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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. 

 
 
   










































































































































































































































































































































































































































































































































































