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QUICK START GUIDE 

Data Uploads with CloudNine Discovery Portal 

 

A complete guide for uploading native and load file data into CloudNine Review, using 

CloudNine Discovery Portal.  
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Introducing CloudNine Discovery Portal 
 

CloudNine Discovery Portal is the gateway for transferring and processing your eDiscovery data 

into CloudNine applications. With simple, easy-to-use workflows you can upload and process 

raw, unprocessed eDiscovery data from its original state (email, e-doc, archives, forensic 

images, etc) or already processed eDiscovery data (load file ready) to CloudNine Review.  

The CloudNine Discovery Portal workflow streamlines uploading and processing steps and 

provides status emails during each phase of processing.  

System/Internet Requirements 
 

Check system requirements for minimum setting recommendations for CloudNine Discovery 

Portal. You will need the following:   

• 64-bit operating system.  

• 10/100 Mbps. Gigabit recommended. 

 

 

 

 

Installing CloudNine Discovery Portal 
 

The CloudNine Discovery Portal download is available on the My Project page of CloudNine 

Review. If you are new to CloudNine Review, see First-time Login Instructions. If you are an 

existing user, you can skip ahead to Downloading CloudNine Discovery Portal. 

NOTE: Regardless of your system settings, only a valid internet connection is needed to upload 

your data. However, the speed of your connection will determine how long your upload will take. 

For example, if a 10-gigabyte data set takes a few hours to upload, then a 150-gigabyte data set 

could take more than a day. It is best to start with a small data set to gauge your upload speed.  

 

https://cloud9discovery-my.sharepoint.com/personal/tmarshall_cloudnine_com/Documents/Documents/Technical%20Writing/CloudNineReview/C9R_QStoUploadData.docx
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First-Time Login to CloudNine Review 
 

1. Your user account is created in CloudNine Review, you should receive an email providing a 

temporary password link. Click the link in the email to create a new password.  

• Alternatively, click https://login.cloudnine.com/u/login/ to access the CloudNine Review 

login page.  

2. On the Welcome Login screen, enter your Email address, then click Continue.  

3. You are now on the Enter Your Password screen. If you know your Password, enter the 

password, then click Continue.  

• If you do not know the password, select Forgot Password and Enter Your Email 

address to receive a password reset email. 

4. The first time you log in, you will set up your multi-factor authentication with Auth0. See the 

Knowledge Base article, Creating Your Mult-Factor Authentication for more detailed 

information on multi-factor authentication.  

Downloading CloudNine Discovery Portal 
 

1. Click the link https://login.cloudnine.com/u/login/ to access the login page of CloudNine 

Review.  

2. Enter your Email address and click Continue.  

3. Enter your Password and click Continue.  

4. Verify Your Identity.  

5. You are now on the My Projects page of CloudNine Review. Click the Upload Data option 

in the top right corner.  

 

 

6. The CloudNine Discovery Portal Install page opens. Click Install Discovery Portal Now to 

download the installation.  

https://login.cloudnine.com/u/login/
https://kb.cloudnine.com/mfa_creation
https://login.cloudnine.com/u/login/
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7. The Discovery.Portal.<version>.exe downloads to your default download location. 

Navigate to your download location and double-click to initialize the self-installing executable.  

 

8. First-time users receive the End User License Agreement (EULA). Review the agreement 

and click Accept to proceed to the CloudNine Discovery Portal Welcome screen. 

   

  
NOTE: CloudNine Discovery Portal is designed to be installed and launched at the User level. If you 

install or run as an Administrator, some features may not be available. 

CloudNine Discovery Portal is self-updating. When launched, it verifies the version and will 

automatically be updated to the current version.  
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Review and Prepare Your Data 
 

As a best practice, you should always review your data. This will help you determine: 

• The type of data: Do you have Native files (raw, unprocessed) or Load file (already 

processed) data? 

• Size of data: How large is the data set you wish to upload?  

• How is the data organized? Is data organized by volume, folders, custodian, etc?  

The type, size, and organization of data can be used to determine how you wish to upload the 

data. Often, data is uploaded in “batches” based on a folder structure or custodian. There are 

many advantages to uploading the data in batches which include but are not limited to:  

• Batches are typically smaller and will not take as long to upload.  

• Review can begin when the first batch is uploaded and ready.  

• If issues are encountered, it is easier to troubleshoot.  

There is no limitation to the data size you upload through CloudNine Discovery Portal. For the 

reasons mentioned above, we do recommend organizing and uploading data in manageable 

batches.  

CloudNine Review has a tree-view function that follows the file path of documents through folders 

and subfolders, which is also captured in the original path field in CloudNine Review. This is 

extremely useful when uploading in batches by custodian or folder.  

The Sending/Uploading Data to CloudNine Review knowledge base article may be an additional 

resource when reviewing your data and determining how to send your data to CloudNine Review. 

     

NOTE: CloudNine Discovery Portal is designed as an automated process, to handle select types 

of data and file formats using standard processing specifications. The platform is not 

recommended for ALL projects or ALL data sets or file types, but specifically for projects and data 

sets and types that DO NOT require manual file handling or special processing requirements. If 

your data requires manual processing or special processing requirements, please contact 

CloudNine for a quote on our Client Services processing. 

https://kb.cloudnine.com/how-do-i-send/upload-data-for-cloudnine-review
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Upload Data to CloudNine Review 
 

CloudNine Discovery Portal is used to upload data to existing or new projects in CloudNine Review. 

Native (raw, unprocessed) electronic files or processed data (load file ready) can be loaded into 

CloudNine Review.  

CloudNine Discovery Portal: Loading Native/Raw Data to 

CloudNine Review 
 

On the Welcome to CloudNine Discovery Portal screen, you will initialize the workflow for loading 

data to CloudNine Review.  

1. Under Select Data From: select the first option, File System (e.g., File Share, Hard Drive, 

Forensic Image, etc).  

2. Choose the CloudNine Review option from the Review Data Using: section. 

 

3. Click Continue. 
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4. The Log in to CloudNine to continue to Discovery Portal screen appears. Enter your 

CloudNine Review Email address, then click Continue.  

 

5. Enter your CloudNine Review Password, then click Continue.  
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6. The Verify Your Identity screen appears, use the Auth0 method you established with your 

first log-in to CloudNine Review. 

 

 

7. Once verified, the popup What kind of data are you uploading? appears and has four 

options to choose from: 

 

• Native/Raw Data: Data that has not undergone any processing to expand container 

files, extract metadata, extract native files, or extract text files. This is eDiscovery data in 

its original collected format. 

 

• Production/Processed Data: Data is processed and contains the corresponding .DAT 

load files for metadata along with links to the native and text files. If images exist, a .LFP 

or .OPT file is available for image uploads. 
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• UFDR: Cell phone data provided in a UFDR file, a summary report of data collected from 

a smart phone or other smart devices.  

 

• Modern Data Load File:  Data collected from cell phones, group messages, social 

media, etc and provided in a delimited load file format such as a CSV or DAT file.  

 Select Native/Raw Data to upload unprocessed data, then click OK.  

Select a CloudNine Review Case 
 

You are now on the Select a CloudNine Review Case. 

 

On this screen, you will: 

1. Enter an Upload name (required), 

2. Select an existing CloudNine Review Project from the Case Name list, or 

3. Create Case to upload data to.  

 

 
NOTE: You must have Admin rights to a CloudNine Review project to upload data. If an existing 

project does not appear in the Case name list, you do not have Admin rights to that project.  
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Create Case 

1. Select Create Case. The Create New Case popup opens.  

2. Enter a Case Name, then select the Time Zone for the case.  

 

3. Click Create. The case appears in the Case Name list, italicized, and selected for the import.  

 

4. Enter the Upload name for the data.  

5. Click Next to advance to the Select Data for Upload screen.  

 

 
 

 

NOTE: If you create a new case, you will be an Admin to the CloudNine Review case.  

The new case created through CloudNine Discovery Portal is temporary and is not created in 

CloudNine Review until the upload is completed and data is received by CloudNine Review.  
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Select/Create Custodian and Select Data for Upload 
 

On this screen there are two sections: Select/Create Custodian and Select Data for Upload.  

 

 

1. Select/Create Custodian: Here you will choose the custodian for the data you are loading 

or select Create New from the drop-down then enter the Custodian name. Only one 

custodian can be assigned to the data selected for upload.   

2. Select Data for Upload, choose the data to upload to the CloudNine Review case. Select 

folders/files using either of the following options.  

 
• Drag and Drop any number of files and folders into the area marked Drag files & 

folders here to add files. 
 

• Select the Browse... drop-down and select either Add files... or Add folders... to 
navigate and select the files/folders you wish to upload to CloudNine Review. Once 
selected, choose Open (files) or Select Folder (folders) in the bottom right corner. 

 

Discovery Portal lists the selected files or files found in the folder selected. You can continue 
to add files via drag/drop or browse file/folder selection methods until you have selected all 
files you wish to upload.  
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3. After selecting the files and folders to upload, click Next to advance to the Pre-Upload 
Filtering screen.  

 

Pre-Upload Filtering 
 

When uploading native files to CloudNine Review, you have the option to inventory and exclude files 

from the upload process. For example, you may choose to exclude specific file types, or you may 

choose to filter by date range.  

For this document, all selected files will be uploaded. To learn more about the Pre-Upload Inventory 

and Filter option, review the Knowledge Base articles: CloudNine Discovery Portal: How do I 

process/upload native files to CloudNine Review, or Is there a way to identify file types or inventory 

data before uploading?  

https://kb.cloudnine.com/how-do-i-upload-data-to-cloudnine-review
https://kb.cloudnine.com/how-do-i-upload-data-to-cloudnine-review
https://kb.cloudnine.com/is-there-a-way-to-inventory/investigate-the-data-we-received-before-it-is-processed
https://kb.cloudnine.com/is-there-a-way-to-inventory/investigate-the-data-we-received-before-it-is-processed
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1. Select No (default selection) under Do you want to cull data prior to processing?  
2. Click Next to advance to the Confirm & Upload screen. 
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Confirm & Upload  
 

The Confirm & Upload screen is your last chance to verify file counts, the CloudNine Review 

Case, Upload Name, and the Custodian Name you are uploading to.  

 

 

 

1. Verify the File System: Total files selected for upload: <file count> is the number of files, 

not expanded, selected for upload.  

2. Under Uploading to: Confirm the CloudNine Review - <Case Name>, Upload Name, and 

Custodian Name. 

3. Select Start Upload to initialize the data upload.  
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Global Monitoring Console 
 

CloudNine Discovery Portal compresses the files and then uploads them to CloudNine Servers. The 

Global Monitoring Console provides status updates for the upload process.  

 

The Complete status indicates the files are uploaded to CloudNine Review servers. Once received, 

the files are processed to CloudNine Review.  

CloudNine Discovery Portal: What to Expect Next 
 

You will receive three emails over the course of the process.  

• Email 1: (CloudNine Discovery Portal Upload Received) will arrive after the data has been 
uploaded, confirming receipt of the data set.  

• Email 2: (CloudNine Discovery Portal Data Ready) will arrive after the initial processing has 
been done, and your data set is available to start reviewing. 

 

NOTE: At this point, some indexing and analytics have not been performed. 

 

• Email 3: (CloudNine Discovery Portal Analytics Complete) arrives after data has been 
completely indexed and analytics have finished. 
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Upload Production / Processed Data 
 

If you have already processed files and data with corresponding load files, use CloudNine Discovery 

Portal to upload data to CloudNine Review.  

 

1. Launch CloudNine Discovery Portal. 

 

2. On the Welcome to CloudNine Discovery Portal / What would you like to do? screen, 

under Select Data From:, choose File System. 

3. Under Review Data Using:, select CloudNine Review.  

4. Click Continue.  

5. The Login to CloudNine screen appears; enter your Email address and Password for 

CloudNine Review then Verify Your Identity.  

6. The What kind of data are you uploading? screen appears. Select 

Production/Processed Data.  
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7. Click OK to advance to the next screen, Select a CloudNine Review Case.  

8. Enter an Upload name; this could be the production or volume name of the data set.  

9. Select a CloudNine Review case from the Case name list or click Create Case to create a 

new case. 

 

10. Click Next. You are now on the Select Processed Data and Supporting Files screen.  

Select Processed Data and Supporting Files  

There are two options for loading your production/processed data to CloudNine Review: 

• Self-Service Loading: Uses a load file to load data, natives, text, and images into an 
existing CloudNine Review case or a new case. You can also overlay data to existing 
records in a CloudNine Review case.  
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• CloudNine Client Services: Sends the data to our Client Services team for loading.  

 

This section provides instructions for self-service loading new records.  

1. Under Select Processed Data and Supporting Files: 

a. Click Browse… next to Select the Native .DAT load file. Navigate and select the 

.DAT file you wish to upload; once selected, click Open. 

b. For Images, Browse… to Select the Image .OPT or .LFP load file. Select the OPT 

or LFP file, then click Open.  

2. Choose Load Data as New Records (default selection). 
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3. Click Next to advance to the Field Mapping screen.  

Field Mapping 
 

Field mapping is a major step when uploading production/processed data to CloudNine Review. You 

must map fields from the DAT load file to system fields in CloudNine Review. If fields are not 

mapped, the data in the DAT load file will not be available in CloudNine Review.  

 

There are three sections to Field Mapping:  
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1. DAT File Fields: All fields found in the DAT (data) file are listed here.  

2. Field Mapping: Displays the DAT Field and Mapped CloudNine Review Field. Not 

mapped indicates the field is selected from the DAT or CloudNine Review Field but is 

not mapped.  

3. CloudNine Review Fields: Lists the fields available in CloudNine Review the data 

fields can be mapped to.  

At a minimum, you will need to map the BegBates (Key field that connects data, natives, text, and 

images). If you have text and native files, you will need to map the native and text file paths. To 

maintain family relationships, the Parent identifier (Parent BegBates) must be mapped to the 

BegAttached field. 

1. From DAT File Fields, choose the “Beg Bates (BegDoc)” that is the key field.  

2. Select additional fields found from the DAT File Fields, mapping them to the best 

corresponding field in CloudNine Review. The example below illustrates three fields in the 

DAT Field List that are mapped to corresponding fields in CloudNine Review. 

 

3. After mapping fields from the DAT file to fields in CloudNine Review, click Next to advance to 

the Confirm & Upload screen.  
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For more in-depth information on Field Mapping, refer to the Knowledge Base article: CloudNine 

Discovery Portal – CloudNine Review: How do I upload processed data (with load files) to CloudNine 

Review. 

Confirm & Upload  
 

The Confirm & Upload screen is your last chance to review the data you have selected for upload. 

When uploading already processed data into CloudNine Review, the CloudNine Discovery Portal 

provides information about the data upload.  

 

1. Review the information in the Uploading From / Processed Data. Verify the Load Files, 

Upload Name, Number of Records, Number of Mapped Fields, Number of Native Files, 

Number of Text Files, and Number of Image files match with the processed data counts.  

2. For Uploading To, verify the CloudNine Review project you are importing to, Action, and 

.DAT information.  

3. Click Back to make any necessary changes. If you are satisfied with the information, click 

Start Upload.  

  

https://kb.cloudnine.com/i-have-processed-data
https://kb.cloudnine.com/i-have-processed-data
https://kb.cloudnine.com/i-have-processed-data
https://kb.cloudnine.com/i-have-processed-data
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Global Monitoring Console 
 

The Global Monitoring Console appears and shows the status of the upload process.  

 

When the upload is complete, a status with a green check mark appears. This means the upload has 

been received by CloudNine Servers.  

You will receive email notifications about the progress of the import into CloudNine Review.  

Resources 
 

Answer Center: https://answercenter.ediscovery.co/litigation/ac/ac_portal/index.html?welcome.htm 

CloudNine Discovery Portal: https://kb.cloudnine.com/cloudnine-discovery-portal 

CloudNine Review: https://kb.cloudnine.com/cloudnine-review 

CloudNine Support Team: Email  support@cloudnine.com or phone 713-462-6464. 

https://answercenter.ediscovery.co/litigation/ac/ac_portal/index.html?welcome.htm
https://kb.cloudnine.com/cloudnine-discovery-portal
https://kb.cloudnine.com/cloudnine-review
mailto:support@cloudnine.com

