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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
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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

@ [ Hi, John =
Save and Hew Save and Back

User Information

First Name: Authentication Data:
Last Name: Trusted IPs -
Email Address:

Beta User: ves «
TYPE:  modified _
i Change Settings: tnabied +
Client:
B Clear Change Password: Enabied
Relativity ACCESS: Fnabled

Maximum Password Age: g

Document SKip:  Fnahied -
User Login Details
Invalid Login Attempts: Password Expires:
User Settings
Item List Page Length: ;5 Advanced Search Default: private
Default Selected File TYPE  \iewer - MNative Viewer Cache Ahead: Epabied
Skip Default Preference:  gyip - Interface Mode: pata Focus
Set Password
G I3 Use current password new T Iriiis Me (email)
(5] Auto-generate password This user (email)
OManuaJI.y set password Popup
User must change Password
on next login:
Mew Password: I
Retype Password: I
Other
Keywords:
Hotes: -

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
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7.1.2 Editing User Information
At any time, usr information may be edited iAdmin Mode.
MEercise: Editing User Information

1. Select theJserstab.
2. Findthe user you wish to modify and click tEelitlink.

P Hi, John

Users

Clignts  Matters Groups sents Errors  Imaging Quels Manager

Ml Users - |_::,|:_B

0 %elected Item(s)peset Column Sizes | Export to Excel | Show Filters | | Items 1 - 15 (of 87) HaPrl
i -
|:| Edit Service Account, Relativity relativity.serviceaccount@kcu Reset Password

[[] Edit Lorwsg, Evan elarkin@kcura.com Reset Password

[[] Edit  Nalukurti ighina cnalukurti@gkcura.com Reset Password

[[] Edit Mackie, Kit kmac kie@kcura.com Reset Password X
[[] Edi Dwaram, Ron rdwaram@kcura.com Reset Password B

Edit users

3. Note the fields available for editing. Clicancel

Exercise completed

In addition to editing, theéJser Detailsorm isused to
GASHT [ RRZ FyR NBY2@S dza ¢

7.2 Special Consatations

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 haveahe same email
address, they may have the same first and last name. In this
case make sure to add a character to differentiate the two in
the system (e.g., middle initial).

A Relativity requires strong passworddsing the autegenerated
password feature ensures thpasswod is eight characters in
length,contains one uppercase one lowe-case one number
and one non alphaumericcharacter
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A To limit where a user may login, (e.g., from the work server
only), use thelrusted IPsiddress filter. Refer to thRelativity
Admin ManualSection orlJsers

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 lockouleir password must be reset.

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

A TheUserTypefield is used for reference or billing purposes
only, and has nampact on the system view.

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

A Relativity Access ispropertythat grants uses access and
counts them as aamed Relativity user towards a liense.If
Relativity Accesss disableduseiswill not be able to lognto
Relativity While inactive theiseaswill not be billed

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

A A singleuser may have multiple sessions runnioig the same
computer, however, logging o multiple computers is
prohibited, and the first logged in session will be terminated.

Multiple login prohibitionsettings maybe
deactivated folaw firm dients only. Contact kCura
Support for more informationsupport@kcura.com

8 Groups

Relativity users are organized and addeavtirkspace usinggroups.
For eactworkspace user permissionare set at a group level.

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

Users maynot be addeddirectlyto workspaca. Users
must be addedo a group- the group is theradded to the
workspace

For mare information aboujroups see the Relativity AdmManual
Section orGroups.

8.1 Scenario

In the previous sectioryouadded a new user to Relativity. Since a
dza SwaiRspaceaccess islefined hirough group mebership youwill
create a new group and make yausera member.Note that adding a
user toa group is an environmentide, rather thanworkspacelevel,
task.

8.1.1 Adding a New Group
MExerciseAdding a New Group

1. Selectthe Groupstab.
2. Click theNew Groupbutton.

Clientz  Matters LUzers Yiews Choices Errars

Groups bgents

mms\n - B

0 Selected Item(s)

M) 5

[] Edit Febib] Groups System G
[] Edit  Austin Litigators System G
[] Edit BetaTestUsers System G
[[] Edit EBond Group S5ystem G
|:| Edit Christina Group Edit System G
[] Edit ClientXGroup S5ystem G
[[] Edit Coffee Reviewers S5ystem G

New Group button

Relativity | Certified Admin Workbook - 26



3. Enter theGroup Name<type:your initials-Group>.

@ I Hi, Greg =

Save 5ave and Mew

Group Information

Hame:
rds:

Heywo

Hotes:

New Group form

4. ClickSave
Exercise completed
8.1.2 Editing a Group

Graup information may be edited iAdmin Mode.

1. Select theGroupstab.
2. Clcck theEditlink.

0 Selected Item(s)

Group Ty
System G
7 ustin Ors £m
Edit  Auwuskin Litigat System G
F a Test Users ystem
Edit BetaTestU System G
Edit Bond Group 5ystem G
F ristina Group ystem
7] Edit Christina G Edit System G
F ientXGroup ystem
] Edit ClientXG System G
F ee Reviewers ystem
[[] Edit Coffee Revi System G
EditGroups
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3.

Note the fields available for editing. CliClncel

Exercise completed

8.1.3 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 greup

A On theGroup Rtailspage, clickhe Add button.

qorg

A On theUser tailspage, clickhe Add button.

For thepurposes ofhis exercise, you will use théser Detailsorm.

MEercise: Adding a User to a Group

1.
2.

w

Select theUserstab.

Filter to your created user, then click thhamelink. TheUser
Informationform opens.

Scroll down to theGroupssectionand click theAdd button.
TheSelect Groupdialog boxopens. Select yowreated group
and clickokK

Select theGroupstab.

Click theName link of your created group. Verifthe new goup
member has been added under Users

Exercise completed

To remove a user from a group, follow the same
procedure and clicRemoveratherthan Add. You may
also viewassociatedvorkspacson the Group Details

page.

8.2 Special Considerations

Consider the following points when dealing with groups:

A Although security in Relativity is grotyased, it is imprtant to

note that group permissionsra not assigned automatically
when a group is created. This process is completed when a
groupis addedo aworkspace

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

0 Be as descriptive gmssible when naming a group
based on its organization and rights in the system. For
example:Graup 1 = bad

o Power Users = better

0 Acme Corp Power Users = best

A Use the keywords orates section to record additiongroup
information6 S®3d> INR dzLIQA NRBfS Ay (KS SYyGANRBYYSy/(
contact, etc.)

A Users may be members of multipfiroups,even thoseassigned
to oneworkspaceIn thisworkspace users will retain the
highest level of permissionstliere are conflicts across groups.

A There are three default system group settings:

o0 Everyone All users arenembeis of the Bveryone
group. This group is only avdila in Admin mode.
Within the Administration section, you can now easily
manage the permissions all users have on System level
Views and Scripts.

0 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 illustraths t
permissions for System Administrators, Script
Administrators, and standard users.

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

Locked Scrip; Unlocked Scrip

-
V \% \% \% \% \% \%

Script Admin

System \Y \Y vV
Admin
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Locked Scrip; Unlocked Scrip

View Edit reV|e Edit |Preview, Write | Link

Standard V **
User

* With view rights

** With add rights

Regardless of permissions, System Administrators w
not be able to edit locked scripts.

Refer to theRelativityAdmin Manual Sections dbcripsfor more
information.

9 Workspaces

Workspacsarerepositories used to store, display, search, organize
and categorize document¥ou can addew workspace whilein
WorkspaceMode.

Matters Workspace

Relativity Objects

For more information about workspasgsee e Relativity Admin
ManualSection on Workspase

9.1 Scenario

Before looking at the scenario, consider the following Relativity objects
82dzQ0S ONBFGSR a2 FI NY

A A new client namegyour initials> Acme Corp
A A new matter associated with your client, namegbur initials>
Matter
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A A new user namee(First Name) your initials> (Last Name)
User-and a password
A A new group nameetyour initials>Group

In addition to creating these objects, you have familiarized yourself with
the processes of editing information, anddadg/removing users from a

group.

Scenario:

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

9.1.1 Adding a NewVorkspace
MExerciseAdding a New/Norkspace
1. Click theworkspacslink in theMode bar.

ALERT | Hi, Greg

New Workspace [ QUGG EC -~ B3 —'—ﬂ Vorkspaces
Admin \h
Reset Column Sizes | Export to Excel | Hide Filters | Clear Al | Items 1 -| Reset Password
My Settings
(Al) w salt (ML) (AL (ML) ¥ | support
Edit  Pepper v Salt 1723881 é Relativity Template WChiDemoFiled1 SET
\FileRepo'.
. . o i “fou are logged in as:
Edit  Salt ws. Pepper 1019642 é Relativity Template WWChiDemoFiled1 ghouston@kcura.com
‘\FileRepo'.
Data Focus:
@ on O oOff
WorkspaceMode

2. Alist ofworkspace appears. As an administrator, you have
access to alvorkspace in RelativityClick theNew Workspace
button.
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- B E

=]
A

ne -

(Al) v salt (Al

Edit  Salt vs. Pepper

NewWorkspacebutton

3. Enterthe Workspacdnformationas follows:

A Name <type:your initials- date- Workspace.
Matter: Ellipsis buttord X| \kyour matter>| OK
Status:Active

TemplateWorkspaceEllipsis buttord X] New Case
Template| OK.

Leave the default values in the remaig fields.

> > > >

>\

Cases | Admin | Logout

JRCUra relativity ——
(- |

Name: Download Hander URL:  pttps:/ /relativity.keura.com/Relativity, Distributed

Matter: B o Default File Repositorys \chified1\F5\Documents?\ v psg

Status:  active - d Database Location: CHISQLO1

Template Case: B ear SQL Full Text Language  engiish -

Keywords:
NewWorkspacedorm
4. ClickSave
5. Theworkspacdist appears. Find yowvorkspaceand click on its
name.
6. Click on theNorkspaceDetailstab. You have the options of

Edit, Delete, Back and Edit Permissidgkdditional tabs are
automatically creted based on youworkspaceeemplate.
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m Edit Permissions l

e

Name: EDRM Data Status: Active
Client Name: Relativity Template Default File Repository: \W192.168.13.206\D54
Matter Name: Relativity Template SQL Full Text Language English
Download Handler URL: Relativity.Distributed Client Number: 0001
Database Location: CS-TRMN-Analytic Matter Number: 0001

Record History

Created: Admin, Relativity - 4/21/2010 10:12:16 AM CDT Last Modified: Admin, Relativity - 4/22/2010 10:26:13 AM CDT

Workspace Details tab

TheNewWorkspacebutton is only accessible 8ystem
Administrators

9.2 Special Considerations
Consider the following points when dealing witlorkspaces:

A Since thaights to folders can be granted or denigzbnsder
keeping all documents as a single Relatmitykspace This will
prevent the need to maintain severs¢parae databases for
documents (including production®xpert witness testimony
and so on. fiis allvsdzd S NE Q be éardldwhile 2
facilitating further organization.

A When selecting a templat@orkspace the following items are
copied to thenewworkspace

Groups (and permissions)

Summary eports

Markup ®ts

Fields

Choices

Layouts

Views

Cugom tabs

Script kts

Dynamic bjects

Saved Searches (this excludes any saved search referencing
a dtSearch or Relativity Analytics search index)

O OO0 O0OO0OO0OO0OO0OO0OOoOOo
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A Since groups ahpermissions are added tonorkspacebased
on the template, doublecheckgroup permissions afterdaling a
newworkspace

A SQL Full Text Index language does not specify which characters
will be indexed; rather, it indexes all characters in all languages.
Your selection is the language that SQL will use to optimize its
index. Each language has its owtesufor stemming and wol
breaking, and SQL can account for these differences. If you are
using multiple languages, choose the one with the most
complex stemming and wdrbreaking rules. For instance, if
yourworkspacédncludesprimarily Chinese but someEnglish
language documents, select Chinese.

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

Before relevant documents can be imported into yaworkspaceand
viewed you must install the Relativity Viewer aRlativity Desktop
Client

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

10.1 &enario

Now that you have created yoworkspace youare ready to populate
the workspacewith documentsto be viewed andanarked up by

authorized users. Beforehand, you must install the Relativity Viewe and
Rehtivity Desktop Client.

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

MExerciseDownloadRelativity Training Files

Go tohttp://drop.io/relativitytrainingfiles6
Click orRelativity Training.rar
Selec{Download]

Enter the verification prompt

ClickSave

SLEE TN o

Exercise complete
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Once you have installed the viewer and downloaded your training files,
download the Relativity Desktogi€ht so that you cammport and
export documents.

MExercise: Installing the Relativity Desktop Client

1. Open youmworkspace
2. Select theAdministration tab andclickthe Download Relativity
Desktop Clienbutton.

Summary Reports 5 ields ~ Choices Layouts Views Tabs  Administration = His

Management

Download Relativity Desktop Client +~—

View Another Users Personal Items

Relativity Desktop Client button

3. Run the downloaded file. When prompted to install, select
Everyone

4. ClickNext

5. When the installation is complete, the Relativity Desktop Client
shortcut agearson yourdesktop

Relativity
Deskto...

Desktop Client shortcut

Exercise completed

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

A When installingRelativityclient-side softwarejnstallationrights
are neededn your client machie.

A Relativity offers an extension called Import API tinaports
processed data into a workspagéthout using the desktop
client or a load file; for more information on this tool, please
see theRelativity¢Import APl manual
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A The installation of Relatidit Q & -€de gofwarié includes two
required prerequisites:
0 Microsoft .NET Framewok5SP1
0 Microsoft C++ 2005 Redistributable
A Relativity should be added as a Trusted Site within Microsoft
Internet Explorer. For more informatiosee the Workstation
Corfiguration Manual
A Viewer issues are the most common Relativélated support
request.Most viewer issues can be resolved by performing
three tasks:
o Manually uninstalling and reinstaiy the Relativity Web
client (Mewer)
0 Adding Relativity as a Trust&ite
o0 Cleaimgthe Internet Explorer Cache

11 Fields(Metadata)

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

Workspace

Documents

Fields Layouts

Choices

Relativity Objects

For more informéon aboutfields, seehe Relativity Adnm Manual.

11.1 Senario

At this point in the scenario, you have created yaarkspaceand
installed the Relativity cliergide tools.
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The data collected from your client has bgaocessedProcessing has

extractedtheF Af SaQ YSGOIFRFGF | yR Hels t| 0

load file and a .dat file. You will use these to load your documents ifito
Relativity.

The files have been uploaded by the vendor:
http://drop.io/ relativitytrainingfile$

Before importing your dataou mustcreate metadata fieldsshere the
datawill be stored. These fields abased orthe data in the load file

11.1.1 AddingFields

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

MExerése: Adding Fields

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

Rewiew Batches

Documents summary Reports  tatistics search Indexes

=l Al Fields ~ G B

0 Selected Item(s)
Edit  Document 1st Productionly
Edit Document 2nd Production
Edi Document ABC Production
Edit  Search Terms Report Add Terms
Edit  Document Alert Script
Edit  Questions Answer
Edi Questions Answer by

New Field button

4. AddanAuthor field as follows:
A Object Typ: Document
A Name Author
A Field TypeFixedLength Text
A Length320
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. Relativity Caces | A | Logout
mCUfa Training Case - DLM User: wikar, Dan

New Field érm

o

ClickSave and New

Create the following additinal fields by repeating Steps 4 and
5. Leavethe defaultvalues unlesspecifiedbelow. After

creating the last field, clicRave

o

To- Field Type: Long Text

CGC Field Type: Long Text

BCCField Type: Long Text

Subject- Fied Type: Fixed.ength TextZ55)
Date Sent Field Type: Date

Custodian- Field Type: Singi€hoice List
Date Received; Date

Email Subject FixedLength Text (255)
Filenameq FixedLength Text (255)
Filetypec Fixed Length Text (255)
Fromc Fixed Lengthéxt (320)

Issue- Multichoice

Issue 2- Multichoice

Parent Dateg Date

Source File Long Text

>y DD D> D D>

11.1.2 Editing Fields
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Fidd information may be edited iAdmin Mode.
MExecise: Editing Field Information

1. Select theFieldstab.
2. Click theEditlink next to the name of any field.

Rewiew Batches  Summary Reports  Statiztics BXES

Documents

Al Fields - Ea B
0 Selected Itemi(s) Reset Column Sizes
] 1
(M) - (AL * (Al (Al * (Al
[] Edit gglocument 1st Productionly  5ingle-Choice List  es
[[] Edit 'mﬂ\ 2nd Production Single-Choice List  Yes
[[] Edit Document ABC Production Single-Choice List  Yes
[] Edit SearchTerms Add Terms Long Text Mo
Report

Edit fields

3. Note the fields available for editing. CliClancel.

Exercise completed

Whilemost field informationmay be editeda fieR Q& (i
is static. Once thas been established, it cannot be
changed.

12 Importing

You will uséhe Relativity Desktop Clietd import documents into your
Relativity workspace

Relativity is not able to ingest raw, unprocessed data; therefore, we
only import processed dataProcessing can kaone by an internal
department or an external processing vendor.

For more information on Importingeg the Relativity AdmiiManual
Section orimporting. Thereis also a more detailed description on load
files in Appedix B of this document.
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12.1 Senario

.SF¥2NB Y20Ay3 2y G2 GKS ySEG aOSylINaz:z (G118
so far

Added a new client to Relativity

Created a new matter associated with your client

Added a new user and set their Relativity password

Created a aw groupand added a user

Created a new workspace in which to store, display, search,

organize, and categorize workspace documents

Installed the Relativity Viewer and Relativity Desktop Client to

enable you to import workspaeeelated data

A Added metadataiélds to your workspace that correspond with
fields in your load file

A Familiarized yourself with the procedures of editing information

related to newly created objects

I 3> D P>

™

Scenario:

In the previous section, you reviewed the load file provided by your
processing vendor and createdorkspacedfields to store the new
R20dzySyidaQ YSGlIRIFGI @

You will now configure thRelativity Desktop @nt to work with your
load file You will establish the correct settings to load the data from fhe
file into the appropriatevorkspacefields. Afterward, you will perform g
quality check to ensure that it was imported corredlydrun atally on
the custodian field

Often when a case is initiated after documents are collected they
remain in limbo. The attorneysometimes start a proesshack and
forth filing documents with the court trying to make the case go away.
Sometimes a settlement might be reached or the case might be
dismissed. The problem is in an effort to reduce costs, attorneys and
Oft ASyiGa R2y Qi ¢ linfolthe fiiduredlidfothad 2 GKSNJ ad F7F
avenues have been explored and there is some certainty the case Will
proceed By the time the case must proceed and approval has been
made to pay for documa review, production deadlines might be
around the corner and attareys are very anxious to begin the review

Importing and making data availaltan bea stressful part of the case
processOccasionallR I G A&y Qi LINE LI®DMehtBereF PNXY I 0GSR I YR
are short timelines for beginning the review. The following exercigds
guide you through some issues associated with loading new data.

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

MExercise: Launching the Relativity Desktop Client

1. Doubleclick theRelativity Desktop Clienicon.

G

Relativity
Desktop
Client

Desktop Client shortcut

2. Enter theappropriateWeb Service URL
e.g.http://YOURRELATIVITY
WEBSERVERADDRESS/relativitywebapi
If the desktop client has previously been installed on
this machine you might need o to the Options meu
to access the WebService URL and edit this information.

WebService URL

0K | Cancel

Options box

3. The Relativity Desktop Client launches a login botergour
LoginandPassword These are theame credentials you use to
login to Relativity.
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Relativity Desktop Client | Login |£|
Login
Password
| OK | Cancel
Login box

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

5. The text filter has a wildcard on both enddnd and select your
workspacethen clickOK

6. If connected properlyRelativity Desktop Cliempensto your
workspace The Desktop client opens with the same folder
structure as the Relativity Browser. You can right click to create

new folders oright click a folder to import or export directly to
that folder.

\1  Relativity Desktop leﬂlgi

File  Tools Options Help
| Document j

&3 Schurz, Taff
{:l Sigja, Andrew
{:l Slinger, Ryan

Relativity Desktop Client

Exercise completed

Under Optionsthe Check Connectivitpption assists
in troubleshooting any network and system
configumtion errors
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MExercisel.oad File Configuration and Import

1. Create a secure aregheredatamay be loadednd checkd for
errors. In the Relativity Desktop Client, rigtlick theroot
folder.

2. SelectNew Folderenter the folder name-adminstagingand
then clickOK

Creating and later securing an ~adminstaging folder
allows you to lod your data into a secure area where
you can run quality control checks before pushing the
data live.

BB Relativity Desktop Client [ = o= e S|

File  Tools Options Help

| Document j

Mew Folder...

Import 3
Export ]

Add New folder

3. Rightclickthe ~adminstagingolder, selectTools |Import |
Document Load File.
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File | Tools | Options Help

|D|:||:|_||T|E Import Image File... Ctrl+I
E..

-3 Export L4 Document Load File... Ctrl+L
Production File... Ctrl+P
Applicaticn Ctrl+A

Import Load e

4.

1.
2.

The Import Load File dialog box aeFor the first load we will
useasaved load setupSelect File | Load Field Map

Select theBasic Load.kwéile to setup your fields for loading.
This will ask you for a load filgelectthe BasicLoadlat load file
from the provided sample datandthen clickOpen This will
setup all the fields

Selectimport menu|lmport File.

All data should have loaded without errors

Close thigprogresswindow and go to the Relativity Web
Browser to look at your new recordshere should be 1,000
loaded documents

Exercise Complete.

Exercise: Advanced Load file Techniques

The following load file will be loaded manually and smsne errors in
the load file. You Appendix B of this document to understand how a
document load file is used and what might be wrong drthare errors.

Choose thdoad file. SelecAdvanced.oad.dat
You will notice the delimiters for the file are different.
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' Inthe FileColumnHeaders displaythe 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
be in vertically, in a list.

10. In theCharacter sectionchange the settings in their
corresponding drogowns to natch the following:

A Column Delimiter} {ASCII: 124}ou can type this
character using shift and the key above the enter key.
Quote:”* {ASCII: 094}

Newline: Hard Returreave as default
Multi-Value Delimiterleave as default
Nested Value: leave as defaul

> > B> D>

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

These numbers represent the original position of the
field within the file, with (1) being the lefinost column
and the highest number (21being the rightmost
column.

Relativity | Certified Admin Workbook - 45



Author (2)

BCC (3)

CC(d)

Cortrol Mumber (1)
Custodian {5)
Date Received (6)
Date Sent ()
Email Subject (3)
Btracted Text (8)
FILE_PATH (22)
Filename (10)
Filetype (11)
Folder Name (12)
From (13)

Group |dentifier (14)
lssue (15)

lssued (16)

MD5 Hash (17)
Parent Date (18)
Source File (21)
Subject (20)

Ta (15)

File Column Headers section

11. Now that the Desktop Client has been correctly configuiar
your load file, seledhe Field Maptab. This tab tells Relativity
what to do withthe configured load filelnformation listed
under File Column Headers on the tddle tab is displayed in
the File Columns box.

12. Use the four boxes to match the fieldsrom left to right, the
boxes house:

A WorkspaceFields which showall fields in your
workspace

A Two empty columns, for matching.

A File Columnswhich showall fields in your load file.

13. Match all available fields as follows:
A UnderWorkspaceFields move allappropriatefields to

the left-center matching columnUsethe figure below
if you need a hint.

A UnderLoad File Fieldgloubleclick the appropriate
fields to matchthe WorkspaceFields you moved to the
center. Usethe figure belowif you need a hint.
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-
@ Relativity Desktop Client | Import Document Load File_ L= =
File Import
Import Destinati
’7\7551 Data'.
Load File Field Map
‘Works pace Fields Load File Fields
Email Author Control Number [Identifier] Control Number (1) FILE_PATH (22}
Email Recipients Author Author Folder Name (12)
Preduction Errors To To (19)
Relativity Mative Time Zone CC CCi4a
BCC BCC (3)
Subject Subject (20)
=3 | |Date Sent Date Sent (7) >3
Custodian Custedian (5)
Date Received Date Received (€)
2 | |Email Subject 4| || Email Subject (3) =
Extracted Text Extracted Text (8)
< | |Filename ¥ | | |Filename (10) <
filetype Filetype (111
From From (13)
il Issue Issue (15) il
lssue 2 IssueZ (18)
MD5 Hash MD5 Hash (17)
‘Group ldentifier Group |dentifier (14)
Source File Source File (21)
q L) r Parent Date Parent Date (18)
—Overwrite r—Folder Info Extracted Text
[Aopend Oriy =l [V Folder Information Column ¥ Cell contains file location
| Folder Name (12) = | | Text Fite Encoding
iy i —MNative File Behavior —————————— IWestem European {(Windows) ;I . |
ICommI Number [Identifier] ;I ¥ Load Native Files
Mative file paths contained in column:
FILE_PATH (22) -

Field Map tab

14. In the Overwrite drop-down, selectAppend Onlyto loadonly the
newdocumens.

Overwrite
’]ﬂppend iy

Overwrite options

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

15. In the Folder Infosection selectthe Folder information @lumn
checkbox androlderPathfrom the dropdown. Thiscontains the
documenRad 2NRARIAYIlt F2f RSNJ Litihek =
Relativity folder structure.
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16. Inthe Native File Behavior sectigselect theLoad Native Files
checkbox

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

18. Selecimport | PreviewC A ttdSpreview the file Note that you
can sort the previewed lines by clicking a column header.

19. Notice that for this group the Extracted Text field only contains
a path. This is the path to the text file locations. Check the box
Cell Containsife Location

20. Selectmport|Preview Fileagain to see the Extracted Text field
contairsthe full text data.

21. Once you have previewed your fileelect Import | Preview
9 NN.2 N that there is an error in your load file. Rather
than fixing it now, you Miifirst import the load file into your
workspace

Preview Errors

Record Numb| Contrel Numb| Custodian

» 1 error in line  error in line
88, column 88, column
0. there are "0". there are
an invalid an inv
number of number of
cellsinthis  cells in this

row - row -
expecting:12. expecting:12,
actual:13. actual:13.

Preview Errors

22. Selectmport | Import File The Import Load File Progress
window opens, indicating the import status.
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ol — o
Import Load File Progress ... E@l&]

All records have been processed

AENENNNNNNNNNNNENENEEEEN | ce

1000 of 1000 processed Hide Detail

Summary lErrors l Progress ] Wamings ] Repaort ]

Start Time: Z2:44:37 DM -
Finish Time: 2:45:31 BM

Duration: 00:01:53
Total Becords: 1000
' Totzl Processed: 1000
Totzl Processed w/Wearnings: 0O
Totzl Processed w/Errors: 1

Average £ile transfer rate: 235_&8 EHB/sec
Average metadate trensfer rate: T3g.48 EB/Ssec
Average 5QL process rete: 347 Documents/sec

File Transfer Mode: \Web - SQL Insert Mode: Bulk

Import file box

23. A message box stating that errors have occussdtidisplayand
ask if you want to export the error(s). Cliok browse tothe
directory containing the imported load file, amtickOKto save
the new files

24. Open the erroreport file you just exportedhotice it indicates
an extra field and a date issue.

25. Close the awor report and open the Error Lines fildotice the
date fieldsaysd b 2 5 I i SwhiciN&nat& yalidéformat.
Put a valid date in this fielelven if it is 00/00/0000. Also notice

the line with the extra field. The second column is extra. There
should/ Qi 6S | FASER 0SisSSy (KS O2y (NPt

Katrina Chapman.
26. After this is edited you can import the repaired file with the

lines containing the error. You should have 2,000 records at this

point.
27. Inthe Field Maptab, selectrile| Save FieldMap. This allows
the load settings to beavel for later use.

Relativity | Certified Admin Workbook - 49

ydzY o S



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

Exercise completed

The Field Map is saved inMZDDS native load file
(*.kwe) format. The .kwe file may be used whenever
82dzQR fA1S Ay 2 NioBiefedlgad f 2
file into yourworkspace

12.1.2 Checking our LoadFile

Now that your data is loaded into Relativity, you will conduct a tali
control check on the load file to make sure that it was imported
correctly.

MExercise: Checking Your Load File

1.

Open Internet Explorer, and ensure you have ywarkspace
open.

Select theDocumentstab, then select the-adminstagingolder
in the Folderstree browser. You should see a number of
subfolders in the Folder browser, a®ll as a list of documents
in the document list. The folder structure you see in the
browser was built according to the selection you previously
created in the Folder Information Column.

Look under ARINGlote that thisfolder hasSent, Sentltems,
SentM& £ | yR aSydyYlAfto [SGiQa O2YoAyS
Select Sentltems folder.

In the Mass Operationdar at the bottom of the screen, select
All'| Move andclickGo.

The Move Documents window opens. SelbetSentfolder,

and thenclickOKto move the docments.

In the Documentstab, rightclickthe extraneousSenttems
folderthen selectDelete.

Do these same steps for the SentMail and sentmail folders.
Now that you have identified and corrected the error, you may
move your data out of the ~adminstagindder. Rightclick the
root folder of yourworkspacethen selecCreate
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10. Rightclick on the new folder, sele&ename then type
Qustodians

11. Using drag and drop, move each of the depel folders from
~adminstaging to the Custodians folder.

Exercise completed

Although you imported all metadata fid in your load file,
only the control mmber is curently displayed to your
users. There is only one view, which displays Control
Number. There is only one layout, which does the same.

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 to your users, even if it has
been loaded in the database.

12.1.3 Installing the Relativity Viewer
MExerciseinstalling the Relativity Viewer

1. Switch toWorkspaceMode.

2. Open any workspace and launch a document.

3. This will install the Relativity viewemstallation should begin
automatically.If not, please refer t&Vorkstation Cafiguration
manual

Exercise completed

12.1.4 Tally Documents by Custodian

Now that your data is loaded into Relativity, you with atally to find
out the breakdown of documents per custodian.

Exercise: CustodiaDocument Tally

1. Select theDocumentstab.

2. Inthe Mass Operationdar at the bottom of the screen, select
All then Tally/Sum/Average

3. dickGo
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E M &) = Not Responsive EN446509

n r = 1 Responsive  EN446510
BB — = 71 Not Responsive EN446511

[a1a1 =|[Talyssumsaverage =]

Mass Operation Tally/Sum/Average

4.

5.

The Tally/Sum/Average dialog box opens. Select ik
function, thenCustodian Field
A count of documents per custodias displayed.

Exercise completed

12.2 Special Considerations

Consider the following points when dealing with importing:

12.2.1 Load File Configuration and Matching Fields

A

A

Always scroll through your load file by using a text editor to
ensure that its delimiters reain the same throughout the file.
Relativity accepts Unicode characters, so always check with your
processing department or vendor to determine whether the
load file is Unicode formatted, and if so, what type. You will
need to specify this in order for Réivity to correctly import
the data.
Relativity allows native files to be loaded from a file path field.
This field can be either an absolute path or a relative path to the
native files.
Load files will often contain Folder Path and File Path sections.
The Folder Path shows the folder location of the original file,
whereas the File Path shows the original location of the file,
including the filenameBe sure you are not selecting the field
that contains the folder path AND the filame in the Folder
Information Column drogdown 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 tho 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 documdevel load file
import process in two ways:

0 As individual documerevel text files wth your load

file containing a path to their location
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0 As part of your documenrevel load file, where the
actual extracted text is part of the field

A Extracted text maype loaded as part of the pagevelimport
process with the pagelevel text file exhilling the same
characteristics as its TIF image.

A An overlay may be applied to any fixemhgth text field that has
an SQL indexXhis cannot be accomplished in Relativity
open a field for an overlay, contact your SQL administrator and
request an indexor the desired field.

A Relativity only accepts singfmge group IMIFS or singlpage
JPG image$paded using an Opticon file. Mujtiage TIFs and/or
PDFs may be loaded, but only as natives.

A Be mindful of loading data into singtéoice and mulichoice
fields. If you have mapped the wrong field, it could potentially
create hundreds of thousands of choicdsse the Preview
Folders and Choicegption to ensure correct matching.

A Notethe field forRelativity Native Time Zorwfset. This allows
you to cesignate 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 A tally issimilar to a summary report; it outlines the values of a
field and the count for ach. After receiving your results the
data can be exported to an external file.

12.2.2 Loading, Error Handling, and Load Quality Control

A When previewing the load file, the first 1,000 documesaits
displayed

A When the system checks for errors, the entire lodel i
covered.

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

o0 When errors are found during a check, it may be easier
to proceed vith the load before addressing the error
report.

A Some errors may not be identified by programmatic means. As
such, it is a good idea to load data iytour ~adminstaging
folder. This allows you secure tfader for system
administrator view only, as wedlscheck for errors befie
granting access to usef&mail To and Email From fields might
look very similar but can contain completely different data and
it is very important to make sure loaded properly.

All fields areused tostore data about documents, but they ansed in
different ways.Youcreatedfields to store document metadata. In this
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section, you will create fields for a different purpose: codi@gpding
fields allow users to record decisions and attach comments to

documents.

P

< S

@ ™ ' ™

: | : ,
——

a
.

Relativity Objects

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

For more information on coding fieldee the Relativity Admiivianual
section onChoices.

13.1 Senario

You have consulted with yoworkspaceteam regarding the actions
they need to perform with the newHoaded documents. At this point,
they are only concernedwit G KS R2 OdzYSy (i aetheNB aLI2y ai dSy Sa
they are relevant to theasedocument request.Using this field we will
later create a production to the opposing counsel of documents
relevant to their document requesthis initial review of the documenis
done by lower billing staff is a first level review.

ax
_|

Tofulfill this request, yowvill set up a responsiveness field with
associated choices. This will allogers to identify documents as
Responsive, Not Responsive, or Not Sure

13.1.1 Creating a NewZoding feld

In this exercise, you will create a responsiveness field with relevant
choicesNote that coding &lds are created in exactly tlsame way as a
metadata field. The fields are just used in different ways. Where
metadata fields are objective definitions of the document, coding fields
are subjective decisi@made by reviewers.
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The exercise below willdmiliarize you with the process of creating a
coding field and its choices.

MExercise: Creating a New Coding Field and Choices

1. Select theFieldstab.
2. Click theNew Fieldbutton and create a new field as follows:

> > >

Object TypeDocumert
Name <type:Responsiveness
Field TypeSingleChoice Lista document can only be one

or the other Responsive or NdResponsive)
A RequiredYes

A Leave the default values for the remaining options
3. ClickSave

L
L]
|

Selecting Yeis the requiredoption meanghat a user must
make a decisionn that field before they can save any other
changes to the document.

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

4. Selecthe Choicestab.
5. dick theNew Choiceoutton.

Documents

Rewiew Batches  Summary Reports  Statiztics sSearch Indexes

All Choices -~ B B

0 Selected Item(s)

Allen, Paul
Arnold, Johnny
Arora, Harry

Radeer., Robert

New Choice button
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' ' 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 creatka choice for each
distinct value

7. Enter the Choicétnformation as follows:
A Field:Responsiveness
A Name:<type:Responsive

A Order:10
Field: -
Hame:
Order:
Highlight Color: Creen |_| Clear
Choice form

6. ClickSave and New

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

8. ClickSave and New

9. Create a new choice with the following specifications:
A Field:Responsiveness
A Name<type:Not Sure>
A Order:30

10. ClickSave

Since you have designated responsiveness as a required
field, you should provide users with a way to indicate that
theyR2y Qi 1y2¢ (GKS NBalLRyaiAo

This will help you to drive workflow later in tireorkspace

Exercise completed

13.1.2 Editing Choice information
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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.

Documents  Rewiew Batches

Mew Chaice IM Choices 'I =5

0 Selected Item(s)

u e

Allen, Paul

dit Arnold, Johnny

m
=1

Arora, Harry

R

m
(=1

Badeer, Robert

Edit choices
3. Note the choices available for editing. Cligkncel.

Exercise completed

13.2 Special Considerationg-ields
Consider the followig 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 changes and
comments. Plese be sure to view the document in the
native application.");</script>

0 When the field containinthe alert is displayed in a
view orlayout, the HTML is executed, and an alert
appears statingpocument contains tracked changes
and commentsPlease be sur® view the documentn
the native applicationOnce this alert appears, cli€
to view the document.

A Familiarize yourself with the list of system fields detailed in the
Relativity Admin Manualestion onFields.These fields may be
useful when workingvith yourworkspace

0 Relativity Compare is a system field that compares the
extracted text of two specified documents, allowing you
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to understand the key differences. This is particularly
useful when working with groups of near duplicates, or
conceptuallysimilar documents. This field can be
included in any view and will display the Relativity
Comparecon. For more information on Compare,
please see the Relativity User Manual.
Fields associated with summary reports or Bates fields for
production sets mayot be deleted (see Section @reating
and Editing Summary Reports and SectiorCoeating and
Editing Production Sets).
Work with your processing teaor vendor and your clients to
determine which fields are needed in your workspace, and what
will be contained in those fields. While it may be tempting for
ease of setup to make every field a long text field, doing so will
negatively impact system performance.
Dates are displayed in Relativity as mm/dd/yyyy.
Talk with your workspace team about the typekefword
searching they will conduct in Relativity. Some teams prefer to
search only the Full Text or OCR fields, while other teams prefer
to search all workspace fields. This will help you determine
which fields to Include in Text Index = YNete thatkeyword
searching is securitgware.
Make sure that you are only importing Unicode data into fields
set up to accept it. Fields may be switched from Use Unicode
Encoding = No to Ydsut the switch must be done before you
load the Unicode data into Relaitly. Importing Unicode data
into a field that is not set up to accept it will result in a garbled
ASCII text display.
¢KS &dzy 2F I 62Ny aL) 0SQa FAESR fSy3aiGK FASEF
than 8060 Bytes. To check your field usage, go to the Object
Type tab, salct 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, ra a mass replace to copy all information
from the old field. Be sure to replace the old field with the new
in all searches, views, and layouts.
Choose the fields you would like to set to Available in Field Tree
= Yes carefully. The Relativity browser isantdo be clean and
intuitive; do not allow users to see fields they will not use.
Yes/No fields are useful, but they come with two important
caveats:

0 They are not available in the Field Tree.

0 Searching for Yes/ No fields that are displayed as
checkboxegan 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

Relativity | Certified Admin Workbook - 58



display a Yes /No field as a drdpwn can make
searching easier as a review process.
A There are several Relativity system fields present in all
workspacesPlease see the Relativity #h Manualfor a full
list.

13.3 Special Consideration€hoices
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Consider the following points when dealing with choices:

A Orderyour 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 choietdf
resulted in the creation of choice values for each unique field
entry. This functionality will help normalize your data. For
SEFYLX S AT KIEF 2F @82dzNJ 62N] aLIk OS REGE A
l YRNBGZ¢ o0dzi €2dzNJ LINPOS&aaAy3d OSYR2NJ YAadll
cusi2RALY & a! ® {AS2l ®¢ , 2dz gAftf 1jdzA Ot @&
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.

14 Layouts

Layouts are web-basedcoding 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.

s A
. J

4 ) 4 A
. J . J
g ) - Y
< S \_ )
4 N\

L S
Relativiy Objects

For more informaton see the Relativity Admin Manusgction on
Layouts.
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14.1 Senario

Now that you have created a responsiveness field, you must create a

location where users can interact with it. Creating a layout will make
this possible.

As mentoned in the previous section, theorkspacereview team has
a1 SR &2dz 42 ONBFGS + gte& (G2 N
is, whether it is actually related to thease

In order for thecaseteam to interact with your new responsiveness
field, yau must create a layout to give the users access to the choic

14

14.1.1 Creating a New Layout
The exercise below will familiarize you with creating layouts.
MExercise: Creating a New Layout

1. Selectthe Layoutstab.
2. dickthe New Layoutbutton.

Rewiew Batches

Documents summary Reparts  Statistics

Al Layouts L:. |:_3

0 Selected Item(s)

-

i
Edit (5 ACME Review
&) All Fields

é\ Artist Layout

Edit é Assignment
Edit é Categorization

O0O0OOOLE

New Layout button

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

Object TypeDocument

Name:<type:Coding

Order:10

> > >
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@ Documents  Rewiew Batches Summary Reparts Search

Ovwner: Public -

Layout Information

Object Type: Document

Name: Coding

Order: 10 View Order

New Layout form

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

Layout Management

Build Layout

Layout Management Console

When creatinga new layout, thesystem automatically
creates aDefault Categorg/containing a Control Number.

Rename this category to a more descriptive title.

Building Layout: Coding

(0:1) Document Defails |Add Field||Add Tex Layout Tools

(R:1] 0:1 | Read Only: Yes) New Category

(R:1] 0:5 | Read Only: Yes)

Add Associative Object List

Contrd Number link

6. Click theDefault Categoryink, which allows you to enter a
more descriptive namerename the categortype:Document
Details>.
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Itis rarely a good idea to make metadéieldseditable.
Metadata fields are generallybjective and not up for
debate.

Now we can adthe appropriatefields toyour layout.
MExercise: Adding a Field to your Layout

1. IntheNew Category arealick theAdd Fieldbutton. You will
notice that a layout defaults to have the Control Number field
displayed.

Building Layout: Coding

(0:1) Document Details

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

Add Child Object List

(R:1 | 0:5 | Read Only: Yes) = 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

Add Field to Layout

Category: pocument Details v Display TYPE:  prop Down -
FIgid:  custodian - Show Name Column:
Read Only: ves Repeat Columns (Check Box
and Radic Button):
order: 29 Rows (Long Text Only): 4
Columnz  Both Columns + Custom Labet: B
Row: 4

Add Field form

3. dickSave
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Exercise completed

Users now hava place to learn about the document, its unigl2
number andfrom which custodiant was collected.

In this exercisgyouwill create a coding categorZategories simply act
as separators, splitting a layoutd sections.This category will be used
to code the document.

Exercise Creating a Coding Category

1. On the details page of the Coding Layolitkthe New
Categonylink.

Building Layout: Coding

aad Fea
5 5 i New Catego
(R:1] O:1 | Read Only: Yes) == egory
Add Child Object List
(R:1] 0:5 | Read Only: Yes) Add Associative Object List

New Category link

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

Category Information
o

Title

Order

Category Information

3. ClickSave
4. In thenewly created coding category, click tAdd Field
button.

5. Addresponsiveness$ield to the category as follows
A Read OnlyNo
A Order:10
A ColumnsBoth Columns
A Display TypeRadio ButtonList
6. Clik Save

Exercise completed
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14.1.2 Editing a Layout

After creating your layout, you may edit its basic information (e.g., the
name or order). The exercise below will familiarize you with this
process.

Execise: Editing Layout Information

1. Select the_ayoutstab.
2. Click theEditlink next to theCodinglayout.

Documents  Review Batches

Mew Layout INlLa';c-uts vI LJ ._3

0 Selected ltem(s)

- /

[T Edit é Questions Layout
[[] Edit é‘ Custodian Layout
[ Edit é\ Company Layout
Edit Coding

3. Note the fields available for editin@.lck Cancel.
Exercise completed

14.1.3 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 documenrand clickts hyperlinked control
number.

3. Inthe right pane, select your newly creat€addinglayout from
the drop-down, then clickedit
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IZ:»«:-::urrms-ntI1 of1000 M 4 b M
Save & Next Coding ~| 2

Control Humber: AS000001
Custodians: Sieja, Andrew

Ll " ot Responsive " Mot Sure
(O Responsive

&

A0

=1

Coding form

4. Tag the first 20 documents withe variousvalues Cick Save
andNextt FGSNJ SI OK SyiNER dzyiAf @&2dzQNB FTAYAAKSR(I

BEercise completed

14.2 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 abledee and edit theiworkspace
fields.

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

A Keep layouts clean and concise. Include only ttiesds that
users need to accompligheir 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,
so only the desed users will see a layout.

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.

A The layout with the lowdsorder number a user has access to
will be their default layout.
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A Multiple columns should be used only if users are viewing a
layout with a multimonitor setup. Otherwise, the layout will be
too cluttered.

A Fields may only be added to a layout once.

A Customlogic can be applied to layouts, such that a newly coded
item results in automatic action or forces another field to
become required. For exnple, if a document is marked
Responsiveit may be necessary for the user to include a
sentence explaining its ryance to thewvorkspace These
options must be added by kCura or by personnel at your
organization spedifally trained to create these syncs

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

A Layouts may be marked as personal 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 that do not already meet the viessarch
criteria are skipped untd document that does meet the criteria
is found.

0 C2NJ Y2NB AYyTF2NXIGA2Y 2y {1ALIQ& FTdzy OiAz2yl
the Admin Manual Appendix C: Document Skip.

Summary reportprovide aggregat tallies of field values. Theye
based on an optionajrouping criterion (the vertical axis), and the fields
to be tallied (the horizontal aXis

For more information on reporting sethe Relativity Admin Manual
section onSummary Reports.

15.1 Senario

So far, you have accomplished the following:

A Imported the loal file and performed a quality check to ensure
it was imported correctly
A Created a responsiveness field with choices that allow users to
identify documents as Responsive, Not Responsive, or Not Sure
A Created a layout with associated categories and fielderes
users may assign responsiveness values.

The first level review is underwaly previous sections, you loaded dgta
into yourworkspace and tagged documents with responsiveness
values.

Theworkspacemanager has asked you to provide a report detailing
how many documents have been tagged with each value, per custddian.
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providing a count of the documents tagged with each respective
responsiveness value.

15.1.1 Creating a New Summary Report
The exercise below will familiarize you with creating summary reports.
hEXxercise: feating a Summary Report

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

Documents  Rewiew Batches  Summary Reports 5t

Hew Summary Report TR GRS I_=:. |:__.;!.

0 Selected Item(s)

]

[[] Edit Reviewer Progress
[] Edit Cluster

[[] Edit Review Progress
[[] Edit HotDocs

[F] Edit Issue Tags

NewSummaryReport button

3. Enter the Report Information as follows:
A Name <type: Review Progress
A Group: Click the Ellipsis butt@nX| (Custodian
A Report on Subfolders‘es

4. Click on theAdd Columnsutton.
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Report Information

MName: peview Progress

CeE Custodian B Clear

Report on Subfolders: ves

Columns:

New Report form

5. Select alResponsivenesgaluesandclickOK.

Pick Report Columns |

4Selected Item(s) Show Fiters | Clear 21 ttems 1 -31 or31) | Il I Il
Production Errors: False Yes/No

Production Errors: True fesiNo

Responsive: (not set) single-Choice List

Responsive: Not Responsive Single-Cheoice List

Responsive: Not Sure Single-Cheoice List

Responsive: Responsive Single-Chaice List ﬂ

Pick Report Columns

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

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

15.2 Editing aSSummaryReport

The exercise below will familiarize you with editing your report

1. Select theSummary Reportsab
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2. Click theEditlink nextto the Review Progress report.

Documents  Rewiew Batchez  Summary Reports 5t

New Summary Report [ETE e CRRR N e i |

0 Selected Item(s)

u /.—-_—-
[] Edit eviewer Progress

[[] Edit Cluster

[] Edit Review Progress

[[] Edit HotDocs

[F] Edit Issue Tags

Edit summary reports

3. Note the criteria available for editing. CliClancel.
Exercise completed
15.3 Special Considerations

Conside the following points when dealing with summary reports:

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

A Summary reports are completely securable, allowing you to
grant rights to users. Thalows 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
information can be saved, reformatted, and sent to others.

16 Document Views

Viewsare customizable lists 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 interact with a @ O dzY Sryeta@ata and coding.

Views are essentiallyavedqueries that control:

A ltems displayed itists, basedon a set of specified criteria
A Fields of information related to displayed items
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A The default sort order of the items

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

Workspace

Documents

Layouts

Choices

Relativity Objects

For more informatbn see the Relativity Admin Manusction on
Views.

16.1.1 Senario

Inthe previous Sectignyou generated a summary report to identify
how many documents we coded, and how.

= n

After seeing the report, thevorkspacemanager has asked you to buil
a view for the secordevelreviewers This view will only contai
documents where the value is Not Sure.

A reviewemwith more legal experience will review these datents.
This will help drive thevorkspaceworkflow.

The workspacemanager would also like you to create awishowing
documents tagged as ResponsiVais will allow hirfher to exporta
quickreport of the responsive documents.

16.1.2 Creating a&/iew

The exerise below will familiarize you with the process of creating a
view.
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only the documents in that viewRelated fields will still bring in family
items and duplicates. You will need to sexthose fields to prevent

pulling in documents outside the scope of the batch or review set.
Security is covered later in this guide. Refer to the admin manual for a
detailedexplanationof securing items.

1. Selectthe Viewstab.
2. dickthe New View button.

@ Documents  Rewiew Batches  Summary Reports

Al Document Views E‘a

0 Selected |$ﬁ~s\

é Documents

Edit é‘ Analytics Index-Similar Documents

é\ CA_Index::Similar Documents Documents

Edit é\ Similar Documents Documents

ERENENENE
&

Edit é\ Search Results Pane View

New View button

3. Enter theBasic Informatioras follows:

A Owner Public
A Name <type:Second Level Review
A Order:9999
A Object TypeDocuments
Owner: I Public j Me Back IBa:.Tc Information (5tep 1 of 4) j
Settings

Name: Jcecong-Level Review

Order: Igggg View Order

Advanced Settings
Object Type: I Document - l

Query Hint: |

New View wizard
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To choose the correct object type when creating a view, asl
@2dz2NESE T a2KFG R2 L glyd

Your answer is your object type.

4. ClickNext

5. Selectyour fieldsfrom the left column, Available FieddvViove
required fields foryour view to the right columrselected
Fields You may move fields between baxiey doubleclicking
the field name or using the arrow buttons.

Owner: [ Putlic | - T [ Fiess step 2 o7 9) =
. =]

Name: |second-Level Review

Order: Igm View Order

Set Fields

Available Fields Selected Fields

1st Productionly -
2nd Production
ABC Production

Aert Script

Al Domains

Analytics Index-1sMain

Analytics Index-Score

Analytics Index-5imilar Docs

Artifact ID

Assigned To

Author

Author Domain

Author Domain

Batch

Batch StatusOLD

Batch::Assigned To -
Batch::Batch Set
Batch::Status j

New View wizard

6. Select and move the following frofwvailable Fieldsnto
Selected Fields

A Edit

File Icon

Control Number

Email Sent Date

Email Subject

Email Author

7. ClickNext

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

8. Selectyour aiteria as outlined below. This step allows you to
determine which items are returned in your view.
A Field Responsiveness
A Operator:any of these
A Value: Gck theEllipsis buttord X| Not Sure] OK

Set Condifions | Add Condition

Field Operator Value
I j IRespnnsiveness j Ianynflhe-se j Not Sure; J I vl I VI
New View wizard
9. ClickNext

10. Selectyour sorting preferences. This step allows you to define
the default sort order of theriew. Set thesort to Control

Number.
Owner:IPubﬁc j mlhrt (Step 4 of 4) j MNext
Settings
Name: [second-Level Review
el Vicw Orcer
Control Number | Ascending |
| Ascending |
I Ascending I
| Ascending |
| Ascending |
New View wizard
11. ClickSave

12. Select theDocumernts tab.
13. In the view bar, sele®econd Level Reviewour new view is
displayed.
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Exercise completed
16.1.3 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 viewo
help drive reporting.

MExercise: 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

I Edit =f 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

Leave the remaining values as their defaults alickNext.

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 Responsiveness
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

o
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You can also useews to display documents that have not
yet been reviewed.

Since the responsiveness field is requiraly field without
a responsiveness vallmas 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 Selet Criteria pageselect the following choices:
A Fields Responsiveness
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

Unreviewed Documents

18. Click he first listedcontrol numberto launch its corresponding
document.

19. Click theEditbutton.

20. Mark aresponsivenesgalue for the document and clickave
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€3 Return to document list

B o=

4]

Subject: December 14, 2000 - Bear Steamns’ predictions for telecom in Latin America

In today's Daily Update you'll find free reports on
America Online (ADL), Divine Interventures (DVIN),
and 3M (MMM); reports on the broadband space, Latin
American telecom, and more

For free research, editor's picks, and more come to the Daily Investor:

http:/fwww. multexinvestor.com/AF004627/magazinecover.asp?promo=unl&d=20001214%
investor

z
k3

Confidentiality:

Privilege:

4 ENDDDOOZ =) mcumnlrorwm Hda4r M
% Viewer " Hative € Extracted Text € Productions | 15t Procuctionly 7|
s Jiow | 56 || e =[S @] 4 b [0 [[codine =
Allen, Paul = =
From: 1.11913372 -2@multexinvestornetwork com Control Humber:  EHOODOOZ
Sent: Wed. 13 Dec 2000 18:41:00 Custodians: Allen, Paul
To: pallen@enron com
Cc: /
Bee: Responsiveness:

 Not Responsive ' Not Sure
" Responsive

€ Not Confidential (% Not Sure

 Confidential

" [ privileged

¥ Attorney Client

™ Work Product

| | I~ Not sure
[itornex =l oz | I TR Tl [ ~]

Coding form

21. Click theReturn to document listink. Note that since you
reviewed this document, it ntonger appears in the un

reviewed list.

This is how the Skip function works in Relativity. By choosing a particular
view Skip refreshes that list view while editingdi®on a layout. The
skip function will be covered in a later section.

Exercise compleid

16.2 Special Considerations

Consider the following 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 YIS
secondlevel review.This guidaliscusgsassigning documents
to usersin Section on Batches#Jsing these skills, you can
construct a workflow that passes a documentahgh the

entire review process.

I a

G fistferz ¢

Carefully consider which fields you want telude in your view.

Includefields which userseed ta
0 See
0 Sorthy
o Filter with

Thereare several Relativity system fields presentin all
workspacas. These may be useful in your views.
The defait sort order is by ArtifactID. Artifact IDisSt | 8 A FA (& Q
unique identifier for all objects. As items are created, they are
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assigned an Artifact ID. Essentially, leaving the default sort
order on a view will display the items in the order in which they
were loaded. If you want to ensure that your items are sdrt

by control number, despite their loading order, set your sort
order accordingly.

A If a view is sorted by date or family groups, the groups of
related documents within avorkspacemight be split up. If you
are displaying a view in chronological ordersiimportant to
ask your processing vendor to include a family date group. This
will allow you to sort by that field, then by control number. You
will then be able to display list items chronologically while
keeping family groups togetheRelativity alsdas a script to
create this field if not provided.

A If your list of views is getting long, create a vieamed G--------
-------- &4 tthecriterey a/ 2y GNRf bdzYoSNIT b2id {SiGé¢o
every document has a Control Number, no documents will be
returned. This view can be inserted in a larger list of views to
help separatehe listinto smaller sections.

A Views may be personal or public.

Views are more than just lists of documents; they allow you to
customizeanylist of any Relativity iter) just as you did with
documents.

In this section, you will createvdew showing fielé that match specified
criteria. You will also edit aystem document vieywhich controls
special lists throughout workspace

For more information ee the RelativityAdminManualSection on
Views.

17.1 Senario

Your administration team is frequently asked which fields in the
workspaceare required fields. Wke you could easily filter the All Fiel@s
view to retrieve this information, it makes sense to createeav view to
simply display it.

The review team haalsonoticed that the information related to the
family groups in the Related Items pane is sparse. They have askefl if it
is possible to include any more information.

You willcreate a new field view named Requiredl&&and ®lecta
number ofhelpful fields foréarning, sorting, and filtering. You will thgn
edit a system document vieby aldingfieldsto helpusers find more
information about a family of related documents.
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17.1.1 Creating &ield View

The exercise below wilamiliarize you with creating a new view
showing all required field#\ new vieweliminatesneedless filtering by
displaying informatiorior youbased on your specific criteria

Execise: Creating a Field View

1. Selectthe Viewstab.
2. dick theNew Mew button.

Documents  Rewiew Batches Summary Reparts  Statistics

Al Document Views - E:_. I:_E

0 Selected |;:1N

&

[] Edit é Documents

[[] Edit é\Anal'_-,rticsIndex-SimilarDDcuments

[[] Edit é\ CA_Index::Similar Documents Documents
[[] Edit é‘ Similar Documents Documents

[[] Edit é\Search Results Pane View

New View button

3. Enter your Basic Information as follows:
A Name Required Fields
A Order:9999
A Object type Field

The Order 9999 is the default when creating a new view.
This is because the lowegtdzY 6 SNBR @A Sg 4.
default view. Chaces are low that 9999 will be the lowest
number, thus reducing the likelihood of inadvertently
OKIFy3aAay3a a2YS2ySQa RSTI df i

4. ClickNext

5. Selectthe followinguseful fields fordarning, sorting, and
filtering. You can move fields between boxes by blexclicking
the field name or using the arrow buttons.
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10.

11.
12.

Edit

Security

Name

Field Type

Created On

Created By

Last Modified O

Last Modified By

ClickNext

Onthe Select Criteria pagselect the following choices:
A Field Is Required

A Operator Is

A Value Yes

ClickNext.

Leave the sort order as defaulilickSave

Select theFieldstab and in the view bar, seleBequired Fields
to seethe new view

Selectthe Viewstab.

Click theShow Filterdink, and therfilter the Object Type
column. SeledFieldin the drop-down. Note that there are 2
views.

D B B > D D D>

Filtering is a powerful way to search through viefust
more information, see Relativity Searching Guide.

Search Indexes

Search Terms

Statiztics

Bl Cocuments  Rewiew Batches Summary Feports

D | A Fiews FlZE
0 Selected Item(s) Reset Column Sizes | Export
il
[oan =] e =] Jew o =) few =l
[T Edit Document 1st Productionly Single Choice Yes
[T Edit Document 2nd Production Single Choice Yes
[T Edit Document ABC Production Single Choice Yes
Filters
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13. Selectthe Fieldstab andthe drop-downlist in the view bar.
Note that thecount is the sam as the number diield views on
the Views tab.

Documents  Rewiew Batches  Summary Repart

Nl | Al Fields vI Ea &
Al Figlds
0 5elected 11

Domain Parsing Field View
Field Popup Picker

I Al Relational Fields

Al User Defined Fields
Figlds

‘Reguired Fields

(AL -

Edit

|_ ductionly
dit CLUMEN nd Production
I i Do t Ind Producti

Required Fields dregown
Exercise completed

Now that you have createdféeld view,we will look atsystem
document vievs. System document viewgsntrol speciallists
throughout theworkspace

MExercig: Editing System Document Views

1. Selectthe Viewstab and filter forObject type = Document
Note the count.

2. Selecthe Documentstab and tick the dropdownlist in the
view bar Note that the count isot the same.

3. Selecthe Viewstab and filte for Object type = Document
Next,filter for Visible = YesNote that this count oflocument
views matches the count of document views present.

4. To include the rest of the document viewsear any filters and
filter for:

A Object type:Document
A Visible:No
Note that there are severalatument views where visible éo.

These are system document views.
5. Select theDocumentstab andthe Documentsview from the

drop-down.
6. Open documenARING_00000QClickhe Family Grougcon
below the Related Items pane.
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Checked Items ~ Edit &
4 M e 5

Family Group icon

Note that all items in the familgire shown but the fieldsistedare
not very informative. @ly the control numbers are listed.

0] Family

(AL
ARING_0000009

ARING_ (000010

Family group documents

7. Click theReturn to the Document.istlink and selecthe Views
tab.

8. Filter ushg the Name Field tarfd Family Documentstype:
Family>and click theEditlink. Note that the Name fields
unavailablefor editing This is default system view

9. Addthe followingfields that wil helpusers learn about the
family:

A File Icon
A ControlNumber
A EmailSubject

10. ClickNext. Note that the diteria step is unavailablesince this is

a system document view, with criteria set by the system.
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Name: IFa mily Documents

oreen I 1 View Order

Set Conditions | Add Condition

Cannot edit the criteria for a system document view

Family Documents criteria

11. ClickSave

12. Selecthe Documentstab andin the view baiselect the
Documentsview. Take another look aARING_0000008nd the
related itemspane. Noticeghe new fields added to the view.

Exercise completed
18 Overlays

Overlays are used to overwrite and/or add to existing documents within

your system (i.e., information with an existingadonent ID). This
section will help you work with overlays.

18.1 Scenario

You have received MD5 Hash values from your processing vendor.
Because of this, you can now identify duplicates within your worksp

18.1.1 Identifying Duplicate Information

1. The system contairen MD5 HasHixed-length text field with
32 characters.

28. Open theRelativity Desktop Client

29. Load theoverlay.datfile located in the same folder as your
Transcripts Excel sheet.
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Overlay .dat file

30. In the Field Maptab, perform the following actions:

A Overwrite: Overlay Only
A Overlay Identifier Control Number

Overlays may be performed on Beginning Bates, Control
Number, Ending Bates, and File Display Name-fexegth
text fields. This functionality evailable for image,
document, and dynamic object loads.

A Match theControl Numberand MD5 HaskHields in your

workspace with theControl Numberand MD5 Haskields
in your load file.

31. Perform an overlay, importing the MD5 Hash field into the
database.

Exercise completed

18.2 Special Considerations

Consider the following points when dealing with overlays:

A Note that you can overlay on control number.
A You can perform an overlay on fields that have a SQL index; this
Ad LISNF2NXYSR o0& @e2dzNJaby GANRYYSYy G Qa
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