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1 Overview 

When working with Relativity as a user, it is important to familiarize 
ȅƻǳǊǎŜƭŦ ǿƛǘƘ ǘƘŜ ǘƻƻƭΩǎ Ƴŀƴȅ ƛƳǇƭŜƳŜƴǘŀǘƛƻƴǎΦ  

¢Ƙƛǎ ŘƻŎǳƳŜƴǘ ƻǳǘƭƛƴŜǎ wŜƭŀǘƛǾƛǘȅΩǎ ǎǘǊǳŎǘǳǊŜ ŀƴŘ ŎŀǇŀōƛƭƛǘƛŜǎ ŀƴŘ ƎǳƛŘŜǎ 
you through the ways in which it can best be used for document review, 
from logging in to creating a word index inside a case. 
 

2 Relativity Objects 

Relativity is a flexible document-review platform customized by your 
Relativity administrator to provide an intuitive document review. 

Each case consists of an interconnected set of objects. 

 

 

Relativity Objects 

Each Case contains many Documents. 5ƻŎǳƳŜƴǘǎΩ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǎǘƻǊŜŘ 
in Fields. Fields may have predetermined sets of values you can select, 
called Choices in Relativity.  

You can view or interact with documents using Views and Layouts.  
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Views are read-only lists of documents and are displayed in the 
document list manager. 

 

       Views Display 

Layouts are editable, web-based coding forms that allow you to view 
ŀƴŘ ƳŀƪŜ ŎƘŀƴƎŜǎ ǘƻ ȅƻǳǊ ŘƻŎǳƳŜƴǘǎΩ ŦƛŜƭŘǎΦ 

 

      Layouts Display 
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2.1 Logging In 

To log into 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. 

 

       Login Screen 

Enter your email address and password. If you do not know your 
password, contact your Relativity administrator. 
 

2.2 Mode Bar 

When you first log into Relativity, you see a list of your cases. You can 
use the mode bar in the upper-right corner of the screen to toggle 
between the three different Relativity modes. 
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       Mode Bar Display 

By default, you will be in Cases mode, which displays your cases.  
Depending on your permissions, you may have the option to pop-up 
your settings or reset your password. If you do not see Settings or Reset 
Password modes, your Relativity administrator can change the settings 
described below. 
 

2.2.1 Settings Mode 

Clicking on Settings takes you into a settings mode pop-up, which 
displays your user information. Click Edit to change your settings. 

 

       Settings Display  

Clicking Edit allows you to edit your settings information. Note that all 
fields except Native Viewer Cache Ahead are required. 

 

      Edit Settings  

Á First name is your first name. 
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Á Last name is your last name. 

  

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

Á Email address is your email address.  

Á Item list page length is a numeric field indicating the default list 

length for all lists in Relativity. It can be set from 1 to 200. 

Á Default selected file type is the default viewer mode. 

o Viewer 

o Native 

o Image 

o Extracted text 

o Production 

Á Advanced Search Default is 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.  

 

Á Native Viewer Cache Ahead, if checked, pre-loads the next 

native document in your review queue once the active 

document is loaded.  

Once you have changed any settings as needed, click Save. 
 

2.2.2 Reset Password  

Clicking Reset Password mode takes you into a reset password mode 
pop-up, which allows you to enter a new password.   
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       Reset Password Display 

The Reset Password dialog box displays 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 password, click Save.  

  

The Reset Password dialog box will appear automatically if 
ȅƻǳǊ ǇŀǎǎǿƻǊŘ Ƙŀǎ ŜȄǇƛǊŜŘΦ  ¸ƻǳǊ ǇŀǎǎǿƻǊŘΩǎ ŜȄǇƛǊŀǘƛƻƴ ǘƛƳŜ 
is determined by your system administrator.  

 

2.3 Case Mode 

Clicking on Cases in the mode bar, or logging in, brings you to a list of 
your cases. 

LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ȅƻǳǊ ŎŀǎŜΣ ŎƘŜŎƪ ǘƘŜ ǾƛŜǿ ōŀǊΣ ǎƘƻǿƴ ōȅ ǘƘŜ ǊŜŘ ŀǊǊƻǿ 
below. The view bar controls which cases are displayed in the list.  
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       Cases View Bar 

Try switching to different views to see if your case appears. If your case 
is unavailable, contact your Relativity administrator.  
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3 Case Workspace 

AfteǊ ƭƻƎƎƛƴƎ ƛƴǘƻ wŜƭŀǘƛǾƛǘȅ ŀƴŘ ǎŜƭŜŎǘƛƴƎ ȅƻǳǊ ŎŀǎŜΣ ȅƻǳ ǎŜŜ ǘƘŜ ŎŀǎŜΩǎ 
documents tab. This area is called the case workspace. The case 
workspace consists of the following: 

Á Tab Strip  

Á Browser  

Á View Bar 

Á Document List Manager 

 

       Case Workspace Display 

The Tab Strip allows you to navigate between the different sections of 
the application, such as documents, summary reports and productions. 
Clicking on a tab takes you to that section. Depending on your 
permissions within Relativity, you may see only the documents tab. 

The Browser, which may not be available to all users, provides you with 
the following different ways of navigating your case documents:  

Á Folders 

Á Advanced or saved searches 

Á Choice tree 

Á Clusters 

You may see some or all of these options.  
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The View Bar controls which documents and fields are displayed in the 
document list manager. 

The Document List Manager is the central location for viewing lists of 
case documents. The Document List Manager allows you to do the 
following: 

Á Navigate through case documents 

Á Search and filter case data 

Á Export case information to Excel 

Á Mass-act on case documents 

Á Sort documents on the list 

 

3.1 Browser 

The Browser is located on the left side of the case workspace. 
Depending on the rights you have been granted, you may not see the 
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:  

Á Folders 

Á Choice tree 

Á Advanced and saved searching 

Á Clusters 

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

The browser will be open by default. You can hide or show the browser 
by clicking the vertical Hide Browser or Show Browser link directly to the 
right of the browser. Clicking Hide Browser closes the browser and 
expands the document list manager to the full width of the Relativity 
window. You may reopen the document browser by clicking the Show 
Browser link.  

The document browser may also be resized. Use the browser resize 
handle ς the thick, black vertical bar to the left of the show/hide 
browser link ς to resize the browser to suit your preference. 
 

3.1.1 Browser Options 

The browser menu is located directly below the browser. Click on one of 
thŜ ƳŜƴǳΩǎ ƻǇǘƛƻƴǎ ǘƻ ŘƛǎǇƭŀȅ ǘƘŀǘ ƳƻŘŜ ƻŦ ǘƘŜ ōǊƻǿǎŜǊΥ 
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      Browser Menu Display 

Icon Name Description 

 Folder browser Navigate the folder hierarchy for your case 

 Choice tree Browse your documents according to how 
they were coded 

 Saved and 
advanced search 

Create a new search, or browse previously 
saved searches 

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

Browser Icons 

 

3.1.1.1 Case Folders 

Clicking on the folder icon allows you to navigate the folder hierarchy 
for your case. The folder structure is set when documents are imported. 
Lǘ Ŏŀƴ ōŜ ōŀǎŜŘ ƻƴ ǘƘŜ ŘƻŎǳƳŜƴǘΩǎ ǎƻǳǊŎŜΣ ƻǊ ŀŎŎƻǊŘƛƴƎ ǘƻ ŀ ŦƻƭŘŜǊ 
structure set by your Relativity administrator. Clicking on a folder 
ŘƛǎǇƭŀȅǎ ǘƘŀǘ ŦƻƭŘŜǊΩǎ ŘƻŎǳƳŜƴǘs in the document list. 

A folder often has multiple subfolders. You can view the subfolders with 
the expand (+) button to the left of the desired folder. Once the 
subfolders are expanded, you can use the collapse (-) button to collapse 
subfolders back into their root folder. 

Click expand (+) to view to view the subfolders: 

 

      Expanding a Folder 
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Click collapse (-) to get back to the root folder: 

 
      Collapsing a Subfolder 

 

3.1.1.2 Advanced and Saved Searches 

Advanced and Saved Searches combines many oŦ wŜƭŀǘƛǾƛǘȅΩǎ ǎŜŀǊŎƘƛƴƎ 
tools into one feature-rich 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 the kCura Support site: 

www.kcura.com/relativity-manual 

 
3.1.1.3 Choice Tree 

Clicking on the choice tree icon displays the choice tree in the browser. 
Selected single and multiple-choice list fields and their choices are 
available in a tree structure.  

Below is an example of a choice tree: 

http://www.kcura.com/relativity-manual
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      Choice Tree Display 

Each single and multiple-choice field has its own choice folder in the 
ŎƘƻƛŎŜ ǘǊŜŜΦ ¢ƘŜ ŦƛŜƭŘΩǎ ŎƘƻƛŎŜǎ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ŀǎ ǎǳōŦƻƭŘŜǊǎΦ ! [Not Set] 
choice is also available for each field, which displays null values for the 
field.  

Clicking on a choice within the choice tree displays all the documents in 
the document list manager that have the selected choice value AND 
meet the criteria of the active view.   

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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       Breadcrumb Display 

 

3.2 View Bar 

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

 

       View Bar Display 

The view bar consists of the following sections: 

Á Searching Set Indicator 

Á Views 

Á Scope Menu 

Á Include Related Documents 

Á Dictionary 

Á Icons 

 

3.2.1 Searching Set Indicator 

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

 

      Searching Set Indicator Display 

The documents in your searching set are based on: 
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Á Your selection in the browser 

Á Your selection in the other areas of the view bar 

Á Any searches or filters currently applied 

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

CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ǘƘŜ ǎŜŀǊŎƘƛƴƎ ǎŜǘ ŀǊŜŀ ǎŀȅǎ ά{ŜŀǊŎƘƛƴƎ тоΣфслέ ŀƴŘ ȅƻǳ 
perform a keyword search on your records, you are searching 73,960 
records. The same is true for sorting or filtering.  

 

3.2.2 Views 

 

      View Menu Display 

The view menu, highlighted in yellow above, controls the following: 

Á 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: 

o All documents in a case 

o Documents that have been assigned to you 

o Documents that fall within a specified date range  

Á The fields returned; any field in the case can be included 

Á The default sort order 

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

 

  

Your Relativity administrator can create a personal view for 
you ς a view that is visible only to you and the Relativity 
administrator.  

Contact your Relativity administrator to have a personal view 
created. 

 
3.2.3 Scope Menu 
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      Scope Menu Display 

The scope menu, highlighted in yellow above, controls the folder scope 
of the documents returned. The scope menu contains the following 
options: 

Á In This Folder and Subfolders 

o Displays the documents in the currently selected folder 

AND the documents in all of its subfolders. This is the 

default option. 

Á In This Folder 

o Displays ONLY the documents in the currently selected 

folder in the browser, not its subfolders. 

 
3.2.4 Include Related Documents  

 

      Include Related Documents Display 

Include Related Documents returns 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.  

3.2.5 Dictionary 

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 the Dictionary link next to the 
Keywords textbox.   
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      Dictionary Link 

For more information, refer to the Relativity Searching Guide.  
 

3.2.6 Icons 

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 your Relativity 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 Icons 

Once you have used your browser selection and view bar to select 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 displayed in the 
document list are based on the selected view, which is editable. 

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

http://help.kcura.com/relativity/searching/5.05/searchinghelp_CSH.htm#dtsearch























































































































