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1 Overview 

This workbook provides exercises to create a sample Relativity 
Workspace and step by step instructions to use other Relativity 
functionality. The document also includes functionality to know for the 
Relativity Certified Administrator Exam. 

If unfamiliar with the electronic discovery process, please see Appendix 
A ς Overview of Litigation Support to gain more context for the 
exercises. 

The exercises in this workbook should be performed as a System 
Administrator in Relativity. 

1.1 Before You Begin 

To prepare for the Certification Exam, you should also familiarize 
yourself with the following materials: 

Á Relativity User Manual 
Á Relativity Searching Manual 
Á Relativity Admin Manual 

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

1.2 Workbook Scope 

This workbook is activity-based and will help you become proficient in 
basic and advanced administrative tasks. These techniques are 
presented incrementally within sample scenarios.   

1.3 Conventions Used In This Guide 

The following sections outline the conventions used throughout this 
workbook. 

1.3.1 Scenarios 

This workbook follows a sample workspace from onset through 
production. A portion of the scenario is presented in a blue box, as 
shown below. Each scenario acts as a model of how you would work 
with a kCura partner through the document review process. 

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

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

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

 Exercise: <Exercise Name> 

Actions have a light orange background and are numbered. 

1. <Action step one> 

2. <Action step two> 

Exercise sections also have an orange bar indicating the end of the 
section. 

Exercise completed 

1.4 Glossary 

The table below defines the most commonly used object types in 
Relativity. It is important to become familiar with these terms, as they 
are used through this workbook. 

Object Definition  

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

Matter Matters are used to define different Workspaces, 
disputes, or consulting instances that a firm may 
encounter with a Client. Within Relativity, a Matter 
can be associated with one or more Workspaces. 
Clients in Relativity may also be associated with one 
or more Matters (mirroring the billing structure of 
most law firms).  

User Users are individuals who have access to the 
Relativity environment. 

Group Relativity Users are organized by Groups and may 
be associated with more than one at a time. Groups 
are added to Relativity Workspaces where their 
permissions are set on a case-by-case basis.  

Workspace Workspaces within Relativity are typically document 
repositories used to store, display, search, organize 
and categorize Documents related to a specific 
Client.  

Document A Document is a record within a Relativity 
Workspace. 



Relativity | Admin Certification Workbook v2 - 10 

Object Definition  

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

Choices Choices are predetermined values that are applied 
to Single and Multi-Choice List fields. 

Layout 

 

Layouts are Web-based coding forms that allow 
Users to view and edit Document fields. 

Views Views are customizable lists of items within 
Relativity. Essentially, anytime you see a list of items 
in Relativity, it is a View. 
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2 Relativity Objects 

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

 

Relativity Objects 

3 Scenario and Activities  

The following scenario represents the process by which you use 
Relativity to build a workspace and integrate into it all objects required 
to conduct a document review. 

You are managing workspaces for your organization which has recently 
ŀƎǊŜŜŘ ǘƻ ǊŜǇǊŜǎŜƴǘ ŀ ƴŜǿ ŎƭƛŜƴǘ ƛƴ ŀ ƭŜƎŀƭ ŘƛǎǇǳǘŜΦ !ǎ ǘƘŜ ŦƛǊƳΩǎ 
Relativity Administrator, you will perform the following steps: 

1. Add the new client to Relativity.  

2. Create a new matter for the dispute.  
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3. Add a new user to the workspace. 

4. Add the new user to a specified group. 

5. Create a workspace to store the documents. 

6. Assign the workspace to the proper Resource Groups. 

7. Install the Relativity Desktop Client. 

8. Create metadata fields to store the data from your load file. 

9. Import the data into Relativity. 

10. Move folders in browser view. 

11. Create additional coding fields for documents.  

12. Create a new layout where reviewers may view and complete 
their coding tasks. 

13. Create keyboard shortcuts for review choices. 

14. Create domain transform sets. 

15. Execute Script to create Parent Date field. 

16. Create saved searches. 

17. Apply saved search to Production Restriction. 

18. Create batches as a way to guide document review workflow. 

19. Create a view with indented lists to review email conversations. 

20. Use Relativity Compare field to see updates to email 
conversations. 

21. Simulate a document review and generate a summary report 
detailing how documents have been coded. (Code a group of 
documents using shift-click) to select items. 

22. Copy saved searches and edit the criteria. 

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

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

25. Create a markup set to apply annotations, redactions, and 
persistent word highlighting to documents.  
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26. Create a production assigning new bates numbers carrying over 
the attachment fields in the new data. 

27. Create, run, and export a production set containing responsive 
workspace documents with images and native files. 

28. Prepare the workspace for a review team to access documents, 
as well as grant them security permissions to certain workspace 
documents, views, and layouts.  

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

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

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

4 Logging In and System Modes 

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

The exercise below outlines the login process.  The exercises in this 
guide should be performed as a System Administrator in Relativity. 

Exercise: Logging In 

1. Browse to Relativity address in Internet Explorer. 

2. Enter your E-mail Address.  

3. Enter your Password. Click Log In. 
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Login screen 

Exercise completed 

 

  

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

 

4.1 Modes  

When you log in, Relativity is in Workspace Mode.  This mode provides a 
list of workspaces you have permission to view. Depending on your 
permissions, you may also have access to Admin Mode.  

Admin Mode is only accessible by system administrators.  System 
Administrators are users with rights to everything in the system.  From 
Admin mode, they can manage Relativity objects, such as clients, 
matters, users and groups. These are objects that may be related to 
more than one Workspace. 

From Settings Mode you may edit user-specific information and 
password.  

 

  

Non-system administrators may be given administrative 
rights to an individual workspace, but will still need a 
system administrator to manage pre-workspace objects. 
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A drop down menu can be found in the upper right-hand corner which 
becomes available upon clicking your name.  These links allow you to 
browse between modes and personal settings. 

 
Mode Menu 

 

5 Licensing 

A Relativity Administrator will need monitor aspects of their Relativity 
License from time to time. Some tasks can be performed within 
Relativity itself, while others might by accomplished via external means, 
such as email. 

5.1 License Tab 

The License tab, viewable while in Admin mode, provides you with the 
functionality required to obtain or renew your Relativity license. The 
process involves generating a license request which is then sent to 
kCura Client Services. A license key is then granted and applied to 
activate the official Relativity license. 

The License tab also displays information about your current license, 
including: 

Á Instance name 
Á Expiration date 
Á Number of seats 
Á License Type 
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5.2 License Expiration and Error Messages 

As your license nears expiration, the system administrator will be 
notified via email and Relativity system alerts. 

Relativity will both display alerts and send daily email notifications 30 
days prior to the expiration date of your license. 

If your license has still not been renewed by the expiration date, you 
will enter a 7-day grace period. The License tab will then display the 
grace period expiration date, along with your contractual seating and 
license type information. 

Once your grace period expires, users will receive an error message 
when they try to log into Relativity. Administrators will only have access 
to the License tab. 

5.3 Special Considerations 

Similar to the grace period after license expirations, a 7-day trial license 
activates when deploying a new instance or upgrading from an 
unlicensed version. 

6 Clients 

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

 

Relativity Objects 
 

6.1 Scenario 

A new client is being represented.  Pepper Corporation is being sued.  

!ǎ ǘƘŜ ŦƛǊƳΩǎ ŀŘƳƛƴƛǎǘǊŀǘƻǊΣ ȅƻǳ ǿƛƭƭ ŎǊŜŀǘŜ ŀ new client in Relativity, 
assigning a name, number and status. 

6.1.1 Adding a New Client 

Exercise: Adding a New Client 
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1. Select the Admin Mode link from the Hi, User drop-down 

menu. 

2. Select the Clients tab. 

3. Click the New Client button in the upper left corner. 

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

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

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

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

convention you choose (e.g., 987654) 

6. From the Status drop-down, select Active.  

 

New Client form 

7. Click Save. 

Exercise Completed 

6.1.2 Editing Client Information 

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

Exercise: Editing Client Information 

1. Select the Clients tab. 

2. Filter to your Pepper Corp. client and click the Edit link.  
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Edit Clients 

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

Exercise completed 

6.2 Special Considerations 

Consider the following points when dealing with new clients: 

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

Á The ŎƭƛŜƴǘΩǎ ǎǘŀǘǳǎ field may be used to drive which items 
appear on client lists elsewhere in the application. Refer to the 
Relativity Admin Manual: Admin Mode Details for more 
information. 

Á ! ŎƭƛŜƴǘΩǎ ǎǘŀǘǳǎ ŘƻŜǎ ƴƻǘ ƛƳǇŀŎǘ ǳǎŜǊ permissions.   
Á Relativity offers optional fields for keywords and notes where 

extra information about the client may be recorded (e.g., 
address and contact information). This may also help your 
billing process.  

Á For your convenience, the Client Details form displays 
hyperlinked lists of users and matters associated with that 
client. 
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Client Details with no Users or Matters Associated 

7 Matters 

Matters are associated with one Client and define groups of cases or 
disputes. Within Relativity, a matter may have multiple workspaces. 
These may be added and edited in Admin Mode. 

 

 

Relativity Objects 
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7.1 Scenario 

Your firmΩs new client, Pepper Corporation, is being sued. To represent 
this event in the system and keep your Relativity environment 
organized, you must add a new matter pertaining to the suit. 

Create a new matter and assign a name, number, status and link to the 
client you created. 

7.1.1 Adding a New Matter 

Exercise: Adding a New Matter 

1. Select the Matters tab. 

2. Click the New Matter button. 

3. Enter the Matter Information as follows: 

Á Name: <type: your initials- Condiment Claims>.  

Á Matter Number: any number combination you wish 

Á Status: Active 

Á Client: Ellipsis button όΧύ | Select Pepper Corp. | Click OK.  

 

New Matter form 

4. Click Save. 

Exercise completed 
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To edit a matter already created click on the edit button next to the 
matter in the list on the matter view or select the matter name link and 
click the blue edit button at the top of the screen. 

7.2 Special Considerations 

Consider the following points when dealing with matters:  

Á When organizing your Relativity environment establish a 
consistent structure and naming convention to make billing 
easier. 

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

Á Relativity offers optional fields for keywords and notes where 
extra information about the matter may be recorded. These 
fields are available when filtering on your matter list and can be 
useful to search.  

8 Users 

Users are individuals who have access to the Relativity environment. 
Adding or editing users is done in Admin Mode. 

 

Relativity Objects 

8.1 Scenario 

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

Create a new user filling in their name, e-mail address, status and 
associate him to the client Pepper Corp. You will also assign the new 
user a password.  

8.1.1 Adding a New User and Setting a Password 

Users can login to Relativity after saving the new user information. 
However until the user is associated with a group and this group is 
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associated with a Workspace no Workspaces will be visible to the user. 
The level of permissions a group has to a Workspace is defined within 
the Workspace. 

Exercise: Adding a New User and Setting a Password 

1. In Admin Mode select the Users tab. 

2. Click the New User button. 

 

New User button 

3. Enter the User Information as follows:  

Á First Name: <type: your initials> 

Á Last Name: <type: User> 

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

Á Type: Select any one of the types available. ¢Ƙƛǎ ŘƻŜǎƴΩǘ 

ŀŦŦŜŎǘ ŀ ǳǎŜǊΩǎ ŘŀǘŀōŀǎŜ ŀŎǘƛǾƛǘƛŜǎ ƛƴ ŀƴȅ ǿŀȅ ƻǘƘŜǊ ǘƘŀƴ ŦƻǊ 

reporting. 

Á Client: Ellipsis button όΧύ | Select Pepper Corp. | Click OK.  

Á Relativity Access: Enabled (Enabled must be selected for a 

user to be activated. Disabled users cannot login to the 

system.) 

Á Document Skip: Enabled 

Á Item List Page Length: 25 

Á Default Selected File Type: Viewer 

Á Advanced Search Public By Default: Yes 

 

  

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

Á <type: Password1!> in the New Password and Retype 

Password fields.  

  

Relativity passwords must be at least 8 characters and 
contain one of each of the following: 

1 uppercase letter 
1 lowercase letter 
1 number 
1 symbol  

Á Leave the default values in the remaining fields. 
 

  

If selected, the user property, Native Viewer Cache 
Ahead will pre-load the next native document.  

After the active document finishes load the next native 
in the review queue will be loaded into memory cache. 

System performance might be affected if this is on and 
many large documents are in the review set.  

 

New User Setup 
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4. Click Save.  

Exercise completed 

8.1.2 Editing User Information 

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

Exercise: Editing User Information 

1. Select the Users tab. 

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

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

Exercise completed 

  

In addition to editing, the User Details form is used to 
ǾƛŜǿΣ ŀŘŘΣ ŀƴŘ ǊŜƳƻǾŜ ǳǎŜǊǎΩ ƎǊƻǳǇǎΦ 

 

8.2 Special Considerations 

Consider the following points when dealing with users:  

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

Á While two users in Relativity may not have the same e-mail address, 
they may have the same first and last name. In this case, make sure 
to add a character to differentiate the two in the system (e.g., 
middle initial). 

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

Á Relativity may be configured to allow only a certain number of 
incorrect login attempts before a user is locked out. To allow the 
user access after a lockout, their password must be reset.  

Á Use Authentication Data to link a Relativity user with Microsoft 
Windows Active Directory user or an RSA two-factor authentication 
user. It is also possible to bind Relativity with a secure client-side 
certificate. 

Á The User Type field is used for reference or billing purposes only, 
and has no impact on system views or permissions.  

Á Use the user keyword and notes fields to record any additional 
information about the user (e.g., phone number, title, address, etc.) 

Á Relativity Access is a property that grants users access and counts 
them as a named Relativity user towards a license. If Relativity 
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Access is disabled, users will not be able to log into Relativity. If 
inactive for the entire month the account is not counted towards 
that months billing.  

Á When adding multiple users, take advantage of the Save and Next 
button. For security purposes, users are not able to share logins. 

9 Groups 

Relativity users are organized and added to Workspaces using Groups. 
Users cannot be directly associated with a Workspace. For each 
Workspace, user permissions are set at a group level.  

 

Relativity Objects  

A user may be a member of many different groups. As a Relativity 
Administrator, you will assign groups to Workspaces. 

9.1 Scenario 

In the previous section, you added a new user to Relativity. Since a 
ǳǎŜǊΩǎ workspace access is defined through group membership, you will 
create a new group and make your user a member. Note that adding a 
user to a group is an environment-wide, rather than workspace-level, 
task.  

9.1.1 Adding a New Group 

Exercise: Adding a New Group 

1. Select the Groups tab. 

2. Click the New Group button.  

3. Enter the Group Name <type: your initials ςFirst Level Group>.  

4. Click Save. 

Exercise completed 
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9.1.2 Editing a Group 

Group information may be edited in Admin Mode.  

Exercise: Editing Group Information 

1. Select the Groups tab. 

2.  Click the Edit link. 

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

Exercise completed 

9.1.3 Adding/Removing Users from a Group 

After creating a group, users may be added and removed as needed. 
There are two different ways to add users to groups:  

Á On the Group Details page, click the Add button. 
 
ςorς 
 

Á On the User Details page, click the Add button. 

For the purposes of this exercise, you will use the User Details form.  

Exercise: Adding a User to a Group 

1. Select the Users tab.  

2. Filter to your created user, then click the Full Name link. The 

User Information form opens. 

3. Scroll down to the Groups section and click the Add button. 

4. The Select Groups dialog box opens. Select your created group 

and click OK. 

5. Select the Groups tab.  

6. Click the Group Name link of your created group. Verify the new 

group member has been added under Users.  

Exercise completed 

 

  

To remove a user from a group, find the group and check 
the box next to the group and select Remove rather than 
Add. You may also view associated workspaces on the 
Group Details page.   
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9.2 Special Considerations 

Consider the following points when dealing with groups: 

Á Although security in Relativity is group-based, it is important to note 
that newly created groups are not automatically associated with any 
Workspace.  

Á A group may be assigned to several different workspaces with 
permissions that vary per workspace. For instance, a group may be 
allowed to print in one workspace, but not in another. Or, the group 
may be able to edit documents in one workspace, but only view 
them in another. 

Á Use the keywords or notes section to record additional group 
information όŜΦƎΦΣ ƎǊƻǳǇΩǎ ǊƻƭŜ ƛƴ ǘƘŜ ŜƴǾƛǊƻƴƳŜƴǘΣ Ƴŀƛƴ Ŏƻntact, 
etc.)  

Á Users may be members of multiple groups. If multiple groups with 
same user are assigned to one workspace the higher level 
permissions on an object are applied. 

Á There are three default system group settings:  
o Everyone: All users are members of the Everyone 

group.   This group is only available in Admin mode.  
Within the Administration section, you can now easily 
manage the permissions all users have on System level 
Views and Scripts.   

o System Administrators: users with rights to see every 
item within a Relativity environment.  Administrators 
have access to Admin mode, which allows them to 
create and edit new clients, matters, users, groups and 
views, among other permissions. 

o Relativity Script Administrators are part of a singular 
group that has permissions to preview, edit, and create 
scripts. Before a user can belong to this group, they 
must be granted Relativity Administrator permissions, 
and then added as a Relativity Script Administrator.  
Relativity Administrators are not automatically 
members of this group.  The table below illustrates the 
permissions for System Administrators, Script 
Administrators, and standard users. 

The table below represents the script permissions allowed for each 
group. 
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 Locked Script Unlocked Script  

 View Run Edit Preview Edit Preview Write Link 

Script Admin V V  V V V V V 

System 
Admin 

V V      V 

Standard 
User 

V*  

 

V*       V**  

* With view rights 

** With add rights 

 

  

Locked scripts are not able to be edited by any user. 
In order to edit locked scripts you need to copy the 
script and make a new instance. 

 

10 Workspaces 

Workspaces are repositories used to store, display, search, organize, 
and categorize documents. Create new Workspaces in workspace mode. 
In Relativity, matters can have multiple Workspaces, while Workspaces 
can use multiple groups for security. 

 

Relativity Objects  
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10.1 Scenario 

Before proceeding here are the objects that should already be created: 

Á A new client named <your initials>  Pepper Corp. 
Á A new matter associated with your client, named <your 

initials>-Condiment Claims 
Á A new user named <(First Name) <your initials> (Last Name) 

User> and a password 
Á A new group named <your initials>- Group 

In addition to creating these objects, you have familiarized yourself with 
the processes of editing this information and the relationships between 
objects.  

Scenario: 

The firm has collected a broad range of documents from the client, and 
has sent them to a vendor to be processed into a Relativity-compatible 
format. Before importing data, you must create a new workspace in 
which to store documents.  

10.1.1 Adding a New Workspace 

Exercise: Adding a New Workspace 

1. Click the Workspaces link from the Hi, User drop-down.  

2. A list of workspaces appears. As an administrator, you have 

access to all workspaces in Relativity. Click the New Workspace 

button. 

3. Enter the Workspace Information as follows: 

Á Name: <type: (your initials)- Salt v Pepper>.  

Á Matter: Ellipsis button όΧύ | <your initials>-Condiment 

Claims | OK.  

Á Template Workspace: Ellipsis button όΧύ | New Case 

Template | Click OK.  

Á Status: Active 

Á Resource Group: Default 

Á Default File Repository: Your Path to Repository 

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

4. Click Save. 

5. The workspace list appears. Find your workspace and click on its 

name. 

6. Click on the Workspace Details tab. You have the options of 

Edit, Delete, Back and Edit Permissions. Additional tabs are 

automatically created based on your workspace template.  

 

Workspaces Details tab 
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Exercise completed 

  

The New Workspace button is only accessible to System 
Administrators. 

 

10.1.2 Editing Workspace information 

Workspace information may be edited at any time.  

Exercise: Editing Workspace Information 

1. Select the Workspace tab. 

2. Filter to your workspace, and then click the Edit link. 

3. Note the workspace information available for editing. Click 

Cancel. 

Exercise completed 

10.2 Special Considerations 

Consider the following points when dealing with workspaces: 

Á Since the rights to folders can be granted or denied, 
consider keeping all documents as a single Relativity 
workspace. This will prevent the need to maintain several 
separate databases for documents (including productions), 
expert witness testimony, and so on.  

Á When selecting a template workspace, the following items 
are copied to the new workspace: 

o Groups (and permissions complete to item level) 
o Summary reports 
o Markup sets 
o Fields 
o Choices  
o Layouts 
o Views 
o Custom tabs 
o Scripts 
o Custom objects (setting on object to allow on template) 
o Saved Searches (this excludes any saved search 

referencing a dtSearch or Relativity Analytics search 
index) 
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Á Since groups and permissions are added to a workspace 
based on the template,  realize the group from the template 
database will have access to the new Workspace upon 
creation. It is best to create generic groups without users 
when utilizing templates.  

Á SQL Full Text Index language does not specify which 
characters will be indexed; rather, it indexes all characters 
in all languages. Your selection is the language that SQL will 
use to optimize its index. Each language has its own rules 
for stemming and word-breaking, and SQL can account for 
these differences. If you are using multiple languages, 
choose the one with the most complex stemming and work-
breaking rules. For instance, if your workspace includes 
primarily Chinese, but some English language documents, 
select Chinese.  

Á Use the keywords or notes section to record additional 
information related to the workspace.  

Á Resource Groups determine the server for certain processes 
associated with the case. Resource groups are setup in the 
Admin mode of Relativity. 

11 Installing Relativity Client-Side Programs 

Before documents can be imported into your workspace, you must 
install the Relativity Desktop Client.  

  

You must have administrative rights on the client machine 
in order to perform installations.  

 

11.1 Scenario 

Now that you have created your workspace, you are ready to populate 
the workspace with documents to be viewed and marked up by 
authorized users. Beforehand, you must install the Relativity Desktop 
Client. 

11.1.1 Installing the Relativity Desktop Client 

Now follow this exercise to download the training files you will 
eventually import into your Relativity environment: 

Exercise: Download Relativity Training Files 



Relativity | Admin Certification Workbook v2 - 33 

Copy the link below into your browser and download the zip file. Unzip 
the file after download. 
 
https://na3.salesforce.com/sfc/p/5000000072uYoDNfGocx2mwR2_3Rs
h4hKJXIW60= 

1. Click on Download in lower left corner. 

2. Click Save. 

3. Unzip contents. 

Exercise completed 

Next download the Relativity Desktop Client so that you can import and 
export documents.  

Exercise: Installing the Relativity Desktop Client 

1. Open your workspace. 

2. Select the Workspace Detail tab. 

3.  Click one of the Download Relativity Desktop Client buttons. 

Use the version that is appropriate for your machine. If unsure 

use the 32-bit download. 

 

Relativity Desktop Client button 

4. Run the downloaded file.  

5. Click Next. 

6. Click Complete. 

7. Click Next. 

8. Click OK. 

9. When the installation is complete, the Relativity Desktop Client 

shortcut appears on the desktop.  
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Desktop Client shortcut 

Exercise completed 

11.2 Special Considerations 

Consider the following points when dealing with installations:  

Á When installing Relativity client-side software, installation rights 
are needed on your client machine. 

Á ¢ƘŜ ƛƴǎǘŀƭƭŀǘƛƻƴ ƻŦ wŜƭŀǘƛǾƛǘȅΩǎ ŎƭƛŜƴǘ-side software includes two 
required prerequisites: 

o Microsoft .NET Framework 4.0 
o Microsoft C++ 2005 Redistributable 

12 Fields (Metadata) 

Fields are used to store document metadata and may also be used as 
coding fields to store user decisions. In this section, you will learn how 
to create fields.  

 

Relativity Objects 

12.1 Scenario 
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At this point in the scenario, you have created your workspace and 
installed the Relativity client-side tools. 

The data you collected from your client has been sent for processing. 
The file metadata and full text has been extracted and provided as a 
document level load file. You will use this to load your documents into 
Relativity.  

Before importing your data, you must create metadata fields where the 
data will be stored. These fields are based on the data in the load file.  

12.1.1 Adding Fields 

The New Field form is used to create and customize workspace fields by 
choosing from different criteria categories.  

Exercise: Adding Fields 

1. Open your workspace. 

2. Select the Fields tab.  

3. Click the New Field button. 

 

New Field button 

4. Add an Author field as follows: 

Á Object Type: Document 

Á Name: Author 

Á Field Type: Fixed-Length Text 

Á Length: 255 
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Field Information 

5. Click Save and New. 

6. Create the following additional fields by repeating Steps 4 and 5 

using the table below to configure field names and types. After 

the last field just click Save. 

Field Name Field Type Description 

Conversation Fixed Length (500) This field is created 

the subject line of the 

email with all the RE: 

and FW: text removed 

Conversation ID Long Text Unique ID created by 

outlook to identify 

emails 

Custodian Single Choice Original owner of data 

Date Created Date Date of item creation 

Date Last Modified Date Date of last edit 

Date Received Date Date email received 

Date Sent Date Date email sent 

Document Extension Fixed Length(4) Windows extension of 

file 
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Email BCC Long Text Blind copy recipients 

Email CC Long Text Copy recipients 

Email From Fixed Length(255) Author of email 

Email Subject Fixed Length(255) Email subject line 

Email To Long Text Email recipient 

File Name Fixed Length(255) Name of file 

File Size Decimal Number indicating 

byte size of file 

File Path Fixed Length(255) Location to file 

Folder Path Fixed Length(255) Path to file location 

Number of 

Attachments 

Whole Number Number indicating 

attachments 

Parent Document ID Fixed Length(50) Document Beg Doc ID 

for attachment 

documents 

Subject Long Text Document Subject 

Title Long Text Title of document in 

system 

Exercise completed 

12.1.2 Editing Fields 

The template database we used has a field named Doc ID Beg that is a 
fixed length text field. This is the unique identifier for the case. We are 
using a different naming style for our Document ids so this will be 
changed to Doc ID Beg. 

Exercise: Editing Field Information  

1. Select the Fields tab. 

2. Click the Edit link next to the Control Number field.  
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Edit fields  

3. Change the Name from Control Number to Doc ID Beg. 

4. Click Save. 

Exercise completed 

 

  

While most field information may be edited, ŀ ŦƛŜƭŘΩǎ ǘȅǇŜ 
is static. Once it has been established, it cannot be 
changed. 

 

12.2 Special Considerations - Fields 

Consider the following points when dealing with fields: 

Á The Allow HTML field may be used to configure Relativity to throw a 
text alert of your choice. For example, consider the field containing 
the following:  

o <script>alert('Document contains tracked changes and 
comments. Please be sure to view the document in the 
native application.');</script>  

o When the field containing the alert is displayed in a view or 
layout, the HTML is executed, and an alert appears stating, 
Document contains tracked changes and comments. Please 
be sure to view the document in the native application. 
Once this alert appears, click OK to view the document.  

Á Familiarize yourself with the list of system fields detailed in the 
Relativity Admin Manual section on Fields. These fields may be 
useful when working with your workspace. 

o Relativity Compare is a system field that compares the 
extracted text of two specified documents, allowing you to 
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understand the key differences. This is particularly useful 
when working with groups of near duplicates, or 
conceptually similar documents. This field can be included 
in any view and will display the Relativity Compare icon. For 
more information on Compare, please see the Relativity 
User Manual. 

Á Work with your processing team or vendor and your clients to 
determine which fields are needed in your workspace, and what will 
be contained in those fields. While it may be tempting for ease of 
setup to make every field a long text field, doing so will negatively 
impact system performance.  

Á Dates are displayed in Relativity as based on the users workstation 
configuration. 

Á Talk with your workspace team about the types of keyword 
searching they will conduct in Relativity. Some teams prefer to 
search only the Full Text or OCR fields, while other teams prefer to 
search all workspace fields.  This will help you determine which 
fields to Include in Text Index = Yes. Note that keyword searching is 
security-aware. 

Á Make sure that you are only importing Unicode data into fields set 
up to accept it. Fields may be switched from Use Unicode Encoding 
= No to Yes, but the switch must be done before you load the 
Unicode data into Relativity. Importing Unicode data into a field 
that is not set up to accept it will result in a garbled ASCII text 
display. 

Á ¢ƘŜ ǎǳƳ ƻŦ ŀ ǿƻǊƪǎǇŀŎŜΩǎ ŦƛȄŜŘ ƭŜƴƎǘƘ ŦƛŜƭŘǎ ǎƘƻǳƭŘ ƴƻǘ ōŜ ƳƻǊŜ 
than 8060 Bytes. To check your field usage, go to the Object Type 
tab, select the Document object, and check Field Usage.  

Á You cannot change a field type once you have created it. However, 
if your field is set as a fixed length text and needs to be changed to 
long text, there is a work around. To create a new long text field, 
run a mass replace to copy all information from the old field. Be 
sure to replace the old field with the new in all searches, views, and 
layouts. 

Á Choose the fields you would like to set to Available in Field Tree = 
Yes carefully. The Relativity browser is meant to be clean and 
intuitive; do not allow users to see fields they will not use.  

Á Yes/No fields are useful, but they come with two important caveats: 
o Searching for Yes/ No fields that are displayed as 

checkboxes can be difficult because a checkbox only 
displays as checked or unchecked. However, a Yes /No field 
has three potential values: Yes, No, or Null. This can make 
searching difficult. Therefore, deciding to display a Yes /No 
field as a drop-down can make searching easier as a review 
process. 

13 Importing 
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You will use the Relativity Desktop Client to import documents into your 
Relativity workspace. 

Relativity is not able to ingest raw unprocessed data. Relativity requires 
a load file with links to the native files or images.  

13.1 Scenario 

Before proceeding on to the next scenario, please be sure the following 
steps have already been completed. 

Á Client created 
Á Matter created 
Á User created 
Á Group created and added to User 
Á Workspace created 
Á Relativity Desktop Client downloaded and Installed 
Á All Fields have been created in your workspace that correspond 

with fields in the load file 
 
Scenario: 

You will now configure the Relativity Desktop Client to work with your 
load file. You will establish the correct settings to load the data from the 
file into the appropriate workspace fields. Afterward, you will perform a 
quality check to ensure that it was imported correctly and run a tally on 
the custodian field. 

13.1.1 Launching the Relativity Desktop Client 

In order to import the load file, you must first launch the Relativity 
Desktop Client.  

Exercise: Launching the Relativity Desktop Client 

1. Double-click the Relativity Desktop Client icon. 

 

Desktop Client shortcut 
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2. Enter the appropriate Web Service URL. This is dependent on 

the web server setup. Often it will be the same as the Relativity 

Browser address but ending in relativitywebapi. If your 

Relativity training server browser address is: 

http://yourRelativitySite.com/relativity 

The Web Service URL is: 

http:// yourRelativitySite.com/relativitywebapi 

 

 

Options box 

3. The Relativity Desktop Client launches a login box. Enter your 

Login and Password. These are the same credentials you use to 

login to Relativity. 

 

Login box 

4. After logging in, you are presented with all the workspaces that 

you have permissions to see. Above the workspace list is a filter 

bar that will narrow the list.  

http://yourrelativitysite.com/relativity
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5. The text filter has a wildcard on both ends so enter any portion 

of the name. Find and select your workspace, then click OK.  

6. The Relativity Desktop Client opens to your case. 

  

Relativity Desktop Client  

Exercise completed 

 

  

Under Options, the Check Connectivity option assists 
in troubleshooting any network and system 
configuration errors. 

If you are unable to see a case list or there are errors 
while logging into the RDC you might want to verify 
the Web Service URL. Issues often arise from not 
using the correct path or because of the incorrect use 
of http:// or http s:// in the address. 

 

13.1.2 Configuring your Load File and Matching Fields 

The steps to importing files into the database are:  

Á Configure the load file 
Á Match the workspace fields to the load file fields 

This will ensure the document data is mapped and stored correctly. 

Exercise: Load File Configuration and Import  

1. Occasionally when importing data errors or mistakes can occur. 

Creating a sublevel folder for loading allows you to delete a 

group of items if incorrectly loaded. In the Relativity Desktop 

Client, right-click the root folder. 

2. Select New Folder, enter the folder name Custodians, and then 

click OK.  



Relativity | Admin Certification Workbook v2 - 43 

 

Add New folder 

 

3. In order to load new data to this subfolder of the database, 

right-click the Custodian folder, select Tools | Import |  

Document Load File (The list of folders is always in alpha-

numeric order. Adding symbols will push folders to the top of 

the list and adding z will move the folder to the bottom of the 

list). 

 

Import Load File 

4. The Import Load File dialog box opens. You will now configure 

the Relativity Desktop Client to accept your load file. Select the 

Load file tab, then click the ellipsis όΧύ button. Browse to the 

location of your load file. 



Relativity | Admin Certification Workbook v2 - 44 

 

Load File Configuration 

5. Select the saltvpepper.dat load file from the provided sample 

data, and then click Open.  

6. The type of File Encoding needs to be selected. The sample data 

for this exercise is Western European (Windows). 

7. The File Column Headers pane appears. 

 

 

File Column Headers section 

  

In the File Column Headers display for the sample data, 
the field shown in this box is not presented in a list 
format, but rather, as a single line. 

This indicates the delimiters of File Column Headers are 
incorrectly configured.   

When delimiters are correctly configured, all fields will 
align vertically, in a list. 
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8. In the Character section, change the settings in their 

corresponding drop-downs to match the following: 

Á Column Delimiter: | {ASCII: 124} 

Á Quote: ̂  {ASCII: 094} 

Á Newline: Hard Return: {ASCII: 013} 

Á Multi-Value Delimiter: leave as default 

Á Nested Value: leave as default 

 

  

After making the desired changes, the text will appear in 
a numbered list.  

These numbers represent the original column position of 
the field within the file, with (1) being the left-most 
column, and the higher numbers being the columns to 
the right. 

 

File Column Headers section 

9. Now that the Desktop Client has been correctly configured for 

your load file, select the Field Map tab. This tab tells Relativity 

what to do with the configured load file. Information listed 

under File Column Headers on the Load File tab is displayed in 

the File Columns box. 
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10. Use the four boxes to match the fields. From left to right, the 

boxes house: 

Á Workspace Fields, which show all fields in your 

workspace. 

Á Two empty columns, for matching load field to database 

field.  

Á File Columns, which show all fields in your load file. 

11. Match fields as follows: 
Á Under Workspace Fields, move all appropriate fields to 

the left-center matching column.  See the image below 

to see the end result. 

Á Under Load File Fields, double-click the appropriate 

fields to match the Workspace Fields you moved to the 

center.  

Á Not all fields will have data loaded in them. Not all 

fields provided will be loaded into the database. Those 

items remain in the outside columns. 

Á Field names in the load file and in the database do not 

need to be the same. As long as they are paired up in 

the middle columns in the correct order field name 

does not matter. Make sure the field type matches the 

data type to be loaded. (e.g.; 05212001 cannot be 

loaded into a date field) 

Á !ŦǘŜǊ ƳŀǘŎƘƛƴƎ ǳǇ ŦƛŜƭŘǎ ǿŜ ƴƻǘƛŎŜ ǿŜ ŘƛŘƴΩǘ ƘŀǾŜ ŀ 

field to load Filetype and Source File. These fields were 

not in the list to create. Under the field tab click New 

Field. Create the Source File now as a fixed-length text 

field of 255 characters. 

Á  In the Desktop Client click on File|Refresh to see the 

new field available at the bottom of the Workspace 

Fields list and add it to the middle columns. 
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Field Map tab 

12. In the Overwrite drop-down, select Append Only to only load new 

documents. There is nothing else loaded into the database and we 

cannot overlay this data.  

 

Overwrite drop-down  

  

If the overwrite action encounters an error, the 
Relativity Desktop Client will display a pop-up 
notification.  

13. In the Folder Info section, select the Folder information Column 

checkbox and Folder Path from the drop-down. This contains the 

documentΩǎ ƻǊƛƎƛƴŀƭ ŦƻƭŘŜǊ ǇŀǘƘΣ ŀƴŘ ǿƛƭƭ ōŜ ǳǎŜŘ ǘƻ ōǳƛƭŘ ƻǳǘ ǘƘŜ 

Relativity folder structure. 
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Folder Info 

14. In the Native File Behavior section, select the Load Native Files 

checkbox. 

15. In the Native File Paths Contained in Column drop-down, select 

FILE_PATH, which contains a relative path to your native files. 

16. Select Import |  Preview CƛƭŜΧ to preview the file. Note that you 

can sort the previewed lines by clicking a column header. 

a. When previewing the Extracted Text notice that the 

load file has a path instead of extracted text. This path 

indicates that the Extracted Text is in a separate text file 

and this location will match up to the path of the file. 

Check the box on the Field Map tab at the lower right 

under Extracted Text Cell contains file location and 

select the encoding for undetectable files as Western 

European (Windows).   

 

  

The Desktop client will detect the format of each individual 
text file during the load process. If the system is unable to 
determine file format it will use the format selected in the 
encoding for undetectable files.  

 

Preview Load File 

17. Once you have previewed your file, Select Import | Preview 

9ǊǊƻǊǎ Χ Note that there is an error in your load file. Rather 
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than fixing it now, you will first import the load file into your 

workspace and the Error line will not be loaded. 

18. Select Import |  Import File. 

19.  If Force folder preview is selected then you will be warned 

about the number of folders being created in the Workspace. 

This warning is meant to eliminate accidental creation of extra 

folders by selecting the incorrect field. 

 

Force Folder Preview Warning 

20. Click Yes to accept and continue with the import. 

21. The Import Load File Progress window opens, indicating the 

import status.  

 

Import file box 

22. A message box stating that errors have occurred will display and 

ask if you want to export the error(s). Click OK, browse to the 

directory containing the imported load file, and click OK. 
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23. Open the ErrorReport you just exported and note the 

discrepancy.  

Error in line 2499, column H".  Invalid date." 

Close the error file.  

24. Open the ErrorLines file and scroll to the right till you notice the 

invalid date format.  

672001 3:15 PM 

Add slashes to format it properly and save the file. 

25. In the Field Map tab, select File | Save Field Map. This allows 

the load settings to be saved for later use. 

26. Next we can use this Saved Field Map to load our error file. 

Select File|Load Field Map and open the KWE file just saved. 

Click OK to choose a load file and choose the ErrorLines file. 

27. Preview errors just to make one last check whether it will load 

properly and then Import File as before. 

  

Imports and exports are audited and logged in the 
History tab. This audit includes the logging of load file 
settings and transfer rate.  

 

Exercise completed 

  

The Field Map is saved in WinEDDS native load file 
(*.kwe) format. The .kwe file may be used whenever 
ȅƻǳΩŘ ƭƛƪŜ ƛƴ ƻǊŘŜǊ ǘƻ ƭƻŀŘ ŀƴ ƛŘŜƴǘƛŎŀƭƭȅ-formatted load 
file into your workspace. If fields are not created or 
named the same they will left out of the setup for the 
new load. 

 

13.1.3 Checking Your Load File 

Now that your data is loaded into Relativity and reviewers have begun 
looking at data they ask to combine some documents into one folder. 

Exercise: Checking Your Load File 

1. Open your Workspace in the Relativity browser. 

2. Open the WolfeJason folder.  

3. The Legal Assistant requests that all the Saved folders become 

one named Saved.  

4. Right Click on the first folder and rename to Saved. 
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5. Select 06-Saved folder. 

6. In the Mass Operations bar at the bottom of the screen, select 

All 5| Move and click Go. 

7. The Move Documents window opens. Select the Saved folder 

under WolfeJason, and then click OK to move the document. 

bƻǘƛŎŜ ǘƘŀǘ ŦƻƭŘŜǊǎ ŘƻƴΩǘ ƳƻǾŜ ǿƛǘƘ ǘƘŜ ŘƻŎǳƳŜƴǘǎΦ  

 

Move Folder Selection 

8. If you select 06-Saved there are no records in the folder now. 

Right Click this folder and Delete. 
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9. For the 08-Saved folder we will move it under the Saved folder. 

Select 08-Saved and drag and drop it in the Saved Folder. 

10. Drag and dropping this folder will move the folder with the 

documents. It is now present under the Saved Folder. 

Exercise completed 

 

  

Although you imported all metadata fields in your load file, 
only the Doc ID Beg is currently displayed to your users.   
There is only one view, which displays Doc ID Beg. There is 
only one layout, which does the same. 

Usually, your workspace will already contain views and 
layouts that correspond with the metadata you are loading. 

However, it is important to note that some information 
may not be readily accessible to your users, even if it has 
been loaded in the database.  

 

13.2 Installing the Relativity Viewer 

Exercise: Installing the Relativity Viewer 

1. Click on one of the links to a document. 

2. This will install the Relativity viewer.  Installation should begin 

automatically. If not, please refer  to the Workstation 

Configuration Guide for hints about how to fix the viewer. 

Exercise completed 

13.3 Special Considerations 

Consider the following points when dealing with importing:  

13.3.1 Load File Configuration and Matching Fields 

Á Viewer issues are the most common Relativity-related support 
request. Most viewer issues can be resolved by performing  one 
of three tasks: 

o Manually uninstalling and reinstalling the Relativity Web 
client (Viewer) 

o Adding Relativity as a Trusted Site 
o Clearing the Internet Explorer Cache 

Á Scroll through your load file by using a text editor to ensure that 
its delimiters remain the same throughout the file. 
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Á Relativity accepts Unicode characters, so always check with your 
data processing source to determine whether the load file is 
Unicode formatted, and if so, what type. You will need to 
specify this in order for Relativity to correctly import the data. 

Á Relativity allows native files to be loaded from a file path field. 
This field can be either an absolute path or a relative path to the 
native files. 

Á Load files will often contain Folder Path and File Path sections. 
The Folder Path shows the folder location of the original file, 
whereas the File Path shows the original location of the file, 
including the filename. Be sure you are not selecting the field 
that contains the folder path AND the filename in the Folder 
Information Column drop-down list. If you do, Relativity will 
take this literally and create a folder for every file.  

Á If you host your own Relativity environment, you may copy any 
native or text files directly to your server, then import the paths 
to where those files reside. This is faster than copying the files 
to the server through the Relativity Desktop Client loading 
process. 

Á Extracted text may be loaded from the document-level load file 
import process in two ways: 

o As individual document-level text files with your load 
file containing a path to their location  

o As part of your document-level load file, where the 
actual extracted text is part of the field 

Á Extracted text may be loaded as part of the page-level import 
process, with the page-level text file exhibiting the same 
characteristics as its TIF image. 

Á An overlay may be applied to any fixed-length text field that has 
an SQL index. This cannot be accomplished in Relativity.  To 
open a field for an overlay, contact your SQL administrator and 
request an index for the desired field.  

Á Relativity only accepts single-page group IV TIFS or single-page 
JPG images, loaded using an Opticon file. Multi-page TIFs and/or 
PDFs may be loaded, but only as natives. 

Á Be mindful of loading data into single-choice and multi-choice 
fields. If you have mapped the wrong field, it could potentially 
create hundreds of thousands of choices.  Use the Preview 
Folders and Choices option to ensure correct matching. 

Á Note the field for Relativity Native Time Zone offset. This allows 
you to designate how many hours are added or removed from 
GMT time for the date/time display in the viewer.  For more 
information, see the Admin Manual section on Fields. 

Á A tally is similar to a summary report; it outlines the values of a 
field and the count for each. After receiving your results the 
data can be exported to an external file. 
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13.3.2 Loading, Error Handling, and Load Quality Control  

Á When previewing the load file, the first 1,000 documents are 
displayed.  

Á When the system checks for errors, the entire load file is 
covered however only 1,000 items are displayed.  

Á Relativity will not import any part of a document with errors. 
The Relativity Desktop Client will separate any documents 
containing errors into a document-level load file. 

o When errors are found during a check, it may be easier 
to proceed with the load and later address the errors 
lines.  

Á Some errors may not be identified by programmatic means. 
Incorrectly spelled custodian names, dates in format of 
DD/MM/YY and file extensions mixed with some spelled out 
and others as three characters are not technically incorrect but 
are not clean data. 

 

14 Mass Operations 

Mass operations allow you to perform an action on a selected view of 
documents, or other items found in Relativity. 

While this section focuses on performing a Tally/sum/average on a list 
of documents, it should be noted that you will be using several other 
mass operations as you continue further into this workbook. Some of 
the other more common mass operations include: 

Á Edit 
Á Move 
Á Delete 
Á Produce 
Á Replace 
Á Image 
Á Print 
Á Export to file 
Á Process transcript 

The mass operations bar is located at the bottom of your screen 
towards the left. You may perform mass operations on All, These, or 
Checked items in a view in the documents tab. Other views might have 
different mass operation options depending on their location within 
Relativity. 

For more information on Mass Operations, please consult the Relativity 
Admin Manual. 

14.1 Tally/Sum/Average 
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While Relativity has several powerful and advanced reporting functions, 
sometimes a user merely wants to make a quick count of items. 
Tally/sum/average is extremely useful in these situations. 

Exercise: Custodian Document Tally 

1. Select the Documents tab, then select the Custodian folder. 

2. In the Mass Operations bar at the bottom of the screen, 

select All, then Tally/Sum/Average. 

3. Click Go. 

 

Mass Operation: Tally/Sum/Average 
 

4. The Tally/Sum/Average dialog box opens. Select the Tally 

function, then Custodian Field. 

5. A count of documents per custodian is displayed. 
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Tally/Sum/Average Dialog 
 

Exercise Completed 

14.2 Special Considerations 

Consider the following points when dealing with mass operations: 
 
Á CŀƳƛƭƛŀǊƛȊŜ ȅƻǳǊǎŜƭŦ ǿƛǘƘ ŀƭƭ ƻŦ wŜƭŀǘƛǾƛǘȅΩǎ Ƴŀǎǎ ƻǇŜǊŀǘƛƻƴǎ ƛƴ 

the Relativity Admin Manual. 
Á Each of these Mass Operations is securable to prevent 

unauthorized use. 
 

15 Data Analysis - Pivot 

Pivot is a Relativity data analysis tool that allows you to summarize your 
case data to reveal trends and patterns.  It provides a way to filter and 
drill into a case and display the results graphically. 

Pivot has two settings: 
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Á Group By is the field you wish to create the list of items to 
summarize on. This is the vertical axis of the report. 

Á Pivot On is the field that allows you to breakdown the totals for 
each Group By row by adding columns.  This is the horizontal 
axis of the report 

The Lead Reviewer requested a breakdown of the different file types 
included in the case. 

In order to provide this information you will enable the required fields 
to be activated on Pivot and save the results in order to email them. 

Exercise: Charting data 

1. Open your workspace. 

2. Select the Fields tab.  

3. Filter for Document Extension then click Edit next to the field 

name.  

4. Under List Properties set Allow Group By to Yes. 

5. Click Save. 

6. Select the Documents tab. 

7. Click on the Pivot  icon. 

8. Select Chart. 

9. In the Group By field, select Document Extension. 

10. In the Pivot On drop-down select <Total Only> 

11. Click Go. 

 

Pivot 

12. From the Setting Cog Select: 

Á Chart Type = Bar 

Á Sort by = Document Extension 

Á More Options = Rotate Labels, Show Labels 

13. Right click on the Grid and select Save Picture As. 

14. Save the Picture to your Desktop. 

Exercise completed 

 

15.1 Special Considerations 
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Á Fields must be Pivot-enabled in order to show in the Group By 
or Pivot On drop-downs. 

Á Fields with many unique values can produce Pivot Grids that are 
difficult to read.  

o CƻǊ ŜȄŀƳǇƭŜΣ ǎŜƭŜŎǘƛƴƎ ά9Ƴŀƛƭ {ǳōƧŜŎǘέ ŀǎ ǘƘŜ DǊƻǳǇ .ȅ 
field could result in tens of thousands of rows and 
would lack value. 

Á If either the Group By or Pivot On fields contain too many 
ǾŀƭǳŜǎΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŜǊǊƻǊ ƛǎ ǇǊƻŘǳŎŜŘΥ ά¢ƘŜ tƛǾƻǘ ȅƻǳ 
attempted to run is too complex. Please narrow your selection 
of documents, or select different fields for your Pivot. 

Á Ensure that you clear any filters before you drill down to the 
required documents using the Pivot or Chart Grid (double 
clicking on a value). 

o The Clear Filters option is at the bottom of the Chart 
Grid and is executed by clicking Go. 

Á The Export to File option in Pivot exports in HTML format to 
avoid issues with CSV delimiters in Excel. 

  

Review the Relativity User Manual or Pivot Tutorial to 
learn more about this feature.  

16 Fields (Coding) and Choices 

All fields are used to store data about documents, but they are used in 
different ways. You created fields to store document metadata. In this 
section, you will create fields to hold data created by reviewers.  Coding 
fields allow users to record decisions and attach comments to 
documents.  

Coding fields are comprised of a number of choices. For example, you 
may create a field with values such as Responsive and Not Responsive.  

16.1 Scenario 

You have consulted with your workspace team regarding the actions 
they need to perform with the newly-loaded documents. At this point, 
they are only concerned witƘ ǘƘŜ ŘƻŎǳƳŜƴǘǎΩ ǊŜǎǇƻƴǎƛǾŜƴŜǎǎΤ ǿhether 
they are relevant to the case document request. 

To fulfill this request, you will set up a Designation field with associated 
choices. This will allow users to identify documents as Responsive, Not 
Responsive, or Not Sure. 

16.1.1 Creating a New Coding Field 
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In this exercise, you will create a responsiveness field with relevant 
choices. Note that coding fields are created in exactly the same way as a 
metadata field.  The fields are just used in different ways.  Metadata 
fields are objective definitions of the document, coding fields are 
subjective decisions made by reviewers. 

The exercise below will familiarize you with the process of creating a 
coding field and its choices.   

Exercise: Creating a New Coding Field and Choices 

1. Select the Fields tab.  

2. Click the New Field button and create a new field as follows:  

Á Object Type: Document 

Á Name: <type: Designation> 

Á Field Type: Single-Choice 

Á Required: Yes 

Á Leave the default values for the remaining options 

3. Click Save.  

 

  

Selecting Yes in the required option means that a user must 
make a selection on that field before they can save any 
changes or updates to the document. The required fields 
will be shaded in Orange. 

 

Now that you have created your field, you can add its choices. These 
are the predetermined values applied to coding fields. 

4. Select the Choices tab. 

5.  Click the New Choice button. 

  

There are already choices readily available in the custodian 
field.  

When you imported your field, you did so into a choice field. 
Therefore, the import process created a choice for each 
distinct value. 

 

7. Enter the Choice Information as follows: 

Á Field: Designation 

Á Name: <type: Responsive> 

Á Order: 10  
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Choice form 

6. Click Save and New. 

7. Create a new choice with the following specifications: 

Á Field: Designation 

Á Name: < type: Not Responsive> 

Á Order: 20 

8. Click Save and New. 

9. Create a new choice with the following specifications: 

Á Field: Designation 

Á Name <type: Not Sure> 

Á Order: 30 

10. Click Save. 

  

Since you have made Designation a required field, you 
should provide users with a way to indicate that they ŘƻƴΩǘ 
know the responsiveness.  

This will help you to drive workflow later in the workspace. 

Exercise completed 

16.1.2 Editing Choice information 

Choice information may be edited in Admin Mode. The exercise below 
will familiarize you with this process. 

Exercise: Editing Choice Information 

 

1. Select the Choices tab. 

2. Click the Edit link next to the name of any choice. 
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Edit choices 

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

Exercise completed 

 

16.2 Special Considerations - Choices 

Consider the following points when dealing with choices:  

Á Order your choices in tens (e.g., 10, 20, 30) instead of singles 
(e.g., 1, 2, 3). Ordering them this way will allow you to insert 
objects later without reordering your entire list (e.g., 10, 20, 25, 
30).  

Á Note the way importing a Custodian field into a choice field 
resulted in the creation of choice values for each unique field 
entry. This functionality will help normalize your data. For 
ŜȄŀƳǇƭŜΣ ƛŦ ƘŀƭŦ ƻŦ ȅƻǳǊ ǿƻǊƪǎǇŀŎŜ Řŀǘŀ ƛǎ ŀǎǎƛƎƴŜŘ ǘƻ ά{ƛŜƧŀΣ 
!ƴŘǊŜǿΣέ ōǳǘ ȅƻǳǊ ǇǊƻŎŜǎǎƛƴƎ ǾŜƴŘƻǊ ƳƛǎǘŀƪŜƴƭȅ ƭŀōŜƭŜŘ ǘƘƛs 
ŎǳǎǘƻŘƛŀƴ ŀǎ ά!Φ {ƛŜƧŀΦέ ¸ƻǳ ǿƛƭƭ ǉǳƛŎƪƭȅ ƴƻǘƛŎŜ ǘƘŜ ŘƛǎŎǊŜǇŀƴŎȅΣ 
allowing you to normalize the data. 

Á Choices may be added directly from a layout. 
Á Choices cannot be deleted if they have been referenced in a 

document or a search. 

17 Relational Fields 

The MD5 IŀǎƘ ŦƛŜƭŘ ƛǎ ǳǎŜŘ ǘƻ ƛŘŜƴǘƛŦȅ άŘǳǇƭƛŎŀǘŜǎέ ƎǊƻǳǇΦ ¢ƘŜ ŎƻŘŜ ƛƴ 
this field is generated by the processing software. This 32-digit number 
is generated  for each file using the characteristics of the file. By using 
the same algorithm to create this number for each document, duplicate 
documents will have the same number.  
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A related item is a field which will have a number repeat to group the 
documents related together. They will display in the lower right corner 
of the document view. This corner is named the related items pane.  

The exercise below will familiarize you with the process to make a field 
relational.  

Exercise: Creating Relational Fields 

1. Select the Fields tab and filter to your MD5 Hash field. Click Edit 

and find the Relational section of the field edit page. 

2. In the Relational drop-down, select Yes.   

3. In the Friendly Name textbox, type Duplicates. This will be the 

name available in the view and search drop downs allowing you 

to incorporate these related items returned in views or 

searches. 

4. Browse to select your Page Icon. You may use the 

Page_Copy.png file provided in the  Common Relational Icons 

folder in the file you downloaded or on the kcura.com website 

under the documentation section. You may also use your own 

image. This is copied up to the server after you select it. 

 

  

Your Icon should not be larger than 16x16 pixels and be a 
png file. 

 

5. Set the Pane Order to 20. Click the View Current Order button 

next to the textbox to preview the order of your current related 

icons. 

 

Relation Field Properties 

6.  Click Save.  

7. In the view bar, you now have the option to include duplicates. 

You also have the page_copy icon in the Related Items pane. 
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Exercise completed 

17.1 Special Considerations 

Consider the following points when making fields relational: 

Á Consistent with all item level security, relational fields will be visible 
to all users unless they are secured. 

Á If you secure the workspace and remove all views from a group 
remember that users can still add documents to their view by 
selecting a related items group. Secure all related items fields to 
remove the ability to add documents to a view. 

18 Propagation 

Propagation is used to automatically force a coding value to a specified 
group of related items. For example, a user can tag a document as 
Responsive and have that value propagate to ǘƘŀǘ ŘƻŎǳƳŜƴǘΩǎ ŦŀƳƛƭȅ 
members or duplicates. 

The propagate function is a valuable tool for enhancing workflow in the 
document review process, especially when implemented in a larger 
workspace, saving the user time in coding related documents. 
 

The review team wants to speed up the review process and ensure that 
coding is consistent across Duplicates items. Turn on propagation for 
the duplicates field. 

18.1 Propagating coding information to duplicates 

In this exercise, you will edit the Designation field to propagate 
responses among duplicate items. The fields are just used in different 
ways.  Metadata fields are objective definitions of the document, coding 
fields are subjective decisions made by reviewers. 

The exercise below will familiarize you with the process of editing a 
coding field that uses duplicate propagation.   

Exercise: Creating a New Coding Field and Choices 

1. Select the Fields tab.  

2. Click the Edit button for the Designation field.  

3. Check the box next to Duplicates. 
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Propagation Selected 

4. Click Save.  

Exercise Complete 

19 Layouts 

Layouts are web-based coding forms that allow users to view and edit 
document fields.  

Layouts should be created for specific tasks, giving users access to only 
the fields they need to complete their respective tasks. This will keep 
the layout clean and uncluttered. 

19.1 Scenario 

Now that you have created a Designation field, you must create a 
location where users can interact with it. Creating a layout will make 
this possible.  

As mentioned in the previous section, the workspace review team has 
ŀǎƪŜŘ ȅƻǳ ǘƻ ŎǊŜŀǘŜ ŀ ǿŀȅ ǘƻ ǊŜŎƻǊŘ ŀ ŘƻŎǳƳŜƴǘΩǎ ǊŜǎǇƻƴǎƛǾŜƴŜǎǎ. 

In order for the workspace team to interact with your new Designation 
field, you must create a layout to give the users access to the choices.  

19.1.1 Creating a New Layout 

The exercise below will familiarize you with creating layouts. 

Exercise: Creating a New Layout 

1. Select the Layouts tab. 

2. Click the New Layout button. 

3. Enter the Layout Information as follows: 

Á Owner: Public 

Á Object Type: Document 

Á Name: <type: Coding> 

Á Order: 10  
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New Layout form  

4. Click Save. 

5. Click Build Layout in the Layout Management Console at right. 

 

Layout Management Console 

  

When creating a new layout, the system automatically 
creates a άDefault Categoryέ containing the document 
identifier field.  

Rename this category to a more descriptive title. 

 

 

Default Category Link  
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6. Click the Default Category link, which allows you to enter a 

more descriptive name. Rename the category title.<type: 

Document Details>. 

Exercise completed 

 

  

It is rarely a good idea to make metadata fields editable. 
Metadata fields are generally objective and not up for 
debate. 

 

Once your layout has been saved, add the appropriate fields to your 
layout. 

Exercise: Adding a Field to your Layout 

1. In the New Category area, click the Add Field button.  

 

Add Field button 

2. Add a Custodian field to the Document Details category as 

follows: 

Á Category: Document Details 

Á Field: Custodian 

Á Read Only: Yes 

Á Order: 20 

Á Column: Both Columns 

Á  Keep the default values for the remaining fields 
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Add Field form 

3. Click Save. 

Exercise completed 

Users now have place to learn about the document, its unique ID 
number and from which custodian it was collected. 

In this exercise, you will create a coding category. Categories simply act 
as separators, splitting a layout into sections.  This category will be used 
to code the document. 

Exercise: Creating a Coding Category  

1. On the details page of the Coding Layout under layout tools, 

click the New Category link. 

2. Create a category for coding as follows: 

Á Enter a Title <type: Coding> 

Á Order: 20 

  

Category Information 

3. Click Save. 

4. In the newly created coding category, click the Add Field 

button. 

5. Add a Designation field to the category as follows: 

Á Read Only: No 
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Á Order: 10 

Á Columns: Both Columns 

Á Display Type: Radio Button List  

Á Allow Copy from Previous: Yes 

6. Click Save 

7. We have turned on Allow Copy from Previous on the field but in 

order for the layout to use Copy from Previous we need to 

Enable it.  

8. Click Enable Copy from Previous. This will allow reviewers to 

copy from the previously coded document the same coding 

values. 

9. Click Close. 

 

Enable Copy from Previous 

Exercise completed 

19.1.2 Using Your New Layout 

Now that you have created your layout, code a few of your workspace 
documents. This action would normally be done by users, but for the 
purposes of this exercise, we will simulate a brief review.  

Exercise: Coding Your Documents  

1. Select the Documents tab. 

2. Open the first document and click its hyperlinked Doc ID Beg. 

3. In the right pane, select your newly created Coding layout from 

the drop-down, then click Edit. 



Relativity | Admin Certification Workbook v2 - 69 

 

Coding form 

4. Tag the first 10 documents with various different Designation 

values. Click Save and Next ŀŦǘŜǊ ŜŀŎƘ ŜƴǘǊȅ ǳƴǘƛƭ ȅƻǳΩǊŜ 

finished.  

Exercise completed 

 

19.2 Special Considerations 

Consider the following points when dealing with layouts:  

Á Layouts are a crucial part of creating a positive experience for your 
users. Along with views, they represent the two main places where 
a user will be able to see and edit their workspace fields. 

Á Spend some time with your workspace review team to determine 
how they will interact with the documents, and then build an 
efficient layout to help them achieve their goals. 

Á Keep layouts clean and concise. Include only those fields that users 
need to accomplish their task. If users have multiple tasks to 
perform, create multiple layouts.  Remember, users can easily miss 
fields they must scroll to see. 

Á Remember that all objects and items in Relativity are securable, 
including layouts. 

Á Users must make a decision on fields designated as Required = Yes 
to save a layout. Accordingly, you can use required fields to 
determine which documents have been reviewed, thus driving your 
workflow. 
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Á The layout with the lowest order number a user has access to will 
be their default layout. 

Á Multiple columns should be used only if users are viewing a layout 
with a multi-monitor setup. Otherwise, the layout will be too 
cluttered. 

Á Fields may only be added to a layout once. 
Á Custom logic can be applied to layouts, such that a newly coded 

item results in automatic action or forces another field to become 
required. For example, if a document is marked Responsive, it may 
be necessary for the user to include a sentence explaining its 
relevance to the workspace. These options must be added by kCura 
or by personnel at your organization specifically trained to create 
these syncs. 

Á Multi-choice fields can be displayed as check-boxes or as a separate 
pop-up window (depending on your preference). 

Á Layouts may be marked as personal or public. 
Á During document review, if the Skip function is enabled, and the 

user clicks the Save & Next button, any documents after the current 
document that do not already meet the view criteria are skipped 
until a document that does meet the criteria is found. 

20 Keyboard Shortcuts 

The review process can be tedious and any shortcuts that can speed up 
the process offer a huge advantage to review teams. Keyboard 
Shortcuts  allow for quick keyboard executed commands that will assist 
in the editing and review process. 
  
Relativity has a set of standard keyboard shortcuts for various 
navigational commands. However, users can also assign keyboard 
commands to fields or choices. 
  
[ŜǘΩǎ ŀǎǎƛƎƴ ƪŜȅōƻŀǊŘ ǎƘƻǊǘŎǳǘǎ ǘƻ ǘƘŜ ŎƘƻƛŎŜǎ ǿŜ ŎǊŜŀǘŜŘ ŦƻǊ ǘƘŜ 
Designation field. We will use the ALT key in combination with the first 
letter of the choice we intend to code. 

Exercise: Assign keyboard shortcuts to Choice already created 

1. Select the Choices tab. 

2. Click Edit next to the Designation field with the Choice name 

Responsive. 

3. In the keyboard shortcut section select the checkbox ALT and 

pull down the key to R. 
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Keyboard Shortcut Setup 

4. Click Save and Back. 

5. Click Edit for Not-Responsive. Select ALT-N. Notice that this 

shortcut key combination is already used. 

 

Keyboard Shortcut Already in Use 

 

6. [ŜǘΩǎ ŎƘƻƻǎŜ CTRL+N. Click Save and Back. 

7. Finally click Edit next to Unsure. Choose ALT+U as Unsure 

keyboard shortcut. 

8. Click Save. 

Exercise Completed 
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[ŜǘΩǎ ŎƻŘŜ ŀ ŦŜǿ ŘƻŎǳƳŜƴǘǎ ǳǎƛƴƎ ǘƘŜ ƪŜȅōƻŀǊŘ ǎƘƻǊǘŎǳǘǎΦ  

9. Ensure that keyboard shortcuts are enabled. The keyboard 

shortcut icon is located in the upper right corner of the screen 

in the Document view. To become familiar with the keyboard 

shortcuts select the far left icon to display a pop-up window 

with a list of keyboard shortcuts. 

 

Disabled/Enabled Keyboard Shortcuts 

 

10. Click on a document. 

11. Select ALT+Space to go into edit mode. 

12. Code a document as responsive select ALT+R. 

13. Save your coding decision and move to the next document by 

using ALT+Enter. 

14. Code 10 more documents as Not Responsive, Responsive and 

Unsure using the keyboard shortcuts.  

Exercise Complete 

 

20.1 Special Considerations 

Consider the following things when working with keyboard shortcuts: 

Á Keyboard shortcuts can be customized to provide focus to a field or 
to represent choices for a field. 

Á To use keyboard shortcuts, the Relativity window must be active. 
Á Custom keyboard shortcuts will be appended to the end of the 

Keyboard shortcut legend for users to find what shortcuts were 
created. 

21 Summary Reports 

Summary reports provide aggregate tallies of field values. They are 
based on an optional grouping criterion (the vertical axis), and the fields 
to be tallied (the horizontal axis). 
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21.1 Scenario 

Please ensure you have completed the following steps for this sectionΩs 
exercises. 

Á Imported the load file and performed a quality check to ensure 
it was imported correctly. 

Á Created a Designation field with choices that allow users to 
identify documents as Responsive, Not Responsive, or Unsure. 

Á Created a layout with associated categories and fields and 
assigned responsiveness values. 

In previous sections, you loaded data into your workspace, and tagged 
documents with responsiveness values.  

The workspace manager has asked you to provide a report detailing 
how many documents have been tagged with each value, per custodian.  

¦ǎƛƴƎ wŜƭŀǘƛǾƛǘȅΩǎ ǊŜǇƻǊǘƛƴƎ ŦŜŀǘǳǊŜΣ ȅƻǳ ǿƛƭƭ ǇǊƻŘǳŎŜ ŀ ǎǳƳƳŀǊȅ ǊŜǇƻǊǘ 
providing a count of the documents tagged with each respective 
responsiveness value.  

21.1.1 Creating a New Summary Report 

The exercise below will familiarize you with creating summary reports.  

Exercise: Creating a Summary Report 

1. Select the Summary Reports tab. 

2. Click the New Report button. 

 

New Summary Report button 

3. Enter the Report Information as follows: 

Á Name: <type: Review Progress>  

Á Group: Click the Ellipsis button όΧύ | Custodian 
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Á Report on Subfolders: Yes 

4. Click on the Add Columns button.  

 

New Report form 

5. Select all Designation values and click OK. 

 

Pick Report Columns 

6. Click Save to run the report. The saved report will be accessible 

by other authorized users.  

Exercise completed 

 

  

Reports may be exported to Excel by using the link in the 
upper-right corner of the report. 

 

21.2 Editing a Summary Report 
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The exercise below will familiarize you with editing your report. 

Exercise: Editing a Summary Report 

1. Select the Summary Reports tab 

2. Click the Edit link next to the Review Progress report.  

 

Edit summary reports  

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

Exercise completed 

21.3 Special Considerations  

Consider the following points when dealing with Summary Reports:  

Á Talk with the review team to determine which reports they 
need to run and how often the reports are required.  

Á Summary Reports are completely securable, allowing you to 
grant rights to users. This allows them to only see the reports 
they need to be effective in their task.  

Á The Export to Excel feature allows you to export report 
information from Relativity. Within the external file, this 
information can be saved, reformatted, and sent to others. 
Exporting this data to Excel allows you to freeze the report of 
data from that moment in time. Everytime the report is opened 
the report data is potentially different. 

22 Document Views 

Views are customizable lists of items within Relativity. Any time you see 
a list of items in Relativity, it is defined by a view.  

Along with layouts, views represent one of the two main places where 
users can see and interact with a dƻŎǳƳŜƴǘΩǎ ƳŜǘŀŘŀǘŀ ŀƴŘ ŎƻŘƛƴƎΦ 
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Views are essentially saved queries that control: 

Á Items displayed in lists, based on a set of specified criteria 
Á Fields of information related to displayed items 
Á The default sort order of the items 

This section will focus on document views and how they are used to 
drive workflow and reporting.  

22.1.1 Scenario 

In the previous Section, you generated a summary report to identify 
how many documents were coded, and how.  

After seeing the report, the workspace manager has asked you to build 
a view for the second-level reviewers. This view will only contain 
documents where the value is Not Sure.  

A reviewer with more legal experience will review these documents. 
This will help drive the workspace workflow. 

The workspace manager would also like you to create a view showing 
documents tagged as Responsive. This will allow him/her to export a 
quick report of the responsive documents.  

22.1.2 Creating a View 

The exercise below will familiarize you with the process of creating a 
view.  

/ǊŜŀǘƛƴƎ ŀ ǾƛŜǿ ŦƻǊ ŀ ǳǎŜǊ ƎǊƻǳǇ ŘƻŜǎƴΩǘ ŎƻƳǇƭŜǘŜƭȅ ǊŜǎǘǊƛŎǘ ǘƘŜƳ ǘƻ 
only the documents in that view. Related fields will still bring in family 
items and duplicates.  You will need to secure those fields to prevent 
pulling in documents outside the scope of the batch or review set.  
Security is covered later in this guide.   

Exercise: Creating a View 

1. Select the Views tab. 

2. Click the New View button. 

3. Enter the Basic Information as follows: 

Á Owner: Public  

Á Name: <type: Second Level Review> 

Á Order: 9999 

Á Object Type: Documents  
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New View wizard 

  

To choose the correct object type when creating a view, ask 
ȅƻǳǊǎŜƭŦ ά²Ƙŀǘ Řƻ L ǿŀƴǘ ǘƻ ƳŀƪŜ ŀ ƭƛǎǘ ƻŦΚέ  

Your answer is your object type. 

4. Click Next. 

5. Select your fields from the left column, Available Fields. Move 

required fields for your view to the right column, Selected 

Fields. You may move fields between boxes by double-clicking 

the field name or using the arrow buttons.  

 

New View wizard 
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6. Select and move the following from Available Fields into 

Selected Fields:  

Á Edit 

Á File Icon 

Á Doc ID Beg 

Á Date Sent 

Á Email Subject 

Á Email From 

7. Click Next. 

 

  

Use the up and down arrows to rearrange the 
vertical order of the selected fields as necessary. 

 

8. Select your criteria as outlined below. This step allows you to 

determine which items are returned in your view. 

Á Field: Designation 

Á Operator: any of these 

Á Value: Click the Ellipsis button όΧ) | Not Sure | Add | Set 

9. Click Next.  

10. Select your sorting preferences. This step allows you to define 

the default sort order of the view. Set the sort to Doc ID Beg. 

 

New View wizard 

11. Click Save. 
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12. Select the Documents tab. 

13. In the view bar, select Second Level Review. Your new view is 

displayed.  

Exercise completed 

22.1.3 Copying/Editing a View 

In the previous exercise, you learned how views are used to drive 
workflow within the system. The exercise below will create a view to 
help drive reporting.   

Exercise: Copying/Editing a View 

To create the new view, you can either repeat the same steps detailed 
above or use the following shortcut: 

1. Select the Views tab. 

2. Filter to find Second Level Review, then select the checkbox.  

 

Second Level Review filter 

3. Select Copy from the drop-down. Click Go.  A new view named 

Second Level Review (1) is created. Click the Edit link next to 

this view. 

4. Edit the Name <type: Responsive Documents>.  

5. Leave the remaining values as their defaults and click Next. 

6. Note that the values from Second-Level Review have been 

copied over. Leave the values as their defaults and click Next. 

7. On the Select Criteria page, select the following choices: 

Á Field: Designation 

Á Operator: any of these 

Á Value: Responsive 

8. Click Save to return to the Views tab. 

9. Select the Documents tab. In the view bar, select Responsive 

Documents to see the new view. 
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You can also use views to display documents that have not 
yet been reviewed.  

Since the Designation field is required, any field without a 
designation value has not been reviewed.  

 

10. Select the Views tab. 

11. Filter to your Second Level Review, then select the checkbox. 

12. Select Copy from the bottom row. A new view named Second 

Level Review (1) is created. Click the Edit link next to this view. 

13. Edit the Name <type: Unreviewed Documents>. Leave the 

remaining values as their defaults and click Next. 

14. Note that the values from Second-Level Review have been 

copied over. Leave the values as their defaults and click Next. 

15. On the Select Criteria page, select the following choices: 

Á Fields: Designation 

Á Operator: is not set 

16. Click Save to return to the Views tab. 

17. Select the Documents tab and in the view bar, select 

Unreviewed Documents to see the new view. 

 

Unreviewed Documents 

18. Click the first listed Doc ID Beg to launch its corresponding 

document. 

19. Click the Edit button. 

20. Mark a Designation value for the document and click Save. 
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Coding form 

21. Click the Return to document list link. Note that since you 

reviewed this document, it no longer appears in the un-

reviewed list.  

Exercise completed 

22.2 Special Considerations 

Consider the following points when dealing with views: 

Á When planning for the workspace, sit down with your review 
team to plan the workflow for the workspace. Note that you 
ǿŜǊŜ ŀōƭŜ ǘƻ ƳŀƪŜ ŀ άǘƻ Řƻέ ƭƛǎǘΣ ŀ ǊŜǇƻǊǘƛƴƎ ƭƛǎǘΣ ŀƴŘ ŀ ƭƛǎǘ ŦƻǊ 
second-level review. You will discuss assigning documents to 
users in Section on Batches. Using these skills, you can construct 
a workflow that passes a document through the entire review 
process. 

Á Carefully consider which fields you want to include in your view. 
Include fields which users need to:  

o See 
o Sort by 
o Filter with  

Á There are several Relativity system fields present in all 
workspaces. These may be useful in your views. 

Á The default sort order is by ArtifactID.  Artifact ID is wŜƭŀǘƛǾƛǘȅΩǎ 
unique identifier for all objects. As items are created, they are 
assigned an Artifact ID. Essentially, leaving the default sort 
order on a view will display the items in the order in which they 


























































































































































