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Relativity is a flexible document review platform. This Administrative

Manual is intended to give you the knowledge to effectively manage

wSt I GAGAGEQa T sefubinhrighitst thud groviting@n 3 NI y dzf | NJ
intuitive interface for your users.

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 documentatioi includingthe User Guide and
Quick Start Guide can be found in the reference guides
section of the kCura Support site:

www. kcura.com/relativitymanual

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.

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 theirrextions.
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Matters

Documents

Standard Relativity Objects
1.3 Glossary

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

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

Matter Matters are used to define different Cases, disput

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 mol
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 ma

be associated with more than one at a time. Grou
are added to Relativity Cases where their
permissions are set on a cabg-case basis.

Case Cases within Relativity are document repositories
used to store, display, search, organize and
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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
coding within Relativity.

Choices Choices are predetermined values that are applie
to Single and MulChoice List fields.

Layout Layouts are Welbased coding forms that allow
Users to view and edit Document fields.

Views Views are customizablests of items within

Relativity. Essentially, anytime you see a list of ite
in Relativity, it is a View.

Glossary of terms

Section 7 through 26 are designed to help you take advantage of

wStliAGAGEQE TFTfSEAOAfTAGE YR 3ANI ydzZ | NI &S OdzNA (i &
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 exgste 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 Sectian 25
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 themode barto browse between the different Relativity modes.
The mode bar is found in the uppegght corner, as indicated by the red
boxbelow. The options you see in the mode bar depend on whether or
not you are a System Administrator.

JACUra relati vity Review

LRl  Cemonskration - kg

0 Sesc et | bemy tems 1 -1 jof ﬂﬂ.ﬂ
D-_g@@@@@

efront Property Inc Active Smith, Aarom 3725/2008 B:33 AM Smith, Aaron

Hems per page: 1000 =

Mode Bar
2.1 Are you a System Administrator?

Some users will be desighated as System Administrators. System
Administrators have rights to see evatgm within a Relativity
environment.

System Administrators will see a mode bar containing:
A Cases | Admin | Logout

Users not designated as System Administrators will see one of the
following options:

A Cases | Settings |Reset Password | Logout
A CasegReset 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 Sectign 8
Tabs.

2.2 AdminMode Tabs
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Clicking orAdminin the mode bar will take you into Relativity admin
mode. This mode allows you to perform systésuel, noncase
administrative functions. The following tabs are available in admin

mode:

DD DD D D D

> > I

Clients¢ Covered in Section3Cliens

Matters ¢ Covered in SectiondMatters

Usersc Covered in Section&Users

Groupscg Covered in Section®&Groups

Viewsc Covered in Section 23Admin Mode Details
Choiceg; Covered in Section 23Admin Mode Details
Agentsc Covered in Section 23Admin Mode Details
Errors¢ Covered in Section 23Admin Mode Details

Tabsc Covered in Section 23Admin Mode Details

MotD ¢ Covered in Section 23Admin Mode Details
Production Queue; Covered in Section 23Admin Mode
Details

Imaging Queue; Covered in Section 23Admin Mode Details
User status; Covered in Section 23 Admin Mode Details
Script Libraryg Covered in Section 20 & 23cripts & Admin
Mode Details

Assemblies; Covered in Section 23Admin Mode Details
[Custom]¢ Covered irSection 23, 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 th€lientstab. Then click th&lew Clientbutton.

HCU ra Relat1v1ty Review

saten + 3 53

0 Selected Item(s)

Export to Excel

Edit Dunder Mifflin 7087380283 Active 12/1¢
[:] Edit Sieja Client 02947398 Active 3/
[F] Edit Rodriguez Client 0123451 Active 3/1

New Client Button

Clicking theNew Clientbutton launches the new client form.
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New Client Form

There are three fields of client information required for every new

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

Nameis the name of the client. Name must be between 1 and
50 characters.

Client numberis the billing number for the client. Client

number must be between 1 and 50 characters.

Statusis 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 stat as an organizational

tool, see Section 28 Admin Mode Detailg Views.

There are two optional fields you can populatéh any beneficial
information:

A Keywords
A Notes
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There are four buttons available at the top and bottom of the form:

A Savesaveghe 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 igint information.

0 Delete removes the client from Relativity.

0 Back takes you back to the list of clients.

o View Audit shows the audit history of the client.

A Save and Newaves the entered information and launches a
blank new client form.

A Save and Bcksaveshe entered information and brings you
back to the list of all clients.

A Cancehborts the creation of the client. Any information
entered before you hit cancel is not saved.

3.2 Editing a Client

To edit a client, clickditnext to the desired client on thelients tab.

I‘CU ra Relat1v1ty Review

Chients Matters

QEEeNE  Demonstration v [ g

0 Selected Item(s) Export td
Edit Dunder Mifflin 7087380283 Active
Edit Client 02947398 Active
Ed Rodrigu lient 0123451 Active
Edit Test Client TC123123 Active

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.

LT &2dzNJ fAadG 2F Of ASyida R2¢
Section 23; Admin Mode Details.
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Client Information:
Name: DLM Client
Client Number: 12345

Skatires Tact

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 firm$4atters 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.

dients

Matters Casa

Matters Associations

4.1 Adding a Matter

To add a matter, gto the Matters tab. Then click th&lew Matter
button.

|ACura Relativity Review

BEURAEILCIE  Demonstration v D Q

0 Selected lteM Export to E

D Lake Michigan 12345 Active
[7] Soldier Field 678910 Active
[[] Cubs 111213 Active

New Matter Button

Clicking theNew Matter button will launch a new matter form.
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Matter Humber:

Status: pest -

New Matter Form

There are four fields of matter information that are required for every
new matter:

A Nameis the name of the matter; it must be between 1 and 50
characters.

A Matter number is the billing number for the matter; it must be
between 1 and 50 characters.

A Statusis 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 Statas an organizational
tool, seeSection23 ¢ Admin Mode Detailg Views.

A Clientis the client associated with the matter. Click on the
ellipsis to select from all available clients.

If your Slectdient list is largeclickShow Flters 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 Z
¢ Admin ModeDetails¢ Viewsg System Views.

There are two optional fields you can populatéh any beneficial
information:

A Keywords
A Notes

There are four action buttons available at the top and bottom of the
form:

A Savesaves 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.

0 Delete removes the matter from Relatiy.

0 Back takes you back to the list of matter.

o View Audit shows the audit history of the matter.

A Save and Newsaves the entered information and launches a
blank new matter form.

A Save and Backaves the entered information and brings you
back to the list ball matters.

A Cancehborts the creation of the matter. Any information
entered before you hit cancel is not saved.

To edit a matter, clicditnext to the desired matter on the Matters
tab.
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Amaers + 563

0 Selected Item(s) Export to |

Edit alifornia Dreamin Active Client
[:] Edit  Will n 8888 test Beta 1
[F] Edit E-Stet Matter 007 Active E-STE]

Editing a Matter

You can clickroa matter name from the matters tab. This will take you
G2 GKFG YFrdGdSNRa RSGFrAfA LI 3SO CNRBY GKS Yl
clickEditto edit the matter information.

LT @2dzNJ fAad 2F YIFIGGSNAR R2¢
See Sectio23 ¢ Admin Mode Details.

I‘CUfa Relat1v1ty Review

Name: Cubs

Matter Number: 111213
Status: Active

Client: Cubs Brewery

Edit Matters Button
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5 Users

Users are individuals who have access to the Relativity environment.

Note that wsers cannot be directly added to a case. Case
access is granted on a group baS§isoups are covered in
Section & Groups.

User Associations

5.1 Adding a User

To add a new user, go to théserstab, and click ofNew User

NCU ra Relat1v1ty Review

Demonstration DQ

osaectedh\ Export to Excel
n-

Edit Rinehart, Matt Soldier Field Communications Internal
D Edit Smalling, Daniel Soldier Field Communications Internal
[l Edit Chalasani, Sri Cubs Brewery abtwo
[[] Edit Miller, Daniel ABC Corp Internal

Creating a New User

Clicking theNew Userutton launches the new user form.
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A new usewill not be a member of any group¥ou mustket
all group memberships.

RCUra' Relativity Review

[e— et e Pttt B

New User Form

The fields for creating a user:

User Information

A Firsthnameh & GKS dzaSNXRa FANRG yFYST Al Ydzad 68
characters.

A Lastnamei @ G KS dzaSNQRa f1ad yrYST Ad Ydzad oS
characters.

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

A Emailaddresd & G KS dzaSNR&a SYIFAf | RRNBaao CKA&
will not be validated, but must be in email address format
(name@domain.extension).
A Typeis the user type. The default values are internal or
external, but you can add any type value. Type is for referenc
purposes only and has no impact on access or billing.
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A Clenthda GKS Of ASyid |aaz20Al 0SSR 6AGK
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 Z
¢ Admin Mode Details.

A Relativity Accesss a dropdown that allows you to contd the
dza SNDna F 00Saa G2 wStluAGAGe D
0 Enabled is the default value. Enabled users will be:
A Allowed to log into Relativity
A Counted and billed as a Named User on your
Relativity license
o Disabled users will
A Not be allowed to access Relativity
A Not becounted or billed as a Named User on
your Relativity license
0 When this feature is first deployed, Relativity sets the
Relativity Access field for existing users.
A If auseris in a group with rights to a case, their
Relativity Access will be set to Enable
A If auser is not in a group with rights to a case,
their Relativity Access will be set to Disabled.
A Relativity only automatically sets the values as
described when this feature is first deployed.
From that point on, the System Administrators
must manud#ly manage the field.

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

A AuthenticationData¥  OAf AGF GSa Gr{1{Ay3a FRGEFyGlr3asS 2F wS
integration with several authentication technologies.
o w{ ! Q dactdr ahentication technology
A 9y iSNI w{! I {(K&ynan&kS dzaSNDa w{!
A For more information on how to configure
Relativity to use RSA, request a copy of the
Relativity RSA Integration Guide.
0 Active Directory Authorization allows you to use Active
Directory login information to authenticate users.
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A Contact support@cura.com if you are
interested in linking Relativity user accounts to
your Active Directory accounts.
A Trusted IPsillows you to set a trusted IP addreser a range of
IP addresseg for the users. If a user attempts to log in from an
unauthorized IP ad@ss, authentication will fail.
0 ¢KS FT2NXYI G F2NJ GKS Lt FRRNXaaSa Ara al
o Use an *to indicate a range.
o For example:
A amMmpHdOMcy DMdmE g2dzf R T 26 GKS dza$s
only from the IP address 192.168.1.1.
A AaMpHDOMCYy ODMDPFE g2dz R ft2¢ GKS dza$
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.
A User is Beta Useshould be used only when instructed by kCura
Client Services. They will instruct you how to uss field.
A User can change Settings a checkbox that, when selected,
allows nonsystem admins to change their:
0 First name
Last name
Email address
Item list page length
Default selected file type
Advanced search default
o Enable or disable Native Viewer Cadkhead
A User can change Passwoisla 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.
A Maximum Password Agis 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 awhole number such as 5 is entered, the password
will exgre five days from the time the password is set.
o For more information see the Relativity Configuration
Table guide.

O OO 0o

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

User LogirDetails

Relativity i Administrative Manual - 24



A Invalid loginattempts 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
0KS O2dzyio LT GKS | O02dzyd 0S02YSa f201SR=
password will unlock the account.
0 The maximum number of failed attempts can be set in
the environment configuration, outside ®f St | G A OA (1 & Q&
web interface. For more information see the Relativity
Configuration Table guide.
A Password expiress a readonly field that lists the number of
RIéda dzyGAf GKS dzaSNDR&a LI &d&862NR SELANBAOD

User Preferences
A Item list page lengttis a numeric field indicating the default list

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

o Viewer
o Native
o0 Image

0 Extracted text
o Production
A Advanced Search Defaullrives the user's default search owner
gt dzS & ¢KS LINRPLISNIE&Qa RSTldzZ & @FfdsS o0dGKS 2
when creating a hew user) is configurable on a system level.
Refer to the Relativity Configuration Table for more details.
A Native Viewer Cache Aheaif checked, will prdoad 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 niowvorking properly, uninstall and
reinstall your Viewer to ensure compatibility.

Set Password

A Passwords a singlechoice list field used to designate the
NBIljdZA NSR I OGA2y 2y (GKS dzaSNRa LI aag2NROD ¢ K
0 Use Current Passwonshakes no changes to the current
password.
A 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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A

0 On creation of a new user:
A There should be no default
value.
A Use Current Password istno
allowed.
A Setting a password is required.
If this value is selected, the following fields are
disabled:
0 Send new password
0 New/retype password

0 Auto-Generate Passwordreates a new, Relativiyalid
password.
A The default length of this field is 8, thougtcén

be configured on a system level. For more
information refer to the Relativity Configuration
Table.
If this value is selected, the Send New Password
G2¢ TASEtR A& NBIdZANBROD
If this value is selected, the following fields are
disabled:

0 New/retype passwadl

0 Manually Set Passwordllows you to type a specific
password. Relativity requires that each password
contain at least:

I > > > >

8 characters
1 lowercase letter
1 uppercase letter
1 number
1 non alphanumeric character
If this value is selected, all options shibible
available, and the following fields should be
required:
o New Password
0 Retype Password

User must change password on ndgrgin allows you to choose
whether the user must reset their password the next time they
log in to Relativity.
o Ifthe checkbox isot 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.

New Passwordh & dza SR (2 GeéL)S GKS dzaSNna

field is only &ailable if Manually Set Password is selected.

Retype Password & dza SR (2 GeL)lS IyR OSNATe
password. This field is only available if Manually Set Password is

selected.

SendNewPassword 2 I f f 26a& GKS dzaSNRa
sent to one of the following:
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0 Me (email)sends an email to the logged in user
A The message appearing in this option can be
configured on a system level. For more
information see the Relativity Configuration
Table.
0 This user (email¥ends an email to the user on the form
A The message appearing in this option can be
configured on a system level. For more
information see the Relativity Configuration

Table.
0 Popupsends the username and generated password to
a popup box.
A The popup will launch when this option is
selected.

A This option is only available if Augenerate
Password is selected.

There are two optional fields you can populatéh any beneficial
information:

A Keywords
A Notes

There are four action buttonavailable at the top and bottom of the
form:

A Savesaves 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.
0 Delete removes the user from Relativity.
0 Back takes you back to the list of users.
o0 View audit shows the history of the user.

A Save and Newsaves the entered information and launches a
blank new user form.

A Saveand Backsaves the entered information and brings you
back to the list of all users.

A Cancehborts the creation of the user. Any information entered
before you hit cancel is not saved.

To edit a user, clidkdit next to the desired user on thdserstab.
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lRCU 3 Relativity Review

Demonstration v D Q

0 Selected Item(s) Export to Exce¢
u-
Edit Rinehart, Matt Soldier Field Communications Internal
Q Edit Sma Daniel Soldier Field Communications Internal
[[] Edit Miller, Daniel ABC Corp Internal

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
Editto edit the user information.

IfyodzNJ f Adld 2F dz&aASNB R2SayQi
Section 23, Admin Mode Details.

HCU 3 Relativity Review

[ cat |
User Information
First Name: Daniel Authenti

Last Name: Miller
Email Address: dmiller@kcura.com

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 displ@&eset Passwordtnk.
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ClickReset Password (i 2 NB

M Active Users vl =]}

0 Sedected Item(s)

Export to Excel | Show Filters | Clear AL | Items [! 25 {of 300)

m]  lemessm  lawes  ewmses | om e

7 Edit Testdigrkme.com 01, Test Enabled Reset Password Acme Corp
Edit training0i@kcura.com 01, Trainin: Enabled

[F Edit training0igiccura.com o1, Training

Reset Password Acme Corp

Reset Password

IfyourlistofuserR2 Say Qi O2y il Ay wSa
add it. See Section Z3Admin Mode Detalils.

The User New Password form opens, type in a new password and
confirm.ClickSave
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6 Groups
Relativity users are organized by groups. A user can be a member of

manygroups. These groups are then added to Relativity cases;
permissions are set per group, on a chyecase basis.

Group Associations

6.1 Adding a Group

To add a group, go to th8roupstab. Then click th&lew Groupbutton.

NCU ra Relat1v1ty Review

Al Groups v [: Q
0 Selected Item(s

D-_@

Edit System Administrators System Admin

[l Edit Domain Users System Group

New Group Button

Clicking theNew Groupbutton will launch the new group form.

Relativity i Administrative Manual - 30



JACUra  Relativity Review i

Groups

[ove L soveansew | sovestoc | conce |

[sove [ ovean e ] soveand tock | conce |
New Group Form
There is only one required field for creating a new group:

A Nameis the name of the group; it must be between 1 and 50
characters.

As your Relativity environmeigirows, arbitrary group names
tA1S GDNRdzLI mé OFy YI1S IR

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 populatéh any beneficial
information:

A Keywords
A Notes

There are four action buttons available at the top and bottom of the
form:

A Savesaves the entered information and displays the group
details page. The group details page shows the saved
information and anysers 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 Editallows you to edit the group information.
0 Deleteremoves the group from Relattyi

0 Backtakes you back to the list of groups.

0 View auditshows the history of the group.
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A Save and Newaves the entered information and launches a
blank new group form.

A Save and Backaves the entered information and brings you
back to the list of all groups.

A Cancehborts 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 18 Security Permissions.

6.2 Editing a Group

To edit a group, clickditnext to the desired group on the groupeb.

I‘CU d Relat1v1ty Review

ers Groups

Demonstration View ::: 3

0 Selected Item(s)

I:I-—I

Edit System Administrators Admin, EDDS 2/1
Edit Users Admin, EDDS 6/1
Edit Beta Test Users Mackie, Kit 1/30

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 carkditk
to edit the group information.

LT e2dzNJ f Aad 2F 3INRdzLJA R2 S:
See Section 28Admin Mode Details.
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|ACura Relativity Review

Groups Cl

Name: Beta Test Users
Group Type: System Group

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 detagage, you can click Add or Remove
to add/remove a user to/ from a group.

|>o
||"
k

|ACura Relativity

T
P

Blames| Dan Miliew Training Users
Gromp Types Syates Grovp

Keywords:
Motes:

Record History | [V o]

- MAFT008 1104110 AM COT Lact Modified: FMiller, Dan - V67008 12:0% 14 PR COT
/ o

o |

Add or Remove User in Group Details
From your user tab / user details page, you can did# or Removeto

add/remove a user to/from a group.

6.4 Group information

After edting and saving group information, the form displays a list of
users within the group:
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Crastns Mackio, K - 173077087 11:29:18 AM €57 Last Mesiified: Kermedy, Melissa - 1171072808 3:35:70 PR €51

I3 I I e
v 1N 1N

0 Saected Itaemis)

Users within the Group List

In addition, grougaccessible cases are displayed.

[ Loty bys bdollygheura.com
1 Twao, One Mat\éml»cw
7] Winess, Test | twitnessakcura.com
[7] Mexander, Fanny labexandesghcura.com
Cases: t"'"."#

Case Template e - See Hole [0 nol modify] Test Foley
T Hian Law
Hign Low
Tawnsend Dema Han Law

Kits nerweneve Hish Law

MytestfarDocument ReflectiveFields Hisn Law

GroupAccessible Cases List

6.5 System Groups
There are three default system group settings:

A 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 Systerelé/iews and Scripts.

A System Administratorsusers 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 amelvs, among
other capabilities.

A Relativity Script Administratorgre 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 bdded 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 representle script permissions allowed for each
group.

Script Script Admin| V.

System V V V
Admin

Standard V* V* \/ **
User

* 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.

—

Documents

CaseAssociations

Instead of having separate databases for your documents, production
documents, expert withess documents or the like, consider keeping all
documents relating to a particular case in one Relativity case.

Because rights to foldersan 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 froAdmin mode toCasemode. This is
done by clickingCasen the mode bar in the uppetight corner.
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Cases | Admin | Logout

|[ACura Relativity .

OSelected c,m Export to Excel | Hide Fiters | Ieems 1 25 [of 198) ﬂﬂﬂﬂ
) - - - - - =
u| T ey e T
A KCuraTest Client KCuraTest Matter Test 17372008 2:45 PM Mackie, Kit
Compex - Skadden Arps ‘Skacden ATps Inactive  2/8/2007 1:58 PM Mackie, Kit
] Est  AmDoe Demo Demo Cient Demo Demo  10/9/2007 8:42 AM. Kolek, Mike L

Case Drofbown

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
displaya upon logging in. The items displayed in the list are driven by
views. For more information on views, see Sectiorg 28Imin Mode
Details.

To create a case, click dlew Case

[ACura Relativity Review
—

0 Selected Item( Export to

] == ==

[[] Edit Union Barge vs. Lakefront Property Inc. Lake Michigan Water Wo

Creating a New Case

ClickingNew Casevill launch a new case form.

. Cases | gmin | Logout
JACUra relativity .
| save | conce |
otormation |
L] 2 htps:/ /i ko i
i [_' cionr Dl Fle Repositans 1.chified1 F5 Documents?l » pag
SIALSES popive v s Database Location: CHISGLOT
- SQL Ful Text Language .
Template Case: & cer Englsh
otier |
Keywords:
Motes:
| swve | cacet |

New Case Form
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New case form fields are:

>

>

b=

Nameis the name of the case; it must be between 1 and 50
characters.

MatterA & GKS OFasSQa YI G4SNW /I £ A0
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, Sextion23
¢ Admin Mode Details.

Download handler URaAndDefault File Repositorare

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.

Database Locatiocannot be edited and is for reference
purposes only.

Template Casésthe Relativity case that contains the structure

82d2OR tA1S (2 dza$ -dboyimedtdenss ySs OF 43S o

will be created in your new case.

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

Groups (and permissions)

Summary reports

Markup sets

Fields

Choices

Layouts

View Custom tabs

Scripts

Dynamic Objects

Saved Searches (this excludes any saved search

referencing a dtSearch or Relativity Analytics searc
index)

> >

T3> > D D D B >

Statusis 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.

SQL Full Text Languaigeto aid the indexing of full text or OCR

fields. This language settinglifielp SQL determine the correct
stemming and worebreak 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,

O2y Gl OG @2dzNJ 2 NHistrgtar.l | GA2y Qa {v]
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[ | { St SO0 &2dzNJ OF 45Qa LINA YI NB

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

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

A Keywords
A Notes

There are two action buttons available at the top and bottom of the
form:

A Savesaves the entered information, creates the case and
displays the case details page. Depending on the size of the
template case, this may take several minut&siring this time,
Relativity is creating the SQL database and the FullText index for
the case.

0 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:

A Editallows you to edit the case information.

Deleteremoves the case from Relativity.

Backtakes you back to the list of cases.

View audit shows the history of the case.

Edit Permissiorallows you to set the case

permissions. This is coveredSection 19;

Security Permissions.

A Cancehborts the creation of the case. Any information entered
before you hit cancel is not saved.

> >

> v >

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

Note that any files added to an EBblder, regardless of
whether or not they are associated with the database, will be
deleted when the case is deleted.
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The bottom half of the case details page allows you to control which file
types can be imaged @ wSf | (-dnéha-fly usconality iCtie
case.

Native types restricted from imaging:

0 Selected Item(s)

Whaenpe
[: .ARC File
[[] -COMFie

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 thAdd button.

Select Native Types

0 Selected Item(s)

n Native Type

] -RARFie

[7] Adobe Acrobat (PDF)
[7] Adobe lllustrator
7] Adobe Photoshop
] Ami

[ Ami (internal bitmap)
[7] Ami [Clip]

[ Ami Draw

[] Ami Pro

] Arehangeul

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 clickOK This adds the selected file types to the restricted
list.
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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
selectRemove

[ACura Relativity Review
N

Demonstration - BB E

0 Selected Item(s)

Edit Union Barge vs. Lakefront Property Inc. Lake Michigan Watel

Remove Native Types Option

7.3 Editing a Case

To edit a case, clidkdit next to the deged case on the Case tab.

[ACura Relativity Review
N

Demonstration v~ 2 Ed

0 Selected Item(s)

Edit Union Barge vs. Lakefront Property Inc. Lake Michigan Watel

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 onGhee Details

tab in the case, and then cliéiditto alter any case imrmation entered
when adding a case.

LT e2dzNJ f Aad 2F OF 484

¢
N
w»
Q¢
(>

See Section 28 Admin Mode Details.
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. Relativity Review
IRCU 3 Union Barge vs. Lakefront Property Inc.

Case Details [

Name: Union Barge vs. Lakefront Property Inc.
Client Name: Lake Michigan Water Works

Matter Name: Lake Michigan Matter N
Download Handler URL: https://demo2.Kcura.com/Relativity. Distributed Default File Repasi
Database Location: RelativityTest1 SQL Full Text Langt

Edit Case Details Option
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8 Tabs

When a new case is created in Relativity, the following core tabbavill
created:

A Case Detailare covered in Section ¥8Case Permissions, and
in Section & Cases, Editing a Case.

Documentsare covered in the Relativity User Guide.
Summary Reportare covered in Section Summary
Reports.

Markup Setsare covered in Section XIMarkup Sets.
Production Setsre covered in Section I5Productions.
Fieldsare covered in Section@Fields.

Choicesare covered in Section@Choices.

Layoutsare covered in Section 12l ayouts.

Viewsare covered in Secth 13¢ Views.

Tabsare covered in Section/Tabs.

Administration allows you to download the Relativity Desktop
Client and is covered in Sectiond.Onporting and Section 16
Exporting.

A BatchesandBatch Setre covered in Section 24Batching.

> >

T3> I D 3> D D B>

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 th€abstab, and clickNew Tab

IRCUra oimrest

e Detaile Documents Summarv Reporte

aTabs v B3 EJ

0 Selected s)

Edit Case Details

Edit Documents

Creating a New Tab
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ClickingNew Tabwill launch the new tab form.

ws | Tabs dtSearch ' Ada

sove ngsck

Tab Order:
LinkType: oObject -~
Parent: celect... w
Object Type: seiect... «

Is Default: n,

[sove J sovesniven | Sovenascs | Goca |

New Tab Form

The fields required for creating a tab are:

A Nameis the display name of the tab; it must be between 1 and
50 characters. Be as concise as possible when naming tabs.
A Tab Ordeiis a number that represents the position of the tab.
The lowestnumbered tab will be the leftmost tab. The highest
numbered tabwill be the rightmost tab. Items that share the
same value will be sorted in alphanumeric order.
0 Tab order can be any integer (positive or negative). No
decimals are allowed.

Lioa Ffglea || 3I22R ARSI G2
20, then30, 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.

A Link Typedetermines the type of tab you would like to create:

0 Objectcreates a tab for a nadocument object in your
case.

o Externalallows you to link to any URL.

0 Parentestablishes the tab as a parent tab. This allows
you to set existing tabs as children of the parent tab,
creating a tab with a dropdowaub tab structue.

A Link is displayed only when the link type is set to external. Itis
the full address that will be linked when a user clicks on the tab.
A Parentallows you to place the new tab as a sab of any
existing parent tab.
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A Object Typedetermines which obje€ &

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, hon
document objects within your case. These objects can be
linked to documents and to each other, creating powerful
custom applications within your case.

A IsDefaultt t f 264& @2dz G2 asStSOuG 2yS
tab. Reviewers logging into the case will be taken to the default
tab. If a reviewer doesot 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:

A Savesaves the entered information and displays the tab details
page. The tab details page shawe saved information. From
the details page, there are five options:

(0]

(0]
(0]
(0]

(0]

Editallows you to edit the tab information.
Deleteremoves the tab from Relativity.

Backtakes you back to the list of tabs.

Edit Permissionsllows 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 accordiny
to the case level tab rights.

More information on case permissions can be fdun
Section18 ¢ Permissions.

View audits shows the history of the tab.

A Save and Newsaves the entered information and launches a
blank new tab form.

A Save and Backaves the entered information and brings you
back to the list of all tabs.

A Cancehbortsthe creation of the tab. Any information entered
before you hit cancel is not saved.

To edit a tab, clickditnext to the desired tab on th&abstab.
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|RCUra oim rest

ats - B 63

0 Selected Item(s)

[[] Edit Case Details

[F] Edit ents

[] Edit Summary Repdrts

Edit New Tab Option

LT @2dzNJ fAad 2F (I 0addR 324y ¢
Section 13; Views.

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

IRCUra ouiTest

ot | osete | sacx | cat permssns |

Tab Information:
Name: the google

Tab Order: 99999

Link: http://www.google.com
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 withlank Typeof Parentand clickSave
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Tab Information:

Name: lCase Administrator

i

Parent Link Type

From theTabstab, click theEditlink next to the tab you want nested.
Under theParentRNR LIR2 sy 2 OK22aS GKS (Gl o @&2dz2Q@S 2dzaid ON
Save

R
—ls00

Save and New

Parent Tab

Do the same for every tab you wish to nest. The tab will disappear from
the tab strip and reside in therdpdown 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.

Documents

Fields Associations

9.1 Adding a Newield

To create a new field, go to tHéeldstab and clickNew Field

Create New Field Button
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