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Making knowledge work EXTRACT QUICK START GUIDE

Key features of iManage Extract

Connect to iManage Work or other document
repositories through API or simply upload

Collect documents using drag and drop
! lassif Use Machine Learning to cluster and
Cluster & Classify classify documents based on content
Create workflows to manage training, review,
Workflow : 2

and quality assurance processes

Conduct bulk searches, locate and organise

Search, Tag & Filter documents and extraction results

Use Pre-Trained extractors from the Extractor
Library or easily train new extractors using the

Extract Extractor Toolbox to identify key information
from documents
Export the extracted structured data and use it in
Export

a way that will bring you value
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EXTRACT QUICK START GUIDE

You can upload files into Extract projects by either using the Upload Manager feature in the Extract front-end or use the latest Extract
API to connect your current documents repository system with Extract and ingest documents directly from there.

iManage

Extract

silin .
Projects Q [ 4. New Upload ] © You can drag & drop files on this page to start a new upload

Dashboard = Upload >

Project: HQ Property Lease Due Diligence > Upload Manager o @ (o

Upload Manager 1

Documents

Extraction Results

Clustering

Review Forms

Workflows

1. The Upload Manager tab 3. Drag and Drop uploading

The Upload Manager tab is situated within a project, in the
left navigation pane.

The New Upload button

Select New Upload, then select the files/folders/archives
you to upload and select Open.

Drag the files from your source on to the Extract Upload
Manager interface to upload the files.

NOTE: Currently, we support uploading multiple file types,
including simple folder, .zip, .pdf, .doc and others.

Extract API

Use the Extract API to upload documents or connect with
your existent documents repository.

The Extract APl is organized around REST. Our API has
predictable resource-oriented URLs, accepts JSON-encoded
request bodies, returns JSON-encoded responses, and uses
standard HTTP response codes, authentication, and verbs.

NOTE: You can upload files to a project if you are either a Superuser or a user assigned the role of Ingester in the project.
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l_% Cluster & Classify
Clustering in Extract is an unsupervised, machine learning technique that groups documents based on those which appear to originate

from a similar template. You can create up to five cluster jobs per project. Leverage this classification feature to help you with your
extraction strategy.

iManage . . - : . . - Pepo Dobrev
Extract Project: Commercial Contracts Due Diligence > Clustering ¥ o @ D)) e
Projects 759, i
® 75% > Sample Clustering Q Only 50 clusters shown u "
Dashboard @ Sample Clustering ?

A 4 documents | C 3 documents )

Inbox
Upload Manager

s Simpson Associate:
Documents

EE8  Extraction Results
5

Clustering 1 B 3 documents | | 2documents H 2 documents
Pt
Forms
Clustering 9 X
Workflows
The clustering job will cluster the selected documents in groups of similar documents. = e
Cluster job name
Similarity threshold 7
The minimum percentage of similarity between 2 documents to be part of the same cluster.
Different Identical -
. D 2 documents
1% 25% 50% 75% 99%
Strategy
Automatic hd
1. The Upload Manager tab 3. Cluster View mode
The Upload Manager tab is situated within a project, in the You can choose to view the clustering job either in
left navigation pane. Proportional mode or Equal mode.
2. Creating a new Cluster 4. Clustered Documents
In the Documents tab, select all the documents you would After the clustering job has been completed, you can see
like to Cluster & Classify and select the Cluster button. the number of documents that have clustered and classified

and percentage of similarity threshold.
A dialog window will open where you will be able to give a
Cluster job name, select Similarity threshold and Strategy.

NOTE: You can view the Clustering page and perform clustering tasks if you are assigned the Ingester, Trainer or Superuser roles.
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51) Workflows
=)

Workflow in Extract is the journey a document goes through before it is fully reviewed. Workflows have stages, and different users
can be responsible for different stages of the workflow. For example, an employment contract document have to pass through various
users, including the interviewer, recruitment manager, finance manager, and business head, in that particular order. At each stage the
reviewer must sign-off on the document to move it to the next stage.

A workflow can be created per review team, per document type, per project. Workflows are manually created and a project can have
more than one workflow.

M )
IE:?;%GC‘L Project: [IM0722] Extractor Toolbox Demo > Workflows o ® s

i 5

&= Projects Q = Specify the workflows details

@ Dashboard 14 wit > Workflow name

Project: [IM0722] Extractor Toolbox Demo > Inbox

wit
2.8 9

1-3013 Review Form

Yt
Extract
Upload name

HQ Property Ltd - 22.pdf Loan Review
oate

Responsible
Shruthi

HQ Property Ltd - 26.pdf
EASE relating o 101 Carpenter Road I
sz

- Stage name l @ l

staget

1-30f3 Assigned users

x Vamsi Nori

Stage name

stage2

Assigned users

<+ Add stage
@ Delete workflow

1. The Wofklows tab 3. Adding Stages
The Worfklows tab is situated within a project, in the left To add workflow stages, select Add stage. Each stage must
navigation pane. You can view, create and edit workflows be given a name and have users assigned to it. Multiple
from here. users can be assigned to a stage, and a user may be
assigned to multiple stages. Assigning users to a stage
. enables them to use their Inbox to view only the documents,
2. Creating a new Workflow . .
which are ready for them to review.
After selecting Add workflow you will need to configure
your new workflow. You can enter a name, assign a relevant 4. Inbox

review form from the Review Form drop-down list and
select a user, who is responsible for adding documents to
the workflow in the Responsible field.

If you are an assigned user for a stage in a workflow, when
the documents move to your workflow stage, in the Inbox
you can view the documents to act upon. After you take the
necessary action on the task, it moves to the next stage and
the user responsible to act next receives the documents in
their Inbox.

NOTE: Only users with Admin or Superuser role can perform the tasks described here. Users with Reviewer role can view the Inbox.
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%@ Search, Tag and Filter

From the Documents page, you can search for a document, run tasks on the documents, and export the extractions. You can also
search the text and title of a document, filter out documents using facets and tag documents, so you can easily find them at a later

date.
Project: [IM0722] Extractor Toolbox Demo > Documents 0\ ecom
Upload Name [ ]—0 1-400f 120
Upload 40
Uplosd (1) a0 HQ Property Ltd - 22. pdf
s ) e ) Gemedia Ltd. (2) HQ Property Ltd. LEASE relating to 5 Portsdown Road, Halesowen, B63 1HN Contents 1
Upload (2) 40 L e 42 Grant....
T & Property 1wl v
COMPLETE 120
HQ Property Ltd 30 pdf
e Friday, 17 © (1) Moonlightings Ltd. (2) HQ Property Ltd. LEASE relating to 16 Norwood Grove, Birmingham, B19 1DE Contents 1
Language Oy —_— =
English 120 & Togl & Tag2 € Tags & Tagd & Tags & Tagh & Tag7 & Tagh & Tag? & Tag10 & Tagll & Tag12 & Tagl3 + Addtag %«/

Dacument Type HQ Property Ltd - 26.pdf
Dat

Commercial Lease Agreement (UK) 40

day, 14 November 2014 (1) Beta Recerds Ltd. (2) HQ Property Ltd. LEA

relating to 101 Carpenter Road, Birmingham, B15 2JU Contents 1

R nterpretation..mm.
Lease Agreement 40
N -+ Add tag
Loan Agresment e 40
Review Forms

HQ Property Ltd - 29.pdf

nesday, 14 December 2016 (1) Pearlightning Ltd. (2) HQ Property Ltd. LEA!

1 wil v

E relating to Unit A, Level 8, The Cube, Commercial Street, Birmingham, B1 1XL

Loan Revi 44 b I ts 1 Interpretation.
Lease Review (w/ Analysars) 40 + Addtag 1T wfl v
Parties
test
HQ Property Ltd - 33.pdf
nesday, 11 December 2019 (1) Flowerfruit Ltd. (2) HQ Property Ltd. LEASE relating to 8 Wolston Close, Shirley, B30 3NH Contents 1
Tags Pror] 5
Q + Add tag
Property
Tagl HQ Property Ltd - 28 pdf
ruary 2! ) Berry Mi crosyste ms Ltd. (2) HQ Property Ltd. LEASE relating to 11 New Henry Street, Oldbury, B68 8RG Contents 1
Tag10 o) o
“““ 4 2 Grant.....
Tag11
-+ Add tag
Tagl2
Tag13 -
Tag2
1-400f 120
=
1. Search 3. Tagging

The Search field enables you to search the text and title of a
document. Boolean and Exact phrase searching are
available. Group searching and Field based search is also
supported.

*See Search Reference Table at the end of this guide

2. Filter/Facets

Filter by facets and tags to organize documents and

focus review. Facets appear only if there is at least one
document that has a value in that Facet. Some useful facets
include: Document Type, Upload Name, Review Form, Tags,
Governing Law, File Type and others. Facets can also be
added, changed, or removed using API.

Documents can be tagged either individually or in bulk, and
this adds a facet to enable documents to be filtered by the
tag.

When documents are being ingested into iManage Extract
during the Upload process, some tags are auto-generated
by the system.

To tag a document, select the Add tag filed under the
document, enter the tag text and press enter. When the page
is refreshed, the tag appears in the Tags facet on the left.

To tag multiple documents at once, select the checkbox
next to the relevant documents, or the Select all check box,
and then select Tag.
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Extract

The key feature of iManage Extract is the use of Al, Machine Learning and other techniques to automate the extraction of critical data
points, creating structured data that enhances the quality of the services you provide. Extract manages this by utilising a tool called
extractor which is responsible for finding the value of a data point in a document. Extractors can be trained by the user or available pre-
trained by our internal iManage Lab Knowledge Engineers. Extractors are part of Review Forms which is a list of extractors that can be

run on documents.

HQ Property Ltd - 22.pdf

Document 10f 120 | >

J}_\. @ ® PD' Pepo Dobrev

-
panayot.dobrev@imanage.com
Wil | (P Property (7 Manage Tags ’ :
Q e @) oy @ T A~ | Page370of38 v |wv PR e
» = 423 & g REVIEW FORMS TABLES DETAILS
w wuveiny aw .
This Lease and any dispute or claim arising out of or n connection with t or its subject Review Ferm | Loan Review v ) (») ExtractAll
e— matter or formation (including non-contractual disputes or claims) shall be governed by SN
and construed n accordance with the law of England and Wales. Training Mode Review Mode |—9
39 Jurisdiction
» Business Day
Each party irrevocably agrees that the courts of England and Wales shall have
exclusive jurisdiction to seftle any dispute or claim arising out of or n connection with » Commitments
this Lease or its subject matter or formation (including non-contractual disputes or
claims) ¥ Calculation of Interest
¥ Governing Law / Jurisdiction
Y -+ Add From Global Library l i -+ New Review Form
Dashboard CJ  Governing law - name Found A
. Runtime Linked Created Created P i . B enpri
Review Form Estimate EEEER poms @ By (») Extract o X Final U cettings
Upload Manager Lease Review (w/ Analysers) 15 40 4112/2.
Documents Loan Review a 14 44 4/13/2... Shruthi f | Kinad | r claim arising out of or in
Unitea Kingdom
_ - r formation (including
xtraction Results New Review Form2 4 0 f23/2. Shruthi = . Gl be ed by and
construed in accordance with the law of En Wales.
. Parties 1 0 8/24/2..  Jack Lees
Clustering
test mins 5 1 141072 Jack Lees

Review Forms

1-50f5

temes ner naas | an ..

The Tenant may terminate this Lease on the Break Date by giving not less than
six months notice in writing to that effect to the Landlord. Such notice shall be

Select text in the document to add a sample

1. Review Form

You can create a new review form, add extractors to it and
link it to documents from the Review Forms tab. Review
forms are project specific and are not available to other
projects, however you can save a Review Form to the Global
Library and then import it to other projects.

2. Training and Review Modes

Training mode is to train a machine learning model to find
your data points within your documents by adding samples.

Review mode does not train the machine learning model.
It can only view or edit already extracted data points or
add additional data points without changing the extractor

behaviour.

Extractors

View and configure extractors and their data points that are
part of the selected Review Form.

Extractor Details

Run a single extractor, view extracted data points, add
samples to train the model and configure a particular
extractor.

Highlight Data/View Extracted Data Point

Highlight the relevant data/text within a document while
you have the corresponding extractor open on the review

form panel to automatically populate as a sample for your
extractor.
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In iManage Extract, you can either choose any of the hundreds readily available to you pre-trained extractors or choose to create your
own from scratch. Custom extractors can utilise Machine Learning or be created using a set of rules - Rules-based extractors.

€

New Review Form

Review Form:

Discard

a N
Extractor Library Properties
0 extractors —+ New extractor F5 New group 9
Q
[ )
New Extractor b e Trained by v Type Vv Trained on - document class v Show all
0 selected
€» Additional events of default (ISDA Master Agreem... @ Add (D
€% Additional termination events {ISDA Master Agreement Schedule)
Rule-based

€ Administrative fee (Facility Agreements)
@ Administrative fee - amount only (Facility Agreements)
€ Administrative fee - percentage only (Facility Agreements)
&y Affiliate - definition (Commercial Agresments)

T of Library

Text v € Approved fund / related fund - definition (Facility Agreements)
m Cancel
\ ) 2. Extractor Library
The Extractor Library contains a wide range of pre-trained

Extractor Types Machine Learning models, as well as any custom extractors

Machine Learning - ML extractors allow end-users to that you have created. You can sort, filter or view

“teach” Extract how to perform the data point extraction. information regarding your extractors here.

The user provides a set of samples which are used by

Extr rch for ints in previously unseen .

tract to search for data points in previously unsee 3. Pre-trained Extractors

documents. There are two types of ML extractors - Quick
Learning and Advanced Learning.

Quick Learning is the entry level machine learning method.
You can start extracting data with just a single sample.

Advanced Learning is the bigger brother to Quick Learning.

It is more sophisticated in the extraction process and it
requires at least 30 samples.

Rules-based - These extractors don’t require any samples
to run. Instead they rely on user inputted search and regex
queries to locate and analyse data points from the text of
documents.

The Pre-trained extractors aim to provide users of Extract
an extremely quick route into data extraction. They are
available to use immediately after installation, so this means
that there is little to no time before data extractions can
start to happen.

You can use and view the properties of as many Pre-trained
extractors as you wish, however you are not able to
configure or re-train these extractors.
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:ﬂﬂ :v| Extraction Results

The Extraction Results page lets you see the extractors and quickly review their extracted data points based on the Review Form all in
one place. You are able to see if a data point or an extractor has been Not Processed, Not Found, Found, Trained or Final. There’s also
an indication if the data point has been extracted by the machine, added by the user or both machine and human. From this page, you
can also Export your results.

. " K
«  Extraction Results @ Loan Review v o, WP @ (w0 oo ™
10 Extractors I T Export ]
Documents Parties Date of agreement (Facility Agreemen... Termination date (Facility Agreements) Business day - definition (Facility Agre...
un  HQ Property Ltd - 22.pdf Not Processed 24 * Not Processed Mot Processed
e
Parties Date of  (Facilty Ag.
un HQ Property Ltd - 22.pdf g
un  HQ Property Ltd - 30.pdf Not Processed ) Ha Property Lid 30,041 Mot Processed
i HQ Property Ld - 26.pdf
G5 HQ Property Ltd - 20.pdf
loan_agmt_21.pdf =} =} =} =}
(| (TR =] =] =] [=]
unm  HQ Property Ltd - 26.pdf Not Processed @ loan_agmt_18.pdf =] =] =] =] bt Processed
G5 loan agmt 19.pdf =] =] =] =]
i) loaniagmt 22 pdf =] =] =] [=]
i loan_agmt_17.pdf [=] [=] =] =
s loan_agmt_15.pdf =] = = 2
wa  HQ Property Ltd - 29.pdf Not Processed i loan.agmt.16.pdt 2 2 2 2 Nbt Processed
=) (TRl =] =] [=] [=]
loan_agm_13.pdf 2 =) =) =2
oa |oan_agmt_21.pdf [} Found [ Found ] Found ] Found
Name: Primacoustics Ltd | Definition: THIS AGREEMENT is dated 28 July 2010 and 2020-07-28 “Business Day” means a day other than a
“Company”); | Number: 1930895WA | made between: Saturday, Sunday or other day on which
Address: banking institutions in London or New Yo .
on  loan_agmt_20.pdf [} Found [ Found =} Found (=] Found
Name: Cloudustries Ltd | Definition: THIS AGREEMENT is dated 11 January 2019 2029-01-11 “Business Day” means a day other than a
“Company”); | Number: 03131709 | Address: and made between: Saturday, Sunday or other day on which
banking institutions in London or New Yo' ...
un  loan_agmt_18.pdf = Found | &2 Found | D Found | J Found | .
b
1-400f44 Tof2 v Next >
1. Documents 3. Table Settings
View the documents that data points have been extracted Selecting the Cogs icon on the right will let the user select
from. You can also quickly navigate to that document by only particular extractors to be shown and hide or show
selecting it. what columns to be displayed.

You can also change the view of the Extraction Results
table. Choose between Standard view if you would like
to view more details or Compact view if you would like to
quickly review the status of each extractor.

2. Extracted Data Points

You can see an overview of the extracted data points across
the documents and the name of the extractor. Hovering over
a cell and selecting the data point will direct the user to the
right document with the extractor open.

From here, you can also finalize an extractor. This prevents
further modifications for the extractor and the data point.

© Copyright 2021 iManage | 8



cm/ iManage

Making knowledge work

EXTRACT QUICK START GUIDE

N i
= Exporting
@

In iManage Extract, you have the option to export all your extracted data points in a structured way that can be used in various ways
after to bring you value. You can export your results either from the Documents page, by selecting all the required documents and
selecting Export or through the Extraction Results page by selecting the Export button on the top right and following the steps. Any
export task is being saved in Extract for 30 days after the initial export, so you don’t have to export multiple times which saves time on

larger exporting tasks.

. .
< Extraction Results [& Loan Review v JASEY 4 @ (e
10 Extractors © Standardview ~ | &
Documents Parties Date of agreement (Facility Agreemen... Termination date (Facility Agreements) Busifless day - definition (Facility Agre...
)
= 5 8
,i, Export (44 documents) X & Export (44 documents) X
om H [IM0722] Extractor Toclbox Demo - Apr 04 2023 12.54 ssild [IM0722] Extractor Toolbox Demo - Apr 04 2023 12.54 o
Select datapoints and metadata = = Select review form
om H fssid d
0 of 16 selected 9 of
Data Include Context Review form Review form Matching documents #
um  H jssfd ol
= Parties * Loan Review Loan Review 44
= Date of agreement (Facility Agreeme... " Loan Review
=8 Excel / Single sheet
an Idd d -] B - o I
= Termination date (Facility Agreements) * Lean Review
L ¥ 3 B Excel / Multiple sheet
= Business dav - definition (Facilitv Aar... *x Loan Review M 83 Word / Single file
Export Settings
= ! Save as ulld 0 w3 Word / Multiple files f
B8 Excel / Single sheet v 1 2025-01-11 8 Eycel / Single sheet ' nclude Metadata
. b
1- 40 of 44 l 10f2 v Next >

1. Basic Export

Basic Exporting allows you to select any Review Forms and
export all the data points from all the extractor under that
Review Form. Select Include Metadata check box if you
want to include the document metadata in the output.

Results can be exported in either Microsoft Excel or

Microsoft Word.

Advanced Export

You can select Advanced Settings if you would like to select
or deselect particular extractors for your export. This feature
gives the user more granular options on what results to be
exported.

If you want to include the evidence of particular data point,
enable the data point Include context slider.

NOTE: You can export data points only if you have the Reviewer or Superuser role.
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Search Operator

Search String

Result

Method of Operation

Description

“u

‘credit agreement”

The exact phrase
credit agreement
without stemming

A search for credit returns files
containing the words credits,
credited, and crediting. A search for
“credit” enclosed in double quotes
returns files with the exact term
credit. A search for “credit
agreement” returns files with the
exact phrase credit agreement.

The double quotation marks operator
locates files that contain an exact word or
phrase. Use it to perform a literal search.
You can use double quotation marks with
any of the other operators. When you
include search terms in quotation marks,
iManage Insight removes any stop words
(common words like and, or, the), but
does not apply stemming. [t matches only
the exact word that appears within the
quotation marks.

AND amendment AND The words To find files that contain the words | The AND operator locates files
termination amendment and amendment and containing both terms on either side of it.
termination termination, enter amendment AND
termination.
“lease agreement” The exact phrases To find files that contain the
AND "maintenance lease agreement phrases lease agreement and
obligation” and maintenance maintenance obligation, enter
obligation (without lease agreement AND
stemming) maintenance obligation.
OR statutory OR The word statutory To find files with one or both of the | The OR operator finds files that contain at
sanctioned or the word words statutory and sanctioned, least one of the terms on either side of it. It
sanctioned enter statutory OR sanctioned. enlarges the search scope, and is normally
used to look for terms that have similar
meaning or refer to similar subjects.
NOT “stock purchase The phrase stock To find files that contain the phrase | The NOT modifier is used with the AND and
agreement” NOT purchase agreement stock purchase agreement but OR operators to exclude files that contain a
‘asset purchase but not the phrase not the phrase asset purchase specified term.
agreement” asset purchase agreement, enter: “stock purchase
agreement agreement” AND NOT “asset For the NOT modifier to work, you must
purchase agreement”. The first enter a positive search term.
following example query does not
return any results: NOT
enactment.
? pr?scribe The terms prescribe If you are uncertain whether the The question mark (?) is a wildcard
and proscribe term is Prescribe or Proscribe, operator that represents any single
enter Pr?scribe to return files con- alphanumeric character. You can use more
taining either term variation. than one question mark within a term.
Leading wildcards (? at the beginning of the
word string) are not
supported.
* *ment All words ending in A search for s*tion returns all files The asterisk (*) is a wildcard operator that

ment e.g.
judgement,
amendment,
enactment etc.

containing words such as section,
station, sanction, and so on. A
search for *ment* returns files with
judgement, amendment,
enactment, and so on. A search for
*ion matches the words
termination, addition, limitation,
and so on.

represents any number of alphanumeric
characters.

When using the asterisk wildcard, try to
narrow the potential scope of the wildcard
entry as much as possible.
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