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1 Overview

Dynamic Objects are securable, custpatile objects within your
workspace Each Relativityworkspacecontains one Dynamic Object by
defaultci KS a52 O0dzySy (¢ 202S00®

The Documenbbject allows you to create fieldghich store objective
or subjective information about the document.

DynamidObjects allow you to createther objects outside of the
document object

Without Dynamic Objects, document might have a custodian fiettht
storesthe name of the custodian

Document
Control Number
Sent Date
Email Author
Email Recipient
Custodian

\\ >4

DocumentProperties

But whatif you want to store information abouhe Custodian? Using
Dynamic Objects, you can create a Custodian object. This object can
store information about the custodiantheir name, their role, their

start date etc.

Custodian
Custodian Name
Company
Start Date
End Date
Involvement
Role

Custodian Properties

You can then connect that Custodian object to the Docunobiect.
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Workspace Document

Workspace Name { Control Number
Fields Sent Date
Choices Email Author
Views Email Recipient
Layouts Custodian
Documents | _
\_ Custodian o /4

- l Custodian

Custodian Name

Company

Start Date

End Date

Involvernent

Role

Workspace;Custodiam Document Connection

This guidgrovidesyou with comprehensive instructions, allowing you
to create and utilize the following Dynamic Objects

A Custodians
A Questions

2 Creatinga Custodian Dynamic Object

While custodians existithin every document, the current custodian

field only houses the name of each individual. Custodian Dynamic
Objects represent structured data related to the individuals themselves,
housing anything from their contact information, length of employment,
etc.

2.1 Scenario

Your firm is representing a company in the middle of a law3hie.
review process is going to be centered around specific custodians Who
meet certain criterialn order for your review team to conduct an
effective document audit, they must kia detailed background
information related toworkspacecustodians; specificallgach
Odza t2RAIYaQ NRfS gAGKAY GKS O2yLlyes +a Sttt

2.2 Creating a Custodian Dynamic Object

First create a new Custodialynamicobject to house the required
information. Thisnew document objectreates a fieldo takethe place
of your originadocument2 6 2 SOl &/ &a B3 Rl y

M 9ESNDAA&ASY /NBFGAY3 || [ dz@ai2RAlY 58yl YAO hoalSo
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1. Select theDbject Typeab.
2. Click theNew Objectbutton.

Object Type »

0 Selected Item(s)

I
[ Edit Yes

Group
Edit View Yes
[ Edit View
[T Edit Code Tes
[7] Edit Case Yes
[T Edit Folder Yes
New Object Type

3. Inthe Name<type Custodiarr.
4. In the Parent Object Type, selé&torkspace

The Custodian an@ocument objects are under th&orkspace
object. If you make Custodian a child of the Document object you
62y Qi KIF@S GKS FoAfAGe G2 tAy]l 6A0GK Ydz GALX S

.
| 1

I
]

Correct Incorrect

Object Parent Diagram

5. In the Enable Snapshot Auditing On Delete dfopn, select
Yes
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If it is set to Yewhen deleting items from the objecRelativity
captures a snapshot of the ite@hcurrent field values. This
increases theige of the delete audit for the record, but may
be useful when querying theorkspacehistory.

If this is set to No when deleting items from the object,
Relativitydeletes the item without capturing its field values.

Object Type Information:

Name: | ¢, <tadian

Parent Object Type: Workspace -

Dynamic: Yes

Enable Snapshot Auditing On
Delete:

Pivot: Frabled

Keywords:

Hotes:

Object Type form

6. ClickSave and Bek.

7. TheObject Type named Custodiappears in thedbjectlist.
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CEVSEGY  Object Type ~ [t
0 Selected Item(s)

[ S N
P R —
Edit Search Yes No
Edit Layout Yes No
Edit Production es No
Edit MarkupSet Yes No
Edit Report Yes No
Edit Tab Yes No
Edit BatchSet Yes No
Edit ObjectType res No
Edit Sync Yes No
Edit History fes No
Edit Batch Yes Ho
Edit Search Container res No
Edit Question / No Yes
Edit Custodian Mo Yes
Object list

Exercise completed
2.3 Editing Items toricludeObjects
When a new object is creatale system automatically creates an

associated fieldayoutand view.[ S Q& y 26 SeldsYAyS (KSasS 7
layoutsandviews

™
Q)¢

™ 9ESNDA&SY 9RAGAY3I CASEtR FyR [Fe2ddi +AS

1. Select theFieldstab and click théedit Viewbutton.
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cript  Documents  Summary Reports  Markup Sets Production Sets

Mew Fiek i - @' E

0 5elected Item(s) \

o

[] Decument é‘ Edit  1: Long text Ho
[7] Document é\ Edit  1:Control Humber Tes
[ Document ="' Edit  1:Date No
[7] Document é\ Edit  1:Decimal Ho
[7] Document é‘ Edit  1:Multiple Choice Ho
[[] Document é‘ Edit  1:Production Errors Ho
[] Decument é\ Edit  1:Single Choice List No

Edit View

The Basic Information form opens on Step 1.

2. Leave Name aaAll Fieldsto view all system fields that pertain to
the Cugodian Object

£ {irsg
et Pt - RN I e i - = e

(s
N oy Fiews:
o [ e |
(b |
Available Fields Selectod Fiolds
| R Grog By | Otrect Type ‘——
| Merw HTML Seturity
| Mrw Sttt €8t
| Rtvw Sart Ty Marm
| Associative Onject Type 14 Reguresd
| Avarate I Figha Troe 18 bentifier
| Created By p - ieciuoe in Text Index
| Fersuatting 3 Fltee Type .
i"l“ﬂ, Mare - Fied Type
15 Artifact Base Fiest Created Oe
| 15 Reaticnn - Length l
| Meyworas [
{_z;t Moares By
| Last Moares On
| Unkes
| Mo Ve
| Motes
| Opes to Associations

! Swne 1ron
. n ' . " '

Basic Information

3. SelectObject Typefrom Available Fields and move it to Selected
Fields using the single blue arrow in the centeyou wish to
adjust its positioneft to right in the viewuse the Up arrow on
the righthand side.Higher on list igarther left in the view.
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4. ClickSave

5. Click on theshow Filterdinks. In the Object Type you are now

lofS 2 FALGSNIIYR OASS

2y G/ dAG2RALYE D

After editing your field view, you must do the same for your layout

view.

6. Select the_ayoutstab and click theéedit Viewbutton.

oices | Layouls Views

Mew Layout

Ml Layouts a

0 Selected Item(s)
[[] Edit Question Layout

Edit

]
]

Right Click Tagging

Edit Basic

Edit View

7. Leave Name aall Layoutsto view all system layouts that
pertain to theCustodiarobject.

N I e o2

W 4 Larpouts

Orsens |

Availabie Fields
‘i Croated By

| Rarpwority

' Lt Modthee by
In

|

| Owener

['n'.wv!.

Selected Fialds
tom

Harw

Drdar ks Dropdown
Cromtet On

Lant Moafied Oe

Ctject Trpw ffpmm—

Basic Information

Relativity | Dynamic Objects Workbook 9



8. SelectObject Typerom list of fields on the left Available Fields
column and move right to Satted Fields using the singdéue
arrow in the center. Adjust its position using the Up arrows on
the righthand side.

9. ClickSave

10. Click on theshow Filterdink. In the Object Type, you are now
able to filter and view oiCustodian

Exercise completed

2.4 Qeating Custodian Fields

Now that the Custodian Dynamic Object has been created, its
corresponding fieldto hold detailed custodian informatiomust be
ONBIFiSR® ! & NXBIljdzA NBRI Wilbhadd®e®A | yaQ NRf Sa | yR

M 9ESNDOAASY [/ RBaedRelsd / dzAaG2RAI Y

1. Select theFieldstab. If you have custodian information already
in your database follow the steps below. If not then you can
skip ahead to step 9 below.

We will editthe document objectCustodias field. This is going to
be exported and nbused any longer for the custodian information

so we will rename it tdCustodianOll5 2 y Qi RSt SGS Al Fa 6S oAt

export the current custodian data.

2. Find Custodian field from list and cli€lit

3. LY GKS yIYS FASEtR NBYlIYS a4/ daili2RAlFYyéE G2
4. Clik Save and Back

5. ClickShow Filtersfilter on the Object typ&ustodian

Notice the various fields automatically created when creating an
object. The Name field is our neweustodian field. We will create

other custodiarrelated fields.The custodian obj creates a field

to hold custodian data but this is not yet connected to the
document object. Since it is not connected to the document object
you will not be able to see this on the documents view or import
data to this field from the Desktop client.&Wvill rename it to
custodian to hold the name information.

6. ClickEditnext to the Name field.
7. IntheNamefield change Name to Custodian.

8. ClickSave and Back

Relativity | Dynamic Objects Workbook 10
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9. ClickNew Field

R tiorkspace Details  Script  Documents  Summary Reports  Markup Sets Production

Al Fields -~ EZ B

0 Selected ltem(s) Reset Column Sizes | Export to Excel | Hide Filk

[F] g5
(ML) - (M) = (AL (Al v (A v (A > (A

[[] Bocument é‘ Edit 1:Longtext Ho Ho Ho Textl

[] Document é‘ Edit  1:Control Yes Yes Yes Textl
Humber

[] Document é‘ Edit  1:Date No Ho Ho Textl

[F] Bocument é\ Edit  1:Decimal Ho Ho No Textl

[] Bocument é‘ Edit  1:Multiple Mo Mo Ho Multi
Choice

[] Bocument é‘ Edit  1:Production No Mo Ho Boole
Errors

New Field button
10. Create a field related to @stodian roles as follows:

Objed Type:Custodian
Name:Company

Field TypeFixedLength Text
Length:255

Required:Yes

Include in Text IndexNo
Linked:No

Filter Type Textbox

> > > > > D> D> D>

11. ClickSave and New
12. Create another field related to custodi&@tart Dateas follows:

Object TypeCustodian
Name: Start Date

Field TypeDate
RequiredYes
Formatting:Date
Include in Text IndexNo
Linked:No

Filter Type Textbox

> > > D> > D> D> D>
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13. ClickSave Your custodiamelated fields are created
14. Create a field related to custodian roles as follows:
A aho2S00G <awhiBocumBmiR LJ

Creating this object connects the Custodian object to the Document
Object. This is the only item with an Object type of Document.
Custodian information can be added here or in the Custodian object
named custodian renamed from name and created whtee

custodian object was created. In the field type for this example we
will use the object field. This allows for a one to many connection
to the documents. One custodian to many documents. You cannot
attach multiple custodians to one document usthgs field type.

Workspace Document
Workspace Name { Control Number
Fields Sent Date
Choices Email Author
Views Email Recipient
Layouts | Custodian
Documents ‘\

\_ Custodian !
- Custodian
Custodian Name
Company
Start Date
End Date
Involverment
Role

Workspace Custodiam Document Connection

A Name:Custodian

Field TypeSingle Object
Object TypeCustodian
Required:Yes

Include in Text IndexNo
Linked:Yes

> > > >

>

15. ClickSave and New
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Custodian Object field
Exercise completed
2.4.1 Applying Custodin-Related Fields to a Layout

After creating custodiamelated fields, you must apply them to your
Custodians layout.

1. Select the_ayoutstab and filter Object Type to Custodian

2. Click theCustodian Layouhyperlink. This layout was
automatically created with your Custodian Dynamic Object.

B oV o Sy B i o

MNew Layout EEEETHEGLIT S @

0 Selected ltemis)

Reset Colum
Edit 0

[l Custodian Layout

Edit  Document Information 0
Edit  Inline Tagging 1
Edit  Transform Set Layout 0
Edit  Transform Layout 0
Edit  Search Terms Report Layout 0
Edit  Search Terms Result Layout 0

Custodian Layout hypenk

3. Click orBuild Layoutto begin.
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4. Click orDefault Categoryand customize the Title field to
Custodian Information.

5. ClickSave

6. ¢ K&ustndiad FTAKAKA®RK gl a 2NRAIAAglLIEte yI YSR
added to the layout by default. Click tAeld Fieldbutton.

Building Layout: Custodian Layout

%

o X
Add Field || Add Text
Mew Category
R R [ tewcategory |
{ ! I Read Only: No) Remove

Defadt Category and\dd Field button

7. Add the rol€field as follows:

A

> > > > > >

CategoryDefault Category
Field:Role

ReadOnly:No

Order:20

Column:Both Columns
Row:1

Display TypeText

8. ClickSave and New

9. Add the hire date fielés follows:

A
A
A
A
A
A

CategoryDefault Caegory
FieldsHire Date
ReadOnly:No

Order:30

Column:Both Columns

Display TypeDate

Relativity | Dynamic Objects Workbook 14
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Add Field to Layout
[ Sovo & vew I Cancel |

' ==
T

CALREOEYS Defaudt Category v Crusgiory Types

P setitact (D - Shaw Name Cokemnt |/
Bead Oty Fepost Colunm (Check Box

ang Baoks Button):

Crder:
! Rows flong Text Ontynr

Colam  Coimn - Cistom Label
- - v Cir

R
Add Field to Layout dialog box
10. ClickSave

When you create a newbjectfield you also get the option of
adding the Associative Object listyour layout This athws you to
connect toanother object. Since we are in the Custodian Object
layout adding the Associative Object adds Becument object list.

11. Click orAdd Associative Object List
A Associative ObjecDocument Custodian
A View:Documents
A Links Point to Pagp: No
A Order:10

. @ aStSOlAy3a a4, Saé-dzily -dbNdd LI
Relativity will open a dialog box beside the document view.
. @ aStSOGAy3a ab2ézr wStl A,
document and redirect the reviewer to another page.

12. ClckSave We are done with theustodian layout

Exercise completed

3 UpdatingNew Custodian Field

If you are using workspacewith custodian data already present follow

the steps below to move that data to the new custodian field. If not

skip ahead t&ection 4.2 to manually enter custodian information.

In orde to use the new custodian object we needpopulate the

custodian information. Whensing a existingworkspace any existing

custodian data must be exportezut of the current document object
custddian field. Then the exported datal@ded into the new
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custodian field in thelocument object This field will replace the
d0FyYRINR Ol dBNRIRR® Y

3.1 Preliminary Steps

There are two scenarios that affect the w@ystodian data is loaded:

A Data has akady been loaded into yowvorkspaceg(See Section
3.2)
A Data has not been loadl into yourworkspacgSee Sectiod.2)

| Regardless of whether data has been loaded into your
workspace manual custodian entry @ways available. See
Sectiond.2 for moredetails.

[

3.2 Exporting Custodian Data

If you are working on an existimgprkspacewith existingCustodian
information, you will want to transfer that information from its existing
field to your object field. This is accomplished by exporting the old
dataand importinginto the new field.

M 9ESNDAASY 9ELRNIAYI [/ dzaG2RALY

1. Setthe Custodian field to occur in your document view:

A In thedocumenttab, clickEdit View(5) nextto the
dropdown.

Qick Nexton the Enter Basic Information screen.

With the arrows, shiftCustodiarOld from the Available
Fields to theSelected Fieldsox on the right

A ClickDone Note that the custodian name now occurs in the
document view.

Relativity | Dynamic Objects Workbook 16
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https://training01.kcura.com/Relativity/Admin/View/Edit.aspx?AppID=1017954&ArtifactID=1003684

Available Fields

Artifact ID
Assign To

Selected Fields

Caontrol Number
CustodianOld

Batch
Batch::Assigned To
Batch::Batch Set
Batch::Status
Begin Bates
CustodianObject -

Email Author [ > |

Email BCC -

Email CC I
Email 5ubject -

End Bates
Extracted Text
Folder Hame
Group Identifier
Has Images

Has Inline Tags

Has Mative hd
ii I 3

T — [ |

Select Fields Display

2. InMass Operatiotbar selectAll ### then Export to File Export
all your custodian and control number data to an external file.
ClickGo.

While you can export all your fields view and only load theustodian
field theexport will go faster with only the Control number and
custodian fields in view.

-

ENddg /" Relativity - Internet Explorer provi

Exporting 142 Documents

= = ey e

Edit  EM44¢

=101

Format: ICDncurdance DAT format (.dat) j
Edit  EMA44

Enceding: i
Edit  EN44€ oding: IWesl.ern European {Wmduws]j

BRI

i B B R R R

Edit  EM44¢

12 Edit  EH44e

E Edit EN446509 (5] 1/17/2002 1:21 AM ryan.stinger@enron.com

] . [ —

|m142 jIExpnrl to File

Export to File

3. The Export dialog box appears. Set the Format eftoprn to
Concordance DAT format (.datnd the Encodindrop-down
to Western European (Windows)

Relativity | Dynamic Objects Workbook 17



4. ClickRun Savethe .dat file to your local machine. In Section
4.1.1, this information will be rémported.

Exercise completed

Once the new Custodian field has been created, corresponding data
must be applied. As covered in Sect®h, there are two scenarios that
affect the way custodian data is loaded:

A Data has already been loaded intour workspace
A Data has not been loaded into yoworkspace

4.1 Importing Load Files

Refer to Sectiod.1.1 if you previously exported custodian information
to a .dat file.Continueto Sectiord.1.2 if you have noéxported data
previouslyloaded data in youworkspace

4.1.1 Importing Custodian Data

If data is present in youwworkspace the previously saved .dat file
containing your custodian information wileed tobe imported.

M 9ESNDAASY LYLRZNIAY3I [/ dzali2RALY 51 Gl

1. Open the Relativity Desktop Client and browse to your
workspace

2. SelectTools| Import |Document Load File

3. InthelLoadFiletab, browse to and select the .dat file. Control
Number and Custodian appear in tRe Coumn Headersbox.
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[ S R T Sy —)

¥ First Ane cortsns cofumn names

N

File Encodng

| [Westem Evvpean tincom =] | 3]
~ Characters

Cadarn
1 (ASCH 220 >

Gudte

'p (ASCE754) 'l
Newlire

S ASCE TN vl
Nuitr-Yalve

[[scims -
Negied Vel
[Cascnoz -

Load File tab

4. In the Field Magab, selectCustodianand Control Number
from the Workspacedrields andCustodianOldand Control
Number from the Load File Field&/ap in thecenter, adjust
their positions by using the Up arrdwuttons.

5. Inthe Overwrite dropdown, selecOverlay Only
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Field Map tab
6. Selectmport | Import File.

7. You can close out of the desktop client when this has
completed.

Import File
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Exercise completed
4.2 Manual Custodian Entry

Regardless of whether data has been loddé®o yourworkspace

manual custodian entry is always availabldis exercise will guide you
through adding a custodian manually and assigning them to documents.
We need to add a layout to the document object with our custodian
information. The previos layout we edited was for the custodian

object.
1. Select the_ayoutstab and click théNew Layoutbutton.
2. Create a layout using the following:
A Object TypeDocument

A Name:Custodian Info

A Order: 80

IECU ra Be;:\“aty micObjects

s Choices | Layouts

Owner: I Public j Me

Layout Information

Object Type: Document

Name: ICustodian Info

Order in dropdown: Iaq

Keywords: I

Notes:

Layout Information

3. ClickSave Click theAdd Fieldbutton.
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Building Layout: Custodian Info

(0:0) Default Category

MNew Category

(R:1 | O:1 | Read Only: Yes) m

Add Field button
4. TheAdd Field to Layout Dialog box opens. Complete as follows:

A Field:Custodian
A ReadOnly:No
A Leave other fields as default

5. ClickSave The field appears in the layb

Building Layout: Custodian Info

(0:0) efut Cateory

(R:1] O:1 | Read Only: Yes) Mew Category

{R:1 | O:20 | Read Only: Ho)

Custodian field

4.3 Adding Custodian Information

6. Select theCustodiantab.

Custodian Tab

7. Click theNew Custodiarbutton.

Relativity | Dynamic Objects Workbook 22



8. Fillin the information for a new custodian including custodian
name, role and hire datéf you have imported the old
custodian information, click on the Edit link to complete the
new custodian object fields.

Sets Fields Choices Layouts Views Tabs Adminiztration Search In

Al Custodians - ._:L:: ._E,

0 Selected Item(s)

New Custodian manual entry
9. ClickSave
Exercise completed

If you have manually added custodians to yaarkspace you must
associate them with their corresponding docunt&n

4.3.1 Associating Custodians and Documents

Once you have created your custodiassociated layout, you can
manuallyassociate custodians with specific documefitse imported
custodian information already Isustodians associated to documents.

MBI ESNDAESY N EH2ZOANIAY I a@iE2ZRA I ya YR 520dzvSy

1. Select theDocumentstab and select theheckboxeof a few
documents in the list.

2. IntheMass Operations bar, seleCheckedand Edit
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Creckes = Eon - Viewing e Flrst ™ - Mo 25 - peedage
.
Mass Edit

3. ClickGo. The Mass Operati@tialog box appears.

4. SelectCustodian Infdayoutin the dropdown and select the
CustodianObjectcheckbox Click theellipsiso Xbiitton.

Edit 6 Documents

I-Custndian Info j

WV CustodianObject: J

Control Number:

Mass Operation dialog box

5. The Select an Itemiialog box appears. Select tredio button
YySEG G2 I OdaAadG2RAIYyQa Yyl YSo
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Select an Item
Ok Cancel

1 Selected [temis)

Hide Filters | jitems T -30af3) EHHH
Wy v Gl

I

@) Edit  Miller, Dan
- Edit  Sieja, Andrew
= Edit  Slinger. Ryan

Select an Item dia box

6. ClickOKandthen Save The custodian has been applied to the
4SSt SOGSR R20dzySyitao ¢2 @ASg GKS
the document viewppena document associated wittyour
custodian

7. Inthe coding drogdown, select theCustodianlayout. Tke
hyperlinked custodian appears in the view.

8. Click thenyperlinked custodian The editable informatioand
documentsassociatedo this custodiarappear in the view.

Exercise completed

4.4 Editing Custodian Information

Within the Custodians tab, values forK S w2t S¢ | yR a1l ANB 51

may be coded.
bExercise Editing Custodian Information

1. Select theCustodiantab and click on th&dithyperlink next to
a custodian.

0 Seect

Jay Lot

Kit Macise

Edit custodian

2. CodeeachOdza G2 RA L Yy Qa AYTF2NNI GA2Y AY
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Custodian information

3. ClickSave

4. View your custodian informatiowith all the corresponding
documents below. This is the Custodian Object.

Custodian object information with corresponding documents listed below

Exercise completed

Custodians can have multiple documents linked to tharndmcuments
can have only one custodian. This is a one to many relatipnshany
documents to one custodian.

Areviewer may have one or many questions about a docuremd
each guestion may be associated with one or many documegats
manyto-many elationship.
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