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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

S et Bt Pamntd | aeee
rer: L. Y hd

Jowes Wk

awo EIHEE
.

- St 15w pw gy

© 2008 lars Copme ntom vevsme L5 1%

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

@2dzNJ R20dzySyiaQ FAStRao®

3001 In Progress

77224
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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.
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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:

Relativity i User Guide - 17



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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Searching 315 Documents + |n This Folder & Subfo
Keywords:

D'iCtiDI'Iﬂ[E b

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:

In This Folder & Subfolders = || Include Family > | E3

Icon Display

The icons are:

Icon Description

Ed  Add anew 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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0 Selected Item(s) Show Filters | Clear Al | Items |1 |- 25 (of 1,000) H . H E

Control l ol et
T = AS000001  1/10/2008 4:52 AM asieja@kcura.com kCura Relativity Responsive Accounting; Privileged;
Suspected Fraud;  Attorney-
Shady Client
Investments; Bunk
Stocks; Enron; &
2im @ AS000002  1/10/2008 4:52 AM asieja@kcura.com Relativity Review Stats.xis Mot Sure Accounting; Bunk  Privileged; P
Stocks; Suspected Attorney-
Fraud; Shady Client
Investments;
Enron; H
Il @ ASO00003  1/10/2008 4:52 AM asiejal@kcura.com client_presentation.ppt Responsive Accounting; Bunk  Privileged;
Stocks; Suspected Attorney-
Fraud; Shady Client
Investments;
Enron; ¥
m| @ AS000004  1/10/2008 4:52 AM asiejal@kcura.com WER =N doc Responsive Accounting; Bunk  Privileged;
Stocks; Suspected Attorney-
Fraud; Shady Client
Investments;
Enron; B
— ASOONO0NG 1/ 10/700R 4:57 AM Asieial@keira.com relativity nilnt Aeenda.dor Resnonsive Accountine: Runk  Privilesed:
B — @ =
I(necked j| Edit j Viewing the [ First 1,000 r|itemsinsetsof [25  v| per page

Document List Manager

3.3.1 Previewing a Document

Note that if you hover your mouse pointer over&x& NRQa FAf S A O2y s @&2dz
can leftclick to open a pojup viewer showing the record.

LT @2dzNJ R20dzySyid fAaid
your Relativity administrator to add it.

¢
N
w»
Q¢
“

3.3.2 Sorting

You can use any present field to sort the entire searching tet
number of documents indicated in the far left of the view bar.

Click anyiield heading once tsortthe documents in that field in
ascending order, alphabeticalkx.down arrow will appar next to the
heading nameas in the Reviewer field below.
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Edit é‘ ] 2005.09.06 - EDDS Screen Shots.ppt ~ F500002571 Brian
|:| Edit @ feature comparison relativity .xls FS00002572 Brian
[] Edit é\ @ 2006.07.13 - Relativity Vision.doc FS00002573 Fiona
[] Edit =5 B 10.11.05.ppt FS0000257 4 Keith

Sorting Down Arrow

Click a second time to sort the documents in descending order,
alphabetically An up arrow will appear.

Edit =" B 10.11.05.ppt FS0000257 4
Edit =" #] 2006.07.13 - Relativity Vision.doc FS00002573

Edit =} %) feature comparison relativity .xis FS00002572

Ooo0n0Ond

Edit =" B] 2005.09.06 - EDDS Screen Shots.ppt 500002571

Sorting Up Arrow

3.4 Document Set Information Bar

Thedocument set information bar is found in the bottom right corner of
the case workspace. It consists of the returned set selector and the
displayed set selector. The document set information bar gives you
further control over how you work with your searchiset.

Al Juar oA

San Juan Index

-
Invactmont Chriv-bora

Viewing the: First 500 items in sets of 25 = items per page

Document Set Display

The returned set selector indicates what subset of your searching set
Relativity returns. Your returned set is controlled by the dropdown seen
in the above screenshot.
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The size of your retued set DOES NOT control which items
you can search, or on which items you can run a mass
operation. Any search you run is based on the number of
documents in your searching set.

Any mass operation you run can be based on the number ol
checked items in thdocument list, the number of returned
items, OR all the items in your searching set. Mass operatiol
are further detailed later in this document.

Depending on your environment, the default returned set size may be
pnn 2Nl MInnnd L&2 &RdANRG X MR \BY S i OK | NESdz G &
selector defaults, contagtour Relativity administrator.

Q¢
(V)
et

Note that the number of documents in your result set selector is the
number of documents you will be able to browse in the core reviewer
interface.

For instance, iyour result set selector is set to 500 documents, you will
be able to browse the first 500 documents of your searchable set. You
will not be able to browse to document 501 in the viewer.

However, you do have two courses of action:

A Adding more documents
A 1LY éAy3 FAEGSNR (2 oNRy3d oFO] 2yfée GKS R
to browse

Click on the dropdown and add documents to the returned set.

Depending on your environment, you may be able to add an additional

500, 1,000 or 5,000 documenttogzNJ NB (i dzNyy SR &aSié® LF @2dzQR fA1S |
OKIy3aS @2dz2NJ SYPANRYYSyYyi(iQa NamdzZ Gda asSi asSt SOd2N
Relativity administrator.

You may find it beneficial to use searching or filtering to narrow your
searchable set, allowing you to brogvthrough the key documents in
the viewer.

C2NJ SEIFYLX 8§ fSiQa alé& e2dz2NJ OFLasS Aa mMuHnInnn NB
documents in the middle of the cagdEN045340 through EN045960.

To get to those documents, click &mow Filtersn the navigation bar,

enter EN045340 BETWEEN ENO045960 in the identifier field, and click

Enter. The hits become your searching set, allowing you to browse the

documents.
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Similarly, if you are looking for documents after a specific daay
December 5, 1998 you could filte the correct date field with the term
>=12/5/98.

These are just two examples. For more information on searching
techniques, please 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

The displayed set selector expanded below, sets the number of
documents shown in the document list at one time. The option you
selectremains in force throughout this session, or until you select
another option

roduced
roduced

roduced

roouced

50

roduced 100

200

500
roduced 1000 j

Viewing the |F1'r5l 1,000 vlitc—ms insets of |25 j per page

Set Selector

3.5 Navigation Bar

Basedon the selections in your document set information bar, you can
navigate the document lists using the navigation bar. The navigation bar
is located in the upperight corner of the document list manager.

Show Filters | Clear 4l | Items |1_ - 25 (of 1,000) H n n H

Navigation Bar

The &ow Flters option allows you to apply a filter on any field in the
document list. Filters can help you narrow the document list to focus on
key records. For information on how to use filters effectively, see the
Relativity Searching Guide.
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All Relativity documentation can be found in the reference
guides section of the kCura Support site:

www.kcura.com/relativitymanual

Your browsing options are set by your selections in the set infoonati
bar. Below, the displayed set is 25 documents, and the returned set is
1,000 documents. Therefore, you are able to browse through those
1,000 documents in 25 document sets.

Show Fitters | Clear Al Items|1 | - 25 (of 1,000) |ﬂ FIEE]

Displayed Set/Returned Set

To jump to a specific document, you cane&md record number into the
textbox shown above and hit enter. You can alse thenavigation
arrow links

Show Filters | Clear Al | Items |1 - 25 (of 1,000)

Navigation Arrows

The navigation arrowdo the following

Top of first
page

Previous page Next page Last page

If you would like to browse the documents in the core reviewer
interface, click on a control number to launch that document.
Remember, you will be able to browse only the selected returned set.
However, you can always add more documents if you need to.

3.6 Searching

You can run a keyword search on your entire searching set by selecting

by AYRSE FNENG KK SR NE DR Adkt cormerofl K S dzLILIS NJ
the document list manager. The Search With dropdown is shown in red

below.
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Cases | Settings | Reset Password | Logout 1

User: Bachmann, David

Search With:

Show Filters | Clear Al | Itemslﬂ_ - {of ) Hnnﬂ

Email 5ubject I

Search With Dropdown

The options in your dropdown vary from case to case. Descriptions of
the different search indexes, as well as details on how to use them, can
be found in the Relativity Searching Guide.

All Relativity documentation can be found in the reference
guides setion of the kCura Support site:

www.kcura.com/relativitymanual
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4 Core Reviewer Interface

@ OftAO01AY3a 2y | R20dzyYSyiQa O2yGNRBf ydzYoSNE &2
the core reviewer interface

€ Return to document list HOOQD=
151 As000001 Document 1 or 142 |G NN HEDN I
@ viewer © Mative © Image © Extracted Text © Productions | Chicago Accounting Docs Delete Im (UL Document Information
N Y, — 5= T

¢ﬁ...; Andrew H. Sigja ™ - ||/ contratumber: | asoo0o01

o Taffi Schurzlts churz@keura.com]

(23

Date: Thur 1/10/2008 3:51:31 AM

Subject: kCura Relativity
Attachment Relativity Review.

- Viewer

| hope you are enjoying this demonstration of [REISHME. During the demonstration we are going to cover
a lot of material so please stay awake! If you have any questions, don't hesitate to stop me along the

[ Famiy ElE
way., but if you sit tight, I1l probably caver it at some point during the demonstration. (Al (A1)
We are about to go through some attachments that showcase how [REISEME displays native documents .
inside our proprietary viewer. It will include an Excel spreadsheet, a Word document, a PowerPoint = A
presentation, a Word document in Korean, a document with tracked changes. and finally a 10 MB video — e a e
fle. A 0/2008 4:52 AN

] AS000003 1/10/2008 4:52 AM

| just want to note that we are accessing [REISIN deployed at our datacenter clear across the intemet.

ou will notice that the documents still come up pretty quickly ] nsormml t m S 1/10/2008 4:52 AW
2 ] As000005! e 1/10/2008 4:52 AM
Enjoy the rest of the dema... . AS000005]

h & o
: G A Export to Excel Items 1 —5(0?5],..!
oy =] 285.09 kb
i = * | crecked ttems = eait ~
& [ G |

CoreReviewer Interface

Thecore reviewer interfacacreen consists dhree panes: theviewer,
layouts, and the related items pane.

Several viewing optionsan betoggled usindhe iconsin the upper
right-hand corner of the window.

EN=RENrNC

Viewing Option lans

Icon | Description ’

—| | Shows and hides the document list of the records you are
currently browsing.

1 | Docks or undocks thgocumentviewer. When undocked, the
documentviewer opens in a separate pegp windowto
facilitate a multimonitor review. As you browse records, the
undocked viewer will show the active record.

cll

Swaps the position of thdocument vewer. Thedocument
viewermoves from thdeft side of the screen to theght.
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_J | Pops out a standalone viewer of the current record. Unlike tr
toggle listed above, this is a static pap, and it will not update
as you browse through records.

=. | Hides and uthides the tab strip within the coreeviewer
interface for easy navigatiai different objects.

Icon Descriptions

4.1 DocumentViewer

The document viewedisplayscase documentsThe document viewer
menu displays the loaded forms of the documents and controls which
form of the document is displayed in the viewer.

The optionsare:

@ viewer ©) Native ©) Image © Extracted Text © Productions | Century Prod Delete Images

Document Viewer Options

The document viewer options do the following:

Name Description ‘

Viewer Displays the document usirige Relativitynative file
viewer.¢ KAa A& I daljdza O1 LINR )y
file would look in its native applicatiofthis view allows
highlighting and redactinghis option will be present
only if a rative documenthas been loaded.

Native Opensdocumentfrom its native applicaion in the
browser,if the native application is installed@his option
will be presentonly if anative documenthas been
loaded. Depending on your permissions, you may not
see this option.

Image Displays a TIF¥ JPGrersion of thedocument This view
allows redactions and annotationshis option will be
present only if an imagkas been loaded.

Extracted Displays text that has been extractd®fesent onlyf
text extracted text is loaded.
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Productions | Contains all instances in which tld®cumenthas been
produced.Theproduction state has been saved, so yo!
easily carview the guidelines of how thdocumentwas
produced.Present onlyf the document has been
included in a production.

Viewer Option Descriptions

L¥ &2dz R2y Qi aSS I F2N¥Y 2F (KS
KFa y2d 0SSy t2FIRSR F2NJ G6KS Ol a
it. Theviewer andextractedtext options have the same toolhar

Below is an explanation of each feature in thelbzo:

Icon Name Description

Q W @% Zoom Allows you to zoom in
and out of the current
document with a 10%
300% limit
Reset Resets previous
function
Is!
Find Searches for terms in
4 b .
ﬁ ! ﬁ previous & | document and
next navigates through the
hits
LR Draft/norma | Toggles between
L I/ preview different view modes
for word documents
and emails
=Y Fit to Available only in the
Ll window preview mode
width
- Printcurrent | Prints the current
= document document
- Show/hide Shows/hides keyword
- searchterms | hits from a search
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Icon Name Description

=N Hide Showslides all

= annotations | annotationsor
highlightsin the
document

NOTE: This does not
delete the annotations

6 Goto next or  Moves through

== previous previous highlighted
highlighted | terms in the document
term

T About native | Displays the version of

; viewerand | Relativity

Bandwidth
Tester Web Client installed; if

the version is out of
date, the question
mark will be red Also
contains a Launch
Bandwidth button,
used to testa client
machine's available
bandwidth, and the
latencybetween the
client machine and
Web server.

Viewer/Extracted Text Toolbar Features

Becausehe image Vewer has different functionality, it has a diffent
toolbar.

Icon Name Description

@k [52 @l@ Zoom Allows you to zoom in and

out of current document
with a10%300% limit

Ij Fit options Fit actual (resize to 100%);
e Fit width (resize to the
width of the page); Fit page
(resize to the height of the
page)
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Icon Description
Falkd Rotate all Rotates all pages in a
document document clockwise 90
pages degrees
clockwise
(5% Rotate Rotates the current page
' current page | clockwise 90 degrees
clockwise
m Print Prints the current
: document
Q Switch to Allows users to select
normalmode | within a document
o Highlight Highlights selected text
'.5 Redact Stamp redaction
F Redact with | Text redaction; message
A text can be customized by right
clicking on textbox after
redaction is drawn
=R Change Changes the visibility mode
L markup of the annotations between
visibility full visibility, transparent
and hidden
NOTE: Hidden annotations
are not deleted
o Aboutimage | Displays the version of
: viewer Relativity Web Client

Image Toolbar Features

4.1.1 Markup Sets

installed:; if the version is
out of date, the question
mark will be red

Relativity i User Guide - 31



Depending on your permissions, you may see a dropdown in the lower
left corner of the viewer. The dropdown shows your available markup
sets. Markup sets are securable sets of annotations and highlights.

Annotations in Relativity are simghyghlights.

IOy LTS R DU T PO il g

We are about to go through somy
documents inside our proprietary
PowerPoint presentation, a Word
a 10 MB video file.

4

| Defautt |

[ Production - 04/29/08

Markup Set Dropdown

If you have more than one markup set, check with your Relativity
administrator to learn when to use each markup set.

4.1.2 Annotating & Redacting within the Image

2dz Oy dzaS (GKS AYI 3IS OradlgtcMIa +Fyy2dl A2y | yR
up a documentSelect the fungébn you would like to use highlight,
blackbox stamp redaction, or texedacion.

A Highlight, also knowras an annotation in Relativitgreatesa
transparent yellow box where specified, just like using a
highlighter.

ryan.shinger@enron.com, paul thomas@enron.com,
Cc:
Bcee:

| assume that since you didn't respond to my first two emails, n
this is incorrect, please respond to my previous emails.

Highlight
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A Samp Redactioncreates a solid black box where specified, like
using a black marker.

YA SHNG e e nron. Corm, pa UL anormia S e nren. corm
Ce:
Bee:

| assume that since you didn't respond 1o my first two emails, 1
this is incorrect, please respond to my previous emails.

Stamp Redaction

A TextRedactions are white redaction boxes with black text. You
can rightclick on a text redaction box to apply different text to
the redaction box. The text options are set by your Relativity
administrator.

You can also rightlick and seledidit. Using theedit feature, you can
apply any term you wish.

PN SHNGENE SN O COIm, Paulinoimas @ ennon. corr

Redacted

| assume that since you didn't respond to my first two emails, ¢
this is incorrect, please respond to my previous emails.

Text Redaction

To delete any annotation, rigialick on the annotation and select
Delete. You can also toggle the annotation and redaction visibility. Click
the ChangeMarkup Visibility button to change the atting.

o] ~1 Il

Change markup Visibility Button

Clicking the Change MarkujpsWility button once sets the markups to
transparent.
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PTG e EN IO GO, R LI s @ e n e . oo
Cc:
Bee:

| assume that since you didn't respond 1o my first two emails
this is incorrect, please respond to my previous emails.

Transparent Markup

Clicking the BangeMarkup Visibility button a second time sets the
markups to invisible. Theedactions have not been deleted. They are
temporarily hidden.

LT W 0 g o 1 e 0 W U oL L R P R e 1 R e

Cc:
Bee:
Subject: you dont need access to stack manager?

| assume that since you didn't respond lo my first two emails,
this is incorrect, please respond to my previous emails.

Invisible Markups
Clickinghe ChangeMarkup Visibility button a third time will return the
markups to full visibility.

YA SHNG e e nron. Corm, pa UL anormia S e nren. corm
Ce:
Bee:

| assume that since you didn't respond 1o my first two emails, 1
this is incorrect, please respond to my previous emails.

Markup Full Visibility

4.1.3 Creating Links on the Viewer

Yau can select a section of text in the viewer and link it to another
document.
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You can add a link in viewer mode only.

To create a link, select a section of text in the viewer, rigick and

selectlink.
Ryan,
| made two styles of inc sheets for our future Redact it
profit/loss sheet in one.__please note that the Faa i
is broken out with the inc sheet similar to yo Highlight £
profit/loss sheet on a different worksheet. Se Link k

fully integrated yet as | am a bit rusty on my

Create a Link

Selecting ink on the rightclick produces a pepp, allowing you to
aSt SO0 GKS R20dzySyid (G2 6KAOK @2dzQR tA1S G2 ftAy

Select a Document to Link

0 Selected Item(s)

Hide Filters | | Items 1 - 10 (of 142) E!HH
(AL

lemmanmer

=) AS0DO00
@ As000002
@ AS000003
@ AS000004
=) ASOD0005
=) EN446502
@ EN446503
©) EN44s504
@) EN446505

(©) EN446506

Document to Link List

{ St SOG GKS R20dzySyl G2 6KAOK @&2dz2QR tA1S G2 fAYy
you can filter the list, so if you know the cootnumberc or even the
prefix ¢ you quickly can find the desired document.

Linked text is shown with green text and underlined.
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made two styles of inc sheets for our future use. One

profit/loss sheet in one.__please note that the colors are

Linked Text
Leftclicking the link launches the record in a standalone viewer.

If you would like to remove a link, ledtick on the link to activate it,
right-click to bring up the rightlick menu, and then clidRemove

Ryan,

made two styles of inc sheets for oy - - - eet, position m
colors are a little busy and it may be Redact h the inc sheel
manager and profit/loss sheet on a d Highlight o to improve t
rusty on my excel skills. Especially Link
If you want | can come in later today Remove

Dot Billo comre

Remove a Link

Note that all links on the active record are displayed in the related items
pane, whichg outlined later in this document.

4.1.4 Inline Tagging in the Viewer

You can rightlick and tag a section of a record as a choice. This inline
tag will apply to the document. Your Relativity administrator can eolor
code your choices.

You can rightlicktag in viewer mode only.

For example, issueoding documents is a common task. However, if a
record is large and covers many topics, it may be difficult to identify
which part of the record relates to which issue.
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To tag a section of text with a value, select the text, Agitk and
selectTag.

| bought 8mw of SP15 from Gas overy systems and built the purchase in CAPS with the ABX
Arco come back up and they need to be sold or used to cover a short, it is 26 mw in SP15 and
10/25. They are up around the clock and need to recieve fair market price for their generation. Highlight

Link

Tag

Edit Tag

Tagging Text with a Value
Clicking @gbrings up the inline tag layout.
Tag Document

Selected Text

We sold 8mw around the clock to Gas Recovery systems at 34

dollars.

Hotes

Thiz price is artificially inflated. -

ISSUESE [ eglect
Questionable
Hot
Super Hot
scalding

Accounting
HR
Finance
Personal

A

Tag Document Options

On the tag layout, you can code the correct value and enter a note.
Sometimes, tags may overlap.

Consider the following example:
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----- Original Message—

From: Diamond, Daniel
Sent: Tuesday, February 05, 2002 7:41 AM
To: Benson, Robert; Bishop, Serena; Brodeur, Stephane; Coffing, Timothy; Driscoll, Michael M.; Ermis, Frank; Fischer, Mark; Guzman, Mark;

Mallory, Chris: Slinger. Ryan; Thomas, Paul; Thomas, Paul D.
Subject:  you don't need access to stack manager?
Importance: High

| assume that since you didn't respond to my first two emails, none of you require access to stack manager. If this is incorrect, please respond to my
previous emails.

Thanks,

Dan

Overlapping Tags

¢CKS FANERG LI NI 2F GKS aSyiSyOS NBft !
aSyiSyO0S A afeatuié allovws for oveapping tags.

Below, the first section has been taggasineglecand is in green.

----- Original Message-—

From: Diamond, Daniel
Sent: Tuesday, February 05, 2002 7:41 AM
To: Benson, Robert; Bishop, Serena; Brodeur, Stephane; Coffing, Timothy; Driscoll, Michael M_; Ermis, Frank; Fischer, Mark; Guzman, Mark;

Mallory, Chris; Slinger, Ryan; Thomas, Paul; Thomas, Paul D.
Subject:  you don't need access to stack manager?
Importance: High

| assume that since you didn't respond to my first two emails. none of you require access to stack manager. Ifthis is incorrect, please respond to my
previous emails.

Thanks,

Dan

Tagged as Neglect

In the next example, the second half of the sentence has been tagged
with a different value.

----- Qriginal Message—

From: Diamond, Daniel
Sent: Tuesday, February 05, 2002 7-41 AM
To: Benson, Robert; Bishop, Serena: Brodeur, Stephane; Coffing, Timothy: Driscoll, Michael M.; Ermis, Frank: Fischer, Mark: Guzman, Mark;

Mallory, Chris: Slinger, Ryan: Thomas, Paul: Thomas, Paul D.
Subject:  you don't need access to stack manager?
Importance: High

| assume that since you didn't respond to my first two emails. none of you require access to stack manager. If this is incorrect, please respond to my
previous emails.

Thanks,

Dan

Tagged with a Differefalue

To identify all the tags on a document, you can open ugahdistby
clicking the green tag icon in the lowaght corner of the viewer
window.

Relativity i User Guide - 38



Please reply to this message ASAP. See below for details.

AN

|
158.23 kb/s

Tag Icon

Clicking the tag list icon brings up the tag list pane, which shows all the
tags onthe record.

m

----- Original Message---—

From: Diamond, Daniel
Sent: Tuesday, February 05, 2002 7:41 AM
To: Benson, Robert; Bishop, Serena; Brodeur, Stephane; Coffing, Timothy: Driscoll, Michael M.; Ermis, Frank; Fischer, Mark; Guzman, Mark;

Mallory, Chris: Slinger, Ryan: Thomas, Paul: Thamas, Paul D.
Subject:  you don't need access to stack manager?
Importance: High

| assume that since you didn't respond to my first two emails, none of you require access to stack manager. If this is incorrect, please respond to my

previous emails.
+

Thanks. g
< [ ] v
158.23 kb/s
© TaglList ==l
(A1) (AL) (AL) (AL)
S g ey v
| assume that since you didn't respond ta my first two emails Neglect
you didn't respond to my first two emails, none of you require access to stack manager. Responsive

Export to Excel Items ! -2(0f2) !..H
.

Tag List

The entries in the tag list pane are hyperlinked. Clicking on the link
highlights the active tag in blue in the viewer.

Note that new inline tag you apply will not appear in the tag
list pane until you reload the record egfresh the pane. The
refresh button is in the upperight corner of the pane.
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—-—-Original Message-—

From: Diamond, Daniel
Sent: Tuesday, February 05, 2002 7:41 AM
To: Benson, Robert: Bishop, Serena; Brodeur, Stephane; Coffing, Timathy: Driscoll, Michael M. Ermis, Frank: Fischer, Mark: Guzman, Mark

Mallory, Chris; Slinger, Ryan; Thomas, Paul; Thomas, Paul D.
Subject:  you don't need access to stack manager?
Importance: High

| assume that s you didn't E If this is incorrect, please respond to me
previous emails_

Thanks,

(Al (AL (Al

eglect

assume that since you didn't respond to my first two emails

Hyperlinked Tags

You also can edit or remove a tag. Riglitk on the tag to access the
menu.

Iymiemneiﬁlgﬂisemalhh;-d""-;umﬂﬂﬂmﬂmgpuminmym_ Pl
ECac

Thanks, Highlight

Dan Link
Tag

L — Edit Tag o

Remove

«  Tag List

Show Annctation History

(AL Copy

3 . Case Map »
assume that since you didn't re
{

Edit Tag Options

Clickingedit Tagallows you to edit the same layout you used to apply
the tag. ClickingRemowve removes the tag.

If the area you rightlick to edit or remove has overlapping tags, you
will be presented with a selection box.
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Select Annotation

0 Selected Item(s) Hide Filters | Iltems 1 -2 (of2) EHHE
) (A (A1)
| pelled |teiss

@ Tag | assume that since you didn't respond to my first two emails

7 Tag  you didn't respond to my first two emails, none of you require access to stack manager.

Select Annotation Options

Selectthetd @2 dzQR f A1S (2 SOKodonthue NBY2@S: GKSy
with the action.

4.1.5 Working with Transcripts

Relativity allows the loading of ASCII transcripts. Transcripts generally
are treated like any other documents in Relativity

Relativity offers ward for transcripts. Word indexes providgage
number list for each word in the file that link to the word location.

Right-click tagging and linkingmayalsobe very useful.
Transcriptoften arehundreds of pages long, so being able
to tag key setions or link to exhibits can be valuable.

Access the word index by clicking the book icon on the levggat
corner of the viewer with a transcript open.

\ ’

\:?4.03 kb/s

| EE SR

Word Index Icon

The word index displays all n@ise words in the index, the page and
line location of each of the occurrences, and the total number of times
the word appears in the index.
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The word index is sorted in alphanumeric order, so it starts
with numbers. It is filterable, so to see all words that start
GAGK Gl FAOUBAR aAKRs Sy i SNI «

To begin using the word index, enter into the filter bar the teyior

partofthetermci KI G &2dzQR f A1S (2 aSS® C2NJ SEIF YL ST A-
see all of the instances in which there was an objection in the

deposition, youwould@G A @+ GS GKS FAEtGSNRI GelL)lS a202S800Az2y
bar, and click enter.

L] word Index @| =
objection (AL
N "

objection 19:2; 20:3; 24:11; 3

Export to Excel Items 1 -1 (of 1) H.HH

Word Index Entry

That search informs you there are three occurrences of the word
objection in the transcript. The locations are listed by page number, a
colon, then the linmmumber. They are also hyperlinked; thus, clicking on
the location jumps you to that location in the transcript.

4.2 Navigation

You cammovethroughthe returnedset ofdocumens by using the
navigation menu locatedh the upperright corner of the coreeviewer
interface.

Document 1 of 1000 n “ “ n

Navigation Menu

You can type a number into the textbox and hit Enter to move to that
document. You can use the navigation buttons
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Top of first
page

Previous page Next page Last page

Note that you will be unable tbrowse past the last document in your
returned set. For example, in the above screenshot, there would be no
way to get to document 1,001 using the above arrows. For more
information on changing your returned set, please see the Document
Set Information Basection of this document.

4.3 Layous

Layouts, found in the uppeight corner of the core reviewer interface,
are webbased coding forms. They give you access to view and edit
document fieldsTo access thieyout list, click the droglownmenu
above thelayouts pane:

Edit RNk A

Document Metadata
All Fields
Reviewed

Layouts Dropdown

You may have access to one or mayoluts.Layoutscorrespond to a
particular review process or task and will contairly the fields
necessary to complete the task. This is done to keep the area
uncluttered. If youeel your layout is incomplete, or that you need
access to a different layout, contact your Relativity administrator.

Your Relativity administrator can create a personal layout fo
you ¢ a view that is visible only to you and the Relativity
administrdor.

Contact your Relativity administrator to have a personal
layout created.

If yousimply ardearning about the documents, select the layout that
provides you with the proper information and browse the documents
with the layout in view mode.
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If you need to make changes to editable fields, select the correct layout,
then click theEdit button next to the layout selector.

%| Privileged w | '

Edit Layout Button

Anyfields in the currentayout thathave been set to editable are open
for changes.

Reviewer Details

Control Number: A SO
Custedian: Sieja, Andrews

Coding

Responsiveness: . . =
) Mot Responsive ) Mot Sure
@ Responsive

Confidentiality: = yot confidential ©) Mot Sure
@ Confidential

PrIvIEEe: ] ot privieged

Privileged

Edit Layout Display

Note that the RsponsivenesBeld above is orange. Any field with an
orange label is required. You are not allowed to save any other changes
to the document without setting a value for required fields

4.3.1 Adding a Choice

You may see a hyperlinkedld option on a specific field on your layout.
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Issue Coding

Issues: Palution
Accounting
Bunk Stocks
Business Development
en fuego
Enron
Hot
HR.

Personal

Really Hot

Shady Government
Shady Investments
Shell Company
Super Hot

Suspected Fra

|:| Turkey al
!
Add

Add Choice Link

ClickingAdd allows you to add a choice.

Choice Information:

Fieid: —B

Hame:

Order: g

Parent choice: \:\

Highlight Color:
' GreenE] clear

Choice Information Display

The fields to be entered for a choice are as follows:

A Fieldis the singleor multiple-choice list field to which the
choice will belong.
A Nameis the choice value.
A Orderis a number that represents the position of the choice in
NEBflGA2Yy (G2 GKS FTASEtRQa 20KSNJ OK2AO0Sao
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higher the position orthe list. Items that share the same value
will be sorted in alphanumeric order.
o Pane ordecan be any integgfpositive or negative). No
decimalsare allowed.

LGQa lfglea | 3I322R ARSI G2
™1 then 20, then 30, etc.

Numberig in groups of 10 allows you to insert an item into
any position later in the case, without the need to reorder all
items.

A Parent choicaallows you to select a parent choice below which
the current choice will nest.
o Once you hve set your family of choices and tagged
valuesediting a parent choice witlreate
inconsistencies.

If you need to change a parent choice, create a new choice
family, massedit the applicable documents, and then
remove the old choice.

A HighlightColor allows you to set the annotation for the choice if
it is available for rightlick tagging.

In most instances, you see your choices as checkboxes and radio
buttons, as you do above. However, there occasionally may be too
manyoptions to viably display on the layogsuch as a large list of

issues. In those instances, your Relativity administrator may present the
field using a pofup picker.

Control Humber: AS000001

Issues: /
| Clear Add

Popup on the Layout
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Clicking the ellipsis presents you with all of the césion the field.

Select Options

0 Selected Item(s) Show Filters | Clear AL | Items 1 -8 (of 8) H H H H
mlues

|:| Accounting

[ Finance

D Hot

|:| Hot '\ Super Hot

|:| Hot '\ Super Hot '\ Scalding
] HR

D Neglect

|:| Questicnable

Field Options

Note that you can clicBhow Filtersi 2 FAf GSNJ @2dzNJ f AadG AF @2dz R2yQ
your desired choice on the screen. For more information on filtering in
Relativity, see the Relativity Searching Guide.

All Relativity doamentation can be found in the reference
guides section of the kCura Support site:

www.kcura.com/relativitymanual

If you are editing only one document, you can cBaketo register your
changes. If you are editing a list of documents, click3nee & Next
button. This will register your changes and then move to the next
document.

Save & Next Button

4.4 Related Items Pane
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The Rlatedltems pands located at the bottorright corner of the core
reviewer interface. Related items are customizable groups of
documents within a case. Common examples are email family groups,
duplicate groups and neatuplicate groups.

Below the related items pane, yauill find the related items menu bar.

Ld 4 [ & 4 3

Relateditems Menu Bar

The menu bar functions includiee following

Icon Name Description ‘

Various| Relateditems | Displays a group of documents related t
the active documentOptions will vary

from case tacase Hover over each icon ir
the menu bar to display the name of the

item.
<) Document | Displays a history of actions taken on th
history current documentYou may not have

access to document history.

Production | Displays all productioria whichthe
document was includedou may not
have access to production information.

= Linked Displays all linked records on the active
document. More information on linking
documents can be found in Chapteg 3
Viewer.

8 Search results Displays the results ofRelativity
analytics search. More information can
found in the Relativity Searching Guide.

E] Batch sets | Shows all the batch sets for the active
record. More information about batch
sets can be found in Chapterg4Checking
Out Batches. You may not haaecess to
this section.

Related Items Options
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The related items pane allows you to quickly identify documents related
to the active document. It also allows you to act on those groups of
related items.

For instance, in the example of the related items pane below, the active
document is an email, highlighted in yellow, with five attachments. You
can select some or all of the documents in the related items pane and
clickGo. This brings up all of your agti layouts; the same layouts
available in the layouts pane. Using these layouts, you can make coding
decisions and apply them to the entire range of documents. This is
called massediting.

|t|_—| Family
I:Il—
=1 AS000001 kCura Relativity

|:| @ AS000002 Relativity Review Stats.xds

|:| ASOD0003 client_presentation.ppt

[ ™ Asooo004 U2 H %= 2HY . doc

|:| AS000005 relativity_pilot_agenda.doc

[ & As000006 big_video.wav

Items 1 - & (of &) HHHH

Checked Items = Edit -

0& o 2M Q|

Family Documents Display

The same principal of massliting can be applied to documents in the
document list manager back on the case workspace. For more
information on mas=diting, see Mass Operations.

Relativity i User Guide - 49



5 Checking out Batches

Your case workflow may require that you work with batches.

Batches are sets alocuments your Relativity administrator can create,
allowing you to check out sets of documents to yourself. These batches
are found on the Btchestab.

For a full explanation of creating and editing Batches, please
see the Relativity Administrativdanual.

All Relativity documentation can be found at
www.kcura.com/relativitymanual.

To check out a batch, go to that8hestab. Your Relativity

administrator may give you instructions on which batches to check out.
CAYR GKS 0 OK utafdizehRditfNaté tRatyge OK S O]
cannot check out batches that are in progress by another reviewer.

I'iCura Dan's Sandbox

nager Batches

|| Dan's Sandbox : Batch

Searching 15 Al Batches -

0 Selected Item(s) Export to Excel | Show Filters |

= S
D Edit First B, FPOOO01 In Progress Miler, Daniel
. [ Edit FIFSt Pass Review FPO000Z

Edit Batch Link

After clicking edit, cliciheck @t on the resulting popup to check out
the batch.

Batch Edit

Check Out

Check Out Batch Button
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Your Relativity administrator should have provided you with a view to
display your checke#l dzi R2 OdzySy Gaod LG f-duff St @&
R20dzySyda¢ 2NJ a2YSGKAY3I aAYAL | N

6 Checking back in a Batch

When you are finished working with your batch, golb#xthe batches
tab. Find your batch and click edit.

IHCUra‘ Dan's Sandbox
Documents ' Case

= Manager  Batches

UE Dan's Sandbox : Batch

Searching 15 Al Batches -

0 Selected Item(s) Export to Excel | Show Filters | Clear Al | Item)

mOm T R N et
[ Edit First & few FPO00O1 In Progress Miler, Daniel
McTestsalot, Testy

[ Edit FirSt Pass Review FPOD00Z In Progress
_—

Edit Batch Link

Clicking edit will bring up the following paw. Depending on your work
progress, check the batch back in, either as pending, or as completed.

Batch Edit

Check In As Pending Check In As Completed

Check In Batch Options
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7 Mass Operations

Although most usefevel functionality is covered in the Relativity User
Guide, many mass operations are primarily administrative functions.
Access to each of these mass operations can be granted individually.

7.1 Mass Edit

Mass Hit allows ya to edit field and coding values for multiple

documents at once. You can use any layout to which you have access.

hy GKS R2O0dzySyid tAaitx OKz22aS$s
items, checked items, or items on in the current returned set.

please see Chapter 2.

Then, ensure that Edit is selected in the dropdown. Gick

ED Edit =f* =1 ENOD00OS
&l ] Edit 2§ 5 EN0D0007

B & Esit = =1 enooooos

Checked = Edit |L]

Checked

AL 73,960 L

These 1,000

Mass Operation Go Button

gKSGKSNI & 2dzQR

For a full explanation of the searchable set and returned set

ClickingGobrings up themass edit formUsing the dropdown, you can

select from all layouts you have rights to see.
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Privilege

|| Priviege: I Attorney Client
] priviege
I8 work Product
Adg

Mass Edit Form

,2dz Ydzaid OKSOl lyeé FTAStRa @&2d«QR
fields will not be applied.

There are three options for multiplehoice field values, shown below.

|:| Personal
|i| Suspected Fraud
Shady Government

Multiple- Choice Field Values

The first option, shown on thedPsonal choiceremoves the value from
any of the selected documents.

The second option, shown on the Suspectealie choiceleaves any
values orthe selected documents ds.

The third option, shown on the Shadgp¥&rnment choiceapplies the
option to all selected documents.

Once you have made your changes, claketo apply changes to
checked fields.

7.2 Mass Move
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Mass Moveallows you to move dected documents to a new folder.

hy GKS R20dzySyid fAaildx OK22a$8S 4KSGKSNI @2dzQR f A
items, checked items, or items on in the current returned set.

For a full explanation of the searchable set and returned set
please see Chapte.

z A ¥ 4 oA 9~

¢tKSYy> SyadsaNB GKFG aY20Sé¢ @a asSt SOGSR Ay GKS RN

ol 7] Edit (] ENd46512 171
6] 7] Edit (=] ENd46513 1714
L] 7] Edit (5 ENd46514 1711
0] [ Edit (5] EN446515 111
Al 144 documents -

Mass Move Option

Clicking @ launches the mass move select folder form. Select the
target location and clictoK Note that all documents will be moved to
the target directory.The subdirectory structure of the source document
will not be maintained.

Select Folder

== Dan's Test Case

i ~adminstaging
[__“I Schurz, Taffi
[j Sieja, Andrew
[__“I slinger, Ryan

Zlect Folder Display
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If you masanove any documents, any custom security applied to those
documents is lost, and the document inherits the rights of the parent
folder.

7.3 Mass Delete

Mass [2lete functionality allows you to remove entire documents or
specified document components in one action.

In addition to deleting the specified items from the case, these actions
also delete the associated files from the file serverds &htion cannot

be undone. Accordingly, please use great care when performing a mass
delete.

hy (GKS R20dzySyid ftAailix OK22a8S 4KSGKSNI @2dzQR f A ]
items, checked items, or items on in the current returned set.

For a fullexplanation of the searchable set and returned set,
please see Chapter 2.

Then, ensure thabDeleteis selected in the dropdown. CliGh.

7] ENODDD17  philip.alen@enron.com
-] ENODOD18  philip.alen@enron.com

] ENODDD19  philip.alen@enron.com

Checked Items -

Mass Delete Option

You will be prompted to choose and confirm which document attributes
and/or whole documents you would like to delete.
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Delete 10 Documents?

" Delete documents and all associated files

 Delete only images from selected documents

C Delete only natives from selected documents

 Delete only natives and images from selected documents

I Force a delete even if Redactions, Annotations, Links, or Tags are present

On delete, Relativity will record all of the documents' field values - a
"snapshot audit", This will make searching case History easier, but will
slow the delete and increase the size of your audits,

To disable snapshot auditing, go to the Document object on the Object
Type tab.

Document Delete Options

The following options are available when performing a Mass Delete:

A Delete documents and all associated fildsletesthe entirety
of all selected documents. This includes images, natives, and
field values.

A Delete onlyimagesfrom selected documentsleletesonly the
images from selectedocumens, leavingthe nativesand
R20dzySy G aQinfacsst R O f dzS &

A Deleteonly natives from selected documenteletes only the
natives from selectedocumens, leavingthe imagesand
R20dzySy G aQinmacsSt R O f dzS &

A Deleteonly natives and imagefrom selected documents
deletes onlythe images and nativelsom selected documents,

f SFgAy3a GKS R20npla&y 6aQ FTAStER G f dSa

A Force a delete even if Redactions, Annotations, Links, or Tags
are presentwill allow the Mass Delete to successfully complete,
even if the selected documents comahese additions.

o If this box is not checked, and redactions, annotations,
links, or tags are present, sections of the mass delete
will not complete. A warning will be generated.

o Ifthis box is checked, any and redactions, annotations,
links, or tags Vil be deleted along with the designated
items.

ClickOKto proceed. This operation is final and cannot be undone.
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7.3.1 Enable/Disable Snapshot Auditing on Delete

When performing a delete, you have the option of creating a snapshot

of the current field valuesf the deleted record; a snapshot. This data

will be stored in the history for the case. While enabling this property

can be useful when searching the case history, it can also significantly

AYONBIF&aS GKS aAl S TherdefduR widls €ektd SQa + dzZRAG Gl of So
enable.

7.4 Mass Produce

Mass produceallows you to add documents to an open production, and

to set the manner in which those items will be produced. For example,

@2dz O02dzf R NMzy | &ASFENODK F2NJ Fff AdGSya @2dzQQR f A
for Excédocuments. You could add those to your production as native

2yt eo ,2dz O02dzf R GKSY FTAYR (KS NBYFIAYyAy3d NBO2N
and add them to your production as images only.

hy G4KS R20dzySyid fAaidx OK22a8S 6KSGKSNI @2dzQR f A ]
searchale items, checked items, or items on in the current returned
set.

For a full explanation of the searchable set and returned set
please see Chapter 2.

Then, ensure thalProduceis selected in the dropdown. Click.

&y ] Edit = EN446518 1/9/2002 12:3

24 |:| Edit  [=1 EM446519 142472002 9:00
|:| Edit  [=] EN446520 17872002 4:3
Al 144 documents - |Ll

Mass Produce Option
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ClickingGolaunches the Mass Produce form.

Produce 141 Documents

Files to Produce: -
0 Selected Item(s) Items 1 -1 (of 1) HHHE

= Chicago Accounting Docs (1

Mass Produce Form

Select your production from all open productions. Production sets that
have been produced will not be available.

A Files to producallowsyou to select which versions of each
document will be produced.
o0 Images and natives will include both natives and images
for the selected records.

If you are producing images and natives, ensure that you ar
not including natives for images with redamts.

There is no way to redact the exported natives, so exporting
natives with redacted images would expose the information
behind the redactions.

o Images onlyill include only images for the selected
records.

o Natives onlywill include only natives for the selected
records.

The fields available on this form are set by a system view. For more

information on editing this view, see View£diting a View System
Views.

7.5 Mass Replace

Mass Rplaceallows you to replace existirfgeld text with new text.
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hy (GKS R20dzySyid fArAaidx OK22aSsS gKSGHIKSNI &2 dzQR
searchable items, checked items, or items on in the current returned
set.

For a full explanation of the searchable set and returned set
please see Clmter 2.

Then, ensure thaReplaces selected in the dropdown. CliGo.

D Edit -] EM446518

D Edit =] EN446519
bl 7] Edit [ EN446520

Al 144 documents - Replace + [RE

Mass Replace Selected

Mass Replace

Figld: patch

-

AEHONE  G) periace Entire Field

':'Append to End
=) Insert at Beginning

() search for:

Update With: B Text:
@) Field:

Figld: patch -

Mass Replace Options

The fields are:
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A Fieldis the field you would like to update. Select from case fixed
length or long text fields.
A Action sets the action to be performed:
0 Replace entire fieldvill replace the field entirely.
0 Append toend will add the new value to the end of the
field.
A A delimiter option will appeag enter a
character to separate the existing and
appended values.
0 Insert atbeginningwill add the new value to the
beginning of the field.
A A delimiter option will appeag enter a
character to separate the existing and
prepended values.
0 Search fomllows you to search (and thus replace) only
selected text in the fieldnistead of the entire field.
A A newtext option will appear, allowing you to
enter the text to be replaced.
A Updatewith sets what you would like to apply to the field.
0 Text allows you to add text to the field.
0 CAStR Ift2pga e2dz GothefRld ' y2iKSNJI TASt RQa
set above.
A ClickAdd Another Feld at the top of the form to add an
additional replacement action to the form.
A ClickSaveto execute the masseplace.

Mass imagecreates TIFF images for selected documents

On the document list,cho& ¢ KSGKSNJ 82dzQR fA1S G2 AYF3S ¢
items, checked items, or items on in the current returned set.

NA\s

For a full explanation of the searchable set and returned set
please see Chapter 2.

Then, ensure thalimageis selected in the dropdownClickGo.
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E 5] ENOD0017  phillip.allen@enron.com
=] EMOO0O18  philip.alen@enron.com

E ] EN0D0019  phillip.allen@enron.com

Checked items  ~ [EFCR |~ | 3

Mass Image Selected

ClickingGo will prompt you to confirm you would like to create the
TIFFs. ClidRKto create the TIFFs. Depending on the number of TIFFs
being created, this may take some time. Additionally, please note that
TIFF ofthe-fly jobs will take precedence over batch TIFF jobs.

- T —
Windows Internet Explorer ]

:I Are you sure you want to image these docurments?

OK ] [ Cancel

Mass Image Confirmation

The mass image operation uses the same technology as the
Relativity native file viewer.

For a full listing of the known issues with the viewer, see the
viewerdetails document:

Relativity Viewer Details

7.7 Mass Print Image
Mass Printrhageallows you to batckprint document TIFF images.

On the document list, chégbS g KSGKSNJ 282dzQR f A1S (G2 LINRYI
items, checked items, or items on in the current returned set.
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http://kcura.com/Relativity/LinkClick.aspx?fileticket=oxt9JMn1FyM%3d&tabid=91&mid=450

For a full explanation of the searchable set and returned set
please see Chapter 2.

Then, ensure thalrintis selected in the dropdown. CliGk.

[ Edit (=] EN446517 1/9/2002 4:3
B] 7] Edit [ EN446518 1/9/2002 12:3
[ Edit (] EN446519 112412002 9:0
H 7 Edit = ENd46320 1/8/2002 4:3
Al 144 documents  [FalidliE=E -

Mass Print Images Selected

ClickGo to set your print settings.

x
—Printer
MName I ﬂ
™ Send each document individually
* Send all documents as one print job (only for PDF Printers)

—Image Set Options
' QOriginal Images
= Produced Images

r Include onigmzl images for documents that haven't been

produced
Modify Froduction & rder
r—Print options
™ Print Annotations [~ Print Redactions
I™" Print Slip Sheets  [Blank Page) =l
Stamp |dentifier II‘-.Ione j
Stamp Location IBoﬂom Right j
oK | cancel |

Print Options Screen
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A Printer Namedrop downallows you to select any local printers.

0 Send each document individualipakes each
document print as a separate print job.

0 Send all documents as one print jokill combine alll
documents into one print job. This is only intended for
PDF creation using a PDF print driver and will create one
PDF from all the documents selected. In order to use
this option you need to verify your viewer is version
5.08 or later.

Sending all document as one print job to a physical printer i<
not recommended. Depending on your printer setup it can
cause issues with your print queue.

A Imageset options:

0 SelecoriginalA ¥ & 2 dzQR  -prodScedi 2 LINAY (i y2y

versions of the documenis

LINE R dzO ¢

0 Selecproducedimagesh ¥ @2 dzQR f A 1S G2 LINRAYI

versions.
A If you select produced documents, you can
aSt SO0 6KAOK @OSNBRAZ2Y 2F (KS
to print by clickingnodify production order
A If a document was not part of the selected

R2 Odzy Sy

LINE RdzOG A2y > @&2dz OFy OKSO1l aLyOf dzRS 2
AYF3Sa FT2N) R20dzySyida GKIFIG KIF@SyQi S
LINE RdzOSR¢ (2 AyOf dzRS GKS 2NRIAYI §

Printoptions:

A Print annotations will include any highlighting on original
images.
A Printredactionswill include any text or stamgedactions.
A Slipsheetswill include a slipsheet between documents. Your
slipsheet can be:
o (Blankpage)will include a blank page.
0 (Stampidentifier) will include a page with the
document identifier stamped.
0 <Documentlayouts>will include a slipsheatith the
fields from any document layout. The values for the
proceeding document will be shown for those fields.
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A Stampidentifierl £ f 264 @2dz (2 aSt SO0 6KSHIKSNI &2dzQR f

any identifier value on the pages.
o Nonewill not include any identifier.
o Doawmentidentifierg Af f Ay Of dzRS GKS AYl 3
identifier.
o Pageidentifierg Af t Ay Of dzZRS GKS AYlF3ISaQ LI 3IS
A Stamp locationallows you to designate where the identifier will
be stamped. Select from:
o Top left
Top center
Top right
Bottom left
Bottom center
o Bottom right
A Markupsetl f f 2ga @&2dz G2 aSt SO0 6KAOK YI NJ dzLJ
and annotations will be applied. This option will be present only
if there are two or more markup sets on the case that you have
rights to see.

(s}
QX

O O O o©°

Tally/sum/average allows you to tally, sum and average the values of
any numeric fields. This commonly is used to determine the number of
pages in a print job or production.

hy G4KS R20dzySyid ftAraidx OKz22aS gKSGHKSNI &2 dzQR
all searchable items, checked items, or items on in the current returned
set.

For a full explanation of the searchable set and returned set
please see Chapter 2.

Then, ensure tht Tally/Sum/Averageis selected in the dropdown.
ClickGo.
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Edit -] EN446505

m

Edit -] EN446506

SRS

1 Edit -] EM446507

= =
=]

Checked w Taly/Sum/Average - [REU]

Tally/Sum/Average Selected

ClickingGolaunches the ally/Sum/Average form.

Tally/Sum/Average of 190 Documents i

Function: Tayy -

Field: |ssues -

0 Selected Itemi(s) Show Fitters | clear 40 1 ttems 1 - 10 (of 10) | Rl Il I I
I S I -
] HULL 146
|:| Accounting 5

[F] Finance 5|z
[ Hot 8
[ HR 9
mRU 61
|:| Meglect 9
|:| Personal 7 -
A0 = Exporttofie v Viewing alitems in setsof 25 v per page -

Tally/Sum/Average

The fields are:

A Fieldis the field to be calculated.
A Functionis the function to be performed:
o Tallyprovides a list of unique items and the total
number based on the items selected.
o SumiFfftASa it &aStSOGSR R20dzySydaQ @I t dzS:
number field.
o Averagefinds the average values of all selected
R2 OdzY Sy ( &rtnhe gpecifietrfield. T

Relativity i User Guide - 65



The results of a tally are similar to a summary report; it outlines the
values of a field and the count for each. After receiving your results, the
following actions may be performed:

A Filter the results

Clear All filter text

Browsethrough the results using the blue arrows
Sort the results

Export results to an external file

> > B> D

7.9 Send To CaseMap

You can use theend to CaseMajeature to bulksend items to your
CaseMap database, versions 7 and above. To perform the bulk send,
you will nea to have CaseMap installed and open to the correct case.

There is a Relativity system view called CaseMap fields that controls
which fields are sent to CaseMap. See Chaptey \Ligws for more
information about editing views.

On the document list, choose K S 1 K S NJ & 2 dzQR -afl iferhsS
2NJ 2yfté& OKSO1lSR AdSvyaod {StSOG aa
clickGo.

O«

You may be prompted to open or save a file, CaseMapSend.cmbulk. If
so, clickOpen.

File Download lé]

Do you want to open or save this file?

Mame: CaseMapSend.cmbulk
Type: Bulk Send to CaseMap File, 3.07KB
From: relativity.kcura.com

Cpen || Save |[ Cancel ]

harm your computer.  you do not trust the source, do not open or

I 2 | While files from the Intemet can be useful, some files can potentially
k. save this file. What's the rigk?

Save CaseMap File Option

Clickingopenwill launch thebulk serd to CaseMap wizardClicknext
on the main screen.
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Bulk 'Send to CaseMap'

Welcome to the Bulk 'Send to CaseMap' Wizard.

CaseMap*®
Case Analysis Tool

This wizard sends selected records from Relativity into CaseMap. It will create new and
update existing records in CaseMap. It will not duplicate data.

FPlease make sure that you have the CazeMap case open in which you want to send the
data.

To continue, dick Mext,

Send to CaseMap Screen

If you do not have CaseMap open, you will be prompted to launch the
application. Once CaseMap is open, the wizard will prompt you to
switch to theapplication. Click th&witch to CaseMap buttonthen
clicknext.

Open a CaseMap case.

CaseMap®
Case Analysis Tool
In order to use this wizard you must have a case open in CaseMap.

Select the button below bring CaseMap to the foreground so you can open the
case you want to send records to.

Cancel

Switch to CaseMap Option
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The wizard will ask you to confirm that the case you have open is the
correct target case. If the case listed is the correct target case, click
Next.

Confirm Destination CaseMap

ClickingNextbrings up the View/Editi€ld mappings sectigrallowing

you to map the Relativity fields (set in the CaseMap fields view) to
CaseMap fields. The first time you go through this process, you will need
to map the fields. Clickodify to set the correct field mapping.

CaseMap should automatically populate the matches on subsequent
bulk sends.
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