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This workboolprovidesyou withexerciseselated to Relativity
adminstrative functions The exercises will show you how to manage
workspacdn Relativityfrom start to finish.The document will ats
prepare you for the Relativity Certified Administrator Exam

In addition, for thosaunfamiliar with the electronic discovery process
please seé\ppendix A; Overview of Litigation Suppatd gain more
contextbefore going through the follwing exercises.

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

mE Please be aware the exam is delivered in two parts; an
’ . onlinequiz (150 questios) and a handen project.

1.1 Before You Begin

To fully benefit from this workbooind prepare for theCertification
Exam, you should have experience working with Relativityhawe
familiarized yourself with the following materials:

A Relativity Quick Stauide
A RelativityUser Manual

A Relativity Searching Manual
A Relativity AdmirManual

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

will need toreferencethese documentsvhile going through this
workbook

1.2 WorkbookScope

This workboolis activitybasedand willhelp you become proficient in
basic anl advanced administrative tasks and techniques. These
technigues are presented incrementally within sample scenarios
relating to your administrative role, allowing you to work through the
steps required to create clients and managerkspaces.

1.3 Corventions Used InAis Guide

The following sectionsutline the conventionsused throughout this
workbook
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1.3.1 Scenarios

This workbooKollows a samplevorkspacerom onset through
production. A portion of the scenario is presenieda 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.

1.3.2 Exercises

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

M 9 E S xKER6rcis&SName
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 msbcommonly used object types in
Relativity. It is important to become familiar with these terras,they
are used through this workbook

Object Definition ‘

Client Clients are companies organizations. In Relativity
dients are linked with associatedsers and
Matters.

Matter Matters are used to defindifferent Workspacs,

disputes,or consultingnstances that a firm may
encounter with a Clien\Within Relativity, aMatter
can be associated with one or mofé¢orkspacs.
Clients in Relativitynay alsde associated with one
or moreMatters (mirroring the billing structure of
most law firms)

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

Group RelativityUsers are organized Wgroupsand may
be associated with more than ora a time. Groups
are added to Relativityvorkspacs where their
permissions are set on a cabg-case basis.

Workspace Workspacs within Relativityare typicallydocument
repositoriesused to store, display, search, organiz
and categorize ocuments réated to a specific

matter.

Document A Document is a record withinRelativity
Workspace

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

Choices Choices ar@redetermined values that are applied
to Single and MultChoie List fields.

Layout Layouts are Welbased oding forms thatallow

Users to view and editdzument fields.

Views Views are customizable lists of items within
Relativity. Essentially, anytime you see a Ilfdtams
in Relativity, it is a w.
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2 Relatvity 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 Rebaty document review platform and
how they are connected.

Clients

Matters Workspace

Documents

Layouts

Choices

Relativity Objects

For more information on the above objects and thatationships
please see the Relativity Admin Manual.

3 Scenaricand Activities

The following scenario representise process by which you use
Relatvity to build a workspace and integrate intaail objects equired
to conduct adocument reviewfor akCura partner

You are managingorkspace for your organization whidhas recently
agreed to represent a new clientinaléga RA a LJdzi S® ! &
Relativity Administrator, you will perform the following steps:

>

Add the new client to Relativity

>~

Create a new matter for the dispute.

>~

Add a new user assigned to thwrkspace

>~

Add the new user to a specified group.
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>

> > > >

Create avorkspaceto store the documents.

Install the Relativity Desktop Client and Relativity Viewer usgd
to import documents.

Create metadata fields to store the data from your load file.
Import the data into Relativity.
Create additional coding fields for documents

Create a new layout where users may view and complete thgir
tasks.

Simulate a document review and generate a summary repor
detailing how documents have been coded.

Create a document view tallow secondlevelreviewersto see
documentsmarked with acoding valueof Unsureto drive
workflow, and documents markedesponsivéo drive
reporting.

Create a field viewhere thereview teamcansee the required
workspacedfieldsandedit a system view to provide additional
information on related family documes.

Perform a mass operation to image a group of documents.

Create a markup set to apply annotations, redactions, and
persistent word highlighting to documents.

Create, run, and export a production set containing responsiye
workspacedocuments.

Prepare he workspacdor a review team to access documents
as well as grant them security permissions to ceraimkspace
documents, views, and layouts.

Explore advanced workflow options and assign selected
documents to appropriate users

Createin-depth searches inpreparationfor deposition and
folderthe results.

Performadata overlayandset upa relational fieldn order to
identify duplicate documents

Loadthe deposition transcripts and provide a place where the¢
team can link exhibits and mark sectiorssHot.
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4 Loggingn and System Modes

Relativity is a Welased application, making it possible for all
administrative and review tasks to be done online. The only exception
to this is importing and exportingadia, which is done through the
Relativity DesktoClient (a locallnstalled application).

The exercise below outlines the logging in procédse exercises in this
guide should be performed as a System Administrator in Relativity

M 9 E S Ndgging 18 Y
1. Browse to Relativity.

2. Enteryour Email Address.
3. Enteryour PasswordClickLog In

Email Address:

Password:

Presented by:

|RCura

Login screen

Exercise smpleted

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

Howevae, this setting can be deactivated flaw firm
clientsonly. Contact kCura Support for more
information: support@kcura.com

4.1 Mode Menu
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When you log inRelativity is inNVorkspaceMode by default. This mode
provides a listof workspace you have permission to view. Depending
on your permissios, you may also have acces@mminMode.

Admin Mode is only accessible by system administrators. Systems
Administrators are special users with rights to everything in getesn.
From Admin mode, they can manage pverkspaceRelativity objects,
such as clients, matters, users and groups.

From Settings Modgou may edit useispecific information and
password.

Nonsystem administrators may be given administrative
rights to an individal workspace but will still need a
system aministrator to manage prevorkspaceobjects.

A drop down menu can bieund in the upperight-hand cornemhich
becomes available upon clicking your nanithnese linksllow you to
browse betwenmodes

ALERT | Hi, Gre
— o=k

Workspaces
Admin

Reset Password
My Settings
Logout

Support
About

You are logged in as:
ghouston@kcura.com

Data Focus:

2 On Off

WorkspaceMode

5 Clients

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

Matters Workspace

Relativity Objects

For more information abouadding and editing clients, see the
Relativity Adrim Manual Setion onClients

5.1 Scenario

Anew clienthas joined the firmAcme Corporation, who is being sue

l'a GKS FTANNQAa I RYA yiewalientin Retatidy,
assigning a name, number and status.

5.1.1 Adding a New Client

1. Select theAdmin Modelink.
2. Selectthe Clientstab.
3. Click theNew Clientbutton.

Al Clients

0 5elected Item(s)

. Edit Coffee 12345

Newdient Button

4. The New Clierform opens, with required fields highlighted in
orange and optional fields in gragnter theName<type your
initials Acme Corp (e.g., AB@cme Corp

Relativity | Certified Admin Workbook - 15

el2dz gAff



5. Enter theClient Number which may be any numbering
convention you choose.

6. From theStatusdrop-down, selectActive.

Clients

P Hi, John =

Client Information

Hame:

Client Mumber:
Status: ] pas
Keywords:
Hotes:

New Client form

7. ClickSave
Exercise Completed
5.1.2 Editing Client Information

As an adminisator, you are able to edit information fietdassociated
with new clients.

1. Select theClientstab.
2. Filter toyour Acme client and click tHeditlink.
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tatters  LUzers Yiews Choices

Clients Groups

R Al Clients ~ & E

0 Selected Item(s)

fdgentz  Errors

Edit Coffee 12345

Editdients

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

5.2 Special Considerations
Consider the following pointshen 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 convention will
make billing Relativitworkspacs mwch easier. Enter names
and client numbers accordingly.

A 1 Of A Sy (apte uskdd HrivedadichYtems appear on
clientlists elsewhere in the application. Refer to the ®Riwity
AdminManuat Admin Mode Detailfor more information

A 1 Of A S ydded dot idpact Whdean user associated with
that client might see in Relativity.

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

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

Matters are used to define the differegroups ofworkspace or
disputesthat a firm mg be involvedwith for a client Within Relativity,
amatter maybe associated with one or mokeorkspace. These may
be added and edited iAdmin Mode.

Relativity Objects

For more information about adding and editingtters, see the
Relativity Admin ManualSectioron Matters.

6.1 Senario

Yourfirm@new client, Acme Corporation, is being sued. To represe
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 namember and status value. Onge
completed, associate the new matter to your Acme client.

6.1.1 Adding a New Matter
bExerciseAdding a New Matter

1. Selectthe Matters tab.
2. (ickthe New Matter button.
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Matters

Al Matters ~ G

0 5elected Itemis)pecet Column Sizes | Export to Excel | Show Filte

0 70 7 e
Edit

Burn 1234 Coffes 12345 Active Duggani 4/21/.

Margal
Edit Manjo 1001 Manjol 10 Active Jassal, 4/15/ Mati
Test Test Manjof cred
Matter Client for
trair

New Matter button

3. Enter theMatter Informationas follows:

A Name <type:your initials- Matter>.

Matter Number convention of your choice
Status Active

Client Hlipsisbutton 6 X] tAcme Corp| OK.

> > > >

Matter Information

Hame:

Matter Number:

Status:  active Add

Client:
E] Clear
Keywords:
Motes: -

New Matter form

4. ClickSave
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Click theClienthyperlink in theMatter Detailsform to
navigateto the Client Detailform.

6.1.2 Editing a New Matter

Information related to a matter is edited in Admin Mod&he exercise
below will familiarize you with this process.

MExercise: Editing Matter Information

1. Select theMatters tab.
2. Filter to your matter and click thEditlink.

Clientz

tatters Lzers

Groups

Choices

fgents
RSTELEIGT Al Matters hd L:n IL_d

05elected ItemiSIneset Column Sizes | Export to Excel | Show Filte
] I

|:| Edit  Burn 1234 Coffee 12345 Active Duggai 4/21/.

Margal
[[] Edit Manjo 1001 Manjol 10
Test Test
Matter Client

Active Jassal, 4/15/ Mati
Manjot cred

for
trair

EditMatters

3. Note the information you may edit as needed. Chake and
Back

Exercise completed
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6.2 Special Considerations
Consider the followingoints when dealing with matters:

A If you are daw firmor Premium Hosting client, talk with your
team abaut organizing youRelativity environment. Establishing
a consistent structure and naming convention can make billing
Relativityworkspace much eagr. Enter names and matter
numbers accordingly.

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 offersoptional fields for keywords and noteghere
extra information about the mattemay be recorded

A For your convenience, thmatter details formdisplays the
associatectlientname with a hyperlinkClicking this hyperlink
willi 1S @2dz (2tailspagel Of ASyidQa R

7/ Users

Usersare individuals who have access to the Relativity environment.
You may add or edit usersAdmin Mode.

Relativity Objects

For more information abouadding and editing usersee the Relativity
AdminManualSection orlJsers

7.1 Scenario

A new attorney at your firm is responsible fewviewing documents
related to the newmatter. To granticcess to the system, you must fitls
create a user account.

Create a new user and assign a nammal address and statusVhen
completed, assaate to your Acme client. You will also assign your n
user a password.

D
=
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7.1.1 Adding a New User and Setting a Password

While it is only necessary for a user to have a Relativity account and
password to log into Relativity, that user must be associated with a
group where security permissions are defined to viewakspaceand

its documents Thus, a user cannot perform any actions inside Relativity
until security permissions have been assigned.

M 9 E S Nddihgga$ldw User and Setting a Password

1. Selecithe Userstab.
2. dickthe New Usemutton.

P+ Hi, John

Imagin

Clients  Matters gents Errors

Al Users - E,: .:_3
0 %elected Item(sMmsgt Column Sizes | Export to Excel | Show Filters | | Items 1 - 25 (of 87) Hapl
\ .
Edit Service Account, Relativity relativity.serviceaccount@kou Reset Password
Edit  Larkin, Evan elarkin@kcura.com S5wWord
Edit  Malukurti, Christina cnalukurti@kcura.com Reset Password
Edit Mackie, Kit kmac kie@kcura.com Reset Password L
Edit  Dwwaram, Ron rdwaram@kcura.com ssword

New User button

3. Enter theUser Informatioras follows:

A First Name<type:your initials>

Last Name<type:User

Email Address<type:your initials-user@wvorkbook.com>
Type:Active

Client Hlipsisbutton 6 X] (Acme Cap. | OK.

Relativity Acces€nabled

Advanced Search DefauRublic

> > > > > > >

Advanced Search Defadltives the user's default
aSIHNODK 2gySNI @gFfdsSd ¢KS
option set by default when creating a new user) is
configurable on a systersVel. Refer to the Relativity
Configuration Table for more details.

A PasswordManually set passworcktype:Password1in
the New Password and Retype Password fields.
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Relativity passwords must be at least 8 characters and
contain at least one of e&of the following.

1 upper case character

1 lower case character

1 number and

1 non alphanumeric symbol

A Leave the default values in the remaining fields

New User form

If selected, the user propertiNative Viewer Cache
Ahea will pre-load the net native document in the
review queue once the active document is loaded.

4. ClickSave

Exercise completed
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