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1 Overview 
Relativity is a flexible document review platform.  This Administrative 
Manual is intended to give you the knowledge to effectively manage 
wŜƭŀǘƛǾƛǘȅΩǎ ŦƭŜȄƛōƛƭƛǘȅ ŀƴŘ ƎǊŀƴǳƭŀǊ security rights, thus providing an 
intuitive interface for your users.  
 

1.1 Before You Start 
 
To best understand this manual, it is necessary to have a basic 
understanding of Relativity.  This can be accomplished by reading the 
Relativity User Guide. 
   

  

All Relativity documentation ς including the User Guide and 
Quick Start Guide ς can be found in the reference guides 
section of the kCura Support site: 

www.kcura.com/relativity-manual 

 
As you read through this manual, you may want to refer to the Relativity 
Quick Start Guide, which provides a basic explanation of the different 
areas of Relativity seen by a reviewer.  
 

1.2 Standard Relativity Objects 
 
The Relativity document review platform is a series of connected 
objects all centered on a case.  Understanding these items and their 
connection is vital to your success as a Relativity Administrator.  Below 
is a basic diagram of these objects and their connections.  
 

mailto:support@kcura.com
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Standard Relativity Objects 
 

1.3 Glossary 
 
The table below defines the most commonly used object types in 
Relativity.  It is important to become familiar with these terms, as they 
are used throughout the study guide. 
 

Object Definition  

Client Clients are companies or organizations. In Relativity, 
Clients are linked with associated Users and 
Matters. 

Matter Matters are used to define different Cases, disputes, 
or consulting instances that a firm may encounter 
with a Client. Within Relativity, a Matter can be 
associated with one or more Cases. Clients in 
Relativity may also be associated with one or more 
Matters (mirroring the billing structure of most law 
firms).  

User Users are individuals who have access to the 
Relativity environment. 

Group Relativity Users are organized by Groups and may 
be associated with more than one at a time. Groups 
are added to Relativity Cases where their 
permissions are set on a case-by-case basis.  

Case Cases within Relativity are document repositories 
used to store, display, search, organize and 
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Object Definition  

categorize Documents related to a specific Client.  

Document A Document is a record within a Relativity Case. 

Field Fields are used to store Document metadata or 
coding within Relativity. 

Choices Choices are predetermined values that are applied 
to Single and Multi-Choice List fields. 

Layout 
 

Layouts are Web-based coding forms that allow 
Users to view and edit Document fields. 

Views Views are customizable lists of items within 
Relativity. Essentially, anytime you see a list of items 
in Relativity, it is a View. 

 
Glossary of terms 

 
Section 7 through 26 are designed to help you take advantage of 
wŜƭŀǘƛǾƛǘȅΩǎ ŦƭŜȄƛōƛƭƛǘȅ ŀƴŘ ƎǊŀƴǳƭŀǊ ǎŜŎǳǊƛǘȅΦ  ²ƛǘƘ ŀ ƎƻƻŘ ǳƴŘŜǊǎǘŀƴŘƛƴƎ 
of the content in these sections, you will be able to present your 
reviewers with a clean, intuitive review interface.   
 

1.4 Relativity Dynamic Objects 
 
In addition to the above objects, you can create your own dynamic 
objects. These dynamic objects can be connected to documents, and to 
each other, allowing you to create powerful applications within your 
case. A common example might be a custodian object, where you could 
store information about the custodian, and connect the custodians to 
their documents.  
For more information on Relativity Dynamic Objects, see Section 25 ς 
Object Types. 
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2 Admin Mode Basics 
 
When you first log into Relativity, you are presented a list of cases that 
you have been given rights to see.  
 
Use the mode bar to browse between the different Relativity modes. 
The mode bar is found in the upper-right corner, as indicated by the red 
box below.  The options you see in the mode bar depend on whether or 
not you are a System Administrator.  
 

 
     Mode Bar 
 

2.1 Are you a System Administrator? 
 
Some users will be designated as System Administrators.  System 
Administrators have rights to see every item within a Relativity 
environment.   
 
System Administrators will see a mode bar containing: 
 
Á Cases | Admin | Logout  

 
Users not designated as System Administrators will see one of the 
following options: 
 
Á Cases | Settings |Reset Password | Logout 
Á Cases |Reset Password | Logout 

 
If you do not have an Admin option available in the mode bar, you are 
not a System Administrator.  If you feel you need these rights, consult 
your Relativity Administrator.  Otherwise, you can skip to Section 8  ς 
Tabs. 
 
 

2.2 Admin Mode Tabs 
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Clicking on Admin in the mode bar will take you into Relativity admin 
mode. This mode allows you to perform system-level, non-case 
administrative functions. The following tabs are available in admin 
mode: 
 
Á Clients ς Covered in Section 3 ς Clients 
Á Matters ς Covered in Section 4 ς Matters 
Á Users ς Covered in Section 5 ς Users 
Á Groups ς Covered in Section 6 ς Groups 
Á Views ς Covered in Section 23 ς Admin Mode Details 
Á Choices ς Covered in Section 23 ς Admin Mode Details 
Á Agents ς Covered in Section 23 ς Admin Mode Details 
Á Errors ς Covered in Section 23 ς Admin Mode Details 
Á Tabs ς Covered in Section 23 ς Admin Mode Details 
Á MotD ς Covered in Section 23 - Admin Mode Details 
Á Production Queue ς Covered in Section 23 ς Admin Mode 

Details 
Á Imaging Queue ς Covered in Section 23 ς Admin Mode Details 
Á User status ς Covered in Section 23 ς  Admin Mode Details 
Á Script Library ς Covered in Section 20 & 23 ς Scripts & Admin 

Mode Details 
Á Assemblies ς Covered in Section 23 ς Admin Mode Details 
Á [Custom] ς Covered in Section 23 ς Admin Mode Details  
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3 Clients 
 
Clients are companies or organizations.  In Relativity they are linked 
with associated users and matters.  
 

 
  

Clients 

 

3.1 Adding a Client 
 
To add a client, go to the Clients tab. Then click the New Client button. 
 

  
New Client Button 

 

Clicking the New Client button launches the new client form. 
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New Client Form 

 
There are three fields of client information required for every new 
client: 
 

  

Required fields in Relativity have an orange label. 
Optional fields in Relativity have a grey label. 

 
   
Á Name is the name of the client.  Name must be between 1 and 

50 characters. 
Á Client number is the billing number for the client.  Client 

number must be between 1 and 50 characters. 
Á Status is the current status of the client.  The default options 

are active or inactive, but you can add any status value.  You can 
use the status value to organize and display lists of clients using 
Relativity views. 

   

  

For more information about using status as an organizational 
tool, see Section 23 ς Admin Mode Details ς Views. 

 
 
There are two optional fields you can populate with any beneficial 
information: 
 
Á Keywords 
Á Notes 
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There are four buttons available at the top and bottom of the form: 
 
Á Save saves the entered information and displays the client 

details page.  The client details page shows the saved 
information, as well as any users or matters linked to the client. 
From the details page there are four buttons available: 

o Edit allows you to edit the client information. 
o Delete removes the client from Relativity. 
o Back takes you back to the list of clients. 
o View Audit shows the audit history of the client. 

Á Save and New saves the entered information and launches a 
blank new client form. 

Á Save and Back saves the entered information and brings you 
back to the list of all clients. 

Á Cancel aborts the creation of the client.  Any information 
entered before you hit cancel is not saved. 
 

3.2 Editing a Client 
 
To edit a client, click Edit next to the desired client on the clients tab.  
  

 
     Editing a Client 

 
You also can click on the client name from the clients tab. This will take 
you to the client details page as described above. From the client details 
page, you can click Edit to edit the client information. 
  

  

LŦ ȅƻǳǊ ƭƛǎǘ ƻŦ ŎƭƛŜƴǘǎ ŘƻŜǎƴΩǘ Ŏƻƴǘŀƛƴ 9Řƛǘ ȅƻǳ Ŏŀƴ ŀŘŘ ƛǘΦ {ŜŜ 
Section 23 ς Admin Mode Details. 
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Client Edit Button 
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4 Matters 
 
Clients in Relativity are associated with one or more matters.  This 
mirrors the billing structure at most law firms.  Matters are used to 
define the different cases, disputes or advising that a firm may be 
involved with for a client.   Within Relativity, a matter can be associated 
with one or more cases. 
  

 
  

    Matters Associations 

 

4.1 Adding a Matter 
 
To add a matter, go to the Matters tab. Then click the New Matter 
button.  
 

 
      New Matter Button 

 
Clicking the New Matter button will launch a new matter form. 
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     New Matter Form 

 
There are four fields of matter information that are required for every 
new matter:  
 
Á Name is the name of the matter; it must be between 1 and 50 

characters. 
Á Matter number is the billing number for the matter; it must be 

between 1 and 50 characters. 
Á Status is the current status of the matter. The default options 

are active or inactive, but you can add any status value. You can 
use the status value to organize and display lists of matters 
using Relativity views. 

   

  

For more information about using Status as an organizational 
tool, see Section 23 ς Admin Mode Details ς Views. 

 
Á Client is the client associated with the matter. Click on the 

ellipsis to select from all available clients. 
 
   

  

If your Select Client list is large, click Show Filters to quickly 
narrow the list by any available field criteria. 
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Items on the select client list are set by a system view. It is 
possible you will see only a subset of items.  

For more information on editing system views, see Section 23 
ς Admin Mode Details ς Views ς System Views. 

 
 
There are two optional fields you can populate with any beneficial 
information: 
 
Á Keywords 
Á Notes  

 
There are four action buttons available at the top and bottom of the 
form: 
 
Á Save saves the entered information and displays the matter 

details page.  The matter details page shows the saved 
information.  From the details page there are four options: 

o Edit allows you to edit the matter information. 
o Delete removes the matter from Relativity. 
o Back takes you back to the list of matter. 
o View Audit shows the audit history of the matter. 

Á Save and New saves the entered information and launches a 
blank new matter form. 

Á Save and Back saves the entered information and brings you 
back to the list of all matters. 

Á Cancel aborts the creation of the matter. Any information 
entered before you hit cancel is not saved. 
 

4.2  Editing A Matter 
 
To edit a matter, click Edit next to the desired matter on the Matters 
tab.  
  



Relativity ï Administrative Manual - 20 

 
     Editing a Matter 

 
You can click on a matter name from the matters tab.  This will take you 
ǘƻ ǘƘŀǘ ƳŀǘǘŜǊΩǎ ŘŜǘŀƛƭǎ ǇŀƎŜΦ  CǊƻƳ ǘƘŜ ƳŀǘǘŜǊΩǎ ŘŜǘŀƛƭǎ ǇŀƎŜΣ ȅƻǳ Ŏŀƴ 
click Edit to edit the matter information. 
   

  

LŦ ȅƻǳǊ ƭƛǎǘ ƻŦ ƳŀǘǘŜǊǎ ŘƻŜǎƴΩǘ Ŏƻƴǘŀƛƴ άŜŘƛǘΣέ ȅƻǳ Ŏŀƴ ŀŘŘ ƛǘΦ  
See Section 23 ς Admin Mode Details. 

 
  

 

            Edit Matters Button 
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5 Users 
 
Users are individuals who have access to the Relativity environment.  
 

  

Note that users cannot be directly added to a case. Case 
access is granted on a group basis. Groups are covered in 
Section 6 ς Groups. 

   
 

 
 

User Associations 

 

5.1 Adding a User 
 
To add a new user, go to the Users tab, and click on New User. 
  

 
     Creating a New User 

 
Clicking the New User button launches the new user form. 
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A new user will not be a member of any group.  You must set 
all group memberships. 

 
 

 
     New User Form 

 
The fields for creating a user: 
 
User Information 
 
Á First name ƛǎ ǘƘŜ ǳǎŜǊΩǎ ŦƛǊǎǘ ƴŀƳŜΤ ƛǘ Ƴǳǎǘ ōŜ ōŜǘǿŜŜƴ м ŀƴŘ рл 

characters. 
Á Last name ƛǎ ǘƘŜ ǳǎŜǊΩǎ ƭŀǎǘ ƴŀƳŜΤ ƛǘ Ƴǳǎǘ ōŜ ōŜǘǿŜŜƴ м ŀƴŘ рл 

characters. 
 

  

When a user is displayed in Relativity, it is by <last name>, 
<first name>. 

 
   
Á Email address ƛǎ ǘƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ  ¢Ƙƛǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ 

will not be validated, but must be in email address format 
(name@domain.extension). 

Á Type is the user type.  The default values are internal or 
external, but you can add any type value.  Type is for reference 
purposes only and has no impact on access or billing. 
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Á Client ƛǎ ǘƘŜ ŎƭƛŜƴǘ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ǳǎŜǊΦ  /ƭƛŎƪ ǘƘŜ ŜƭƭƛǇǎƛǎ όΧύ 
button to select from available clients. 
 

  

Items on the select client list are set by a system view. It is 
possible you will see only a subset of items.  

For more information on editing system views, see Section 23 
ς Admin Mode Details. 

 
   
Á Relativity Access is a drop-down that allows you to control the 
ǳǎŜǊΩǎ ŀŎŎŜǎǎ ǘƻ wŜƭŀǘƛǾƛǘȅΦ 

o Enabled is the default value.  Enabled users will be: 
Á Allowed to log into Relativity  
Á Counted and billed as a Named User on your 

Relativity license 
o Disabled  users will:  

Á Not be allowed to access Relativity 
Á Not be counted or billed as a Named User on 

your Relativity license 
o When this feature is first deployed, Relativity sets the 

Relativity Access field for existing users.   
Á If a user is in a group with rights to a case, their 

Relativity Access will be set to Enabled. 
Á If a user is not in a group with rights to a case, 

their Relativity Access will be set to Disabled. 
Á Relativity only automatically sets the values as 

described when this feature is first deployed.  
From that point on, the System Administrators 
must manually manage the field. 

   

  

By default, user license login information may not be used on 
two separate machines at the same time.  However, this 
setting can be deactivated for law firms only.  Contact kCura 
Support for more information: support@kcura.com.  

 
 
Á Authentication Data ŦŀŎƛƭƛǘŀǘŜǎ ǘŀƪƛƴƎ ŀŘǾŀƴǘŀƎŜ ƻŦ wŜƭŀǘƛǾƛǘȅΩǎ 

integration with several authentication technologies.  
o w{!Ωǎ ǘǿƻ-factor authentication technology  

Á 9ƴǘŜǊ w{!Σ ǘƘŜƴ ǘƘŜ ǳǎŜǊΩǎ w{! login name. 
Á For more information on how to configure 

Relativity to use RSA, request a copy of the 
Relativity RSA Integration Guide.  

o Active Directory Authorization allows you to use Active 
Directory login information to authenticate users. 

mailto:support@kcura.com
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Á Contact support@kcura.com if you are 
interested in linking Relativity user accounts to 
your Active Directory accounts. 

Á Trusted IPs allows you to set a trusted IP address ς or a range of 
IP addresses ς for the users. If a user attempts to log in from an 
unauthorized IP address, authentication will fail. 

o ¢ƘŜ ŦƻǊƳŀǘ ŦƻǊ ǘƘŜ Lt ŀŘŘǊŜǎǎŜǎ ƛǎ άІІІΦІІІΦІІІΦІІІέ 
o Use an * to indicate a range. 
o For example: 

Á άмфнΦмсуΦмΦмέ ǿƻǳƭŘ ŀƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ ƭƻƎ ƛƴ 
only from the IP address 192.168.1.1. 

Á άмфнΦмсуΦмΦϝέ ǿƻǳƭŘ ŀƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ ƭƻƎ ƛƴ 
from any IP address that begins 192.168.1. 

o Multiple IP addresses or ranges can be entered. 
Separate each criterion with a carriage return. 

Á User is Beta User should be used only when instructed by kCura 
Client Services.  They will instruct you how to use this field. 

Á User can change Settings is a checkbox that, when selected, 
allows non-system admins to change their: 

o First name 
o Last name 
o Email address 
o Item list page length 
o Default selected file type 
o Advanced search default 
o Enable or disable Native Viewer Cache Ahead 

Á User can change Password is a checkbox that, when selected, 
allows the user to change their password and grants access to 
the Reset Password mode.  By default, the checkbox is selected 
on a New User form.  For more information, see the Relativity 
Configuration Table guide. 

Á Maximum Password Age is a whole number field used to 
designate the number of days a password remains valid. 

o If 0 or no value is entered, the password will never 
expire. 

o If a whole number such as 5 is entered, the password 
will expire five days from the time the password is set.   

o For more information see the Relativity Configuration 
Table guide. 
 

  

If a password is set to expire, the counter starts when a 
password is set and restarts when the password is reset. 

   
 
User Login Details 
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Á Invalid login attempts is a system field that increments every 
time a user attempts to log in with the correct username but 
using an incorrect password.  When the user reaches the 
maximum number of Relativity failed login attempts, he or she 
will be locked out of Relativity.  Logging in successfully will reset 
ǘƘŜ ŎƻǳƴǘΦ  LŦ ǘƘŜ ŀŎŎƻǳƴǘ ōŜŎƻƳŜǎ ƭƻŎƪŜŘΣ ǊŜǎŜǘǘƛƴƎ ǘƘŜ ǳǎŜǊΩǎ 
password will unlock the account. 

o The maximum number of failed attempts can be set in 
the environment configuration, outside of wŜƭŀǘƛǾƛǘȅΩǎ 
web interface. For more information see the Relativity 
Configuration Table guide. 

Á Password expires is a read-only field that lists the number of 
Řŀȅǎ ǳƴǘƛƭ ǘƘŜ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘ ŜȄǇƛǊŜǎΦ  
 

User Preferences 
 
Á Item list page length is a numeric field indicating the default list 

length for all views in Relativity.  It can be set from 1 to 200. 
Á Default selected file type is the default viewer mode: 

o Viewer 
o Native 
o Image 
o Extracted text 
o Production 

Á Advanced Search Default drives the user's default search owner 
ǾŀƭǳŜΦ  ¢ƘŜ ǇǊƻǇŜǊǘȅΩǎ ŘŜŦŀǳƭǘ ǾŀƭǳŜ όǘƘŜ ƻǇǘƛƻƴ ǎŜǘ ōȅ ŘŜŦŀǳƭǘ 
when creating a new user) is configurable on a system level. 
Refer to the Relativity Configuration Table for more details.  

Á Native Viewer Cache Ahead, if checked, will pre-load the next 
native document in the review queue once the active document 
is loaded.  

   

  

To utilize Native Viewer Cache Ahead, you must have the 
most recent version of the Viewer running on your computer.  
If this application is not working properly, uninstall and 
reinstall your Viewer to ensure compatibility.  

 
 
Set Password 
 
Á Password is a single-choice list field used to designate the 
ǊŜǉǳƛǊŜŘ ŀŎǘƛƻƴ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘΦ  ¢ƘŜ ŎƘƻƛŎŜǎ ŀǊŜΥ 

o Use Current Password makes no changes to the current 
password. 
Á This should be the default value in every 

instance, except the creation of a new user 
because no password has been assigned.  
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o On creation of a new user: 
Á There should be no default 

value. 
Á Use Current Password is not 

allowed. 
Á Setting a password is required. 

Á If this value is selected, the following fields are 
disabled: 

o Send new password 
o New/retype password 

o Auto-Generate Password creates a new, Relativity-valid 
password. 
Á The default length of this field is 8, though it can 

be configured on a system level.  For more 
information refer to the Relativity Configuration 
Table. 

Á If this value is selected, the Send New Password 
ǘƻέ ŦƛŜƭŘ ƛǎ ǊŜǉǳƛǊŜŘΦ 

Á If this value is selected, the following fields are 
disabled: 

o New/retype password 
o Manually Set Password allows you to type a specific 

password.  Relativity requires that each password 
contain at least: 
Á 8 characters 
Á 1 lowercase letter 
Á 1 uppercase letter 
Á 1 number 
Á 1 non alphanumeric character 
Á If this value is selected, all options should be 

available, and the following fields should be 
required: 

o New Password 
o Retype Password 

Á User must change password on next login allows you to choose 
whether the user must reset their password the next time they 
log in to Relativity.   

o If the checkbox is not selected, the current password 
remains valid for the designated period. 

o If the checkbox is selected, the user will be forced to 
reset their password the next time they log in.  

Á New Password ƛǎ ǳǎŜŘ ǘƻ ǘȅǇŜ ǘƘŜ ǳǎŜǊΩǎ ƴŜǿ ǇŀǎǎǿƻǊŘΦ  ¢Ƙƛǎ 
field is only available if Manually Set Password is selected. 

Á Retype Password ƛǎ ǳǎŜŘ ǘƻ ǘȅǇŜ ŀƴŘ ǾŜǊƛŦȅ ǘƘŜ ǳǎŜǊΩǎ ƴŜǿ 
password.  This field is only available if Manually Set Password is 
selected.   

Á Send New Password ǘƻ ŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊΩǎ ƴŜǿ ǇŀǎǎǿƻǊŘ ǘƻ ōŜ 
sent to one of the following:  
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o Me (email) sends an email to the logged in user 
Á The message appearing in this option can be 

configured on a system level.  For more 
information see the Relativity Configuration 
Table.  

o This user (email) sends an email to the user on the form 
Á The message appearing in this option can be 

configured on a system level.  For more 
information see the Relativity Configuration 
Table.  

o Popup sends the username and generated password to 
a pop-up box. 
Á The pop-up will launch when this option is 

selected.  
Á This option is only available if Auto-generate 

Password is selected. 
 
There are two optional fields you can populate with any beneficial 
information: 
 
Á Keywords 
Á Notes 

 
There are four action buttons available at the top and bottom of the 
form: 
 
Á Save saves the entered information and displays the user details 

page.  The user details page shows the saved information and 
any groups to which the user belongs.  From the details page, 
there are four options: 

o Edit allows you to edit the user information. 
o Delete removes the user from Relativity. 
o Back takes you back to the list of users. 
o View audit shows the history of the user. 

Á Save and New saves the entered information and launches a 
blank new user form. 

Á Save and Back saves the entered information and brings you 
back to the list of all users. 

Á Cancel aborts the creation of the user.  Any information entered 
before you hit cancel is not saved. 

 

5.2 Editing a User 
 
To edit a user, click Edit next to the desired user on the Users tab.  
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Editing a User 

 

 

You also can click on the user name from the Users tab. This will take 
you to the user details page.  From the user details page, you can click 
Edit to edit the user information. 
   

  

If yoǳǊ ƭƛǎǘ ƻŦ ǳǎŜǊǎ ŘƻŜǎƴΩǘ Ŏƻƴǘŀƛƴ 9ŘƛǘΣ ȅƻǳ Ŏŀƴ ŀŘŘ ƛǘΦ  {ŜŜ 
Section 23 ς Admin Mode Details. 

 
 

 
     Edit User Option 

 

5.3 Reset Password 
 
If a user forgets his/her password, you can reset it. Once a user has 
been created, the user details screen will display a Reset Password link.  
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Click Reset PasswordΣ ǘƻ ǊŜǎŜǘ ǘƘŜ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘΦ 
  

 
    Reset Password 

 
   

  

If your list of users ŘƻŜǎƴΩǘ Ŏƻƴǘŀƛƴ wŜǎŜǘ tŀǎǎǿƻǊŘΣ ȅƻǳ Ŏŀƴ 
add it.  See Section 23 ς Admin Mode Details. 

 
 
The User New Password form opens, type in a new password and 
confirm. Click Save. 
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6 Groups 
 
Relativity users are organized by groups.  A user can be a member of 
many groups.  These groups are then added to Relativity cases; 
permissions are set per group, on a case-by-case basis. 
  
 

 
 

Group Associations 

 

6.1 Adding a Group 
 
To add a group, go to the Groups tab. Then click the New Group button. 
  

 
     New Group Button 

 
Clicking the New Group button will launch the new group form. 
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     New Group Form 

 
There is only one required field for creating a new group: 
 
Á Name is the name of the group; it must be between 1 and 50 

characters.  
  

  

As your Relativity environment grows, arbitrary group names 
ƭƛƪŜ άDǊƻǳǇ мέ Ŏŀƴ ƳŀƪŜ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ŘƛŦŦƛŎǳƭǘΦ 

Instead, name groups according to their purpose and 
permission levels, for example: 

- ACME Co. Reviewer 

- ABC Corp. Admins 

  
 
There are two optional fields you can populate with any beneficial 
information: 
 
Á Keywords 
Á Notes 

 
There are four action buttons available at the top and bottom of the 
form: 
 
Á Save saves the entered information and displays the group 

details page.  The group details page shows the saved 
information and any users in the group.  You can manage group 
membership from the group details page.  See the Group 
Membership section below.  From the details page, there are 
four options: 

o Edit allows you to edit the group information. 
o Delete removes the group from Relativity. 
o Back takes you back to the list of groups. 
o View audit shows the history of the group. 
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Á Save and New saves the entered information and launches a 
blank new group form. 

Á Save and Back saves the entered information and brings you 
back to the list of all groups. 

Á Cancel aborts the creation of the group.  Any information 
entered before you hit cancel is not saved. 

 
Although permissions are granted on a group level, no rights were 
granted while creating a group.  All rights are granted when a group is 
added to a case.  For more information about adding groups to cases, 
see Section 19 ς Security Permissions. 
 

6.2 Editing a Group 
 
To edit a group, click Edit next to the desired group on the groups tab.  
  

 
    Editing a Group 

 
You can click on the group name from the groups tab.  This takes you to 
the group details page.  From the group details page, you can click Edit 
to edit the group information. 
 

  

LŦ ȅƻǳǊ ƭƛǎǘ ƻŦ ƎǊƻǳǇǎ ŘƻŜǎƴΩǘ Ŏƻƴǘŀƛƴ 9ŘƛǘΣ ȅƻǳ Ŏŀƴ ŀŘŘ ƛǘΦ  

See Section 23 ς Admin Mode Details. 
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     Edit Group Option 

 

6.3 Group Membership 
 
There are two different ways to add users to, or remove users from, 
groups.  First, from the group details page, you can click Add or Remove 
to add/remove a user to/ from a group. 
 

  

    Add or Remove User in Group Details  

 

From your user tab / user details page, you can click Add or Remove to 
add/remove a user to/from a group. 
  
  

6.4 Group information 
 
After editing and saving group information, the form displays a list of 
users within the group: 
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      Users within the Group List 

 

 
In addition, group-accessible cases are displayed. 
  

 
    Group-Accessible Cases List 

 

6.5 System Groups 
 
There are three default system group settings:  
 
Á Everyone: all users are a member of the everyone group.   This 

group is only available in Admin mode.  Within the 
Administration section, you can now easily manage the 
permissions all users have on System level Views and Scripts.   

Á System Administrators: users with rights to see every item 
within a Relativity environment.  Administrators have access to 
Admin mode, which allows them to create and edit to create 
and edit new clients, matters, users, groups and views, among 
other capabilities. 

Á Relativity Script Administrators are part of a group that has 
permissions to preview, edit and create scripts.  Before a user 
can belong to this group, they must be granted Relativity 
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Administrator permissions and then be added as a Relativity 
Script Administrator.  Relativity Administrators are not 
automatically members of this group.  The table below 
illustrates the permissions for System Administrators, Script 
Administrators and standard users. 
 

The table below represents the script permissions allowed for each 
group. 
 

 Locked Script Unlocked Script  

 View Run Edit Preview Edit Preview Write Link 

Script Admin V V  V V V V V 

System 
Admin 

V V      V 

Standard 
User 

V*  
 

V*       V**  

 
* With view rights 
** With add rights 
Script Permissions 

 
   

  

Regardless of permissions, System Administrators are not 
able to edit locked scripts.    
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7 Cases 
 
Cases within Relativity are document repositories; they are used to 
store, display, search, organize and categorize documents.   
 

  
 

Case Associations 

 
Instead of having separate databases for your documents, production 
documents, expert witness documents or the like, consider keeping all 
documents relating to a particular case in one Relativity case.   
 
Because rights to folders can be granted or denied, you still can keep 
documents secured.  Yet you get the added advantage of keeping 
documents organized in one case and being able to search them all at 
once. 
 

7.1 Adding a Case 
 
To work with cases, switch from Admin mode to Case mode.  This is 
done by clicking Case in the mode bar in the upper-right corner. 
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           Case Drop-Down 

 
In case mode, you will see a list of cases.  System Administrators have 
access to all cases in the environment.  Note that all cases may not be 
displayed upon logging in.  The items displayed in the list are driven by 
views. For more information on views, see Section 23 ς Admin Mode 
Details. 
 
To create a case, click on New Case.  
  

 
    Creating a New Case 

 
Clicking New Case will launch a new case form.  
  

 
    New Case Form 
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New case form fields are: 
 
Á Name is the name of the case; it must be between 1 and 50 

characters. 
Á Matter ƛǎ ǘƘŜ ŎŀǎŜΩǎ ƳŀǘǘŜǊΦ  /ƭƛŎƪ ƻƴ ǘƘŜ ŜƭƭƛǇǎƛǎ ǘƻ ǎŜƭŜŎǘ ŦǊƻƳ 

available matters.  
   

  

Items on the select matter list are set by a system view.  It is 
possible you will see only a subset of items.  

For more information on editing system views, see Section 23 
ς Admin Mode Details. 

 
Á Download handler URL and Default File Repository are 

populated for you.  Traditionally, these can be left at the default 
values.  Your Relativity Administrator will inform you if you need 
to change from the defaults. 

Á Database Location cannot be edited and is for reference 
purposes only. 

Á Template Case is the Relativity case that contains the structure 
ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǳǎŜ ƛƴ ȅƻǳǊ ƴŜǿ ŎŀǎŜΦ  !ƭƭ ƴƻƴ-document objects 
will be created in your new case.  

   

  

When you select your template case, the following items will 
be copied from your template case to your new case: 

Á Groups (and permissions) 
Á Summary reports 
Á Markup sets 
Á Fields 
Á  Choices 
Á  Layouts  
Á  View Custom tabs 
Á  Scripts 
Á  Dynamic Objects 

Á Saved Searches (this excludes any saved search 
referencing a dtSearch or Relativity Analytics search 
index) 

 
 
Á Status is the status of the case.  The default values are active or 

inactive, but you can add any status.  This is for reference and 
organizational purposes only. 

Á SQL Full Text Language is to aid the indexing of full text or OCR 
fields.  This language setting will help SQL determine the correct 
stemming and word-break characters, aiding the accuracy of 
your index.  The available languages are determined by settings 
on your SQL server.  If you do not see the language you need, 
ŎƻƴǘŀŎǘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ {v[ ŀŘƳƛƴistrator. 
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{ŜƭŜŎǘ ȅƻǳǊ ŎŀǎŜΩǎ ǇǊƛƳŀǊȅ ƭŀƴƎǳŀƎŜΦ   

The Neutral selection will break words at neutral places, such 
as spaces and punctuation marks. 

 
Additionally, there are two optional fields you can populate with any 
beneficial information. 
 
Á Keywords 
Á Notes 

 
There are two action buttons available at the top and bottom of the 
form: 
 
Á Save saves the entered information, creates the case and 

displays the case details page.  Depending on the size of the 
template case, this may take several minutes.  During this time, 
Relativity is creating the SQL database and the FullText index for 
the case. 

o The case details page shows the saved information.  It 
allows you to restrict certain native file types from 
being imaged. From the details page, there are five 
options: 
Á Edit allows you to edit the case information. 
Á Delete removes the case from Relativity. 
Á Back takes you back to the list of cases. 
Á View audit shows the history of the case. 
Á Edit Permission allows you to set the case 

permissions. This is covered in Section 19 ς 
Security Permissions. 

Á Cancel aborts the creation of the case.  Any information entered 
before you hit cancel is not saved. 

 
New cases will have no documents, only the structure of the selected 
template. 
 

  

Note that any files added to an EDDS folder, regardless of 
whether or not they are associated with the database, will be 
deleted when the case is deleted. 

   
 

7.2 Native Types Restricted from Imaging 
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The bottom half of the case details page allows you to control which file 
types can be imaged ōȅ wŜƭŀǘƛǾƛǘȅΩǎ ¢LCC-on-the-fly functionality in the 
case. 
 

 
Native Types Restricted from Imaging Display 

 
File types on this list cannot be TIFFed in Relativity.  If you would like to 
add items to the restricted list, click the Add button. 
 

  
     Select Native Types Display 

 
Clicking the add button presents you with a list of all file types 
supported by the viewer.  Select which file types you would like to 
restrict, and click OK.  This adds the selected file types to the restricted 
list. 



Relativity ï Administrative Manual - 41 

If you would like to remove any file types from the restricted list, thus 
allowing tiffing on those file types, select the items from the list and 
select Remove. 
 

  
    Remove Native Types Option 

 

7.3 Editing a Case 
 
To edit a case, click Edit next to the desired case on the Case tab.  
  

 
Editing a Case Option 

 
You also can click on the case name from your list of cases.  This takes 
you into the case and to the Documents tab. Click on the Case Details 
tab in the case, and then click Edit to alter any case information entered 
when adding a case. 
   

  

LŦ ȅƻǳǊ ƭƛǎǘ ƻŦ ŎŀǎŜǎ ŘƻŜǎƴΩǘ Ŏƻƴǘŀƛƴ 9ŘƛǘΣ ȅƻǳ Ŏŀƴ ŀŘŘ ƛǘΦ  

See Section 23  ς Admin Mode Details. 
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   Edit Case Details Option 
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8 Tabs 
 
When a new case is created in Relativity, the following core tabs will be 
created: 
 
Á Case Details are covered in Section 18 ς Case Permissions, and 

in Section 6 ς Cases, Editing a Case. 
Á Documents are covered in the Relativity User Guide. 
Á Summary Reports are covered in Section 14 ς Summary 

Reports. 
Á Markup Sets are covered in Section 11 ς Markup Sets. 
Á Production Sets are covered in Section 15 ς Productions. 
Á Fields are covered in Section 8 ς Fields. 
Á Choices are covered in Section 9 ς Choices. 
Á Layouts are covered in Section 12 ς Layouts. 
Á Views are covered in Section 13 ς Views. 
Á Tabs are covered in Section 7 ς Tabs.  
Á Administration allows you to download the Relativity Desktop 

Client and is covered in Section 10 ς Importing and Section 16 ς 
Exporting. 

Á Batches and Batch Set are covered in Section 24 ς Batching. 
 

Depending on the template you used, your case may have one or more 
custom tabs. You can also create custom tabs that link to any web 
address. You can add these custom tabs in both admin mode and case 
mode. 

 

8.1 Adding a Tab 
 
To add a tab, go to the Tabs tab, and click New Tab. 
  

 
    Creating a New Tab 
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Clicking New Tab will launch the new tab form. 
  
 

 
    New Tab Form 

 
The fields required for creating a tab are: 
 
Á Name is the display name of the tab; it must be between 1 and 

50 characters.  Be as concise as possible when naming tabs. 
Á Tab Order is a number that represents the position of the tab. 

The lowest-numbered tab will be the leftmost tab.  The highest-
numbered tab will be the rightmost tab.  Items that share the 
same value will be sorted in alphanumeric order. 

o Tab order can be any integer (positive or negative).  No 
decimals are allowed. 

  

  

LǘΩǎ ŀƭǿŀȅǎ ŀ ƎƻƻŘ ƛŘŜŀ ǘƻ hǊŘŜǊ ōȅ млǎΣ ǎǘŀǊǘƛƴƎ ǿƛǘƘ млΣ ǘƘŜƴ 
20, then 30, etc.  

Numbering in groups of 10 allows you to insert an item into 
any position later in the case, without the need to reorder all 
items. 

 
 
Á Link Type determines the type of tab you would like to create: 

o Object creates a tab for a non-document object in your 
case.  

o External allows you to link to any URL. 
o Parent establishes the tab as a parent tab.  This allows 

you to set existing tabs as children of the parent tab, 
creating a tab with a dropdown-sub tab structure. 

Á Link  is displayed only when the link type is set to external.  It is 
the full address that will be linked when a user clicks on the tab. 

Á Parent allows you to place the new tab as a sub-tab of any 
existing parent tab. 
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Á Object Type determines which objectΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŘƛǎǇƭŀȅŜŘ 
on the tab for tabs specified as link type = object. 

   

  

Object refers to dynamic objects within Relativity.  Dynamic 
objects allow you to create securable, custom, non-
document objects within your case.  These objects can be 
linked to documents and to each other, creating powerful 
custom applications within your case. 

 
 
Á Is Default ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜƭŜŎǘ ƻƴŜ ǘŀō ǘƻ ōŜ ǘƘŜ ŎŀǎŜΩǎ ŘŜŦŀǳƭǘ 

tab.  Reviewers logging into the case will be taken to the default 
tab.  If a reviewer does not have access to the Default tab, he or 
she will be taken to the Documents tab. 
 

There are four action buttons available at the top and bottom of the 
form: 
 
Á Save saves the entered information and displays the tab details 

page.  The tab details page shows the saved information.  From 
the details page, there are five options: 

o Edit allows you to edit the tab information. 
o Delete removes the tab from Relativity. 
o Back takes you back to the list of tabs. 
o Edit Permissions allows you to establish rights for the 

tab.  
   

  

By clicking Edit Permissions, you are editing rights only for 
the selected tab. By default the tab will be secured according 
to the case level tab rights. 

More information on case permissions can be found in 
Section 18 ς Permissions. 

 
o View audits shows the history of the tab. 

Á Save and New saves the entered information and launches a 
blank new tab form. 

Á Save and Back saves the entered information and brings you 
back to the list of all tabs. 

Á Cancel aborts the creation of the tab.  Any information entered 
before you hit cancel is not saved. 

 

8.2 Editing a Tab 
 
To edit a tab, click Edit next to the desired tab on the Tabs tab.  
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    Edit New Tab Option 

 

 

  

LŦ ȅƻǳǊ ƭƛǎǘ ƻŦ ǘŀōǎ ŘƻŜǎƴΩǘ Ŏƻƴǘŀƛƴ 9ŘƛǘΣ ȅƻǳ Ŏŀƴ ŀdd it. See 
Section 13 ς Views. 

   
 
 
You also can click on the tab name from the Tabs tab.  Click on the tab 
name, and then click Edit to alter any tab information. 
 

 
    Editing Tab Information 

 
8.2.1 Nesting Tabs 
 
You may prefer to nest several tabs within one parent tab to reduce 
clutter in your Relativity interface and make tabs easier to locate. To do 
this, simply create a new tab with a Link Type of Parent and click Save. 
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     Parent Link Type 

 
 
From the Tabs tab, click the Edit link next to the tab you want nested. 
Under the Parent ŘǊƻǇŘƻǿƴΣ ŎƘƻƻǎŜ ǘƘŜ ǘŀō ȅƻǳΩǾŜ Ƨǳǎǘ ŎǊŜŀǘŜŘΦ /ƭƛŎƪ 
Save. 
 

  
 Parent Tab 

 
Do the same for every tab you wish to nest. The tab will disappear from 
the tab strip and reside in the dropdown below the new tab. 
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Parent Tab Dropdown 
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9 Fields 
 
Fields at a document level are used to store document metadata and 
coding choices within Relativity. Fields can also be applied to views and 
layouts. 
 

 
  

Fields Associations 

 

 

9.1 Adding a New Field 
 
To create a new field, go to the Fields tab and click New Field. 
 
 

 
   Create New Field Button 












































































































































































































































































































































































































































































































