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1 Overview

This workboolprovides exercisedo create a sampl®&elativity
Workspaceand step by step instructions to use other Relativity
functionality. The documenalso includes functionality tknow forthe
Relativity Certified Administrator Exam

If unfamiliar with the electronic discovery procegsease see Appendix
A ¢ Overview of Litigation Suppaid gain more contexfor the
exercises

The exercises in this workboskould be performed as a System
Administrator in Relativity

1.1 Before You Begin

Toprepare for theCertification Exam, you shouddso famiiarize
yourself with the following materials:

A RelativityUser Manual
A Relativity Searching Manual
A Relativity AdmirManual

Thesecan be downloaded from theocumentationsection of the kCura
websiteat: http://kcura.com/relativity/support/documentation

1.2 WorkbookScope

This workboolis activitybasedand willhelp you become proficient in
basic ad advanced administrative tasks. Thaésehniques are
presented incrementally within sample scenarios

1.3 Conventims Used InAis Guide

The following sectionsutline the conventionsused throughout this
workbook

1.3.1 Scenarios

This workbooKollows a samplevorkspacerom onset through
production.A portion of the scenario is present@da 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
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1.3.2 Exercises

To accomplish the tasks set forth in the scenarios, you will perform
manyhandson exercisesExercises armarked with an orangear
listing the task to be completed.

Exercise<Exercise Nanmwe

Actionshave dight orange background and anembered.

1. <Action step one>
2. <Action step two>

Exercse sections also have an orange imalicating 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 terras,they
are used through this workbook

Client

Matter

User

Group

Workspace

Document

Clients are companies organizations. In Relativity
dients are linked with associated Users and
Matters.

Matters are used to defindifferent Workspacs,
disputes,or consultingnstances that a firm may
encounter with a Clien\Within Relativity, avatter
can be associated with one or moféorkspacs.
Clients in Relativitynay also bessociated with one
or moreMatters (mirroring the billing structure of
most law firms)

Users are individuals who have access to the
Relativity environment.

RelativityUsers are organized bgroupsand may
be associated with more than one at a time. Grou
are added to RelativityWorkspacs where their
permissions are set on a cabg-case basis.

Workspacs within Relativityare typicallydocument
repositoriesused to store, displayearch, organize
and categorize Documents related to a specific
Client.

A Document is a record withinRelativity
Workspace

Relativity | Admin Certification Workbook v2 - 9



Object Definition

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

Choices Choices ar@redeterminedvalues that are applied
to Single and MultChoice List fields.

Layout Layouts are Welbased oding forms thatallow

Users to view and editd@zument fields.

Views Views are customizable lists of items within
Relativity. Essentially, anytime you sekistof items
in Relativity, it is a&w.
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2 Relativity Objects

The Relativity platform is a serieBamnnected objects centereoh a
workspace Understanding these items and how they are connédte
vital to Relativity Administratas. The diagram below represents the
object types that make up the Relativity document review platform and
how they are connected.

o 0 D - D
B Client User

2 L A A\ v
c 1 1

é 4 ) " ™
g Matter Group

Workspace Mode

Relativity Objects

3 Scenario and Activities

The following scenario representise process by which you use
Relatvity to build a workspace and integrate intaait objects equired
to conduct adocument review

You are managingorkspace for your organization whidhas recently
FaINBSR (2 NBLINBaSyda | ySg Of ASyi
Relativity Administtor, you will perform the following steps:

1. Add the new client to Relativity

2. Create a new matter for the dispute.

Relativity | Admin Certification Workbook v2 - 11
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11.

12.

13.
14.
15.
16.
17.
18.
19.
20.

21.

22.
23.

24.
25.

Add a new user to thevorkspace

Add the new user to a specified group.

Create avorkspaceo store the documents.

Assign the workspace the proper Resource Groups.

Instal the Relativity Desktop Client

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

Import the data into Relativity.

. Move folders in browser view.

Create additional coding fields for documents.

Create a new layout whemeviewersmay view and complete
their codingtasks.

Create keyboard shortcuts for review choices.
Createdomaintransform sets.

Execute Script to create Parent Date field.

Create saved searches.

Apply saved search to ProductionsRection.

Create batches as a waydgoide document review workflow.
Create a view with indented lists to review email conversatio

Use Relativity Compare field to see updates to email
conversations.

Simulate a document review and generate a summary repor
detailing how documents have been cod¢@ode a group of
documents using shitlick) to select items.

Copy saved searches and etii criteria.

Create a viewvhere thereview teamcansee the reqired
workspacedieldsandedit a system view to provide additional
information on related family documents.

Perform a mass operation to image a group of documents.

Create a markup set to apply annotations, redactions, and
persistent word highlighting to dmments.
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26. Create a production assigning new bates numbers carrying gver

the attachment fields in the new data.

27. Create, run, and export a production set containing responsi
workspacedocuments with images and native files.

28. Prepare theworkspaceor a revew team to access documents
as well as grant them security permissions to cenmimkspace
documents, views, and layouts.

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

30. Createin-depth searches ipreparationfor deposition and
folder the results.

31. Loadthe deposition transcripts and provide a place where th¢
team can link exhibits and mark sections as Hot.

Relativity is a Welbased application, making it possible for all
administrativeand review tasks to be done online. The only exception
to this is importing and exportingadia, which is done through the
Relativity Desktop Client (a localhstalled application).

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

ExerciselLogging In

1. Browse to Relativity address in Internet Explorer.
2. Enteryour Email Address.
3. Enteryour PasswordClickLog In
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Email Address:

Password:

Presented by:

[ACura

Login screen

Exercise ompleted
: |l | | By default, user license login information may not be
’ used on two separate machines at the same time.
4.1 Modes

When you log inRelativity is inVorkspaceMode. This modgrovides a
list of workspaces you have permission to view. Depending on your
permissions, you may also have acces®minMode.

Admin Mode is only accessible by system administratBgstem
Administrators are users with rights to everything in the system. From
Admin mode, they can manage Relativity objects, such exstg]i

matters, users and groupshese are objecthat may be related to

more than onéWorkspace.

From Settings Modgou may edit usesspecific information and
password.

| | Nonsystem administrators may be given administrative
] rights to an individal workspace butwill still need a
system aministrator to manage prevorkspaceobjects.
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A drop down menu can beund in the upperight-hand cornemhich
becomes available upon clicking your nanitnese linkgllow you to
browse betweemmodesand personal settings

Hi, Srsﬁ

Workspaces
Admin

Reset Password
My Settings
Logout

Support
About

You are logged in as:
ghouston@kcura.com

Data Focus:

2 On Off

Mode Menu

5 Licensng

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 Licenselab

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 tiranted and applied to
activate theofficial Relativity license

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

Instance name
Expiration date
Number of seats
Licenselype

T3 > D
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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 Relativigystemalerts.

Relativity will both display alerts and send daily email notifications 30

days prior to the expiration date of your license.

If your licenséhas still not been renewed by the expiration date, you
will enter a #daygrace 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 expiresans will receive an error message

when they try to log into RelativityAdministrators will only have access

to the License tab.

5.3 Special Considerations

Similar to the grace period after license expirations;day trial license
activates when deployingr@ew instance or upgrading from an
unlicensed version.

6 Clients

Clientsare companies or organizations Relativity, clients are linked
with associatedisers andnatters.

@ D (
Client L User I
a I R
Matter
N W
RelativityObjects
6.1 Scenario

Anew clientis being representedPepperCorporationis being sued

14 GKS FANXYQa | RYA yiewZlieMih Retatidy, &
assigning a hame, number and status.

6.1.1 Adding a New Client

Exercise: Adding a New Client
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1. Select theAdmin Modelink from theHi, Userdrop-down
menu.

2. Selecthe Clientstab.

3. Click theNew Clientbutton in the upper left corner.

4. The New Clienfiorm opens, with required fields highlighted in
orange and optional fields in gragnter theName<type your
initials PepperCorp> (e.g., AB@PepperCorp)

5. Enter theClient Number which may be angumbering
convention you choose (e.g., 987654)

6. From theStatusdrop-down, selectActive.

 4{ ciients : : : b Hi, Greg

Save and Mew Save and Back

Client Information

Name: cFH pepper Corp.

Client Humber: QRTARL

Status:  active | add

Keywords:

Motes: -

-

New Client form

7. ClickSave

6.1.2 Editing Client Information

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

1. Select theClientstab.
2. Filter toyour Pepper Corpclient and click théditlink.
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4| clients . Matters . Users % Groups . Views *_Fields % Choices ", ag Vi Greg

New Client [ Rat L e o |

0 Selected Item(s)

Rezet Column Sizes | Export to Excel | Show Filters | | Items 1 - 25 (of 86) H4Pp M
] h n
[[] Edit GEH Pepper Corp. 987654 Active Admin, Relativity 8723720111
[[] Edit DGPepperCorp 123465 Active Giambalve, David  8/22/2011
Editdients

3. Note the fields available for editing. CliClancel.
Exercise completed

6.2 Specialonsiderations
Consider the following points when dealing with new clients:

A If you are daw firmor Premium Hosting clientalk with your
team about the organization of yolRelativity environment.
Establishing a consistent structure and naming conventidl
make billing Relativitworkspacs much easier. Enter names
and client numbers accordingly.

A TheOft A Sy (feld may belusedadirive which items
appear orclientlists elsewhere in the application. Refer to the
Rehtivity AdminManuatl Admin Mbode Detaildor more
information.

Al OftASyidiQa &adGl (d@amigpesa y2i AYLI OG0 dza SNJ

A Relativity offers optional fields for keywordsd notes where
extra information about the clieninay be recordede.g.,
address and contact information). This may also help your
billing process.

A For your convenience, th@lient Rtailsform displays
hyperlinked lists of users and matters associated with that
client.

Relativity | Admin Certification Workbook v2 - 18



Client Information:

Mame: GEH Pepper Corp.
Client Humber: 987654
Status: Active
Keywords:
Motes:
Created: Houston, Greg - 11|
Users
e
Matters

Client Details with no Users or Matters Asstatia

7 Matters

Matters areassociated with one Client and define groupsadesor
disputes Within Relativity, anatter mayhave multipleworkspacea.
These may be added and editedAamin Mode.

Client

7~
L

|

Matter

A\ /

RelativityObjects
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7.1 Senario

Yourfirm@new client,PepperCorporation, is being sued. To reprase
this eventin 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, numbgtus and link to the
client you created.

7.1.1 Adding a New Matter

1. Selectthe Matters tab.
2. (ickthe New Matter button.
3. Enter theMatter Informationas follows:

A Name <type:your initials- CondimentClaims.

A Matter Number any numbercombination you wish

A Status Active

A Client Hlipsisbutton 6 X| (BelectPepperCorp.| ClickOK.
4 Matters : . . b Hi, Greg

Save and Back

Save and Mew

Matter Information:

Name: Gey - matter

Matter Number: pc45

Status:  active - Add

Chient:
GEH Pepper Corp. B Clear

Keywords:

MNotes: -

-

NewMatter form

4. ClickSave
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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:

A Whenorganizing youRelativity environmenéstablish a
consistent structure and naming conventitmmake billing
easier

A 1 Y (tatGsMddybe dsetb drive whichmattersappear on
drop-down lists elsewhere in the applicatioReferto Admin
Mode Detaildn the Relativity Admitanualfor more
information.

A Relativity offers optional fields for keywords and notesere
extra information about the mattemay be recordedThese
fields are available when filtering on your matter list and can be
useful to search.

8 Users

Usersare individuals who have access to the Relativity environment.
Adding or editing users is doneAamin Mode.

| - Y
Client | User
A v
l
a D
Group
A /
Relativity Objects
8.1 Senario

A new attorney at your firm is responsible fewviewing documents
related to the newmatter. To grant your colleague access to the
system, you must fitcreate a user account.

Create a new user filling in theiame, email addressstatusand
associate hinmto the clientPepperCorp You will also assighe new
user a password.

8.1.1 Adding a New User and Setting a Password

Users can login to Relativi#fter saving the new user information.
However until the user iassociated 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.

ExerciseAdding a New User and Setting a Password

1. In Admin Mode ®lectthe Userstab.
2. dickthe New Usemutton.

_I_.E ‘Jr Clients Matl.ersT Users Groups Views Fields Choices Agents

Ml Users w I-.;: F_E!,

0 Selected Item(s)

Edit  Admin, Relativity relativity.admingkcura.com
Edit Service Account, Relativity relativity.serviceaccount@kcura.com
Edit User, Test test@user.com

NewUser button

3. Enter theUser Informatioras follows:
A First Name<type:your initials>
A Last Name<type:Usep

A Email Address<type:your initials-user@vorkbook.com>

A Type:Select any one of the typeavailable.t KA & R2Say Qi
FFFSOG | dzaSNRa& RIGFEOF&AS FOGAGAGASEA AYy Y
reporting.

A Client Blipsisbutton 6 X| BelectPepperCorp.| ClickOK.

A Relativity Acces€nabled(Enabled must be selected for a
user to ke activated Disabled users cannot login to the
system)

A Document SkipEnabled

A ltem List Page LengtB5

A Default Selected File Typéiewer

A Advanced Seardhublic ByDefault Yes

Advanced Search Defadketerminesthe user's default
|n ASIHNOK 2gySNI @gFfdsSd ¢KS
'|—' 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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PasswordManually set password

<type:Password1¥in the New Password and Retype
Password fields.

A
A

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

A Leave the default values in tlemaining fields

If selected, the user propertiNative Viewer Cache
Ahea will pre-load the next native document

After the active document finishes loalde next native
in the review queue will be loaded intnoemory cache.

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

[ Hi, Constanting|

First Name: ey Authentication Data:
Last Mame: |5 Trusted IPs -
Email Address:

*  geh-user@workbook.com

BetaUser: g

TYPE! Internal v agg Change Settings: enabled

CBENE: |\ yra Corporation B Clear
Relativity Access: EFpabled =

Change Password: Epabled
Maximum Password Age: g

Document SKIP:  Enabled - e
Keyboard Shortcuts: fpabled

User Login Details

Invalid Login Attempts: Password Expires:
User Settings
Item List Page Length: 5 o ——
Yes w

Default Selected File Type vicwer

R Native Viewer Cache Aead: -
Skip Default Preference: siip Enatled

Data Focus: ?
Enforce Viewer Compatibility: ves «

PaSSWORDE| (") s current password Send new password to: (7 e (email)
(©) auto-generate password (© This user (email)
@ Manualy set password Popup
User must change Password
on next login:
New Password:

Retype Password: uopenesens

New User Setup
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4. ClickSave
Exercise completed
8.1.2 Editing User Information
At any time, user information may be edited iAdmin Mode.
Bercise: Editing User Information

1. Select theJserstab.
2. Filter to the user you wish to modify and click taditlink.
3. Note the fields available for editing. CliClancel

Exercise completed

In addition to editing, théJser Detailsorm is used to
GAS6> | RRT yR NBY2@S dzas

8.2 Special Considerations
Consider the following points when dealing with users:

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

A While two usersn Relativitymay not havahe same email address,
they may have the same first and last name. In thise make sure
to add a character to differentiate the two in the system (e.qg.,
middle initial).

A To limit where a user may login, (e.g., from the work server only),
use theTrused IPsaddress filter. Refer to thRelativityAdmin
ManualSection orlsers

A 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 lockquheir password must be reset.

A UseAuthentication Datdo link a Relativity user with Microsoft
Windows Active Directory user or an RSA-factor authentication
user. Itis also possible to bind Relativity with a secure el
certificate.

A TheUserTypefield is used for reference or billing purposes only,
and has no impact on systewiews or permissions

A Use the user keyword and notes fields to record angitiwhal
information about theuser (e.g., phone number, title, address, etc.)

A Relativity A&cess is aropertythat grants uses access andounts
them as anamed Relativity user towards a lense.If Relativity
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Accesss disableduserswill not be able to lognto Relativity If
inactive for the entire month the account is not counted towards
that months billing

A When adding multife users, take advantage of the Save and Next
button. For security purposesisers are not able to share logins.

Relativity users are organized and added\orkspace usingGroups.
Users cannot be directly ssciated with a Workspac€&or each
Workspace user permissions are set at a group level.

@ D
User
A\ >
l
-
Group
\ >

Workspace

RelativityObjects

A user may be a member of many different groups. As a Relativity
Administrator, you will assiggroups toWorkspace.

9.1 <enario

In the previoussection,youadded a new user to Relativity. Since a
dza SwaiRspaceaccess islefined tirough group membershjgouwill
create a new group and make yausera member.Note that adding a
user toa group is an environmentide, rather thanworkspacelevd,
task.

9.1.1 Adding a New Group
ExerciseAdding a New Group

Selectthe Groupstab.

Click theNew Groupbutton.

Enter theGroup Name<type:your initials ¢First LevelGroup>.
ClickSave

Eal I

Exercise completed
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9.1.2 Editing a Group
Graup information may be edited iAdmin Mode.
Exercise: Editing Group Information

1. Select theGroupstab.
2. Click theEditlink.
3. Note the fields available for editing. CliClancel

Exercise completed
9.1.3 Adding/Removing Users from a Group

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

A On theGroup Rtailspage, clickhe Add button.
corg
A On theUser tailspage, clickhe Add button.
For thepurposes ofhis exercise, you will use théserDetailsform.

BEercise: Adding a User to a Group

1. Select theUserstab.

2. Filter to your created user, then click th&llNamelink. The
User Informatiorform opens.

3. Scroll down to thésroupssectionand click theAdd button.

4. TheSelect Groupdialog boxopens. Select your created group
and clickoK

5. Select theGroupstab.

6. Click theGroupNamelink of your created group. Verifthe new
group member has been added under Users

Exercise completed

To remove a user from a groufnd the group and check
the box next to the group and seleRemoverather than
Add. You may also vieassociatedvorkspacs on the
Group Detailpage.
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9.2 Special Considerations
Consider the following points when dealing with groups:

A Although security in Relativity gsoup-based, it is imprtant to note
that newly createdgroups are notautomaticallyassociated with any
Workspace.

A A group maye assiged to several differenivorkspacs with
permissionghat varyperworkspace Fa instance, a group may be
allowedto print in oneworkspace but not in another. Or, the group
may be able to edit documents in omerkspace but only view
them in another.

A Use the keywords orates section to record additiongroup
information6 S®3 ®> INR dzLJIQA NRf Sntakty (1KS SYyGANRYYSyil:
etc.)

A Users may be members of multipiroups. If multiple groups with
same user arassigned to ongorkspacethe higher level
permissionn anobject are applied.

A There are three default system group settings:

o EveryoneAll users arenembesrs of the Bveryone
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 Administratorsusers with rights to seevery
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.

0 Relativity ScriptAdministratorsare part of a singular
group thathas permissions to preview, edit, and create
scripgs. 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 Scrip; Unlocked Scrip

View Run | Edit Previe Edit |Preview, Write | Link
V V V V

Script Admin V \% \
System \Y \Y vV
Admin

Standard V* V* \/ **
User

* 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 newstance

10 Workspaces

Workspacsarerepositories used to store, display, search, organize

and categorize document&reate new Workspaces in workspace mode.

In Relativity matters carhave multiple Workspaces, whilWorkspaces
can use multiple groups for security.

Matter Group

Relativity Objects
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10.1 Scenario
Beforeproceedinghere are the objects that shouklreadybe created

A A new client nameckyour initials> PepperCorp

A A new matter associated with your client, namegbur
initials>-Condiment Claims

A A new user namee(First Name) your initials> (Last Name)
Userand a password

A A new group nameetyour initials> Group

In addition to creating these objects, you have familiarized yourself with
the processes of editintis informationand the relationships between
objects.

Scenario:

The firm has collected broad rangef documentsfrom the client, and
has sent them to a velor to be processed into a Relativitpmpatible
format. Before importing data, you must create a nesrkspacen
which to store documents.

10.1.1 Adding a NewVorkspace
ExerciseAdding a New/Norkspace

1. Click theworkspacslink from the Hi, Userdrop-down.

2. Alist ofworkspace appears. As an administrator, you have
access to allvorkspace in RelativityClick theNew Workspace
button.

3. Enter theWorkspacdnformationas follows:

A Name <type: (your initials) Salt v Peppes.

A Matter: Ellipsis buttord X| &your initials>Condiment
Claims| OK

TemplateWorkspaceEllipsis buttord X| New Case
Template| ClickOK.

Status:Active

Resource Grouefault

Default File RepositoryourPath toRepository
Leave the default values in the remaining fields.

>

> > > >
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‘Workspace Information

GEH-5alt v Pepper SQL Ful Text Language  English

GEH - Matter B Clear

MNew Case Template E] Clear

Resource Information

NewWorkspacdorm

4. ClickSave

5. Theworkspacdist appears. Find yowrorkspaceand click on its
name.

6. Click on theNorkspaceDetailstab. You have the options of
Edit, Delete, Back and Edit Permissigkdditional tabs are
automatically created based on yoworkspaceemplate.

Workspace Information

Mame: GEH-Salt v Pepper SQL Ful Text Language English
Client Mame: GEH Pepper Corp. Client Number: 987654
Matter Mame: GEH - Matter Matter Number: 123

Production Restrictions: <no restriction>

Database Location: CHITRAININGO1
Handler URL: ivity.Distributed

Record History

Created: Houston, Greg - 11/8/2010 2:37:32 PM Last Modified: Houston, Greg - 11/8/2010 2:37:47 PM
C5T CST

Hative types restricted from imaging [%E] = &) 7 ¥ tems1 -25(of3s) KM 4 b W
Wotveree
JARC File

.COM File

ZIP File

DOS EXECUTABLE
DYNAMIC LINK LIBRARY
EXE / DLL File

1BM 05/2

ID3 Ver 1.x

Workspace Details tab
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Exercise completed

TheNewWorkspacebutton is only accessible ®8ystem
Administrators

10.1.2 EditingWorkspacanformation

Workspacénformation may be edited at any time.

Bercise: EditingNorkspacelnformation

1. Select theWorkspacetab.

2. Filter to yourworkspaceand thenclick theEditlink.

3. Note theworkspaceanformation available for editing. Click
Cancel

Exercise completed
10.2 Special Considerations

Consider the following points when dealing witlorkspace:

A Since thaights to folders can be granted or denjed
consder keeping all documents as a single Relativity
workspace This will prevent the need to maintain several
separae databases fodocuments (including productions),
expert witness testhony, and so on.

A When selecting a templateorkspace the following items
are copied to thenewworkspace

Groups (and permissiom®mplete to item level
Summary eports

Markup ®ts

Fields

Choices

Layouts

Views

Cugom tabs

Scripts

Customobjects(setting on object to allow on template)
Saved Searches (this excludes any saved search
referencing a dtSearch or Relativity Analytics search
index)

O OO0OO0OO0OO0OO0OO0OO0OOoOOo
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A Since groups ahpermissions are added toveorkspace
based on tle template, realize the group from thestmplate
database will have access to the new Workspace upon
creation. It is best to create generic groups without users
when utilizing templates.

A SQL Full Text Index language does not specify which
characters will be indexed; rather, it indexes all chesec
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 wai-breaking, and SQL can account for
these differences. If you are using multiple languages,
choose the one wi the most complex stemming and werk
breaking rules. For instance, if youorkspacencludes
primarily Chinesebut someEnglish language documents,
select Chinese.

A Use the keywordsr notes section to recorddditional
information related to theworkspace

A Resource Groups determine the ser@r certain processes
associated with the case. Resource groups are setup in the
Adminmodeof Relativity.

Before documents can be imported into youorkspace you must
install the Relativitypesktop Client

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

11.1 Senario

Now that you have created yoworkspace youare ready to populate
the workspacewith documentsto be viewed andanarked up by
authorized users. Beforehand, you must install Rehtivity 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 ironment

ExerciseDownloadRelativity Training Files
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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 orDownloadin lowerleft corner.
2. ClickSave
3. Unzipcontents.

Exercise completed

Nextdownload the Relativity Desktodi€nt so that you caimmport and
export documents.

Exercise: Installing the Relativity Desktop Client

1. Open youmworkspace

2. Select theWorkspace Detaitab.

3. dickone ofthe Download Relativity Desktop Cliertuttons.
Use the version that is appropriate for your machitieinsure
use the 32bit download.

Relativity Utilities

Manage System Keyboard Shortcuts

Download Relativity Desktop Client 32-bit
Download Relativity Desktop Client 64-bit

Download Viewer Installation Kit

View Another User's Personal Iltems

RelativityDesktop Client button

Run the downloaded file.

ClickNext.

ClickComplete

ClickNext.

ClickOK

When the installation is complete, the Relativity Desktop Client
shortcut appear®n the desktop

© 0o N O A
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[d

Relativity
Desktop
Client

Desktop Client shortcut

Exercise completed

11.2 Special Considerations
Consider the following points when dealing with installations:

A When installig Relativityclient-side softwarejnstallationrights
are neededn your client machine.
A ¢KS Ayadltfl A 2stle@fvareiSdudedtiva@d A (& Qa Of ASy
required prerequisites:
o0 Microsoft .NET FrameworkO
0 Microsoft C++ 2005 Redistributable

12 Fields(Metadata)

Fieldsare used to store document metadata and may also be used as
coding fields to star user decisiondn this section, you will learn how
to create fields.

a D
Document
a 2
Field
Choice
Relativity Objects
12.1 Senario
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At this point in the scenario, you have created yaurkspaceand
installed the Relativity clierdide tools.

The data you collected from your client has been $enprocessing
The filemetadata and full texhas been extracted and provided as a
document level load fileYou will usehisto load your deuments into
Relativity.

Before importing your data, you musteate metadata fieldsshere the
datawill be stored. These fields abased orthe data in the load file

12.1.1 AddingFields

TheNew Fieldorm is used to create and customiw@rkspacdields by
choosing frondifferent criteria categories.

Exercise: Adding Fields

1. Open youmvorkspace
2. Selecthe Fieldstab.
3. dickthe New Fieldbutton.

@ |’ Docmienls\& Summary Repnrlj.\K Review E-al‘.(:hes\( Administration::Fields w

e s R -2

0 Selected |te:|?*‘-

Edit OCR Profile Accuracy

dit Search Terms Report Add Terms

New Field button

4. AddanAuthor field as follows:
A Obiject Typ: Document

Name Author

Field TypeFixedLengthText

Length 255

> > >
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Object

Object TYPE! Document

Field Information

Field Type:

Length:

Author

Fixed-Length Text gy

285

Required: g

Include in Text Index: g

Field Information

5. ClickSave and New
6. Create the following additinal fields by repeating Steps 4 and 5
using the table below to configure field names and types. After
the last field just clickave

FeNare  FedTwe  Desipion

Conversation

Fixed Length (500)

This field is created

the subject line of the
email with all the RE:
and FW: textemoved

Conversation 1D Long Text Unique ID created by
outlook to identify
emails

Custodian Single Choice Original ownef data

DateCreated 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 Whole Number Number indicating

Attachments attachments

Parent Document ID

Fixed Length(50)

Document Beg Doc IL
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 useddwafield namedoc ID Bethat is a
fixed lengthtext field. Thisis the unique identifier for the case. We are
using a different naming style for our Document ids so this will be

changed tdoc ID Beg.

Execise: Editing Field Information

1. Select theFieldstab.
2. Click theEditlink next tothe Control Numbefrfield.
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@r Documnls\& Summary Repnrtsx Review E-atche-sT Administration::Fields w
TSR Al Mon-System Document Fields ~ A &

0 Selected Item(s)

Edit Document Author Fixed-Length Text

E*ﬂmﬂﬂ— Control Number Fixed-Length Text

Edit Document Conversation Fixed-Length Text
Editfields

3. Change the Name frofGontrol Numberto Doc ID Beg
4. ClickSave

Exercise completed

Whilemost field informationrmay be edited ¥ A St R
is static. Once thas been established, it cannot be
changed.

12.2 Special Considerationg-ields
Consider the following points when dealing with fields:

A TheAllow HTMlfield may be used t@onfigure Relativity to throw a
text alert of your choice. For example, consider the field containing
the following

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

0 When the field containinghe alert is displayed in a view or
layout, the HTML is executed, and an alert appears stating,
Document contains tracked changes and coemts Please
be sure to view the documetih the native application
Once this alert appears, cli€Kto view the document.

A Familiarize yourself with the list of system fields detailed in the
Relativity Admin Manual section ¢hields These fields mayeb
useful when working with youworkspace

0 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 neauplicates, or
conceptually similar documents. This field can be included
in any view and will display the Relativity Compiamn. For
more information on Compare, please see the Relativity
User Manual.
Work with your processing teaor vendor and your @énts 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.
Dates are displyed in Relativity alsased on the users workstation
configuration
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 piefer t
search all workspace fields. This will help you determine which
fields to Include in Text Index = YB®te that keyword searching is
securityaware.
Make sure that you are only importing Unicode data into fields set
up to accept it. Fields may be switdd from Use Unicode Encoding
= No to Yeghut 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.
¢KS &adzy 2F | g2N)aLl 0SQa FAESR
than 8060 Bytes. To check your field usage, go to the Object Type
tab, select theDocumentobject, and checkieldUsage
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 selaes, views, and
layouts.
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.
Yes/No fields are useful, but thepme with two important caveats:

0 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 dropdown can make searching easier as a review
process.
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You will usehe Relativity Desktop Clietd import documents into your
Relativity workspace

Relativity is not al@ to ingest raw unprocessed datRelativity requires
a load file with links to the native files or images.

13.1 S@nario

Beforeproceedingon to the next scenariglease be sure the following
steps have already been completed.

Client created

Matter created

User created

Group created and added to User

Workspace created

Relativity Desktop Client downloaded and Installed

All Fields have been createdyiour workspace that correspond
with fields inthe load file

I D D D

Scenario:

You will now configure thRelativityDesktop Gént to work with your
load file You will establish the correct settings to load the data from|the
file into the appropriatevorkspacedields. Afterward, you will perform
quality check to ensure that it was imported corredlydrun atally on
the custodian field

o

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. Doubleclick theRelativity Desktop Clienicon.

th

Relativity
Desktop
Client

Desltop Client shortcut
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2. Enter theappropriateWeb Service URLThis is dependent on
the web server setup. Often it will be the same as the Relativity
Browser address but ending ielativitywebapi If your
Relativity training server browser address is:
http://yourRelativitySite.com/relativity
The Web Service URL is:
http:// yourRelativity Sitecom/relativitywebapi

' Relativity Desktop Client | Options o e S
Cr ty B

\webService URL
I

oK | Cancel

Options box

3. The Relativity Desktop Client launches a login biaterfyour
Loginand Password These are theame credentials you use to
login to Relativity.

-

Relativity Desktop Client | Login |£|
Login
Password
| OK | Cancel
Login box

4. Afterlogging in, you arpresented with althe workspace that
you have permission® see. Abwoe theworkspacdist is a filter
bar that willnarrow the list.

Relativity | Admin Certification Workbook v2 - 41


http://yourrelativitysite.com/relativity

5. The texffilter has a wildcard on both end® enter any portion
of the name Find and select yoworkspacethen clickOK
6. TheRelativity Desktop Cliempensto your case

Relativity Desktop Client Lo oS e S
File  Tools  Opticns Help

| Document j

Relativity Desktop Client

Exercise completed

Under Optionsthe Check Connectity option assists
in troubleshooting any network and system
configuation 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 URIssues often arise from not
using thecorrect path or because of thacorrect 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

A Configure the load file
A Match theworkspacdields to theload filefields

This will ensure the document data is mapped and stored correctly.
ExerciseLoad File Configuration and Import

1. Occasionally when importing data errors or mistakes can occur.
Creatng a sublevel folder for loading allows you to delete a
group ofitems if incorrectly loadedn the Relativity Desktop
Client, rightclick theroot folder.

2. SelectNew Folderenter the folder nameCustodiansand then
clickOK
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p
| Relativity Desktop Client | B )

File  Tools  Opticns Help

Document j

S

Mew Folder... L\\"g

Import 2

Export

AddNew folder

3. Inorder to load new data to this subfolder of the database,
right-clickthe Custodianfolder, selectTools |Import |
Document Load Fil€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).

i '
| Relativity Desktop Client EEREER

Eile  Tools  Opticns Help
Documernt ;I
EH:l GH Salt v Pepper
Mew Folder...
Import [ Image File...
. Export [ Load File...
| Production File...

Import Load He

4. The Import Load File dialog box opens. You will now configure
the Relativity Desktop Client to accept your load. fBelect the
Load filetab, thenclick theellipsisd Xbiitton. Browse to the
location of your load file.
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, ,

Impaort D
| ’V (GEH-Saft v Pepper’.~admin Staging\, ‘

File Impert

Load File I Field Map I*"-—_-——-

Load File
’]Selec‘t file to load... . I
¥ First line contains column names AR e /
Start Line [0 = /
File Encoding
Select I
=T n
Column
Iﬂ (ASCI-020) -
Quote
b (ASCII-254) -
Newline
|® (ASCIIN74) hd
Multi-Value
I: (ASCI1:059) -
Mested Value
|\ (ASCII-092) -

LoadHle Configuration

5. Selectthe saltvpepperdat load filefrom the provided sample
data,and thenclickOpen

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

for this exercise i¥estern European (Windows)
7. The File Column Headers pane agrs.

File Column Headers

“Contral Number™T"Source File™T"&uthor T Conversation T Conversation |07 T Custodian™"Date Cre

File Column Headesgction

Inthe FileColumnHeaders displafor the sample data
the field shown in this box is not presented in a list
format, but rather, as a single line.

This indicates théelimitersof File Column Headers are
incorrectly configured.

When delimiters are correctly configured, all fields will
alignvertically, in a list.
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8. In theCharacter sectionchange the settings in their
corresponding drogdowns to match the following:
A Column Delimiter} {ASCII: 124}
A Quote:* {ASCII: 094}
Newline:Hard Return{ASCII: 013}
Multi-Value Delimiterleave as default
Nested Value: leave as default

> > > >

After making the desiredhanges, the text will appear in
] a nurrbered list

__| These numbers represent the origiralumnposition of

the field within thefile, with (1) being the lefmost
column and thehighernumbeis being thecolumns to
the right.

File Column Headers

Author (3)

Cortral Mumber (1)
Conversation (4)
Conversation 1D {5)
Custodian (&)

Date Created (7)

Date Last Modffied (8)
Date Received (3)
Date Sent {10)
Document Extension (11)
Email BCC (12)

Email CC (13)

Email From (14)

Email Subject (15)
Email To (16)
Exdracted Text (17)
FILE_PATH {27)
Filername (18)

FileColumn Headers section

9. Now that the Desktop Client has been correctly configiuicr
your load file, seledhe Field Maptab. This tab tells Relativity
what to do withthe configured load filelnformation 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 fieldsrom left to right, the
boxes house:

A WorkspaeFields which showall fields in your
workspace

A Two empty columns, for matchirigad field to database
field.

A File Columnswhich showall fields in your load file.

11. Match fields as follows:

A UnderWorkspaceFields move allappropriatefields to
the left-center matching columnSee the image below
to see the end result.

A UnderLoad File Fieldgloubleclick the appropriate
fields to match theNorkspacerields you moved to the
center.

A Not all fields will have data loaded in them. Notlal
fields provided will be loaded into the database. Those
items remain in the outside columns.

A 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 matterMake sure the field type matches the
data type to be loaded. (e.g.; 05212001 cannot be
loaded nto a date field)

A ! FTGSNI YIFIGOKAYy3 dzlJ TAStRa ¢S y2G0A0S 68
field to load Filetype and Source File. These fields were
not in the list to createUnder the field tab cliclew
Field Create theSource Fileow as a fixedength text
field of 255 characters.

A In theDesktop Client click oFile|Refreshto see the
new field available at the bottom of the Workspace
Fields list and add it to the middle columns.
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Relativity Desktop Client | Import Document Load File -
File Import
Import Destination
“WGEH-Salt v Peppert™adminStaging®.
Load File Field Map Fiolds Paired tor oad: Fields not loaded I
1elds Falred up rar loadin
Workspace Fields P g I
Production Errors Author -~ Author - Folder Name (23)
Relativity Native Time Zone Doc |D Beg [Identifier] Doc 1D Beg (1) Mative File (28)
Doc 1D End Doc 1D End (11) Original Folder Path (30)
Ex i Text Extracted Text (20) Parent Date (32)
G |dentifi G Identifier (25
Database fields D5 Haeh ME;’;E,;;;;{‘ . |
not used 3> ||Conversation = Conversation (3] 2> |
Conversation 1D Conversation Index (4]
5 | CISToUrEm {3y 3 |
Date Created + | | Date Created (6)
Date Last Modified Date Last Modified (7) —
« ||Date Received | ¥ ||Date Received () < |
—1|Date Sent b Date Sent (5)
& ¢ ||Doc 1D Beg Attach Doc |D Beg Attach (10) (_(_|
Doc D End Attach Doc |D End Attach (12)
Document Extension Document Extension (13
Document Subject Deocument Subject (14)
Email BCC Email BCC (15)
S Email CC Fmail OC (18
4| 11 + Email From - 4| i 3
Overwrite —ofderinte ——Extrartet Text
|ﬁppend Only j W Feolder Information Celumn [ Cell contains file location
|F0|der Fath (24) j Encoding for undetectable files
Overlay |dentifier
Mative File Behavior |SE|Ed--- J J
| Doc ID Beg [identiier] || ¥ Load Native Files Repositny
Mative file paths contained in column:
|[FILE_PATH (35) |
A —
FieldMap tab

12. In the Overwrite drop-down, selectAppend Onlyto only load new
documens. There is nothing else loaded into the database amd
cannot overlay this data.

Cverwrite

|;'-‘-.p|:|enu:| Ciriby j

Overwrite drop-down

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

13. In the Folder Infosection selectthe Folder information ®lumn
checkbox andrFolder Pathfrom the dropdown. Thiscontains the
documenQa 2NAIAYlFf F2f RSNJ LI GKZ FyR
Relativity folder structure.
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Faolder Info

[¥ Folder Information Column

|Folder Path (24) |

Folder Info

14. Inthe Native File Behavior sectipgelect theLoadNative Files

checkbox

15. Inthe Native File Paths Contained in Column ddmpvn, select
FILE_PATHvhich contains a relative path to your native files.

16. Selecimport | PreviewC A ttdSpreview the file Note that you
can sort the previewed lines by clickiagolumn 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 bx on the Field Map tab at the lower right
under Extracted TexZell contains file locatiomnd
select theencoding for undetectable filemsWestern

European (Windows).

| The Desktop client will detect the format eéchindividual
" | text file during the load process. If the system is unable to

I — encoding for undetectable files

determine file format it will use the format selected in the

Relativity Desktop Client | Preview Load File

|:||E|i2_1

Record Numb | Author Doc D Beg | Doc D End || Extracted Text

» 1 azipper_0007 -.".‘.'oIDDDD‘I".text".text[)[)[)m

286 \azipper_0007286 txt

2 azipper_0007
3 azipper_0007 vol0000T textiext00001
4 azipper_0007 wol0000exttext0DDOT
5 azipper_0007 vol0000T textiext00001
6 azipper_0007 0

Preview Load File

| Group |dentifi| MD5 Hash

azipper_0007 181cad88310
286 4bdded(0al7
46bacilbc?

azipper_0007 6f1d&7acfdbl
szipper_0007 14303604126
azipper_D007 45354224506
azipper_D007 5429278abf3
o e

17. Once you have previewed your fileelect Import | Preview
9 NIN2 N 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
workspaceand the Error line will not be loaded.

18. Selectimport | Import File

19. If Force folder previews 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.

o H — —
Relativity Desktop Client " - - LJ

The first 1000 records of this load file will create 34 folders. Would you like to
continue?

Force Folder Preview Warning

20. ClickYesto acceptand continue with the import.
21. The Import Load File Progress window opens, indicating the
import status.

Document ENHESIE processed, [ine 41]
INNNERER
4] o 142 processed _ HideDoand |

Sumimaty |El|nl: | Progeess | ‘Wasrengs Ft:pa‘.|

Seare Time: 10:25:19 AM
Dazation: O0:00; 30

Tima Lafe eo Complacion: 00:0L:LT

Totml Records: 142

Toral Processad: 40

Total Procassad w/Warnings: 0
Total Processed w/lrrors: O

Fila Tt M Tk - | t M il

Importfile box

22. A message box stating that errors have occursdtdisplayand
ask if you want to export the error(s). CliOkK browse tothe
directory containing the imported load file, amtickOK
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23. Open the EorReportyou just exported and note the
discrepancy.

Error in line2499 columnH". Invalid date."
Close the error file.

24. Open the ErrorLines file and scroll to the right till yaiice the
invalid date format.
6720013:15PM
Add slashes to format it properly and save the file.

25. Inthe Field Maptab, selectFile| Save Field MapThis allows
the load settings to beave for later use.

26. Next we can use this Saved Field Map to load our error file.
Selectrile|Load Field Ma@and open the KWE file just saved.
ClickOKto choose a load file and choose tRerorLinedile.

27. Preview errorgust to make one last check whether it will load
properly and thenimport Fileas 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
82dz2OQR fA1S Ay 2 N¥ofdtedlgad f 2
file into yourworkspacelf fields are not created or
named the same they will left out of theetup for the

new load.

13.1.3 Checking our LoadFile

Now that yourdata 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 youWorkspacdn the Relativity browser.

2. Openthe WolfeJasorfolder.

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

4. Right Click on the first folder and renameSaved
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5,
6.

8.

Select06-Savedfolder.

In theMass Operationar at the bottomof the screen, select
All 5] Move andclickGo.

The Move Documents window opens. SelbetSavedfolder
under WolfeJasorand thenclickOKto move the document
b2GAO0S (KIFKG T2f RSNBA R2y Qi Y20S 6A0GK GKS R2C

Move 5 Documents - Select Folder

= Lenharthatthew

= LokayMichelle

= | MartinThomas

- | Parksloe

~|__| RingRichard

|| RegersBenjarnin

= Schwiegerlim

= SernpergerCara

[ | Shankmanleffreys

+~[| ShapiroRichard
+[| Stepenovitchloe

+][] StokleyChris

m

+J(] WilliamsBill
;J---._. Wolfelason

----- [ DB-saved

----- [ D8-saved

----- [ | Deleted Itemns
----- =2 Inbox

..... = Sa.llred

1

+-[ | Zipperfndrew

Move Folder Selection

If you selecD6-Savedthere are no records in the folder now.
Right Click this folder aridelete.
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9. For the 08Saved folder we will move it under the Saved folder.
Select08-Savedanddrag and drop it in the Saved Folder

10. Drag and dropping this folder will move the foideith the
documents. It is now present under the Saved Folder.

Exercise completed

only theDoc ID Begs curently displayed to your users.
There is only one view, which displdysc IDBeg There is
only one layout, which does the same.

| Although you imported all metadata figd in your load file,

Usually, youworkspacewill already contairviews and
layouts that correspond with the metadata you are loading

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

13.2Installing the Relativity Viewer
Exerciselnstalling the Relativity Viewer

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

2. This will install the Relativity viewemstallation should begin
automatically.If not, please referto the Workstation
Configuration Guidéor hints about how to fix the viewer.

Exercisecompleted

13.3 Special Considerations
Consider the following points when dealing with importing:
13.3.1 Load FileConfiguration and Matching Fields

A Viewer issues are the most common Relativiglated support
request. Most viewer issues can be resolved by perfornting
of three tasks:
o Manually uninstalling and reinstalling the Relativity Web
client (Viewer)
0 AddingRelativity as a Trusted Site
0 Clearing the Internet Explorer Cache

A <croll through your load file by using a text editor to ensure that
its delimiters remain the same throughout the file.
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Relativity accepts Unicode characters, so always civébkyour
dataprocessingourceto determine whether the load file is
Unicode formatted, and if so, what typ¥ou will need to
specify this in order for Relativity to correctly import the data.
Relativity allows native files to be loaded from a file path field.
This feld can be either an absolute path or a relative path to the
native files.
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 locatibthe file,
including the filenameBe sure you are not selecting the field
that contains the folder path AND the filame in the Folder
Information Column drogown list. If you do, Relativity will
take this literally and create a folder for every file.
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.
Extracted text may be loaded from the documdevtel load file
import process in two ways:

o As individual documeHevel text files with your load

file containing a path to their location
0 As part of your documerevel load file, where the
actualextracted text is part of the field

Extracted text maype loaded as part of the pagevelimport
process with the pageevel text file exhibiting the same
characteristics as its TIF image.
An overlay may be applied to any fixkghgth text field that ha
an SQL indexXhis cannot be accomplished in Relativity
open a field for an overlay, contact your SQL administrator and
request an index for the desired field.
Relativity only accepts singpmge group IMIFS or singlpage
JPG image$yaded usiig an Opticon file. Multpage TIFs and/or
PDFs may be loaded, but only as natives.
Be mindful of loading data into singtdoice and multchoice
fields. If you have mapped the wrong field, it could potentially
create hundreds of thousands of choicddsethe Preview
Folders and Choicemption to ensure correct matching.
Notethe field forRelativity Native Time Zora#fset. This allows
you to designate how many hours are added or removed from
GMT time for the date/time display in the vieweFor more
information, see the Admin Manuagction onFields.
A tally issimilar 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 ldoQuality Control

A When previewing the load file, the first 1,000 documeatts
displayed
A When the system checks for errors, the entire load file is
coveredhowever only 1,000 items are displayed
A Relativity will not import any part of a document wighrors.
The Relativity Desktop Client will separate any documents
containing errors into a documedi¢vel load file.
0 When errors are found during a check, it may be easier
to proceed with the loadnd lateraddress the erras
lines
A Some errors may not bidentified 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.

Massoperations allow you to perform an action arselectedriew 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
massoperations as you continue further into this workbook. Some of
the other more common mass operations include:

Edit

Move

Delete

Produce

Replace

Image

Print

Export to file
Process transcript

T v v Ty Ty Ty Ty B T

The mass operations bar is located at the bottohyour screen

towards the left.You may perform mass operations AH, These or
Checkedtems in aview in the documents tab. Other views might have
different mass operation options depending on their location within
Relativity.

For more information on Mass Operatiodease 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

. Select theDocumentstab, then select th&ustodianfolder.
2. IntheMass Operationdar at the bottom of the screen,
selectAll, thenTally/Sum/Average

3. ClickGo.

[] Edit &' [ ] BMCKAY_ 0000747
] Edit = 3] BMCKAY_0000748
[ Edit &F' [7] BMCKAY_ 0001643
[ Edit 5[] BMCKAY 0001839

M 2,500 v Taly/Sum/Average

Mass Operation: Tally/Sum/Average

4. The Tally/Sum/Average dialog box opens. SelecTtiby
function, thenCustodian Field
5. A count of documents per custodian is displayed.
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Tally/Sum/Average of 2,500 Documents

Function: Taly -

Figld: cCustodian -
Reset Column Sizes | Show Filters | | Items 1 -5pfem WM 4 b M
I
AZIPPER 17
BMCHKAY 7|2
BWILLIAMS 2|7
CDEAN &
CDORLAND 12
CGERMANY 37
CRICHEY 3
CSEMPERGE 23
CSTCLAIR &
DDAVIS 50
NCADEICT 4 i

M 97 - ExporttoFile - [ Viewing all items in sets of 25 + per page

Tally/Sum/Average Dialog

Exercise Completed

14.2 Special Considerations

Consider the following points when dealing wittass operations:

w

A CHYAEtAFNRTS @82dz2NBSE T gAGK Ef 2F wStFiAOAGE
the Relativity Admin Manual.

A Each of these Mass Operations is securable to prevent
unauthorized use.

15 DataAnalysis- Pivot

Pivot is a Relativity data analysis tool th#fbws 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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A

A

Group Byis the field you wish to create the list of items to
summarize onThis is the vertical axis of the report.

Pivot Onis 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 typds
included in the case.

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

Exercise: Charting data

12.

13.

Open your workspace.

Selectthe Fieldstab.

Filter forDocument Etensionthen dick Editnext to the field
name.

Under List Properties sétlow Group Byo Yes

ClickSave

Select theDocumentstab.

Click on the Pivo# icon.
SelectChart
In the Group By field, selePtocument Extension

. In the Pivot On drofglown seleckTotal Only>

. ClickGo.
= Ll.JJ = | Document Extensior - | Date
Grid  |Ehar| | List <Total Only= « | Date

Pivot

From the Setting Cog Select

A Chart Type Bar

A Sort by =Document Extension

A More Options Rotate Labels, Show Labels
Right click on the Grid and sel&ave Picturé\s

14. Save the Picture tgour Desktop.

Exercise completed

15.1 Special Considerations

Relativity | Admin Certification Workbook v2 - 57



A Fields must be Pivagnabled in order to show in the Group By
or Pivot On droplowns.
A Fields with many unique values can produce Pivot Grids that are
difficult to read.
0 C2NJ SEIFIYLX Sz {aARS0iixyHadadXISADNRdzZLI . &
field could result in tens of thousands of rows and
would lack value.
A If either the Group By or Pivot On fields contain too many
GFtdzSaz GKS F2fft2¢gAy3 SNNBNI A& LINRRdzZOSRY a¢
attempted to run is too complex. Please namrgour selection
of documents, or select different fields for your Pivot.
A 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).
0 The Clear Filters option is at the battoof the Chart
Grid and is executed by clicking Go.
A 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.

All fields areused to store data about documents, but they aised in
different ways.Youcreatedfields to store document metadata. In this
section, you will create field® hold data created by reviewergoding
fields allow uses to record decisions and attach comments to
documents.

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

16.1 Senario

You have consulted with yoworkspaceeam regarding the actions

they need to perform with the newHoaded documents. At this point,
they are only concernedwit G KS R2 OdzYSy (ametheNB a L2y ai dSySaaT o
they are relevant to theasedocument request.

Tofulfill this request, you will set up@esignatiorfield with associated
choices. This will allowsers to identify documents as Responsive, Not
Responsive, or Not Sure

16.1.1 Creating a NewZoding feld
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In this exercise, you will create a responsiveness field with relevant
choices. Note that codinfields are created in exactly tlsame way as a
metadata field. The fields are just used in different waydetadata
fields are objective definitions of the document, coding fields are
subjective decisiopmade by reviewers.

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

Exercise: Creating a New Coding Field and Choices

1. Select theFieldstab.

2. Click theNew Fieldbutton and create a new field as follows:
A Object TypeDocument

Name <type:Designation>

Field TypeSingleChoice

RequiredYes

Leave the default values for the remaining options

3. ClickSave

> > > > P

Selecting Yeis the requiredoption means that a user must
make aselectionon that field before they can save any
changeor updatesto the document.The required fields
will be shaded in Orange.

Now that you have created your field, you can add its choices. These
arethe predetermined values applied tmding fields.

4. Selecthe Choicestab.
5. Click theNew Choicebutton.

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 creatia choice for each
distinct value

7. Enter the Choicétnformation as follows:
A Field:Designation
A Name:<type:Responsive
A Order:10
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Figld: Designation (Document) -

Name: pecnonsive

Highlight Color:
e ‘ Green ("] Clear
Choicgorm

6. ClickSave and New

7. Create a new choice with the following specifications:
A Field:Designation
A Name:< type:Not Responsive
A Order:20

8. ClickSave and New

9. Create a new choice with the followingeifications:
A Field:Designation
A Name<type:Not Sure>
A Order:30

10. ClickSave

|‘ 1 Since you havmadeDesignatiora required field, you
11 should provide users with a way to indicate that tHe@ y Q (
I -1 know the responsiveness.

This will help you to drive workflow later in tiveorkspace

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 theChoicedab.
2. Click theEditlink next to the name of any choice.
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@ I’ Doc:umnls\& Summary Repuru\& Review Batche-s\( Administration: :Choices w

el AlChoices ~ [t B

0 Selected Item(s)

al

|:| Edit  Accuracy High (Slowest Speed)

|:| Edit Accuracy Medium (Average Speed)

[] Edit  Accuracy Low (Fastest Speed)
Editchoices

3. Note the choices available for editing. Cligkncel.

Exercise completed

16.2 Special Considerationshoices
Consider the following points when dealing with choices:

A 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).

A Note the way importing a Custodian field into a mwefield
resulted in the creation of choice values for each unique field
entry. This functionality will help normalize your data. For

SEFYLX S AT KIFIEF 2F @2dzNJ 62N] &aLJ OS RIEGIE A&
al

'l YRNBGgXé odzi €2dzNJ LINPOS&a&sAy3ad OSYR2NI YAal
OdzaG2RALY +Fa a! ® {AS2l d¢ 2dz oAt f ljdza O

5

allowing you to normalize the data.

A Choices may be added directly from a layout.

A Choices cannot be deleted if they have been referenced in a
document or a search.

17 RelationalFields

TheMDI  aK FASER A& dzaSR (2 ARSY(GATE
this fieldis generated byhe processing software. This-88jit number

is generatedfor each file using the characteristics of the file. By using

the same algorithm to create this numbenrfeach document, duplicate
documents will have the same number.
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A relateditem 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 cornernamed the elated items pane.

The exercise below will familiarize you witte procesgo make a field
relational

Exercise: Creating Relational Fields

1. Select theFieldstab and filter to yourMD5 HasHield. Clickedit
and find the Relational section of the fieddit page.

2. Inthe Relational drojplown, selectYes.

3. Inthe Friendly Name textbox, typeuplicates 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.pnfjle providedin the Common Relational Icons
folder in the file you downloaded @n the kcura.com website
under the documentation sectiorYou may alsaseyour own
image.This is copied uptthe server after you select it.

Your Icon shouldat be larger than 16x16 pixels and be a
png file.

5. Set the Pane Order t20. Click theView Current Ordebutton
next to the textbox to preview the order of your curremrelated
icons

Relational: ves « Pane lcon: C:\Usersigho | Browse... |

Friendly Name: | pypijcates| B 20

RelationField Properties

6. ClickSave.
7. Inthe 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 fietdational:

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

A If you secure the workspace and remove all views from a group
remember that users can still add documents to their vigw
selectirg a related items group. Secuab related itemdieldsto
remove the ability to add documents to a view.

Propagation is used to automatically force a coding value to a specified

group of related items. For example, a user can tag a docungent a

Responsive and have that value propagatét | & R2 OdzySy G4 Qa FIF YAf &
members or duplicates.

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

The review team wants to speed up the review proass ensure that
coding is consistent acroSsiplicates itemsTurn on propagation for
the duplicates field.

18.1 Propagating coding information to duplicates

In this exercise, you widldit the Designatioffield to propagate

responses among duplicate itemiEhe fields are just used in different
ways. Metadata fields are objective definitions of the document, coding
fields are subjective decisions made by rexges.

The exercise below will familiarize you with the procesadifing a
coding fieldthat uses duplicate propagation

Exercise: Creating a New Coding Field and Choices

1. Select theFieldstab.
2. Click theEditbutton for the Designation field.
3. Check the box next tbuplicates
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Propagate to: 7| Dupticates

Family

Conversation Family
Propagation Selected

4. ClickSave

Exercise Complete

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

Layoutsshould becreated for specific tasks, giving users access to only

the fieldsthey need to complete their respective tasks. This will keep
the layoutclean and uncluttered.

19.1 Senario

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

As mentioned in the previous section, therkspacereview team has

alSR &2dz 42 ONBFGS + gl & (4.2 NS

In order br the workspaceteam to interact with your neviDesignation

field, you must create a layout to give the users access to the choides.

19.1.1 Creating a New Layout
The exercise below will familiarize you with creating layouts.
Exercise: Creating a New Layout

1. Selectthe Layoutstab.

2. dickthe New Layoutbutton.

3. Enter the Layout Information as follows:
A Owner:Public

Object TypeDocument

Name:<type:Coding

Order:10

> > >
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Owner: Public g Me |

Layout Information

DObject TYPE: pocument

-

Hame: Coding

Order:

10

NewLayout form

4. ClickSave
5. ClickBuild Layoutn the Layout Management Console at right.

Layout Management

LayoutManagement Console

When creatinga new layout, thesystem automatically
creates aDefault Categorg/containingthe document
identifier field.

Rename this category to a more descriptive title.

Building Layout: Coding

Close

(0:0) Default Category [Aad Fiel

Layout Tools

(R:1 | 01| Read Only: New Category

6D ECEINSE:

DefaultCategory Link
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6. Click theDefault Categorylink, which allows you to enter a
more descriptive namekRename the categonytle. <type:
Document Details>.

Exercise completed

Itis rarely a good idea to make metaddiieldseditable.
Metadata fields are generally objective and not up for
debate.

Once youtayout has been saved, add the approprifitdds toyour
layout.

Exercise: Adding a Field to your Layout
1. IntheNew Category arealick theAdd Fieldbutton.

Building Layout: Coding

(0:0) Document Details | Add Field [| Add Text|

(R:1 | O:1 | Read Only: Yes) New Category

Add Associative Object List

Add Field button

2. AddaCustodiarfield to the Document Detailsategory as
follows:
A CategoryDocument Details
A Field:Custodian
A Read OnlyYes
A Order:20
A ColumnBoth Columns
A Keep the default values for the remaining fields
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Edit Field in Layout
Save Save & New

Category: pocument Detalls JIELEYIEE
Field: Custodian Show Name Column:
Read Only: ves - Repeat Columns (Check Box
Order: 0 and Radio Button):

Rows (Long Text Only): 4
Column:  goth Columns

Custom Label: E]
Row: 4

AddField form

3. ClickSave

Exercise completed

Users now have place to learn about thecument, its uniqueD
number andfrom which custodiant was collected.

In this exercisgyouwill create a coding categorZategories simply act
as separators, splitting a layout into sectiofiis category will be used
to code the document.

Exercise Creating a Coding Category

1. On the details page of the Coding Layontler layout tools
clickthe New Categonyink.

2. Create a ategory forcodingas follows:
A Enter aTitle <type:Coding
A Order:20

Category Information

Save Cancel

Title

Order

Categonyinformation

3. ClickSave
4. Inthenewly created coding category, click thdd Field
button.
5. Add aDesignationfield to the category as follows
A Read OnlyNo
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Order:10

ColumnsBoth Columns

Display TypeRadio ButtonList

A Allow Copy from Previou¥ies

6. ClickSave

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. ClickEnable Copy from Previoushis will allow reviewers to
copy from the previously coded document the same coding

LB > >

values.
9. ClickClose
- Document Details | Add Field | Add Text | Vo )
(R:1] 0:1 | Read Only: Yes)
il | o o o oo |
(R:1 | 0:20 | Read Only: No) ——

Add Associative Object List

Enable Copy from Previous

Exercise completed

19.1.2 Using Your New Layout

Now that you have created your laygubdea fewof yourworkspace
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 theDocumentstab.

2. Open the first documenand click its hyperlinkeBoc ID Beg

3. Inthe right pane, select your newly creat€addinglayout from
the drop-down, then clickedit

Relativity | Admin Certification Workbook v2 - 68



Document 2 of1000 M 4 b M

Save & Next Coding ~ £

Doc ID Beg:  AZIPPER_0007291

Custodian: AZIPPER

Designation: .
1) Responsive
() Mot Responsive

& Unsure
Add

Codingform

4. Tag the firstLlO documents withvarious differentDesignation
valuesClickSave and Next F G SNJ S OK Sy dNB dzyiAf @&2dzQNB
finished.

Exercise compled

19.2 Special Considerations
Consider the following points when dealing with layouts:

A 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 etheir workspacsdfields.

A Spend some time with yowrorkspacereview team to determine
how they will interact with the documents, and then buid
efficientlayout to help them achieve their goals.

A Keep layouts clean and concise. Include only thiesdsthat users
need to accomplisktheir task If users have multiple tasks to
perform, create multiple layoutsRemember, users can easily miss
fields they must scroll to see.

A Remember that all objects and items in Relativity are securable,
includinglayouts.

A 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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A The layout with the lowest order number a user hasess to will
be their default layout.

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

A Fields may only be added to a layout once.

A Custom logic can be applied to tayts, such that a newly coded
item results in automatic action or forces another field to become
required. For eample, if a document is marked Responsivenay
be necessary for the user to include a sentence explaining its
relevance to thevorkspace These options must be added by kCura
or by personnel at your organization spéeally trained to create
these syncs

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

A Layouts may be marked psrsonal or public.

A During document review, if the Skip function is enabled, and the
user clicks the Save & Next button, any documents after the current
document thatdo not already meet the viewriteria are skipped
until a document that does meet the tria is found.

The review process can be tedicursd any shortcuts that can speed up
the process offer a huge advantage to review teakeyboard

Shortcus allow for quick keyboard executed commands that will assist
in the editing andeview process.

Relativity has a set of standard keyboard shortéatsvarious
navigational command$iowever, sers caralsoassigrkeyboard
commanddo fields orchoices.

[ SGQa ldaaArdy 1Seo2FNR akK2NIOdzia
Designatiorfield. We will use theALTkey in combination with the first
letter of the choice we intend to code.

Exercise: Assign keyboard shortcuts to Choice already created

1. Select theChoicedab.

2. Clickeditnext to the Designation field with the Choice name
Responiwe.

3. In the keyboard shortcut section select the checkbdand
pull down the key tdR
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Choice Information:

Field: Designation (Document)

Responsive
10 | View Order
Green B Clear

Keyvboard Shortcwt:
Keyboard Shortcut: [Tcen [F]at [shirt @

R ¥ (Clear <Valid Keyboard Shortcut=

Keyboard Shortcut Setup

4. ClickSave and Back
5. Clickeditfor Not-ResponsiveSelectALFN. Notice that this
shortcut key combination is already used.

Choice Information:

Field: Designation (Document)

Mot Responsive

Green B Clear

Keyboard Shortcut:
Keyboard sherteut: [Tcin [Var [Cshit @
Key: N

¥ Clear <Invalid Keyboard Shortcut> - The shortcut is already in use.

KeyboardShortcut Already in Use

6. [ Sl Qa COREe elizkSave and Back

7. Finally clickeditnext to Unsure. Choos&LT+Uas Unsure
keyboard shortcut.

8. ClickSave
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9. Ensure that keyboard sitcuts are enabledThe keyboard
shortcut icon is located in the upper right corner of the screen
in the Document viewTo become familiar with the keyboard
shortcuts select the far left icon to display a pop window
with a list of keyboard shortcuts.

0 = O il [d =
Enabled

® O O O =
Disabled

Disabled/Enabled Keyboard Shortcuts

10. Clickon a document.

11. SelectALT+Spact go into edit mode.

12. Code a document as responsive selcFR

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

A

A
A

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

To use keyboard shortcytthe Relativity window must be active.
Custom keyboard shortcuts will be appended to the end of the
Keyboard shortcut legend farsers to find what shortcuts were
created.

Summary reportprovide aggrega tallies of field values. Theye
based on an optional grouping criterion (the vertical axis), and the fields
to be tallied (the horizontal axis
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21.1 Senario

Pleaseensure you have completed the following steps for this se@ion
exercises.

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

A Created @esignatiorfield with choices that allow users to
identify documents as Respsivie, Not Responsive, or Unsure

A Created a layout with a®ciated categories and fields and
assigred responsiveness values.

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

Theworkspacananager las asked you to provide a report detailing
how many documents have been tagged with each value, per custddian.

laAy3d wStlUAGAGEQE NBLRNIAY3A HSF(Gdz2NBZ &2dz gAff
providing a count of the documents tagged with each respective
responsieness value.

21.1.1 Creating a New Summary Report
The exercise below will familiarize you with creating summary reports.
Exercise: f2ating a Summary Report

1. Selecthe Summary Repodtab.
2. dickthe New Reportbutton.

@ Documents | summary Reports Revigw Batches

Hew Summary Report RSy SR E:l I_Q

0 Selected Itemis)

m
(=1
1

Cluster

]
(]
(]

m
=
=1

Hot Docs

NewSummaryReport button

3. Enter theReport Information as follows:
A Name <type:Review Progress
A Group: Click the Ellipsis butt@nX| (Custodian
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A Report on Subfolder¥es
4. Click on theAdd Columnsutton.

Report Information

Name: peview Progress

Group By:
By: Custom'anE] Clear

Report on Subfolders: ~ves

Columns:

NewReport form

5. Select alDesignationvaluesandclickOK.

Pick Report Columns

4 Selected Item(s) Show Fitters | Clear AL | ttems 1 -31 (or 31 [ I HHI
O S,
Production Errors: False Yes/No

Production Errors: True Yes/No

Responsive: (not set) Single-Choice List

Responsive: Mot Responsive Single-Chaoice List

Responsive: Mot Sure single-Choice List

Responsive: Responsive Single-Chaice List ﬂ

PickReport Columns

6. ClickSaveto run the report.The saved report will be accessible
by other authorized users.

Reportsmay be exportedo Exceby using the link in the
upperright corner of the report.

21.2 Editing aSummaryReport
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The exercise belowill familiarize you with editing your report.
Exercise: Editing a Summary Report

1. Select théSummary Reporttab
2. Click theEditlink nextto the Review Progress report.

@ Documents | Summary Reports
Mew Summary Report [T g d-a o

0 Selected ltem(s)

-~

Edrt Cluster

Edit Hot Docs

Editsummary reports

3. Note the criteria available for editing. CliClancel.
Exercise completed

21.3 Special Considerations
Consider the following pointshen dealing with SummaryeRorts:

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

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

A TheExport toExcefeature allows you to export report
information from RelativityWithin the external file, iis
informationcan 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

Viewsare customizable lis of items within Relativity. Any time you see
a list of items in Relativity, it is defined by a view.

Along with layoutsyiewsrepresent one of the twanainplaces where
users carseeand interactwitha @& Odzy Sy 4 Qa YSdFRIFGF F YR
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Views are esseinlly savedqueries that control:

A Items displayed ilists, basedon a set of specified criteria
A Fields of information related to displayed items
A 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 Senario

Inthe previous Sectigrnyou generated a summary report to identify
how many documents were coded, and how.

-

After seeing the report, th@vorkspacemanager has asked you to buil
a view for the secondevelreviewers Thisview will only contai
documents where the value is Not Sure.

A reviewermwith more legal experience will review these documents.
This will help drive thevorkspaceworkflow.

The workspacananager would also like you to create awishowing
documents taggd as Responsivé&his will allow hirfher to exporta
quickreport of the responsive documents.

22.1.2 Creating &/iew

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

I NBIFGAY3 | @ASe F2NIJ I dzASNJ ANRdzL) R2SayQi
only the documents in that viewRelated fields will still bring in family

items and duplicates. You will need to secure those fields to prevent

pulling in documents outside the scopethé batch or review set.

Security is covered later in this guide.

Exercise: Creating a View

1. Selectthe Viewstab.

2. dickthe New View button.

3. Enter theBasic Informatioras follows:
A Owner. Public

Name <type:Second Level Review

Order:9999

Object TypeDocuments

> > >
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Owner: [ Public ] | Back_|[Basic Information (Step 1 of 4) 7]

Name: [cecond-Level Review

Order: I‘?‘?‘?‘? View Order

Advanced Settings
Object Type: I Document - l

Query Hint: |

NewView wizard

To choose the correct object type when creating a view, asl
@2dzNBESE T aGa2KFdG R2 L glyd

Your answer is your object type.

4. ClickNext

5. Selectyour fieldsfrom the left column, Available FieddViove
required fields foryour view to the right columrselected
Fields You may move fields between boxes by dotddieking
the field name or using the arrow buttons.

owners [Pt =m I [ 2 =
=
Name: |cecang-Level Review
Order: I‘?‘?‘?‘? View Order
Set Fields
Available Fields Selected Fields
1st Productionly -
2nd Production
ABC Production
Mert Script
Al Domains
Analytics Index-IsMain
Analytics Index-Score
Analytics Index-SimilarDocs “ I
Artifact ID [ > |
Assigned To
asthor — -
Author Domain “
Author Domain
Batch
Batch StatusOLD

Batch::Assigned To -
Batch::Batch Set
Batch::Status ﬂ

NewView wizard
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6. Select and move the following frofwvailable Fieldsnto
SelectedFields

A Edit

File Icon

Doc ID Beg

Date Sent

Email Subject

Email From

7. ClickNext

> > > > > >

Usethe up and dowrarrows to rearrange the
vertical order of the selected fields as necessary.

8. Selectyour caiteria as outlined below. This step allows you to
determine which items are returned in your view.
A Field Designation
A Operator:any of these
A Value: Click th&llipsis buttord X| Not Sure| Add | Set

9. ClickNext

10. Selectyour sorting preferences. This step alywou to define
the default sort order of theriew. Set thesort to Doc ID Beg

OWREE Pusiic - | cancet | cack [EANEEPE -

[setngs ]
Name: cecond Level Review

Order: 9099

Available In Object Tab: yer

Doc 1D Beg - Ascending -
w Ascending
w Ascending
- Ascending -
- Ascending -

NewView wizard

11. ClickSave
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12. Select theDocumentstab.
13. In the view bar, sele®econd Level Reviewour 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 wikate a view to
help drive reporting.

Exercise: Copying/Editing a View

To create the new view, you caither repeatthe same stepsetailed
above or use the followinghsrtcut:

1. Selectthe Viewstab.
2. Filter tofind Second Level Reviewhen select thecheckbox

# Edit =} Second-Level Review

Second Level Review filter

3. SelectCopyfrom the dropdown. ClickGa. A new view hamed
Second Level Review (4rreated. Clickhe Editlink next to
this view.

4. Edit theName<type:Responsive Documents

5. Leave the remaining values as their defaults and dlekt.

6. Note that the values from Secoricevel Review have been
copied over. Leave the values as their defaults and iiok.

7. On theSelect Criterigpage, select the following choices:

A Field Designation
A Operator any of these
A Value Responsive

8. ClickSaveto return to the Views tab.

9. Select theDocumentstab. In the view bar, sele®esponsive
Documentsto seethe new view
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You can also useews to display documents that have not
yet been reviewed.

Since the Designatidield is required, any field without a
designationvaluehas not been reviewed

10. Selectthe Viewstab.
11. Filter to yourSecond Level Reviewhen select thecheckbox.
12. SelectCopyfrom the bottom row.A new view name&econd
Level Review (13 created. Clickhe Editlink next to this view.
13. Editthe Name<type:Unreviewed Documents. Leave the
remaining values as their defaults and clixt
14. Note that the values from Secofcevel Review have been
copied over. Leave the values as their defaults and Nk
15. Onthe Select Criteria pagselect the following choices:
A Fields Designation
A Operator is not set
16. ClickSaveto return to the Views tab.
17. Select theDocumentstab and in the view bar, select
UnreviewedDocumentsto seethe new view

Unreviewed Documents jlln This Folder & Subfolders jl

UnreviewedDocuments

18. Click the first listedoc ID Bego launch its corresponding
document.

19. Click theEdit button.

20. Mark aDesignationvalue for the document and clickave
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Codingform

21. Click theReturn to document listink. Note that since you
reviewed this document, it no longer appears in the un
reviewed list.

Exercise completed

22.2 Special Considerations
Consider thdollowing points when dealing with views:

A When planning for thevorkspace sit down with your review
team to plan the workflow for thevorkspace Note that you
GSNB oftS (G2 YI1S | aiG2 R2¢é fAa0T  NBLRNIA
secondlevel review.You will discuss assigning documents to
usersin Section on BatchesJsing these skills, you can construct
a workflow that passes a document tugh the entire review
process.
A Carefully consider which fields you want to include in your view.
Includefields which sersneed ta
0 See
0 Sorthy
o Filter with
A Thereareseveral Relativity system fields present in all
workspacs. These may be useful in your views.
A The defallt sort order is by ArtifactID. Artifact IDvisSt | G A @A (& Q&
unique identifier for all objects. As ites 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
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