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1 Overview 

Welcome to the Administrator Certification Study Guide. This guide is 
designed to provide you with hands-on experience related to Relativity 
administrative functions, and the tools to create a case from start to 
finish. This will help prepare you for your Relativity Certification 
Administrator Exam.  

The exercises in this guide should be performed as a System 
Administrator in Relativity.  If you are unable to gain System 
Administrator access to Relativity, contact support@kcura.com to 
receive a login to the Relativity training server. 

1.1 Before You Begin 

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

Á Relativity Quick Start Guide  
Á Relativity User Guide 
Á Relativity Searching Guide 
Á Relativity Administrative Manual 

These materials can be downloaded from the documentation section of 
the kCura website http://kcura.com/relativity/support/documentation 

You may find it beneficial to have these on hand to reference during 
your study.   

1.2 Study Guide Scope 

This study guide is activity-based, and will help you become proficient in 
the basic and advanced administrative tasks and techniques. These 
techniques are presented incrementally within sample scenarios 
relating to your administrative role, allowing you to work through the 
steps required to create clients and manage cases.   

1.3 Conventions Used In This Guide 

Sections 1.3.1-2 outlines the conventions used throughout this guide. 

1.3.1 Scenarios 

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

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

mailto:support@kcura.com
http://kcura.com/relativity/support/documentation
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1.3.2 Exercises 

To accomplish the tasks set forth in the scenarios, you will perform 
many hands-on exercises. Exercises are marked with an orange bar 
listing the task to be completed.  

Ҧ 9ȄŜǊŎƛǎŜΥ <Exercise Name> 

Actions have a light orange background and are numbered. 

1. <Action step one> 

2. <Action step two> 

Exercise sections also have an orange bar indicating 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 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 

 

2 Relativity Objects 

The Relativity platform is a series of connected objects centered around 
a case. Understanding these items and how they are connected is vital 
to Relativity Administrators. The diagram below represents the object 
types that make up the Relativity document review platform and how 
they are connected.  

 

Relativity Objects 
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3 Scenario and Activities  

The following scenario is an example of a typical Relativity 
Administrator work request.  

You are managing cases for your organization, KR Partners, that has 
ǊŜŎŜƴǘƭȅ ŀƎǊŜŜŘ ǘƻ ǊŜǇǊŜǎŜƴǘ ŀ ƴŜǿ ŎƭƛŜƴǘ ƛƴ ŀ ƭŜƎŀƭ ŘƛǎǇǳǘŜΦ !ǎ ǘƘŜ ŦƛǊƳΩǎ 
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 Relativity Viewer 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 their tasks.  

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

12. Create a document view to allow second-level reviewers to see 
documents marked with a coding value of Unsure to drive workflow, 
and documents marked Responsive to drive reporting. 

13. Create a field view where the review team can see the required case 
fields and edit a system view to provide additional information on 
related family documents.  

14. Perform a mass operation to image a group of documents. 

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

16. Create, run, and export a production set containing responsive case 
documents.  
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17. Prepare the case for a review team to access documents, as well as 
grant them security permissions to certain case documents, views, and 
layouts.  

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

19. Create in-depth searches in preparation for deposition and folder 
the results. 

20. Perform a data overlay and set up a relational field in order to 
identify duplicate documents. 

21. Load the deposition transcripts and provide a place where the team 
can link exhibits and mark sections as Hot. 

4 Logging In and System Modes 

Relativity is a Web-based application, making it possible for all 
administrative and review tasks to be done online. The only exception 
to this is importing and exporting data, which is done through the 
Relativity Desktop Client (a locally-installed application). 

The exercise below outlines the logging in process.  The exercises in this 
guide should be performed as a System Administrator in Relativity.  If 
you are unable to gain System Administrator access to Relativity, 
contact support@kcura.com to receive a login to the Relativity training 
server. 

 

Ҧ 9ȄŜǊŎƛǎŜΥ Logging In 

1. Browse to Relativity. 

2. Enter your E-mail Address.  

3. Enter your Password. Click Log In. 

mailto:support@kcura.com
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Login screen 

Exercise completed 

 

  

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 firm clients 
only. Contact kCura Support for more information: 
support@kcura.com.  

 

 

 

4.1 Case Mode | Admin Mode | Settings 

When you log in, Relativity is in Case Mode by default.  This mode 
provides a list of cases you have permission to view. Depending on your 
permissions, you may also have access to Admin and/or Settings Mode.  

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 pre-case Relativity objects, such as 
clients, matters, users and groups. 

Users who are not system administrators may be granted access to 
Settings Mode.  From Settings Mode they may edit their user-specific 
information and password.  

 

mailto:support@kcura.com
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Non-system administrators may be given administrative 
rights to an individual case, but will still need a system 
administrator to manage pre-case objects. 

 

Mode links are found in the upper right-hand corner of Relativity.  These 
links allow you to browse between modes.  System administrators see a 
Mode bar containing the following options: Cases | Admin | Logout. 

 
Case Mode  

 

5 Clients 

Clients are companies or organizations. In Relativity, clients are linked 
with associated users and matters.  

 
Relativity Objects 

 

5.1 Scenario 

KR Partners has recently agreed to represent a new client, Acme 
Corporation, who is being sued.  

!ǎ ǘƘŜ ŦƛǊƳΩǎ ŀŘƳƛƴƛǎǘǊŀǘƻǊΣ ȅƻǳ ǿƛƭƭ ŎǊŜŀǘŜ ŀ new client in Relativity, 
assigning a name, number and status. 
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For more information about adding and editing clients, see the 
Relativity Administrative Manual, Chapter 2: Clients. 

5.1.1 Adding a New Client 

Ҧ Exercise: Adding a New Client 

1. Select the Admin Mode link. 

2. Select the Clients tab. 

3. Click the New Client button.  

 

  
New Client Button 
 
 

4. The New Client form opens, with required fields highlighted in 

orange and optional fields in gray. Enter the Name <type: your 

initials Acme Corp> (e.g., ABC Acme Corp. ) 

5. Enter the Client Number, which may be any numbering 

convention you choose. 

6. From the Status drop-down, select Active.  
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New Client form 

7. Click Save. 

Exercise Completed 

 

5.1.2 Editing Client Information 

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

Ҧ Exercise: Editing Client Information 

1. Select the Clients tab. 

2. Filter to your Acme client and click the Edit link.  

 
Edit Clients 

 

3. Note the fields available for editing. Click Cancel. 

Exercise completed 
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5.2 Special Considerations 

Consider the following points when dealing with new clients: 

Á If you are a law firm or Premium Hosting client, talk with your 
team about the organization of your Relativity environment. 
Establishing a consistent structure and naming convention will 
make billing Relativity cases much easier. Enter names and 
client numbers accordingly. 

Á A cƭƛŜƴǘΩǎ ǎǘŀǘǳǎ Ƴay be used to drive which items appear on 
client lists elsewhere in the application. Refer to the Relativity 
Administrative Manual, Chapter 23: Admin Mode Details for 
more information. 

Á ! ŎƭƛŜƴǘΩǎ ǎǘŀǘǳǎ ŘƻŜǎ ƴƻǘ ƛƳǇŀŎǘ ǿƘŀǘ ŀ ǳǎŜǊ ŀǎǎƻŎƛŀǘŜd with 
that client might see in Relativity.   

Á Relativity offers optional fields for keywords and notes where 
extra information about the client may be recorded (e.g., 
address and contact information). This may also help your 
billing process.  

Á For your convenience, the Client Details form 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 client. Within Relativity, a matter may 
be associated with one or more cases. These may be added and edited 
in Admin Mode. 

 
Relativity Objects 

 

6.1 Scenario 

Your firmΩs new client, Acme Corporation, is being sued. To represent 
this event in the system and keep your Relativity environment 
organized, you must add a new matter pertaining to the suit. 
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Create a new matter and assign a name, number and status value. Once 
completed, associate the new matter to your Acme client. 

For more information about adding and editing matters, see the 
Relativity Administrative Manual, Chapter 3: Matters. 

6.1.1 Adding a New Matter 

Ҧ Exercise: Adding a New Matter 

1. Select the Matters tab. 

2. Click the New Matter button. 

 

 

New Matter button 

 

3. Enter the Matter Information as follows: 

Á Name: <type: your initials- Matter>.  

Á Matter Number: convention of your choice 

Á Status: Active 

Á Client: Ellipsis button όΧύ | Acme Corp. | OK.  
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New Matter form 

 

4. Click Save. 

Exercise completed 

 

  

Click the Client hyperlink in the Matter Details form to 
navigate to the Client Details form.  

 

6.1.2 Editing a New Matter 

Information related to a matter is edited in Admin Mode. The exercise 
below will familiarize you with this process.  

Ҧ Exercise: Editing Matter Information 

1. Select the Matters tab.  

2. Filter to your matter and click the Edit link. 
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Edit Matters 

 

3. Note the information you may edit as needed. Click Save and 

Back. 

Exercise completed 

 

  

Matter information may also be edited by clicking the 
<matter name> | Edit.  

 

6.2 Special Considerations 

Consider the following points when dealing with matters:  

Á If you are a law firm or Premium Hosting client, talk with your 
team about organizing your Relativity environment. Establishing 
a consistent structure and naming convention can make billing 
Relativity cases much easier. Enter names and matter numbers 
accordingly. 

Á ! ƳŀǘǘŜǊΩǎ ǎtatus may be used to drive which matters appear on 
drop-down lists elsewhere in the application. Refer to Chapter 
23: Admin Mode Details in the Relativity Administrative Manual 
for more information. 

Á Relativity offers optional fields for keywords and notes where 
extra information about the matter may be recorded.  
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Á For your convenience, the matter details form displays the 
associated client name with a hyperlink.  Clicking this hyperlink 
will ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŀǘ ŎƭƛŜƴǘΩǎ ŘŜǘŀƛƭǎ ǇŀƎŜΦ 

7 Users 

Users are individuals who have access to the Relativity environment. 
You may add or edit users in Admin Mode. 

 
Relativity Objects 

7.1 Scenario 

A new attorney at your firm is responsible for reviewing documents 
related to the new matter. To grant your colleague access to the 
system, you must first create a user account.  

Create a new user and assign a name, e-mail address and status. When 
completed, associate him to your Acme client. You will also assign your 
new user a password.  

For more information about adding and editing users, see the Relativity 
Administrative Manual, Chapter 4: Users. 

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. 

Ҧ 9ȄŜǊŎƛǎŜΥ Adding a New User and Setting a Password 

1. Select the Users tab. 

2. Click the New User button. 
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New User button 

3. Enter the User Information as follows:  

Á First Name: <type: your initials> 

Á Last Name: <type: User> 

Á E-mail Address: <type: your initials-user@studyguide.com> 

Á Type: Active 

Á Client: Ellipsis button όΧύ | Acme Corp. | OK.  

Á Relativity Access: Enabled 

Á Advanced Search Default: Public 

 

  

Advanced Search Default drives the user's default 
ǎŜŀǊŎƘ ƻǿƴŜǊ ǾŀƭǳŜΦ ¢ƘŜ ǇǊƻǇŜǊǘȅΩǎ ŘŜŦŀǳƭǘ ǾŀƭǳŜ όǘƘŜ 
option set by default when creating a new user) is 
configurable on a system level. Refer to the Relativity 
Configuration Table for more details. 

 

Á Password: Manually set password <type: Password1!> in 

the New Password and Retype Password fields.  

  

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

Á Leave the default values in the remaining fields. 
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New User form 

 

  

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

 

4. Click Save.  

Exercise completed 

 

7.1.2 Editing User Information 

At any time, user information may be edited in Admin Mode.  

Ҧ Exercise: Editing User Information 

1. Select the Users tab. 

2. Filter to the user you wish to modify and click the Edit link.  
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Edit users 

 

3. Note the fields available for editing. Click Cancel. 

Exercise completed 

  

In addition to editing, the User Details form is used to 
view, add, and remove ǳǎŜǊǎΩ ƎǊƻǳǇǎΦ 

 

7.2 Special Considerations 

Consider the following points when dealing with users:  

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

Á While two users in Relativity may not have the same e-mail 
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). 

Á Relativity requires strong passwords. Using the auto-generated 
password feature ensures the  password is eight characters in 
length, contains one upper-case, one lower- case, one number 
and one non alpha-numeric character.   

Á To limit where a user may login, (e.g., from the work server 
only), use the Trusted IPs address filter. Refer to the Relativity 
Administrative Manual, Chapter 4: Users.  
















































































































































































































































































