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1 Overview

Welcome to the AdministratoCertification Study Guidd his guide is
designed tgrovide you with hand®n experience related to Relativity
administrative functionsand the tools tocreate a ase from start to
finish. Thiswill help prepare you for your Relativity Certification
AdministratorExam.

The exercises in this guide should be performed as a System
Administrator in Relativity. If you are unable to gain System
Administratoraccess to 8ativity, contactsupport@kcura.conto
receive dogin tothe Relativity training server

1.1 Before You Begin

To complete this study guide and prepare for your Certification Exam,
you should have experience working witelativity and familiarized
yourself with the following materials:

A Relativity Quick StafBuide

A Relativity User Guide

A Relativity Searching Guide

A Relativity Administrativélanual

These materialsan be downloaded from thdocumentationsection of
the kCurawebsitehttp://kcura.com/relativity/support/documentation

You may find it beeficial tohave these on hantb reference during
your study.

1.2 Study Guide Scope

This studyguide is activisbased, and wilhelp you become proficient in
the basic ad advanced administrative tasks and techniques. These
technigues are presented incrementally within sample scenarios
relating to your administrative role, allowing you to work thgh the
steps required to create clients and manage cases.

1.3 Conventims Used InfAis Guide
Sections 1.3 outlinesthe conventionsused throughout this guide.
1.3.1 Scenarios

This guide follows a sample case from onset through production. A
portion of the sceario is presented in a blue box, as shown below.

All sections detailing this scenario will have a blue border and
background.
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1.3.2 Exercises

To accomplish the tasks set forth in the scenarios, you will perform
manyhandson exercisesExercises armarked with an orangear
listing the task to be completed.

M 9 E S xER6rcsSName
Actionshave dight orange background and anembered.

1. <Action step one>
2. <Action step two>

Exercée sections also have an orange lradicating the end of the
section.

Exercise completed

1.4 Glossary

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

Object Definition ‘

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

Matter Matters are used to defindifferent Cases, disputes,

or consultingnstances that a firm may encounter
with a ClientWithin Relativity, dMatter can be
associated with one or mor@sesClients in
Relativitymay also bessociated with one or more
Matters (mirroring the billing structure of most law
firms).

User Users are individuals who have access to the
Relativityenvironment.

Group RelativityUsers are organized bgroupsand may
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 Relativigre documentrepositories
used to store, display, search, organizel
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Object Definition

categorize Documents related to a specific Client

Document A Document is a record withinRelativityCase.

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

Choices Choices ar@redetermined values that are applied
to Single and MulChoice List fields.

Layout Layouts are Welbased oding forms thatallow
Users to view and editd@ument fields.

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

Glossary of terms

2 Relativity Objects

The Relativity platform is a seriebamnnected objects centered around
acase. Understanding these items and how they are connkistital

to Relativity Administrata. The diagram below represents the object
types that make up the Relativity document review platform and how
they are connected.

Clients

i)
gagca

Users

Choices

Relativity Objects
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The following scenario is an exampleadiypicalRelativity
Administratorwork reques.

You are managing cases for yauganization, KR Partnetsat has
NEOSyidfe |aINBSR (42 NBLINBaSyd
Relativity Administrator, you will perform the following steps

1. Add the new client to Relativity

2. Create a new matter for the dispute.

3. Add a new user assigned to the case.

4. Add the new user to a specified group.

5. Create a case to store the documents.

6. Install the Relativity Desktop Client and ReitgtiViewer used to
import documents.

7. Create metadata fields to store the data from your load file.
8. Import the data into Relativity.

9. Create additional coding fields for documents.

10. Create a new layout where users may view and complete thdis.tqs

11.Simulate a document review and generate a summary report
detailing how documents have been coded.

12. Create a document view tslow secondlevelreviewersto see
documentsmarked with a coding valuef Unsureto drive workflow,
and documents markeResponsivéo drive reporting.

13.Create a field viewhere thereview teamcansee the requiredtase
fieldsandedit a system view to provide additional information on
related family documents.

14.Perform a maseperation to image a group of documents.

15. Create a markup set to apply annotations, redactions, and persis
word highlighting to documents.

16. Create, run, and export a production set containing responsive G
documents.

tent

ase
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17. Prepare the case for a review team to access documents, as wejl as
grant them security permissions to certain case documents, views, gnd
layouts.

18. Explore advanced workflow options and assign selected documgnts
to appropriate users

19. Creatan-depth searches ipreparationfor deposition and folder
the results.

20. Performadata overlayandset upa relational fieldn order to
identify duplicate documents

21. Loadthe deposition transcripts and provide a place where the tegm
can link exhibits ashmark sections as Hot.

Relativity is a Welbased application, making it possible for all
administrative and review tasks to be done online. The only exception
to this is importing and exportingadia, which is done through the
Relativity Desktop Client (a localigstalled application).

The exercise below outlines the logging in procédse exercises in this
guide should be performed as a System Administrator in Relativity. If
you are unable to gain System Administrator acdedRelativity,
contactsupport@kcura.conto receive a login to the Relativity training
server.

M 9 E S NdJging 18 Y
1. Browse to Relativity.

2. Enteryour Email Address.
3. Enteryour PasswordClickLog In
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Email Address:

Password:

Presented by:

[ACura

Loginscreen

Exercise ompleted

I By default, user license login information may not be used o
! two separate machines at the same time.

| . However, this setting can be deactivated faw firm clients
only. Contact kCura Support for more information:
support@kcura.com

When you log inRelativity is irCase Moddy default. This mode
provides a lisbf cases you have permission to view. Depending on your
permissims, you may lao have access thdminand/or SettingsMode.

Admin Mode is only accessible by system administrators. Systems
Administrators are special users with rights to everything in the system.
From Admin mode, they can manage {mase Relativity objects, such a
clients, matters, users and groups.

Users who are not systemtministrators may be granted accets
Settings Mode. From Settings Mottey may edit their usespecific
information and password.
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Nonsystem administrators may be givadministrative
rights to an individal case, but will still need a system
administrator to manage prease olects.

Mode links are found in the uppeight-hand corner of Relativity These
linksallow you to browse betweemodes System administrat@seea
Mode bar containing the following option€ases | Admin | Logout.

Cases | Admin | Logout
User: Eliott, Sarah

Export to Excel | Show Filters | | Items 1 - 25 {of 36) E !HH
battrtone Crote onfretesy -
Admin Training 2/11/2009 8:52 AM CST Miler, Dan
Project Geja 5/28/2009 11:55 AM CDT Workshop, Admin 1
Project Geja 52772009 11:12 AM CDT Workshop, Admin 1

Case Mde

5 Clients

Clientsare companies or organizations Relativity, clients are linked
with associatedisers andnatters.

_u |

Relativity Objects

5.1 Senario

KR Partnerbas recentlyagreed to represent a new client, Acme
Corporation, who is being sued

'a G0KS FANNXQa | RYA viewZlieilinh Retatidy, &
assigning a hame, number and status.

Relativity i Administrator Certification Study Guide - 14
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For more information abouadding and editing clients, sebe
Relativity Adrmmistrative ManualChapter 2Clients

5.1.1 Adding a New Client
MExercise: Adding a New Client

1. Select theAdmin Modelink.
2. Selecthe Clientstab.
3. Click theNew Clientbutton.

[ACura Relativity

Clients Ma

Ml Clients « [ B

0 5elected Ilem;

Edit Banana Corp

O

[[] Edit John Marcise

[[] Edit Admin Training Client
[[] Edit Williams Mullen
O
O

Edit  Milbank

Edit DH Corp

Newdient Button

4. The New Clienfiorm opens, with required fields highlighted in
orange and optional fields in gragnter theName<type your
initials Acme Corp (e.g., AB@cme Corp)

5. Enter theClient Number which may be any numbering
convention you choose.
6. From theStatusdrop-down, selectActive.
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IRCuUra relativity iy

New Client form

7. ClickSave

5.1.2 Editing Client Information

As an administrator, you are able to edit information feelksociated
with new clients.

1. Select theClientstab.
2. Filterto your Acme client and click tHeditlink.

IRCura Relativity Review

% Demonstration E‘G

0 Selected Itemi(s)

Export &
1 e
(gl under n we
[ Edit Dunder Mifflil TJOB7380283 Acti
Edit ja Client 02947398 Active
(gl (a] LI nen we
[ Edit Rodri lient 0123451 Actr
(gl 25 nen we
[ Edit Test Client TC123123 Actr

EditQients

3. Note the fields available for editing. CliClancel.
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5.2 Special Considerations
Consider the following points when dealing with new clients:

A If you are daw firmor Premium Hosting clientalk with your
team about the organization of yolelativity environment.
Establishing a consistent structure and naming convention will
make billing Relativity cases much easier. Enter names and
client numbers accordingly.

A Ad A Sy Qayba isedd dizde wNich items appear on
clientlists elsewhere in the application. Refer to the Riwity
Administrative ManualChapter 23: Admin Mode Detaiisr
more information

Al OtASyiGQa adliddza R2Sadwywitdid AYLI O
that client might see in Relativity.

A Relativity offers optional fields for keywordsd notes where
extra information about the clienihay be recordede.qg.,
address and contact information). This may also help your
billing process.

A For your congnience, theClient Rtailsform displays
hyperlinked lists of users and matters associated with that
client.

6 Matters

Matters are used to define the different cases, disputes or advising that
a firm may be involved with for a clienWithin Relativity, anatter may

be associated with one or momses These may be added and edited

in Admin Mode.

-

Relativity Objects

6.1 Senario

Yourfirm@new client, Acme Corporation, is being sued. To represe
this eventin the system and keep your Relativity environment
organized, you must add a new matter pertaining to the suit.

Relativity i Administrator Certification Study Guide - 17
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Create a new matter and assign a name, number and status value.
completed, associate the new matter to your Acme client.

For more information about adding and editingtters, see the

Relatvity Administrative ManualChapter 3Matters.

6.1.1 Adding a New Matter

MExerciseAdding a New Matter

1. Selectthe Matters tab.
2. (dickthe New Matter button.

[L=CRLEIE Sl Demonstration - E E

HCU d Relat1v1ty Review

Agents  Errors

0 Selected Item(s] Export to F
(o we s
[[] Lake Michigan 12345 Active

D Soldier Field 678910 Active

[] Cubs 111213 Active

New Matter button

3. Enter theMatter Informationas follows:

A

> > >

Name <type:your initials- Matter>.
Matter Number convention of your choice
Status Active

Client Hlipsisbutton 6 X] tAcme Corp| OK.

Relativity i Administrator Certification Study Guide - 18
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N Cases | asmin | Logout
[ACura Relativity Review s r, ot

m

Matter Information:
Hame:

New Matter form

4. ClickSave

Click theClienthyperlink in theMatter Detailsform to
navigate to the Client Detaiferm.

6.1.2 Editing a New Matter

Information related to a matter is edited in Admin Mod&he exercise
below will familiarize you with this process.

1. Select theMatters tab.
2. Filter to your matter and click thEditlink.
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I‘CU d RelatWIty Review

its | Matters  Users Gro

New Matter EFIEIETALT5

0 Selected Itemis) Export to |

I:I-_MQ

Edit alifornia Dreamin Active Client
|:| Edit  Will n 3383 test Beta T
[F] Edit E-Stet Matter 007 Active E-5TE]
EditMatters

3. Note the information you may edit as needed. Chekve and

Back

Exercise completed

Matter informationmay also be edited by clickirige

<matter name>| Edit

6.2 Special Considerations

Consider the following points when dealing with matters:

A

If you are daw firmor Premium Hosting client, talk with your
team abaut organizing youRelativity environment. Establishing
a consistent structure and naming convention can make billing
Relativty cases much easier. Enter names and matter numbers
accordingly.

I Y| { tatSsMd@ydbe dsetb drive whichmattersappear on
drop-down lists elsewhere in the applicatioReferto Chapter

23: Admin Mode Detailis the Relativity Administrative Manual
for more information

Relativity offers optional fields for keywords and notdsere
extra information about the mattemay be recorded
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A For your convenience, thmatter details formdisplays the
associatectlientname with a hyperlinkClicking this hypdink
willi 1S @2dz 62 GKFdG Of ASyidQa RSGIFAfa LI 3ISo
7 Users

Usersare individuals who have access to the Relativity environment.

You may add or edit usersAdmin Mode.

Relativity Objects

7.1 Senario

A new attorney at your firm is responsible fewiewingdocuments
related to the newmatter. To grant your colleague access to the
system, you must fitreate a user account.

Create a new user and assignh a nammael address and statusVhen
completed, associate himo your Acme client. You will also assigour
new user a password.

For more information abouadding and editing usersee the Relativity
Administrative ManualChapter 4sers

7.1.1 Adding a New User and Setting a Password

While it is only necessary for a user to have a Relativity account and
password to log into Relativity, that user must be associated with a
group where their security permissions are defined to view a case and
its documents Thus, a user cannot perform any actions inside Relativity
until security permissions have been assigned.

M 9 E S Nddikgia$l¥w User and Setting a Password

1. Selecithe Userstab.
2. dickthe New Userbutton.

Relativity i Administrator Certification Study Guide - 21



HCU l'a Relatwlty Review

SRSl Demonstration - @'E

ﬁ&elecledhh\ Export to Excel

Edit  Rinehart, Matt Soldier Field Communications Internal
|:| Edit  Smalling, Daniel Soldier Field Communications Internal
|:| Edit Chalasani, 5ri Cubs Brewery abtwo
[[] Edit Miller, Daniel ABC Corp Internal

New User button

3. Enter theUser Informatioras follows:

First Name<type:your initials>

Last Name<type:User

Email Address<type:your initials-user@studyguide.com
Type:Active

Client Hlipsisbutton 6 X| tAcme Corp| OK.

Relativity Acces€nabled

Advanced Search DefauRublic

> > >y > D> D> D

Advanced Search Defadltives the user's default
ASFNDK 26ySNI O fdsSd ¢KS
option set by default when creating a new user) is
configurable on a system level. Refer to the Relativity
Configuration Table for more details.

A PasswordManually set passwordtype:Password1in
the New Password and Retype Password fields.

For more information about Passwords, refer to the
Relativity Administrative Manual.

A Leave the default values in the remaining fields
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. s 1 g
RCura Relativity Review e B, s

Item List Page Length: 55 Advanced Search Defat: private ~

Default Selected Fle TYDe iewer -

e

PESSVONGE e current password Send new password to:

© Auto-generate password

© manualy set password

User must change Password
=
an next login:

NowPasswords |

Retype password: |

Keywords:

Notes:

New User form

If selected, the user propertiNative Viewer Cache
Ahea will pre-load the next native document in the
review queue once the active document is loaded.

4. ClickSave

7.1.2 Editing User Information
At any time, uer information may be edited iAdmin Mode.

1. Select theJserstab.
2. Filter to the user you wish to modify and click tRdit link.
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Edit users

3. Note the fields available for editing. CliClancel

Exercise completed

In addition to editing, théJser Detail§orm is used to
view, add, and removdzd S NE Q 3 N2 dzLJa @

Consider the following points when dealing with users:

A Within user tables and audit fields, users are referenced by last
and first names. Make sure to enter this information correctly.

A While two usersn Relativitymay not havahe same email
address, they may have the same first and last name. In this
case, make sure to add a character to differentiate the two in
the system (e.g., middle initial).

A Relativity requires strong passworddsing the autegenerated
passvord feature ensures thgasswords eight characters in
length,contairs one uppercase, one lowe case, one number
and one non alph@umericcharacter

A To limit where a user may login, (e.g., from the work server
only), use theTrusted IPaddress fier. Refer to theRelativity
Administrative ManualChapter 4. Users
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