
nsight Quick Guide to Legal Hold and Collection

Matters � Click the arrow to go to Matter
details or Create a New Matter

� Click the logo from any screen to
return to the dashboard

Company, Firm, or Client

Log in here: https://app.totaldiscovery.com/

� Enter Matter details and
select Insight Direct at
Delivery Format

Notify – Create Custodians

� Select Custodians, then Add
Selected Custodians (from
existing) or Create Custodian

SITE MANAGEMENT AND SETUP 

Create a Matter

https://app.totaldiscovery.com/


Create Questionnaire

Add Custodians from the 
matter or ind custodians 
from other matters.

Create the notice or start 
with an existing one.

Start by creating a new Legal Hold 
and monitor holds on this screen. 

Set reminders and escalations: 

� Acknowledgement Reminder: automatically
send reminders to custodians who have not
acknowledged their legal holds
� Hold Reminder: automatically send routine

reminders to custodians, making sure that
they remember their active Legal Holds
� Escalation: escalate the Hold Reminder to

a supervisor

Add attachments, a single 
acknowledgement question 
or include a questionnaire 
that you create. 

� No need to include custodians,
email, or note if the Questionnaire
is sent with the notice

� Use the recommended questions
or create custom ones
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� Send when you are ready

LEGAL HOLDS 

Create a Legal Hold



Data Profiler

� Select custodian
or hard drive



Monitor Collection Status

Select the status to see 
the data collected

� Under Preserve, create a 
  new collection 

 � Name the collection

� Use the Select buttons to
choose the selection type
and the custodians

� Choose how you want
to collect (automatically
or allow the custodian
to choose)

� Email will be sent to Custodians

COLLECTION 

Preserve – Collect



Discover – Search & Deliver

Results displayed 
automatically.

Saved Searches

Individual queries

� Select the custodian
sources, file types
and exclusions here

� Create New
Search Groups

� Use the menu to Deliver,
lock or take other actions




