOE 10.
Mingmey, MD for drain removal in left .
inee Suggestions
09/1772016 New Jersey Orthopgsslis, Institute Follow up post-op visit for removal of | DOE 11,
sutures
041272018 Mayo Clinic Clinical note by DG Lewallen MD [TDOE 15] DOE 16
regarding low-grade infection, discussed g,
future surgery option for left knee @
06/05/2018 Mayo Clinic Op Note for revision femoral component, | DOE 17.
exchange of polyethylene insert
06/05/2018 Mayo Clinic Discharge Summary, surgeon Dr. DOE 19, DOE 1
Lewallen 3 & DOE19
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LAST STEP (OPTIONAL): Click on the “Share” button in Word to create a
web-based version of this document in your account on the Clearbrief website. You
can now securely email a web-based version of this interactive medical records
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index to anyone, such as to co-counsel at another firm, and they will be able to
review the referenced medical record documents simply by clicking on the “DOE”
citations (they do NOT need a paid version of Clearbrief).

You'll be able to pull up this index on the fly on phone calls and during remote or
in-person depositions and trials: simple share your screen and click to display the
document in question.

< C @ clearbrief.com/library/share h * @ % 0 *»
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Share: Medical Records Index
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Add email addresses

Custom Message

Hi Janet,
Here is an interactive version of the medical records index to assist
as you're doing your deposition prep. All the best,

AL ex|
Share
& c @ clearbrief.com/library/LFQ252S2Y h % © X% O N o
Clearbrief
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NYSCEF DOC. NO. 107
New Jersey Orthopaedic Institute
John Doe
Matter Number: 87437 07/24/2015 10:02 AM
Matter Name: John Doe v. Clinic Location: Bridgewaler 0"\09
— =
INDEX OF MEDICAL RECORDS DISCOVERY Language: English / Race: White / Ethnicity: Not Hispanic or Latino
Gender: Female
Date of Service | Provider [ Link | History of Present lliness
I The patient is a 72 year old female who presents for a recheck of transition into care.
02242015 | DRA of Morris Sussex at Randolph | MRI left knce without contrast [
0772412015 New Jersey Orthopacdic Institute Postoperative knee visit note with Vincent | DOE 3. Note: John s @ 72-year-old actve individual § fest all and 245 pounds who underwent previous lef total knee arthroplasty
| K Mcinerney MD | on January 14, 2014, at the Hospital for Special Surgery in New York under the direction Dr. David Mayman. Postoperatively, he
08/122016 New Jersey Orthopacdic Institute Pre-op Visit note from Vincent K DOES. did well; however, he developed pain about the lateral aspect of his left knee, which started more posterolateral and has
Meinerey MD to discuss arthroscopy become more anterolateral and unremitting. He had physical therapy, analgesics, multiple injections in and about the trigger
exploration of left knee points, and the trigger point in the lateral aspect of the left total knee, all which did not resolve. He underwent lef
0971072016 [New Jersey Orthopacdic Institute Follow up office visit note by Vincent K| DOE10, arthroscopy on May 20, 2015, by Dr. Thomas Sculco his original treating physician and had debridementand synovectomy of
Mcinerney MD for drain removal in left some exuberant synovial tissue.
7 > - Postoperatively, he still has persistent pain in and about the left knee. He stopped his formal physical therapy since there
09/17/2016 New Jersey Orthopacdic Institute Follow up post-op visit for removal of DOE11. was a concern that this may be further irritating his left knee. He is still doing some bent knee activities, is considering
uures stopping these, and | agree with him that for now the bent knee activities would be better halted and staying more with
04/1272018 Mayo Clinic Clinical note by DG Lewallen MD DOE 15, straight leg raising.
regarding low-grade infection, discussed
| future surgery option for et knee | Examination of the left knee reveals a midiine scar from his total knee replacements and his recent arthroscopy portals
060572018 Mayo Clinic Op Note for revision femoral component, | DOE 17, and all healed and in good condition. He has had tendeness about the TP band at
exchange of polyethylens insert its distal portion just below the lateral arthroscopy ponal and lateral to the midline incision. He has several tender areas,
T "Mayo Clinic Discharge Summary, surgeon Dr. D which have been injected in the past with some temporary relief, but no permanent relief. The range of motion of the knee
Lewallen e is excellent with extension to O degrees and flexion to approximately 115 degrees. There is some minimal anterior/posterior

instability and mild clunking; however, this is not significant at this time. He, otherwise, has good stability and he is able to
ambulate with a relatively normal gait.

Radiographs have been reviewed. He has some minimal lateral patellar tit. The overall prosthesis is in excellent position.
This is a difficult problem. | have had several patients with this and it is not easy to resolve. | have asked him to stop his
bent knee activities for now, especially his knee extensions from a flexed position, which may be further iritating this
egion. He is applying a compound, which includes lidocaine and other analgesic mixtures that has relieved some of his pain,
but not all of it. He has been applying this cream for approximately 2 months.

Overall, the quadriceps and hamstring function is good. His patella tracking appears to be good also.

My recommendation for now is to proceed with the avoidance of bent knee activities. He may do some walking in a pool, but
no vigorous swimming and he is not to do the He will be seeing Dr. Sculco in 2 to 3 weeks to




Clearbrief has even more features and tools to help with litigation
pleadings, demand letters, and trial prep.

Please email us anytime at hello@clearbrief.ai to activate a free trial and
schedule a quick 1:1 training session!
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