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1 Overview

When working with Relativity asuser, it is important to familiarize
B2dNBSEF gAGK GKS (22fQa YIyeé AYLXSYSyGlridAaz2yao

¢CKA& R20dzYSyid 2dzif AySa wStliAGAG&Qa &dNHzOG dz2NBS
you through the ways in which it can best be used for document review,
from logging in to creatig a word index inside a case.

2 Relativity Objects

Relativity is dlexible documetrreview platform customized by your
Relativity administrator to provide an intuitive document review.

Each case consists of an interconnected set of objects.

Documents

Fields Layouts

RelativityObjects

Each @secontains many Becuments5 2 OdzYSy 1a Q Ay F2NXIF A2y Aa &d2NJ
in FieldsFields may have predetermined sets of values you can select,
called @oicesin Relativity.

You can view or interact with documents using Views and Layouts.
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Viewsare readonly lists of documents and are displayed in the

document list manager.

IRCUra tans sandbox
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Views Display

Layoutsare editable, wekbased coding forms that allow you to view

FYR Y18 OKFy3sa 2

Chris[Chris
Strammiello, Chris
Wed 2/5/2003 7-13:43 PM
Low
None
Review materials for meeting with Paul

tcom]; Lynch, Ken[Ken Lynch@sc|

Sensitivity:
Subject:

Q4 2002 Ops review draft 2.ppt

Layouts Display
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2.1 Logging In

To loginto Relativity, browse to your Relativity website. If you do not
know the correct address, contact your Relativity administrator. After
you enter the address, the login screen appears.

Email Address:

Password:

Presented by:

[ACura

Login Screen

Enter your email address and password. If youndbknow your
password, contact your Relativity administrator.

2.2 Mode Bar

When you firslog into Relativity, yogee a list of your cases. You can
use the mode bar in the uppeight corner of the screen to toggle
between the three different Relativity nues.
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Cases | Settings | Reset Password | Logout

User: Bachmann, David

I —
Show Filters | Clear 4l | Itﬁ'l'ﬂ5|1_ -1 (of 1) H n n H

Mode Bar Display

By default, you will be indSesmode, which displays your cases.
Depending on your permissions, you may have the option teymp
your settings oreset your passwordf you do not see Settings or Reset
Password modes, yo Relativity administrator can change the settings
described below.

2.2.1 SettingsMode

Clicking orgettingstakesyou into a settings mode pepp, which
displays your user information. CliEtit to change your settings.

User Information

First Mame: David Item List Page Length: 25
Last Hame: Bachmann Default Selected File Type Viewer
Email Address: dbachm@cert.com Advanced Search Default: Public
Native Viewer Cache Ahead: [7
(e |

Settings Display

Clickingeditallows you to edit your settings informatioNote that all
fields except Native Viewer Cache Ahead are required.

User Information

First Name:  [Dayig Item List Page Length: |25
Last Name: IBachmarln Default Selected File Type I\.r,mr vl
Email Address: Idbachm@cerl.com Advanced Search Default: Ipubuc vl
Hative Viewer Cache Ahead: [

Edit Settings

A First nameis your first name.
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A

A
A

A

Last names your last name.

Your first and last name will be used as your ldigmame
throughout Relativity

Email addresss your email address.

Item list page lengthis a numeric field indicating the default list
length for all lists in Relativity. It can be set from 1 to 200.
Default selected file typds the default viewemode.

(0]
(0]
(0)
(0)
(0)

Viewer

Native

Image
Extracted text
Production

Advanced Search Defauli your default search owner value. If
the owner is set to Public, all users with rights to the search are
able to see it. If the owner is set to Private, only you are able to
see the search.

Depending on your permissions, you may not have rights to
edit the Advanced Search Default field.

A Native Viewer Cache Aheaif checked, préoads the next
native document in your review queue once the active
document is loaded.

Once you have changed any settings as needed,Sliak

ClickingReset Passwordnodetakes you into a reset password mode
pop-up, which allows you to enter a new password.
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Please set a new password. Relativity requires that each password
contain at least:

-8 characters

-1 lower case letter

-1 upper case letter

-1 number

-1 non-alpha-numeric-character

Old Password:
New Password:

Retype Password:

Save Cancel

Reset Password Display

The Reset Password dialog labigplays a list of instructions for creating
a new password. It also displays a textbox where your old password
should be entered, followed by two textboxes where your new
password should be entered and verified.

Once you have entered your new passwoldkSave.

The Reset Password dialog box will appear automatically if
82dzNJ LI aa62NR KFa SELANBRO®
is determined by your system administrator.

2.3 Case Mode

Clicking orCasesin the mode bar, or logging in, brings you to a list of

your cases.

LT @2dz R2y Qi

ass

@82dzNJ OF aSx OKSO|

below. The view bar controls which cases are displayed in the list.
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[ACura Relativity

[cases EEE

\

Cases View Bar

Try switching tdifferent views to see if your case appears. If your case
is unavailable, contact your Relativity administrator.
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3 CaseNorkspace

AfteNJ f 233Ay3 Ayid2 wStlGAGAlEe | yR
documents tab. This area is called the case workspuecase
workspace consists of the following:

QX
w
(Vo))
(@]
(kN
>x
<
L

e 2 dzN.

Tab Strip

Browser

View Bar

Document ist Manager

> > > >

Case Workspace Display

The Tab Srip allows you to navigate betweehe different sections of
the applicationsuch agslocumens, summary reports and productions.
Clicking on a tab takes you to that secti@epending on your
permissionsvithin Relativity you may seenlythe documents tab.

TheBrowser, whichmay not be available to all usepovides you with
the following different ways of navigating your case documents:

A Folders

A Advanced or saved searches
A Choice tee

A Clusters

You may see some or all of these options.

Relativity i User Guide - 12



The Viev Bar controls which documents and fields are displayed in the
document list manager.

TheDocument List Mnageris the central location for viewinigsts of
casedocumens. The Document List Manager allows you to do the

following:

A

> > > D

Navigate through&se doaments

Search and filter case data

Export case information to Excel

Massact on case documents
Sort documents on the list

The Browser is located on the left side the casevorkspace

Depending on the rights you have been granted, you may notreee
browser. If you do not have a browser in your case, you can skip this
section of the User Guide.

If the browser is visible, it will contain up to three options for browsing
through your documents

A

> > >

Folders

Choice tree
Advanced and saved searching

Clugers

No matter which of these options you use, there are a few display
options you can use to customize your workspace.

The vowser will be open by defaulfou can hide or show the browser
by clicking the verticdflide Browser or Show Browdark directly to the
right of thebrowser. Clicking Hle Browser closes the browser and
expands the documerlist manager to thdull width of the Relativity
window. You may reopen thdocumentbrowser by clicking th&how
Browser link.

The documentbrowser mayalsobe resizedUse thebrowser resize
handlec the thick, black vertical bar to the left of the show/hide
browser linkg to resizethe browser to suit your preference.

Thebrowser menu is located directly below the browser. Click on one of

thS Y Sy dzQa

2 LIiA2YaA

02

RAALI & GKIF G
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Browser Menu Display

Icon Name Description ‘

[ Folder browser Navigate the folder hierarchy for your ca:

Choice tree Browse your documents according to ho
they were coded

4, Saved and Create a new search, or browse previou:
advanced search saved searches

- = Clusters Browse your case clusters, which are
groupings of conceptually correlated
documents

Browser Icons

Clicking on thedidericonallows you to navigate thilder hierarchy

for your caseThe folder structure is set when documents are imported.

LG OFry ©0S o6FaSR 2y GKS R20dzySydiQa a2dz2NOS> 2NJ |
structure set by your Relativity administrator. Clicking on a folder

RAALI @& (KI GsiFtRefdét@edmbst. R2 Odzy Sy i

A folde often hasmultiple subfoldersYou carview thesubfoldes with
the expand(+) button to the left of the desired foldelOnce the
subfolders are expanded, you can e collapsg-) button to collapse
subfolders back inttheir root folder.

Clickexpand (+}o view to view the subfolders:

E||_| Hinger, Ryan

[H-[=5] Email

- || Paper Files

Expanding a Folder
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Clickcollapse §) to get back to the root folder:

El Slinger, Ryan

£l Email

E - deleted items
..... inbox

Feen sent_items

Collapsing a Subfolder

Advanced and Saved Searches combinesmainyw St | G A @A GeQa &SI NOKAy3
tools into one featurerich interface.

For detailed instructions on creating advanced and saved searches, see
the Relativity Searching Guide.

All Relativity documentation can be found in the reference
|— = guides section of th&Cura Support site:

www.kcura.com/relativitymanual

Clicking on the choice tree icon displays the choice tree in the browser.
Selected mgleand multiplechoice list fieldand their choices are
available in a trestructure.

Below is an example of a choice tree:
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% Choice Tree @

B it popper
B[ Custodian
2 Has Images
& Issues
=N 2 Markup 5et - Production

----- "% Has Redactions
----- “#» Has Annotations
..... 3 [Not set]

EI 7 Responsiveness

..... [%5 Responsive

..... 35 Mot Responsive
..... % Mot Sure

..... 5 [Not set]

Choice Tree Display

Each singland multiplechoice field hagts ownchoicefolderin the

OK2A0S (NBSP ¢KS FASEtRQaA [R&sst}O0OSa I NB RAaLIX @SR
choiceis alsocavailable for eacfield, which displays null values for the

field.

Clicking on ahoice within thechoicetree displays all the documents in
the documentlist manager that have the selecteti@ice value AND
meet the criteria ofthe active vew.

The current browser location drives what is displayed in the document
list. The breadcrumb, highlighted in red below, shows the current
browser selection.
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Salt v Pepper \ Responsiveness \ Not Responsivel

Searching 1,602 Documents - hd E‘E

0 Setected Itemis)

T I ===

[ Edit = BF) Aso00004

Breadcrumb Display

3.2 View Bar

Youcan use the view bar, as well as any searches or filters, to further
narrow the document set.

[ salt vs. Pepper
Searching 73,960 II}chments j| In This Folder & Subfolders j| |

View Bar Display
The view bar consists of the following sections:

Searching Set Indicator
Views

Scope Menu

Include Related Documents
Dictionary

Icons

> > > D> D

3.2.1 Searching Set Indicator

The searching set indicator, highlighted in yellow below, is a-oxdyl
indicator of how many documents currently are in your searching set.

[ 5alt vs. Pepper
Searching 73,960 | Documents = |fn s Folder & subfolders || =]

Searching Set Indicator Display

The documents in your searching set are based on:
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A Your selection in the browser
A Your selection in the other areas of the view bar
A Any searches or filters currently applied

Note that any time you run a search, a filter or a sort, you are doing so
on yourentire searching set.

C2NJ SEFYLX S AF G(KS &SI NOKAy3a asi
perform a keyword search on your records, you searching 73,960
records.The same is true for sorting or filtering.

(Z] salt vs. Pepper

Searching 73,960 | Documents - || In This Folder & Subfolders j| |

View Menu Display

Theview meny highlighted in ykkow above, controls the following:

A The documents included in the searching set (in addition to
the browser selection and any active searches); this is based
on a set of criteria, with examples including:

o0 All documents in a case

o Documents that have been signed to you

o Documens that fall within a specified date range
A The fields returned; anydld in the casecan be included
A The default sort order

If you would like to add or edit a view, contact your Relativity
administrator.

I Your Relativity adminigitor can create a personal view for
™ you ¢ a view that is visible only to you and the Relativity
| -1 administrator.

Contact your Relativity administrator to have a personal viev
created.
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[C] 5alt vs. Pepper

Searching 73,960 ID{:cumenls j n This Folder & Subfolders :]I

Scope Menu Display

Thescope menuhighlighted in yellow above, controls the folder scope
of the documents returnedlhescopemenu containsthe following
options:

A In This Folder and Subfolders
o Displayghe documens in the currently selected folder
ANDthe documensin all of itssubfoldes. This is the
default option
A In This Folder
0 Display®ONLY thelocumens in the currently selected
folderin the browser, not its subfolders.

(] Salt vs. Pepper

Searching 73,960 | Documents jl In This Folder & Subfo{dersj nclude Duplicates

Include Related Documents Display

Include RlatedDocumentsreturns documents related to the

documents currently in the view. The options vary by case, but may
include email family groups, duplicates or near duplicates. Related items
are further described in the Related Items Pane section of this
document.

When using dtSearch, a Dictionary Search option is available.

The Dictionary Search allows you to search the index for a specific term
and see the total occurrences of the term and the number of
documents containing it.

To launch the Dictionary Search, click Bietionarylink next to the
Keywords textbox.
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Keywords:

D'iCtiDI'Iﬂ[E b

Searching 315 Documents + |n This Fdder&SubfT

Dictionary Link

For more information, refer to th&elativty Searching Guide

3.2.6 lIcons

At the right end of the view bar, there may be one or two icons, as seen
in the red box below:

Icon Display

The icons are:

Icon Description

Add a new view. This may not be present. If it is not
present, contact youRelativity administrator to add a
view.

Edit the current view. This may not be present. If it is not
present, contact your Relativity administrator to edit the
current view.

View bar lcons

Once you have used your browser selection and view baeliect the
correct searching set of documents, you can begin working with them in
the document list manager.

3.3 Document List Manager

The document list manager consists of the document list, as well as
controls for working with the documents. The fields dié@d in the
document list are based on the selected view, which is editable.

Contact your Relativity administrator to change the fields in your view.
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