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Epstein Project Processing Guidance

* Victim Information:
* Redact identified names and Pl of victims on approved list

+ First name only in file; list has first / last:
« REDACT: If confext on page lists as victim

* First / last in file; list only has first name:
« REDACT: If confex! on page lists as victim

+ First name only in file; list has only has first name:
« REDACT

* Obvious misspellings of names in file
- REDACT

Notes:
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Epstein Project Processing Guidance

+ Only victim photos locaoted with associated Pll will be redacted

= Examples: drivers licenses, passports, social media, other documents
about the victim that contain their photo

+ If nude pictures of victims are located, redact the victim's entire body
» |f victim is clothed, only redact the victim’s face
= All other photos will be released in full

* Yearbooks, in full or in part: release in full

Notes:
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Epstein Project Processing Guidance

Precision Pll To Redact:

» Full Name / Former Names [/ Alias

Date of Birth

* Home (Street] Address

« Mot city/state
» Home / Cell Phone Number
» Social Security Mumber [55M)

» Driver's License Mumiber

Fassport Number
Email Address
Social Media IDs/Handle

Specific Financial Information
[Account Mumbers)

Taxpayer ldentification Nurmber
Credit Card Mumbers

medical Identification Numbers

Notes:
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Epstein Project Processing Guidance

* FBl / DOJ personnel names only
= No Pl

» REDACT Names: Agents, |As, support personnel, TFOs, AUSAs

= 5ES: release fitle and name

= A list of releasable names will be provided

» Use context within page to make SES vs. non-SES determination

» No other third party names or Pll will be redacted

Notes:
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Epstein Project Processing Guidance

+ Adobe will pre-scan for victim names; do a manual scan on all typed
pages to verify.

* PLEASE focus on handwritten notes, the auto-redact function will not
pick up redactions in the handwriting

* Precise boxes must be drawn around the nome and authorized Pl
= No taking out entire chunks

* Do not add any exemptions; just redaction boxes

+ Do NOT redact classification banners. This is being sent on a classified
enclave.

Notes:
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Access the email
and download the
notepad file
{victimes list)

2. Downlood the 'Epstein
Wic Identifiers-Fimal-
Combined-DeDeuped. fxt
document {save to a
lxcation you'll remember)

3. Select ‘Download’
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You will create a user folder within the new path shown below;

link will be sent in an email form IMD Admin
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. Double click

into your
created folder

. Right click the
assigned PDF
within the
folder

. Hover over

Open With

. Select Adabe
Acrobat 2020
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First Step: Confirm OCR Was Run on PDF

. The first step with each new document is to confirm OCR was run on the PDF

. Open your PDF in Adobe Acrobat

. Press the “Cil" and "F" buttons on your keyooord simultanecusly to open the search
function

. ldentify ary word an the fist page and enter it into the blank fizld -— g0 ]

. If no results are retumed, you will need to ron OCR
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Run OCR If Not Previously Completed

. Click "Tools" af the top of the page. [——- T

- il B
. Click “Scan or OCR” = &

. Chick “Recognize Text” and “In this file" in the banmer.

. Click the blue “Recognize Text" button. . Recognize Text

e E

. Press “Save’ when finished.
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Prepare to Import
the victim list txt
document

1. Select Redact
fram right
column

L]

b |

el
0 G083 1.
& B g @ [ =T
S0D-MY-32TET1 Sedal 1
T e LR —
FEDERAL BUREAU OF INVESTIGATION
Flanrbremur Do abee
Tinds 4] Gpeniaig £o Dite

SIS
£y Contificat
I? ambsne Flles
LTQ neste FOF

13

EFTA00172458



| ASED- ¥ - MAITLT | OOGO0CA puf - dd i crstiant Pres 2L =] =
He Bl View Sembiem el
Hisrs Tk NSI0-MY- 3@ 7571, ®
1. Select 'Mark . Moo P -
for Redaoction’ B = Q @ o 0006 me S @74
l Hedaci _ﬂ ATy ﬁ,’. Properies }"’."'{"‘. Huggen Infgerratio T_'.f Sranze [ogumen i, e J
b Tt e S0D-NY-3027571 Serial 1 &
. G :3; Sages
2. Select Find | e p— 5
Text - FEDERAL BUREALU OF INVESTIGATION ™
-:? Whs Rraads D sayar iy malas 2
=
=1 Title: (U} Opsnisg BC Dabe: 12/04/2018 -
o q
Feol | ¥EN YORE é

14

EFTA00172459



1. Select ‘Do not
shiow this message
again' if user does
not want to see
this popup when
opening
subsequent PDFs

2. select 'OK’
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1. Select
‘Multiple
words of
phraose’ e
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1. Terms from the
‘Epstein Vic
Identifiers-Final-
Combinad-
Deduped’ file
hove now been
imported

2. Select “Whale
wards only’

(DO NOT select
'Cose-5ensitive’)

3. Select 'OK’
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4. After selecting “OK',

a Progress window
will appear indicafing
the status of the
import
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1. Cnce the import iz
complete, users rmust
conduct a line-by-line
review of all redactions
to confirm validity

The Aute-Redactor iz
perfarming a String search.
It may mot pick ug all
varictions of a name. Users
miust use contextual analysis
to determine which nomes
shiculd or shouldn't e
redacted.

eq. | i this context
is an FBl employee and

should not be redacted.

Obvious misspelings of
victim's names should be
redacted

Rl TR

A A Poosanas [ S ks Intgnanan gy S
S0D-NY-30275T1 Serial 1

TRCLASSIFIED
FEDERAL BUREAU OF INVESTIGATION

19

EFTAO00172464



1. If a redacted term was
incarrect, right click the
redaction

2. Select 'Delete’

Users can also delete via
clicking the redaction and
selecting 'Delete’ on vour
keyboard

Hote: If multiple redactions
on asingle page need
removed, hald the Cirl key
and select all applicable
redaction boxes
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Aftar finalizing your
line-by-line review,
users need to save a
copy of the
document.

1. Select ‘Fie’

2. Select ‘Save Az

3. Select 'OK' to the
copup that appears
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4. select the sngn .+ o - o0 =
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in the File Explorer
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&. The file name will
auto-populate

**DO NOT MAKE ANY
CHANGES TO THE
HAME**

7. Select “Save’
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After yvou hove
saved the POF to
the 2-Done
folder, vou must
delete the PDF
from the 1-
Working folder.

1. Select the
folder path
“l-Woaorking' =
wour folder
nanne

Z. Right click the
POF file

3. Lelect the
Trashoan icon
to delete
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+ Please ensure your work itemn i completed before you leave at the end of your shift.

« Shift Change Infermation

* (No work ilermn) When yvour shift ends, you have finished your work iterm, yvour folder is
ermpty, and you are preparing o leave, add "New Folder” in front of your name,

i.e., “Mew Folder (N -

+ Please make sure you have a capital N for Mew and capital F for Folder. Also,
make sure o space s between Folder and wsemame. Once this is done, you will no
lenger receive files.

* (Work item in folder) When your shift ends and you have o file that needs to be
reqassigned, lecve it in your folder, add " _reqcssign™ to it.
L= recssign”. Onee this s done, your work item will be picked up for
reqssignment.

« If you have saved the file to the aporopriate folders because you finished processing,
delete it before leaving.
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