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1 Overview

When working with Relativity as a user, it is important to familiarize
yourself with the tool’s many implementations.

This document outlines Relativity’s capabilities and guides you through
the ways in which it can best be used for document review, from logging
in to creating a word index inside a workspace.

2 Relativity Objects

Relativity is a flexible document-review platform customized by your
Relativity administrator to provide an intuitive document review.

Each workspace consists of an interconnected set of objects.

.

———

Relativity Objects

Each Workspace contains many Documents. Document information is
stored in Fields. Fields may have predetermined sets of values you can
select, called Choices in Relativity.

You can view or interact with documents using Views and Layouts.

Views are read-only lists of documents and are displayed in the item list
manager.
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2.1 LoggingIn

To log into Relativity, browse to your Relativity website. If you do not
know the correct address, contact your Relativity administrator. After
you enter the address, the login screen appears.

¥ Relativity

Email Address: I

Password: I

Login Screen

Enter your email address and password. If you do not know your login
information, contact your Relativity administrator.

2.2 Reviewer Options

When you first log into Relativity, you see a list of your workspaces. You
can click your name in the upper-right corner to see the mode drop-
down.

Hi, Mary

Workspaces
Reset Password
My Settings
Logout

Support
About

“fou are logged in as:
msmith@circus.com

Data Focus:

@ on @ off

Mode Drop-Down

By default, you will be in Workspaces mode, which displays your
workspaces. Depending on your permissions, you may have the option
to edit your settings or reset your password. If you do not see the
modes, your Relativity administrator can change the settings.
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2.3 Workspaces Mode

Clicking on Workspaces in the mode bar, or logging in, brings you to a
list of your workspaces.

If you do not see your workspace, check the view bar, shown by the red
arrow below. The view bar controls which workspaces are displayed in
the list.

@ ‘Workspaces

WEORLTCEELEE Al Workspaces - Lj E

Edit [ Salt ws. Pepper 1015305 test-7-0
Edit [ Pepper vs. Salt 1015325 test-7-0

Workspaces View Bar

Try switching to different views to see if your workspace appears. If
your workspace is unavailable, contact your Relativity administrator.

2.3.1 Reset Password

Clicking Reset Password mode takes you into a reset password mode
pop-up, which allows you to enter a new password.

(Reset Password

Please set a new password. Relativity requires that each password contain at least:
- 8 characters

- 1 lower case letter

- 1 upper case letter

- 1 number

- 1 non-alpha-numeric-character

Old Password:
New Password:

Retype Password:

Reset Password Window

The Reset Password dialog box displays a list of instructions for creating
a new password. It also displays a textbox where your old password
should be entered, followed by two textboxes where your new
password should be entered and verified.

In the event that you receive a message stating, “Your password cannot
be one of the last ## used passwords,” upon clicking save, you must
create a password not previously used.
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Once you have entered your new password, click Save.

The Reset Password dialog box will appear automatically if
your password has expired.

Your password’s expiration time and the number of previous
passwords you are not able to reuse are determined by your
system administrator.

2.3.2 My Settings

Clicking on My Settings takes you into a settings mode pop-up, which
displays your user information. Click Edit to change your settings.

My Settings
First Mame: Mary Item List Page Length: 25
Last Name: Smith Default Selected File Type Viewer
Email Address: msmith@circus.com Advanced Search Public By No
Skip Default Preference: Normal Default:
Mative Viewer Cache Ahead: |
Data Focus: On

My Settings Display

Clicking Edit allows you to edit your settings information. Note the
orange fields are required.

My Settings
User Information
First Mame: j....aw Item List Page Length: o E
Last Mame: Smﬂ.h Default Selected File Tvpe  viewer 0
Email Address: msmith@circus.com Advanced Search Public By

Defautty '° 7

B | Normal ~ Native Viewer Cache Ahead:

Data Focus: pgn

Edit My Settings

=  First name is your first name.
= Last name is your last name.

Your first and last name will be used as your display name
throughout Relativity.
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Email address is your email address and login.

Skip Default Preference if changed from Normal to Skip will
turn on the skip feature. When reviewing documents skip can
eliminate a reviewer seeing documents already coded
depending on the selected view.

Item list page length is a numeric field indicating the default list
length for all lists in Relativity. It can be set from 1 to 200.
Default Selected File Type is the default viewer mode.

0 Viewer

O Native

0 Image

O Long Text

0 Production
Advanced Search Public by Default determines whether the
saved search is public or private by default. If set to Yes, the
search is public and all users with rights to it can see it. If setting
is No, the search is private and only you are able to see it.

Depending on your permissions, you may not have rights to

- edit the Advanced Search Default field.

Native Viewer Cache Ahead, if checked, pre-loads the next
native document in your review queue once the active
document is loaded.

Data Focus determines whether your default setting is to
display the case name or hide it. Data Focus on will hide the
workspace name at the top left and allow more space in the
window for data information. This setting can also be changed
from the Mode menu.

Once you have changed any settings as needed, click Save.

After logging into Relativity and selecting your workspace, you see the
Documents tab. The workspace consists of the following:

Tab Bar

Browser

View Bar

Search and Pivot Options
Item List
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Workspace Display

The Tab Strip allows you to navigate between the different sections of
the application, such as documents, summary reports and productions.
Clicking on a tab takes you to that section. Depending on your
permissions within Relativity, you may see only the documents tab. If
not all tabs can be displayed at once click on one of the triangle shaped
icons at the end of the tabs to move across the tab list.

Hi, Mary

Learch Terms Repot P

Tab Scroll button

The Browser, which may not be available to all users, provides you with
the following different ways of navigating your case documents:

= Folders

=  Field Tree

= Saved searches
= Clusters

You may see some or all of these options.

The View Bar controls which documents and fields are displayed in the
item list manager.

The Item list Manager is the central location for viewing lists of
workspace documents. The Item list Manager allows you to do the
following:

= Navigate through workspace documents
= Search and filter workspace data

=  Export workspace information to file

= Mass-act on workspace documents

= Sort documents on the list
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3.1 Browser

The Browser is located on the left side of the workspace. Depending on
the rights you have been granted, you may not see the browser. If you
do not have a browser in your workspace, you can skip this section of
the Reviewer manual.

If the browser is visible, it will contain up to three options for browsing
through your documents:

= Folders

= Field Tree

= Saved Searches
= (Clusters

No matter which of these options you use, there are a few display
options you can use to customize your workspace.

The browser will be open by default. You can hide or show the browser
by clicking the vertical Hide Browser or Show Browser link directly to the
right of the browser. Clicking Hide Browser closes the browser and
expands the item list manager to the full width of the Relativity window.
The filtered selections you have chosen in the browser will be displayed
on the vertical bar when the browser is hidden. You may reopen the
document browser by clicking the Show Browser link.

The document browser may also be resized. Use the browser resize
handle — the thick, black vertical bar to the left of the show/hide
browser link — to resize the browser to suit your preference.

3.1.1 Browser Options

The browser menu is located directly below the browser. Click on one of
the menu’s options to display that mode of the browser:

EREEY

Browser Menu Display
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Ilcon | Name Description

[ Folder browser Navigate the folder hierarchy for your
workspace
Field Tree Browse your documents according to how

they were coded

., | Saved Searches Create a new search, or browse previously
saved searches

<= | Clusters Browse your workspace clusters, which
are groupings of conceptually correlated
documents

3.1.1.1 Workspace Folders

Clicking on the folder icon allows you to navigate the folder hierarchy
for your workspace. The folder structure is set when documents are
imported. It can be based on the document’s source, or according to a
folder structure set by your Relativity administrator. Clicking on a folder
displays that folder’s documents in the item list.

A folder often has multiple subfolders. You can view the subfolders with
the expand (+) button to the left of the desired folder. Once the
subfolders are expanded, you can use the collapse (-) button to collapse
subfolders back into their root folder.

Click expand (+) to view to view the subfolders:

;---._. Slinger, Ryan

+|~[=] Emnail

= [ | Paper Files

Expanding a Folder

Click collapse (-) to get back to the root folder:
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—:--- | Slinger, Ryan

—J+[ Email

----- | Inbox

----- | Deleted_Itemns

b ) Sent_Ttems

Collapsing a Subfolder

3.1.1.2 Saved Searches

A Saved Search combines many of Relativity’s searching tools into one

feature-rich interface.

For detailed instructions on creating saved searches, see the Relativity

Searching Manual.

All Relativity documentation can be found in the reference
guides section of the kCura Support site:

www.kcura.com/relativity-manual

Included in the saved search folder browser are two icons in the upper

right corner:

= Search List
= Refresh

4, Saved Searches

—>

Browser Icons

Clicking the Search List ( i
similar to any other item list in Relativity.

) icon brings up a list of saved searches
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Saved Search List

By default, the Search List View contains the options listed in the
following table:

Option Description

Edit link Click this link to display the Saved Search Form, where
you can modify the current settings for the search.

Name Link Click this link to display documents returned by the
search in the item list. You can open documents from this
list.

Path Displays the location of the search. For example, the path

“Salt vs. Pepper \ Admin \ Batch Source” indicates that
the search can be found in the Admin folder, which is in
the root Salt vs. Pepper folder.

E-mail Icon () In the Saved Search List, click this icon to open an e-mail
message containing a link to the Saved Search. You can
also send a link by clicking this icon in the item list.

The Subject line of the message is pre-populated with the
following text: “Relativity Review - <Workspace Name> -
<Search Name>.” When the recipient clicks on the link,
the Saved Search is displayed with the current result set.
(This option is also available in the Search Folder Tree.
See the Relativity Searching Manual.)

Note: Relativity will display a permissions denied
message if the recipient clicks the link to display the
search but does not have access rights to it.

Clicking the Edit Search ( Lj) icon takes you to that search’s edit page,
where you can adjust any fields and save the search again.

Relativity | User Manual - 15



Clicking the Save Search (J:Ei) icon allows you to save the search under a
different name and/or owner through the following window:

Owiner: I Public j

Name: IEmail Domains

Save Search Window

Clicking on the Refresh ( @) icon refreshes the browser. Note that any
edits you make to an existing search, in addition to creating a new
search, will automatically trigger a refresh. However, newly created
searches and/or edits made to existing searches by other users in the
database will not show up until you click the Refresh icon.

When sorting on a column, click the header once to sort in
ascending order, twice to sort in descending order and a
third time to clear the sort.

3.1.1.3 Saving Searches on the Documents Tab

On the Documents tab, you can use the Save as Search link to save a
search based on the criteria that you have already set for filtering,
keyword searches, dtSearches, Analytics, and Pivot. You can enter a
unique name for the search, select an owner, and choose a folder for it.
Relativity also saves any settings that you have selected for the view,
sort order, or other features that control how your results are displayed.
After you save your search, it will be available in the Saved Searches
Browser, and you can modify it using the same options available for
saved searches. For more information, see the Relativity Searching
Manual.

To use the Save as Search link, you must have added
permissions for Search, and access to the Saved Searches
Browser assigned to you through the Security page. For
information, see the Relativity Admin Manual.

1. Navigate to the Documents tab.

2. (Optional) In the Browser menu, select the Folders, Field Tree,
or Clusters option. The item list for the selected browser is
displayed.
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Browser Menu Options

3. Filter on the documents in the list, or select a keyword or other
search option. To set search criteria, see the Relativity Searching
Manual. Your search results will be displayed in the item list on

the Documents tab.

Any folder, tag, or cluster selected in the browser will be
included as a condition when the search is saved. The currently
displayed columns and sort order will also be saved.

Note: If you select an option in the Include Related Documents
drop-down, and also set the filters, you will not be able to save
this search with the Save as Search link. You can the set Include
Related Documents drop-down to blank or clear all filters, and
then use this link to save the search.

Click the Save as Search link.

+J-[) ALEWIS
1+ [ AMEYERS
- ARING
4[] SSHACKLET

l@) Documents - In This Folder & Subfolders -

0 Selected Item(s) —. Save as Search | Reset Column Sizes | Show Filkers | Clear Al |

.n-.. Control Humber Extracted Text

|:| Edit ﬁ’“ D AMEYERS_0000005 From: Bert Meyers Sent: Friday, April 6
Werner/Corp/Enron@ENRON: Subject
7634/7636 | checke our Historical Capy
we bought from and sold to Retiant (MEY

the case we would have failed phase 2
£oip

S L L a1

Saved as Search Link

5. Select or enter the following information:

= Owner: Select Public to make the search available to all
users with the appropriate permissions, or choose a specific
user from the list. Click Me to select your name from the
list, making the search private.
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To access the search, users must have access to the Saved
Searches Browser and at least view permissions for Search
on the Security page. For information about security, see the
Relativity Admin Manual.

= Name: Enter a title for the search. The title will be displayed
in the Saved Searches browser.

*  Folder List: Click the *! Plus button to expand the folders in
the list. Highlight the folder where you want to add the
search.

[ save | Owner: Public ~ 3

NEMES  pnir Search

=i--'% 5alt ws. Pepper

% Privileged Document Searches
o8y Responsive Document Searches
Keywords:

Hobes: -

Options for Saving a Search

6. Click Save. Your search criteria are saved and the search is

added to the Saved Search browser. You can click the = Saved
Searches icon to display this browser.

@ 4| Documents Summary Reports P— S
-4, Saved Searches E@ @@Q}fﬁ@
=[5} Salt vs. Pepper

= [ Privileged Document Searches

0 Selected Item(s)

jd} Responsive Document Searches o
L[ < [F] SSHACKLET_0000003

g\ Batch Source [ SSHACKLET_0000005

-k Email Addresses for Domains [] SSHACKLET 0000023
----- ~4 Production Quality Check [] SSHACKLET 0000044
e 7 Redacted Documents [[] SSHACKLET 0000045

New Search in Saved Searches Browser

To update the search, you follow the same steps as those used to edit a
saved search. Right-click on the search in the Saved Search browser, and
click Edit. The Saved Search form is pre-populated with information
used in your search.
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3.1.1.4 Re-Running an Out of Date Search

When you navigate away from a search to another area of Relativity,
that search will be considered out of date. When you return to the
Saved Search browser you will be required to run the search again to
view the results.

The following message displays when you return to the Saved Search
browser:

|
r OCR w Persistent Highlight Sets Pivot Profiles Relativity Applications Search Terms Reports Ima’

| Edit Search |
———1

Your saved search may be out of date]Run saved searchlagain to reload your results.

Re-Run Search Button

Click Re-Run Search to reload the search results. Click Edit Search to go
the search’s edit page, where you can change its conditions.

Note that clicking on the saved search name in the browser upon
returning will also re-run the search and reload results. If you edit any
item returned in a saved search, you will receive the message above
upon saving the edit. Again, you must re-run the search, even if the
item(s) you edited still meet the search conditions and the search
returns the same number of documents.

3.1.1.5 Field Tree

Clicking on the Field Tree icon displays the Field Tree in the browser.
Selected single and multiple-choice list fields and their choices are
available in a tree structure.
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Field Tree Display

Each single and multiple-choice field has its own choice folder in the
Field Tree. The field’s choices are displayed as subfolders. A [Not Set]
choice is also available for each field, which displays null values for the
field.

You can click on a choice within the Field Tree to display all the
documents in the item list manager that have the selected choice value
AND meet the criteria of the active view. In the item list, click this icon
to send a link to the documents currently displayed in it.

3.1.1.6  Sending E-mail Links to Choices

In addition, you can send an e-mail message with a link to a choice, a
choice folder, or the item list displayed when the Field Tree Browser is
open. In the Field Tree Browser, right-click on a choice (or a choice
folder) to display the E-mail Link option. Click this option on a choice to
open an e-mail message containing a link to it. You can also send a link
by clicking this icon in the item list.
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Vi
@ 4| Documents Ssummary Reports Review Bﬁnﬁ Administration w Search |
35 Field Tree =2 & [l Documents ~
i Salipel s husy 0 Selected Item(s)
+J o Author Domain
+_I | Categorization =
_J_ | e nnni At ‘_ el [ Edit  SSHACKLET 0000005
.Y E-mail Link M’ () Edit SSHACKLET 0000023
E LTS
—;---_ | Desposition Kit [CJE" ] Edit SSHACKLET 0000044
T Elliett e’ ) Edit  SSHACKLET 0000045

E-mail Options available from Field Tree Browser

The Subject line of the e-mail message is pre-populated with the
following text: “Relativity Review - <Workspace Name> - <Choice Name:
Value>.” When the recipient clicks on the link, the documents
associated with the choice are displayed in the item list manager.
Relativity will display a permissions denied message if the recipient
clicks the link but does not have access rights on the field associated
with the choice.

If you send an e-mail link to a choice folder, the Subject line
displays the folder name instead of the choice name and the
value. The item list manager displays all documents
associated with the choices in the folder. Recipients must
have access rights on fields associated with the choice folder.

3.1.1.7 Displaying File Paths

The current browser location drives what is displayed in the item list.
The breadcrumb, pointed to by the red arrow below, shows the current
browser selection.

The breadcrumb can also be accessed by clicking on the Show Current
File Path ( '&) icon.
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0 Selected Item(s)

BT

. ﬁn (=< AMEYERS_0000005 Alen, Paul

Ad Edit AMEYERS_0000006 Alen, Paul
Bl Edit AMEYERS_0000007 Alen, Paul

Wlcy Edit ~ AMEYERS_ 0000008 AMEYERS
[l =} Edit AMEYERS 0000009 AMEYERS

H [l E° & Edit AMEYERS 0000011 AMEYERS

lenuapyuos | Amjenuapyuod | Jaddag “sa yes Q

Wik Edit  AMEYERS_0000012 AMEYERS

Checked - Edit - e

File Path Display
3.2 View Bar

You can use the view bar, as well as any searches or filters, to narrow
further the document set. The following illustration shows the view bar
displayed on the Documents tab.

rl.'ﬁl, Documents w In This Folder & Subfolders - BB search... v 4 Lil

View Bar Display
The view bar consists of the following sections:

= Show current pathicon

= Views

= Scope Menu

*  Include Related Documents
= Dictionary

= Editviewicon

= (Create view icon

3.2.1 Views

|E Documents vllnrmsFumeraSurmders - - B2 B search... v 'il

View Menu Display

The view menu, highlighted in red above, controls the following:
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= The documents included in the searching set (in addition to
the browser selection and any active searches); this is based
on a set of criteria, which might include:
0 All documents in a workspace
0 Documents that have been assigned to you
0 Documents that fall within a specified date range
= The fields returned; any field in the workspace can be
included
=  The default sort order

If you would like to add or edit a view, contact your Relativity
administrator.

Your Relativity administrator can create a personal view for
you — a view that is visible only to you and the Relativity
administrator.

Contact your Relativity administrator to have a personal view
created. (An administrator can see all the personal items of a
user by setting the option View Another User’s Personal
Items on the Workspace Details tab.)

3.2.2 Scope Menu

’:,, Documents vl In This Folder & Subfolders v| ~ Lz -

h_jﬂl

Scope Menu Display

The scope menu, highlighted in red above, controls the folder scope of
the documents returned. The scope menu contains the following
options:

= In This Folder and Subfolders
0 Displays the documents in the currently selected folder
AND the documents in all of its subfolders. This is the
default option.
= |n This Folder
0 Displays ONLY the documents in the currently selected
folder in the browser, not its subfolders.

3.2.3 Include Related Documents

Eﬂ Documents v In This Folder & Subfolders vllnclude Family vl G Ed - Lal|

Include Related Documents Display

Include Related Documents returns documents related to the
documents currently in the view. The options vary by workspace, but
may include email family groups, duplicates or similar documents.
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Related items are further described in the Related Items Pane section of
this document.

3.2.4 Dictionary
When using dtSearch, a Dictionary Search option is available.

The Dictionary Search allows you to search the index for a specific term
and see the total occurrences of the term and the number of
documents containing it.

To launch the Dictionary Search, click the Dictionary link next to the
Keywords textbox.

lgz Documents + In This Folder & Subfolders -
Search Terms:

Dictionary ,.‘_

Dictionary Link
For more information, refer to the Relativity Searching Manual.
3.2.5 lcons

In the left hand of the view bar, there will be one icon, and at the right
end of the view bar, there may be one or two icons, as seen in below:

‘ L lrea— = In This Folder & Subfolders ~  Include Famity ————Jme=5) E-d

Icon Display

Icon Description

F=) Show the current path. This allows you to copy your current
browser location to the clipboard paste into various locations.
Clicking this brings up the following:

Salt vs. Pepper

Current browser location |

= Add a new view. This will only be present if you have
permission to add a new view. If it is not present, contact
your Relativity administrator to add a view.

G Edit the current view. This will only be present if you have
permission to edit the view. If it is not present, contact your
Relativity administrator to edit the current view.
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Once you have used your browser selection and view bar to select the
correct searching set of documents, you can begin working with them in
the item list manager.

3.3 Pivot

Using Pivot, you can quickly analyze your case data to identify specific
trends or patterns. Pivot can be used to summarize data in tables or
charts, simplifying this analysis process. You can also easily create ad
hoc pivot reports using the options available on the Pivot menu. To
generate a pivot report, you select a specific field for grouping data
totals and further characterize this data by selecting a secondary field.

In the following illustration, a pivot report was performed on custodians
to determine the number of documents reviewed and coded as
responsive. The Pivot Grid displays these results in a table format that
can be customized for more convenient viewing. Please see “Working
with Pivot Grid Results.”

Select a profile... - F" ils [j" Custodian = | Date
Grid | Chart | List | Responsiveness « | Date
Pivot data as of: 5/2/2011 3:58 PM Reset Column Sizes | Show Filters | |Paget(of 1) [ 4 b MW
Arnald, Johnny 25 50 4,797 25 4,897 =
Alen, Paul 1 400 2,431 200 3,042
SSHACKLET 10 203 674 113 1,000
Badeer, Robert 3 100 643 103 877
Arora, Harry b 12 588 43 654+

Pivot Grid Results

Administrators or users with permissions can develop custom Pivot
Profiles that can be reused on multiple data sets. These profiles can be
configured with field information and formatting for charts, including
line, pie, and bar graphs. For additional information, see the Pivot
Profiles section of the Admin Manual.

Note: Pivot’s availability is not limited to or dependent upon where you
are in the data set. This means you can perform a pivot on any Relativity
field that has been allowed for Group By and/or Pivot On even if that
field is not displayed in the current view.

Pivot Menu

The Pivot Menu is available in the workspace, document, and other
browser modes. It displays the options to perform reports on pivot-
enabled items listed in any view or saved search. To display the menu,

click the Pivot ( '®) icon in the upper right corner of an item list.
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ltems 1 -25(of86) M 4 b M

Pivot Icon
The Pivot menu contains the following sections:

= Pivot Profiles are predefined pivot configurations that you can
apply to the data in the current view or tab.

= Display Settings are used to show or hide the grid, chart, and
item lists.

=  Pivot Settings include options for selecting the Group By and
Pivot On settings used in ad hoc pivot reports.

p.{«ofpmﬁles;‘c Display Settings )‘ ~oon.  PivotSettings

Pivot Menu

3.3.1 Using Predefined Pivot Profiles

You can quickly generate a pivot report by using the customized Pivot
Profiles developed for your organization. Custom profiles include
configured settings for the Group By, Pivot On, and Date fields, as well
as the chart formats. When you select a profile, the fields in the Pivot
menu are automatically populated with predefined values. You can
modify these values to run additional pivot reports, but your settings
will not be saved.

Note: You cannot create or save modifications to Pivot Profiles unless
you have the required permissions. To save an update to a profile, you
must edit it on the Pivot Profiles tab.

Similar to Saved Searches, you can apply Pivot Profiles to your active
data set without modifying it. To generate pivot results, select a
predefined profile from the drop-down box. Pivot automatically applies
the profile to your data and displays the results. Click Clear to remove
the profile settings and reset the fields with their initial values.

@ Documents v InThis Folder & Subfolders v - B3 g -

Select a profile... - - ~ | Date Go
o =

Select a profile... Grd  Chart | List <Total Only>  w | Date

Custodian by Date —

Custodian Pie Chart Save as Search | Reset Column Sizes | Show Filters | | tems 1 -25¢of1,000) M 4 b M

Issues by Year/Month

Pivot Profile
3.3.2 Creating a Pivot Report

You can create an ad hoc pivot report using the options available in the
Pivot menu. The Pivot Grid will display the results of your pivotin a
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summary table that lists intersecting values of the selected fields. It
displays a visual representation of the data similar to spreadsheet
totals.

Use the following instructions to create and generate your own pivot
report:

= Group By displays fields that you can use to define the vertical
axis of the pivot grid.

_|\ Lu_]' ;_I\ — ~ | Date
Grid | |Chart| | List —h <Total Only> ~ | Date

Pivot Grid Options

= Pivot On displays optional fields that you can select to break
down the totals displayed in each row. Pivot on acts as the
horizontal axis of the report.

Note: Relativity fields must be enabled for Pivot. If you do not
see a required object in the Group By or Pivot On fields, contact
your Relativity Administrator for more information.

= Date will summarize on each unique date. If a date field is
selected, you can choose how to summarize based on:
0 Month will summarize on each month. Month is only
available in “Pivot on” if your “Group By” field is also a date.
0 Year summarizes on each year.
0 YearMonth summarizes on each Year/Month combination,
such as Jul-09.
= Go button is used to apply the settings you specified to the data
set. If you selected a Pivot Profile, the settings contained in the
profile are applied. Please see Working with Pivot Results.

= il = Custodian v | Date m
Grid | Chat  List Responsiveness - | Date

Launch a Pivot

= Save allows you to store the settings you specified as a Pivot
Profile. Once saved, the profile is available in the drop-down
and in the Pivot Profiles tab. Clicking Save or Save As brings up a
box containing a required Name field. This is the name of the
Pivot Profile you want to save. Clicking Save here saves the
profile. Clicking Cancel cancels the action.
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Hame:

Profile Name

= Clear button is used to remove the pivot settings from the
display - fields are reset with their initial values. No changes are
made to the data set or to existing fields. Likewise, if a Pivot
Profile was selecting, clicking Clear only de-selects it — no
changes to the profile itself are made.

3.3.2.1 Working With Pivot Grid Results

Pivot results are displayed in grid or table format determined by the
selections that you made in the Group By, Pivot on, and Date fields. In
the example below, the grid displays rows listing each custodian, and
columns with the number of documents tagged as responsive.

Setect a profile... - F ik =2 Custodian = | Date
Grid | Chan  List Responsiveness ~ | Date
Pivot data as of: 5/2/2011 3:58 PM Reset Column Sizes | Show Filters | 1Paget1(of N[ 4 b M
Arnald, Johnny 25 50 4,797 25 4897 ||
Alen, Paul 1 400 2,431 200 3,002 L
SSHACKLET 10 203 674 113 1,000
Badeer, Robert 31 100 643 103 877
Arora, Harry 1 12 588 43 654 o

Pivot Grid Results

Depending on your pivot criteria, your report may require additional
formatting to display the data conveniently in the browser. Perform the
following tasks to view or export your pivot results:

= Resize columns by left-clicking on the column header and
dragging the header border.

=  Browse through the records returned by using the navigation
buttons in the upper right corner of the Pivot Grid.

select a profile... - F I;ﬂ:l = Custodian ~ | Date &

Grid | Chart E| Responsiveness ~ | Date

Pivot data as of: 5/2/2011 3:58 PM Reset Column Sizes | Show Filters | I Page 1(of3) [|{ ¢ b Bﬂ

andTotaa B

Arnald, Johnny 25 50 4,797 5 4,397 ||

Allen, Paul 1 400 2,431 200 3,042 L
SSHACKLET 10 203 674 113 1,000
Badeer, Robert 3 100 643 103 877

Arora, Harry 1" 12 588 43 654 -

Navigation Arrows
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= Expand the page size to display more records in the browser.
Select a new page size from the drop-down list at the bottom of
the Pivot Grid.

1
10

i
50
100
200
SO0
1000

Viewing 26 jftems in setsof 15 | ™ |per page

Item Set Drop-down

= Modify the sort order of the results. By default, your pivot
results are sorted in descending order based on the Group By
field. You can modify the sort order by clicking on any of the
column headers. (Click once for a descending sort, and twice for
ascending.)

= Refine your data set by filtering on specific fields. Click Show
Filters to display fields for the columns in the grid. Select one or
more fields, and click the Enter key. See the Relativity Searching
Manual for more information.

Select a profile... - = 1 LHJ = Custodian i ~ | Date
E Chart  List Responsiveness L « | Date
Pivot data as of: 5/2/2011 3:58 FM Reset Column Sizes |WI 1Pagetter ) M 4 b W
Arnold, Johnny 25 50 4,797 25 4,897 =
AMlen, Paul 1" 400 2,431 200 3,042 4
SSHACKLET 10 203 674 113 1,000
Badeer, Robert 3 100 643 103 877
Arora, Harry 1 12 588 43 654+

Show Filters Link

=  Perform searches on your data by selecting a keyword search,
dtSearch, or Relativity Analytics from the Search With drop-
down. You can also click the Search Conditions icon ( ) to
display the boxes for defining conditions. For more information,
see the Relativity Searching Manual.
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@@ Documents = InThis Foider & Subfoiders = o s | _.' el
Search Conditions: 3
e T — B s T
| v lse v anyerthesr vl e - axsesrch
| Relativity Analylics
Al wlber conition
Selecl a prafie... - [ Custodian «| Date
[ save | save s | {6t | chan | tim Resgonsivenes: = | Date =a
Pivot data as of: 10/26/2011 420 Pl Besel ol Sizes | Show Filers | Pageiiof 1) 4 4 b W
‘ )
L Ewis
Grand fotsl 1 1% 2,000
Cieas Fiters = [ Viewing 4 lems insetsof 15 = pur page
0 Seincted Itenis) = S as Search | Seset Cosmn Sires | Shaw Fiters | tems 1 -isiertroom W4 B W

Search Options

= (Create a saved search based on any search or pivot criteria that
you entered. Click the Save as Search link. For more
information, see Saving Searches on the Documents Tab.

Note: If you select an option in the Include Related Documents
drop-down, and also set pivot criteria, you will not be able to
save this search with the Save as Search link. You can the set
Include Related Documents drop-down to blank, and then use

this link to save the search.

= Export your pivot results to a file. Select Export to File from box
in bottom left of the Pivot Grid, and click Go. Your results will be

exported as an HTML file.

Arnold, Johnny
Alen, Paul
SSHACKLET
Badeer, Robert
Arora, Harry

Grand Total

Export To File

Export To File

3.3.3 Creating a Pivot Chart

In addition to showing pivot results in the Pivot Grid table, you can also
show the results graphically using the Pivot Chart.

You set up a Pivot Chart the same way you set up a Pivot Grid. Please
see the “Setting up a Pivot Grid” section for details on field selection

and considerations.

If you already have a Pivot Grid run, you can easily switch to or add a

Pivot Chart by activating the component:
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les Documents = In This Folder & Subfaiders ~ Include Family B = = Searc - &
Select a profile... - = EE = Custodian ~ | Date
— <o
Pivot data as of: 5/2/2011 4:43 PM Reset Column Sizes | Show Filters | ol Page1(of3) M 4 b M
Alen, Paul 11 400 2,431 200 3,042
SSHACKLET 10 203 674 113 1,000
Badeer, Robert 31 100 643 103 877 |=
=
§ Arora, Harry " 12 588 43 654
2 | eranaTota 3 915 10,400 600 12,003 |
H =
H
-
w2
S8 4,000 o 2,431
o
- D ooy oEe Cmsl ook
o 2
5 o . ) I I
Arnold, Johnny Allen, Paul SSHACKLET Badeer, Robert Arora, Harry
Custodian

Pivot Chart Enabled

The pivot chart reflects the results of the query executed in the Pivot
grid above.

3.3.4 Working With Pivot Chart Results

Pivot Charts allow many customization options to optimize their look
and feel. The options are accessed by clicking on the Chart Options icon

( s ) within the chart area.

Arora, Harry 1 12 a8
Grand Total a3 915 10,400
|-._.'<;} |_i— 4,797
Chart Type Bar - @) vertical Orientation
_ [ show Grand Total Show Labels . N
Z) Horizontal Orientation
Sort On Grand Total - | [C]show Legend Rotate Labels - :|
Show (blank) Values [ Stagger Labels [ switch series
Sort Order DESC « ! g fadeer,
LUSToanan

Pivot Chart Tool Bar

= Chart Type allows you to choose the chart type:

0 Bar-displays rectangular bars with lengths proportional
to the value that they represent. The value will be
shown above the bar.

0 Pie—displays a circular chart (pie chart) divided into
sections to illustrate each value within the pie. The
value and percentage will be shown for each section.

0 Line —compares two values plotted along an axis: the
vertical and horizontal. The value is shown where the
two axis meet.

= Sort On allows you to select how you want the chart
information to be sorted by:

0 Grand Total

O Your selected “Group By” field
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= Sort Order is a drop-down that allows you to choose
between the ASC and DESC settings:
0 ASC will display the field information in ascending in
order in both the chart and the grid.
0 DESC will display the field information in
descending order in both the chart and the grid.
Show Grand Total toggles the display of grand total in the Pivot
Chart. This value can help add context, but may throw off the scale
of the Pivot Chart and reduce readability.
= Show Legend toggles the display of the Pivot Chart legend.
This information can often be intuited from looking at the
chart. If not, it can be added.
=  Show (blank) Values is a checkbox that allows you to show
or hide totals in the Pivot Chart. Blanks counts may be high,
so hiding them may improve the readability of the chart.
= Show Labels toggles the value count labels on Pivot Charts.

Labels shown / hidden:

4,797

Arnald, Johnny Allen, Paul Arnald, Johnny

A

Allen, Paul

Show Labels Options

= Rotate Labels rotates the group by labels at a 45 degree
angle. This can help readability in fields with many values.

Ea

Grand Total

4,000

e meE E R e mim e
& @ & & &
EWP ?gé\ :,‘:{SSP @b‘é\? vsd‘s\

Rotate Labels Option

= Stagger Labels is another option to improve readability of
group by values. Stagger labels varies the horizontal
position of the labels to improve readability.

4,000
2,000
0

Arnold, Johnny SSHACKLET Arora, Harry
Allen, Paul Badeer, Robert

Stagger Labels Option
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= Vertical allows you to change the axes of the report to
vertical.

= Horizontal allows you to change the axes of the report to
Horizontal.

= Switch Series switches the Group by and Pivot On positions.
In the above examples, our Group By field — Custodian, was
the value on the horizontal axis, while our Pivot on field —
Responsiveness, drove the bars on the chart. Selecting
Switch Series would put Responsiveness on the horizontal
axis, and chart bars for each Custodian. This allows you to
work with a chart without having to change the original
pivot settings.

¢z
B2 a0 |
gz,w;— L_EI [11] @zoa
° & o
0509

Switch Series Option

= Set confirms, saves and executes the new charts options.

B T

[ A0 -

2000 {5/} 1) ]
0 &

&5

Grand

Size To Fit Icon

Clicking the Size to Fit icon expands the Pivot Chart to the maximum
size allowed in the current window.

In the bottom right corner of the chart window is the items per page
drop-down. This drop-down allows you to expand the number of items
displayed per page. While adding more items can give the chart more
scope, adding hundreds of items can make the chart illegible.

3.3.5 Emailing / Saving a Pivot Chart

Using right click functionality in the chart area provides the ability to
save the information outside of Relativity. Right-clicking will allow you
the following options:

=  Save Picture As
=  E-mail Picture
= Print Picture
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Show Picture

Save Picture As...

E-mail Picture...
Mot Responsive Print Picture...

Right-Click Options
3.3.6 Using Pivot to Filter your Document List
You can filter on documents directly from the Pivot Grid or Pivot Chart.

In the Pivot Grid, click a cell once to add it to your filter list. This adds
the item, but does NOT execute the filter. Selected cells display in
yellow. Multiple selections can be made to refine the filter further.

Pivot data as of: 4/29/2010 11:37 AM Reset Column Sizes | Show Filters | Clear Al | Page 1 (of 1) [ 4 b Bl
(bank) 60 85 304 24,656 40,399 3,217 ] 5 z 2z 68,736
nvest® & 798 1,620 263 2,687
apply~ 4 536 1,110 "7 1,767
application 2 11 368 752 142 1 1,276
w/h

westgate

Grand 60 a7 325 26,362 43,881 3,739 i 10 2 o 74,470
Total

Cells Added to Filter List

Clicking on a selected cell a second time will de-select the filter.

Selected filters will display in the bar below the pivot grid / chart. When
you have selected the desired filter conditions, ensure that “Set Filters”
is applied in the drop-down, and click Go.

(blank]) 60 85 304 24,656 40,399 3,217 z
invest* & 798 1,620 263
apply~ 4 536 1,110 117

applicatio 2 11 368 752 142
invest* 4
wih

Set Filters - SearchHitResult - Keyword Analysis = invest®* AND Sent Date = 1999 OR
SearchHitResult - Keyword Analysis = apply~ AND Sent Date = 1999

Selected Filters Bar

This filters the document list. Applying this filter will open the document
list if it was hidden while you were working with the Pivot Grid.

If you would like to work strictly with the document list after applying
the filter, you can hide the Pivot Grid and/or Chart by deselecting the
icon.
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Hiding the Pivot Grid brings up a filter bar above the item list, showing
the active filters.

Documents + In This Folder & Subfolders - -
Custodians = Brawner, 5andra F. AMD 5ent Date = 2000 OR Custodians = Carson, Mike AND Sent Date = 2000
0 Setected Itemis)
K El é‘ = Edit EN036537 12/13/2000 9:22 AM tdoremus@tfs
&’ = Edit  EN036538 12/12/2000 4:56 AM jons@amerexs
e

Active Filters Bar
3.3.6.1 Filtering the Document List with Pivot Chart

Using the Pivot Chart to filter the document list works much like filtering
from the Pivot Grid.

To filter in the Pivot Chart, click on the desired bar, line plot, or pie chart
slice. Although there is no change to the chart, the filter selection will
show in the filter bar below. Click Go to apply the filters to the
document list.

Set Filters » Renf Custodians = May, Larry AMD Responsiveness = Not Responsive

Document List Filter Bar

3.3.7 “Pivot Data is Out of Date”

Pivot Grids or Charts will not automatically refresh if you change your
data source. This is done when you move to a new folder, move to a
new choice, apply a filter, or a search.

If you change the data source, you will see a message above the pivot:
“Pivot data is out of date. Please run the pivot.”
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g5 Documents + |In This Folder & Subfolders -

telect a profile... - J

Pivot data is out of date. Please run the pivot.

AMEYERS

Out of Date Message

If the Pivot Grid and Pivot Chart are greyed out, it means that the data
no longer applies to the current document set.

If the chart appears grayed out, click go to re-run the Pivot with the new
data set.

3.4 ltem list

The item list manager consists of the item list, as well as controls for
working with the documents. The fields displayed in the item list are
based on the selected view, which is editable.

Contact your Relativity administrator to change the fields in your view.

lgsy Documents « InThis Folder & Subfolders - E @ Search v % _m',
0 Selected Itemi(s) Save as Search | Reset Column Sizes | Show Filters | | Items 1 - 25 (of 237) H4p M

] i

D |1“|"' u Edit  AMEYERS 0000005 AMEYERS 4/6/2001 3:02 AM Re: deal 539246.1 REliant HLP dms 7634/7636

= @' [ ] Edit AMEYERS 0000006 AMEYERS 54772001 2:59 PM Info on some cuts for 05/06/01 and 05/07 /01 3

= B[] Edit AMEYERS 0000007 AMEYERS 54772001 2:59 PM FW: Info on some cuts for 05/06/01 and | 4

05/07/01

D |1“|"' u Edit AMEYERS_ 0000008 AMEYERS 572072001 12:49 AM TAG #22872

[l |1"|"' u Edit  AMEYERS_000000% AMEYERS 52372001 2:58 PM FW: MEW PAC Numbers

1 @[] Edit AMEYERS 0000011 AMEYERS 6/11/2001 7:10 PM Accomplishments and Goals 2001

0 B[] Edit AMEYERS 0000012 AMEYERS 6/28/2001 4:08 AM LV Cogen cut for HE 19

D |1“|"' u Edit AMEYERS_ 0000013 AMEYERS 6/28/20:01 3:15 PM Cut on TAG 23841 i
Checked ~ Edit Al GO Viewing the First 237 « of 137 items in sets of 25 ¥ per page

Item list Manager

To change a column’s size, hover over the white bar at the edge of the
column header. A double arrow indicates that you can move the
column. You can drag it either direction to widen or narrow the
column... The other columns on the page will automatically adjust to fill
the rest of the window. Column data can be cut off. If you wish to return
to the original settings click Reset Column Sizes.
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~+  In This Folder & Subfolders -

&ave as Search | Reset Column Sizes

| Control Mumber  * [Lustodian Date Sent

AMEYERS (0005 [ Control Murmber h 4/6/200
AMEYERS_(WMI000E AMlen, Paul B7200

|
AMEYERS_(WMMOO0T AMlen, Paul 57200

Column Resizing

3.4.1 Previewing a Document

Note that if you hover your mouse pointer over a record’s file icon, you
can left-click to open a pop-up viewer showing the record.

If your item list doesn’t contain the file icon, contact your
Relativity administrator to add it.

3.4.2 Sorting

You can use any field in the view to sort the entire searching set — the
number of documents indicated in the bottom right.

Click any field heading once to sort the documents in that field in
ascending order, alphabetically. A down arrow will appear next to the
heading name, as in the Reviewer field below.

0 Selected ltem(s) Save as Search | Reset Column Sizes | Show Fig
O e

I = ﬁh = AMEYERS (00005 HMlen, Paul 4762001 3:02 AM
Th Edit AMEYERS 0000006  Alen, Paul 5/7/2001 2:59 PM

Edit AMEYERS 0000007 HMlen, Paul B7F2001 2:59 PM

m

Ko

Sorting Down Arrow

Click a second time to sort the documents in descending order,
alphabetically. An up arrow will appear.
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0 Selected Item(s) & Save as Search | Reset Column Sizes | Show Fil
[F T
[E° B Edit  AMEYERS 0000005  Alen, Paul 4162001 3:02 AW
[ E Edit AMEYERS 0000006  Alen, Paul /72001 2:59 PM
C]E* B Edit  AMEYERS 0000007  Alen, Paul 5/7/2001 2:59 PM

Sorting Up Arrow

Clicking the field name a third time will clear the sort and return the
field to its original order.

If you are unable to sort a particular field you should contact your
Administrator and make sure the field has the Sort option set to Yes.

3.5 Document Set Information Bar

The document set information bar is found in the bottom right corner of
the workspace. It consists of the returned set selector and the displayed
set selector. The document set information bar gives you further control
over how you work with your searching set.

Viewing the First 237 - of 237 items in sets of 25 + pEr page

First 237
Add Next 5,000...

Document Set Display

The returned set selector indicates what subset of your searching set
Relativity returns. Your returned set is controlled by the drop-down
seen in the above screenshot.

The size of your returned set DOES NOT control which items
you can search, or on which items you can run a mass
operation. Any search you run is based on the number of
documents in your searching set.

Any mass operation you run can be based on the number of
checked items in the item list, the number of returned items,
OR all the items in your searching set. Mass operations are
further detailed later in this document.

Depending on your environment, the default returned set size may be
500 or 1,000. If you'd like to change your environment’s results set
selector defaults, contact your Relativity administrator.

Note that the number of documents in your result set selector is the
number of documents you will be able to browse in the core reviewer
interface.
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For instance, if your result set selector is set to 500 documents, you will
be able to browse the first 500 documents of your searchable set. You
will not be able to browse to document 501 in the viewer.

However, you do have two courses of action:

= Adding more documents
=  Applying filters to bring back only the documents you’d like
to browse.

3.5.1 Adding More Documents

Click on the drop-down and add documents to the returned set.
Depending on your environment, you may be able to add an additional
500, 1,000 or 5,000 document to your returned set. If you'd like to
change your environment’s results set selector defaults, contact your
Relativity administrator.

3.5.2 Applying Filters

You may find it beneficial to use searching or filtering to narrow your
searchable set, allowing you to browse through the key documents in
the viewer.

For example, let’s say your workspace is 120,000 records, and you’d like
to see documents in the middle of the workspace — EN045340 through
EN045960. To get to those documents, click on Show Filters in the
navigation bar, enter EN0O45340 BETWEEN EN045960 in the identifier
field, and click Enter. The hits become your searching set, allowing you
to browse the documents.

Similarly, if you are looking for documents after a specific date — say
December 5, 1998 — you could filter the correct date field with the term
>=12/5/98.

These are just two examples. For more information on searching
techniques, please see the Relativity Searching Manual.

i' 1 All Relativity documentation can be found in the reference
guides section of the kCura Support site:

] -

www.kcura.com/relativity-manual

The displayed set selector expanded below, sets the number of
documents shown in the item list at one time. The option you select
remains in force throughout this session, or until you select another
option.
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27652002 3:15 PM Confirmation of Interview on Friday » 15 den

2/6/2002 12:29 PM =>=>READ! UBS EMAIL MIGRATION <<= 20
25
50
100
200
500

Viewing the First 237 « of 237 items in sets of 25 - I page

Set Selector
3.6 Navigation Bar

Based on the selections in your document set information bar, you can
navigate the item lists using the navigation bar. The navigation bar is
located in the upper-right corner of the item list manager.

| Show Filters | Clear A | Items 1 |- 1,000 (of 1,000) M 4 P liil

Navigation Bar

The Show Filters option allows you to apply a filter on any field in the
item list. Filters can help you narrow the item list to focus on key
records. For information on how to use filters effectively, see the
Relativity Searching Manual.

All Relativity documentation can be found in the reference
guides section of the kCura Support site:

www.kcura.com/relativity-manual

Your browsing options are set by your selections in the set information
bar. Below, the displayed set is 1000 documents, and the returned set is
25 documents. Therefore, you are able to browse through those 1,000
documents in 25 document sets.

| Show Filters | Clear Al ||Flemr5 T |-1,000 mr1,am]| M 4P HI

Displayed Set/Returned Set

To jump to a specific document, you can enter a record number into the
textbox shown above and hit enter. You can also use the navigation
arrow links.
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| Show Filters | Clear AL | Items 1 |- 1,000 (of 1,000) [ 4 P M

Navigation Arrows

The navigation arrows do the following:

1 4 b M

Top of first

page Previous page Next page Last page

If you would like to browse the documents in the core reviewer
interface, click on a document identifier to launch that document.
Remember, you will be able to browse only the selected returned set.
However, you can always add more documents if you need to.

3.7 Searching

You can run a search on your entire searching set by selecting an index
from the Search drop-down in the upper-right corner of the item list
manager. The options in your drop-down vary with each workspace. The
Search With drop-down is shown in red below.

Hi, Mary Ann
[ [
ﬁpﬂi{:ati‘\ Sr,-amhrﬂ
Search v |4 m

Keyword Search
dtSearch
Relativity Analytics

Search Options

You can also click the Search Conditions icon ( ) to display the boxes
for defining conditions. For more information about search indexes and
conditions, see the Relativity Searching Manual.

All Relativity documentation can be found in the reference
guides section of the kCura Support site:

www.kcura.com/relativity-manual

4 Core Reviewer Interface

By clicking on a document identifier, you open the document in the core
reviewer interface.
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The core reviewer interface screen consists of three panes: the viewer,

layouts, and the related items pane.

e Return to document list

& EH DD QE=

From: phillip-allen@enron.com
Sent: Tue, 26 Sep 2000 09:25:00

T

[<l[<] g [<]<]=]

o

Subjec SN0 SR
it

04:28 PM

=] [<] ][] =] =] =]

To: "Phillip Allen” <pallen@enron.comz

To: khol ®n.com
o liewer
Bcee:

Forwarded by Phillip K Allen/HOU/ECT on 09/26/2000
"George Richards” <cbpres@austin.rr.com> on 09/26/2000 01:18:45
PM

[BIBEEE r=spond to <chpres@austin m com:
cc: "Lamry Lewter" <retwell@mail.sanmarcos.net>, "Claudia L.

[ ENooDO16 |3| Document | 16 of1000 M 4 P M
¥ Viewer {7 Native {7 Image { |Extracted Text j Delete Al Images ICDding ﬂ 7|

s foow | 26| m] e || &[w[d4r]|O Dorument Details

B Aller; Paul =

Coding

Reviewer Comments

Translation

Crocker” (Al)
<clclegal com> - "
Subject: %Mr-;t
.{|_ Related Items
/ ]| 7 eogioso "
Turn oo i i : Export to Excel ItenisD-4(n|4I H4Pp
Expert 7| -] .94 mbjs || Checked Items ~ [ zait ~] [

FOODOe e

Core Reviewer Interface

Several viewing options can be toggled using the icons in the upper-

right-hand corner of the window.

Lﬂr%ljDEt'

Viewing Option Icons

Icon Description

Lgy | Displays the Keyboard Shortcuts legend, which contains
keyboard shortcuts, actions, viewer modes, and categories.

actions.

il | Enables you to use Keyboard Shortcuts during document
review; refer to the legend for a list of shortcuts and their

browsing.

| | Shows and hides the item list of the records you are currently

] | Docks or undocks the document viewer. When undocked, the
document viewer opens in a separate pop-up window to
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Icon Description

facilitate a multi-monitor review. As you browse records, the
undocked viewer will show the active record.

[i ] | Swaps the position of the document viewer. The document
viewer moves from the left side of the screen to the right.

_J | Pops out a Stand-Alone viewer of the current record. For
information on the Stand-Alone viewer, please refer to the
Using the Stand-Alone Document Viewer section.

= | Hides and un-hides the tab strip within the core reviewer
interface for easy navigation to different objects.

4.1 Keyboard Shortcuts

Clicking the ( “&¥) icon displays the Keyboard Shortcuts legend, which
includes the following sortable columns:

= Keyboard Shortcut is the key-combination used to execute the
shortcut during document review.
= Action is the action that results from using the keyboard
shortcut.
= Viewer Mode lists the viewer mode for which each shortcut is
available. Note that most of the System category shortcuts can
be used in all viewer modes.
= Category lists the shortcut type. Below, the legend displays only
those shortcuts designated by the System and Internet Explorer.
This column will also list all Field and Choice shortcuts
configured by your administrator via Field and Choice
properties.
= Note the following Keyboard Shortcut Tips listed above the
legend:
0 Shortcuts only execute in the Core Reviewer Interface.
0 Shortcuts only execute in the Viewer Modes listed in
the legend.
0 If the document viewer is undocked, shortcuts that
move the cursor focus to a textbox will only execute if
Internet Explorer has a single tab open.
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Keyboard Shortcuts Legend

Keyboard Shertcuts Tips: « Shortcuts will only execute in the Core Reviewer Interface. Close Window
+ Shortcuts will only execute in the Viewer Modes listed in the legend
below.
« If the document viewer is undoc ked, shortcuts that move the cursor focus to a
textbox will only execute if Internet Explorer has a single tab open.
Reset Column Sizes | Export to Excel | Show Filters | Clear Al |
FY
Mt+Down Arrow Mext Annotation Long Text, Viewer System
ME+E Switch to Long Text Mode Al System
Mt+Enter Save and Mext Al System
Mi+Left Arrow Page Up/Previous Image Al System
ME+M Toggle Modes Long Text, Viewer System
(Draft/Normals Preview)
At+N Switch to Mative Mode Al System
M+P Switch to Productions Mode Al System
Mt+Page Down Next Document Al System
Mi+Page Up Previous Document Al System
ME+5 Save Al System
ME+Shift=T Switch to Image Mode Al System LI

Keyboard Shortcuts Legend

4.1.1 Special Considerations

Please keep in mind the following when working with Relativity’s
keyboard shortcuts feature:

= Keyboard shortcuts are active when:
0 Keyboard shortcuts are enabled
0 Focusisin the Core Reviewer Interface
0 The viewer is docked or Undocked and IE only has one
tab open
0 If the shortcut overlaps with a Windows shortcut, both
shortcuts will be triggered; for example, if a program
installed on a user’s computer uses the CTRL-ALT-R
shortcut, clicking CTRL-ALT-R will trigger that action
regardless of whether a user is in Internet Explorer or
not
= Keyboard shortcuts are not triggered when:
0 Keyboard shortcuts are disabled
0 Focusis NOT in the Core Reviewer Interface
0 The Stand-Alone viewer is launched
0 The viewer is undocked or in Stand-Alone mode and IE
has more than one tab open
0 Viewing a documentin NATIVE mode
=  When the numbers 0-9 are used as shortcuts, they will only fire
when the user presses these digits in the main section of the
keyboard, namely in the row above the letters. The shortcut will
not fire if the user presses those digits found in the keypad.
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The following table outlines what Document Field types users can
define shortcuts for and what behavior the shortcuts trigger:

Field Type

Can define
shortcut?

Layout Display

Type

Behavior

Yes Text Focus jumps to
Fixed Length Text textbox
Text Only Focus jumps to
textbox
Long Text Yes
NO ACTION
Rich Text
Yes Date Focus jumps to
Date textbox
Yes Integer Focus jumps to
Whole Number textbox
Yes Decimal Focus jumps to
Decimal textbox
Yes Currency Focus jumps to
Currency textbox
Drop-down Drop-down choices
are toggled
User 128
NO ACTION
Picker
Checkbox Checkbox state is
toggled
Drop-down choices
Boolean Drop—down are toggled
Yes
Radio button
Radio buttons selected
No
Single Choice
No
Multiple Choice
No
Single Object
No
Multiple Object
No
File
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The following table outlines what Document Choices users can define
shortcuts for and what behavior the shortcuts will trigger:

Can define | Layout Behavior

Choice Type shortcut?  Display Type
Radio button | Choice is
selected/deselected
Choice associated
with Document VS Choice is
Single Choice Field Drop-down | selected/deselected
Checkbox Choice is
Choice associated selected/deselected
with Document Yes
Multiple Choice NO ACTION
Field Popup Picker

= The following are keyboard shortcuts for system actions:
O Alt + Down Arrow — Next Annotation
Alt + E — Switch to Long Text Mode
Alt + End — Last Document
Alt + Enter — Save and Next
Alt + Home - First Document
Alt + 1 — Switch to Image Mode
Alt + Left Arrow — Page Up/Previous Image
Alt + M — Toggle Modes (Draft, Normal, Preview)
Alt + N — Switch to Native Mode
Alt + P — Switch to Productions Mode
Alt + Page Down — Next Document
Alt + Page Up — Previous Document
Alt + Right Arrow — Page Down/Next Image
Alt+S -Save
Alt + Space - Edit
Alt + Up Arrow — Previous Annotation
Alt + V = Switch to Viewer Mode
Alt + Z — Cancel
0 Alt + Shift + Z - Copy from Previous
= These key combinations are NOT available for user-defined
shortcuts:
0 System Keyboard Shortcuts
0 The following IE shortcuts:
= Ctrl + A-Select All
=  Ctrl+ C-Copy
=  Ctrl + F-Find
= Ctrl + P—Print
= Ctrl + Shift - Reopen Last Tab
= Ctrl+T-NewTab
= Ctrl + V- Paste
=  Ctrl+X-Cut

O O0OO0OO0OO0OO0ODO0OO0OO0OO0OODOO0OOOOO
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4.2 Document Viewer

The document viewer displays workspace documents. The document
viewer menu displays the loaded forms of the documents and controls
which form of the document is displayed in the viewer.

When a document has not yet been imaged, the following options are
displayed:

i@ Viewer {0 Mative () | Extracted Text Default - h

Document Viewer Options Before Imaging

The document viewer menu displays additional options after the
document has been imaged:

& viewer € Native Image " | Extracted Text J i I’:' Production j Delete Images [

Document Viewer Options After Imaging

The document viewer toolbar options include the following:

Name Description

Viewer Opens the document using the Relativity native file
viewer. This is a “quick print” version, showing how the
file would look in its native application. This view allows
highlighting and redacting. This option will be present
only if a native document has been loaded.

Native Opens document with native document application in
the browser, if the native application is installed. This
option will be present only if a native document has
been loaded. Depending on your permissions, you may
not see this option.

Image Displays a TIFF or JPEG version of the document. This
view allows redactions and annotations. This option will
be present only if an image has been loaded or created.

Long-Text Displays a drop-down of extracted text and all long-text
Mode fields that have been made available in the viewer on
the field edit/creation page. Fields that are empty for
the current document displayed are not available in the
drop-down, as are fields you do not have permissions to.
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Name Description

Productions

Contains all instances in which the document has been
produced. The production state has been saved, so you
easily can view the guidelines of how the document was
produced. Present only if the document has been

included in a production.

Image Profile

Displays a drop-down of all imaging profiles that you
have permissions to use. Imaging profiles include format
settings for creating TIFF or JPEG images for a document.
Contact your Relativity Administrator for information

about available custom profiles.

Image button

After you select an image profile, click the Image button
to create a document image on the fly.

Delete
Images
button

Click Delete Images button to delete an existing

document image.

Image button is disabled if the Imaging application is not

installed.

If you do not see a form of the document present in the menu, the form
has not been loaded for the workspace, or you do not have permissions

to see it.

4.2.1 Viewer and Extracted Text Toolbars
The viewer and extracted text options load the same toolbar. The

features are described below.

Icon ‘ Name Description
@ Show/Hide Persistent Display or hide a panel containing
Highlight Sets all Persistent Highlight Sets in the
workspace

Zoom Zoom in and out of the current

= 100%

3 % document with a 10%-300% limit
Reset Resets previous function
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Icon ‘ Name Description
a a Find previous & next Searches for terms in document
and navigates through the hits
Draft Draft/Normal/Preview | Drop-down for different viewer
P Display Modes display modes. Note: These
Preview display modes do not render any
embedded objects, including
attachments, graphics, graphic
borders, or table borders.
D Fit to window width Available only in the preview
mode
[EL] Print current document | Prints the current document
Hide annotations Shows/hides all annotations or
highlights in the document
o
NOTE: This does not delete the
annotations
Go to next or previous Moves through previous
4 b highlighted term highlighted terms in the
document
About Native Viewer Displays the version of Relativity
@ and Bandwidth Tester Web Client and Outside In
Version.

4.2.2 Image Viewer Toolbar

The image viewer offers different functionality and loads a different

toolbar. Image viewer toolbar features include:

Icon Name Description
Zoom Allows you to zoom in and out of
| = 100% % current document with a 10%-
300% limit
Fit options Fit actual (resize to 100%); Fit

ERENE

width (resize to the width of the
page); Fit page (resize to the height
of the page)
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Icon Name

Rotate all document
[ pages clockwise

Description

Rotates all pages in a document
clockwise 90 degrees

Rotate current page
! clockwise

Rotates the current page clockwise
90 degrees

Print

Prints the current document

Switch to normal

mode

Allows users to select within a
document

Highlight Highlights selected text
T
Redact Stamp redaction
|
Redact with text Text redaction; message can be

customized by right-clicking on
textbox after redaction is drawn

Change markup
visibility

Changes the visibility mode of the
annotations between full visibility,
transparent and hidden

NOTE: Hidden annotations are not
deleted

About image viewer

Displays the version of Relativity
Web Client installed; if the version
is out of date, the symbol will be
red

Toggle all hidden cells in a Microsoft Excel spreadsheet by clicking on
the ( 4% ) Show/Hide Hidden Cells icon in the Viewer mode. This
functionality is only available for excel files and will not translate to
imaging, as Relativity will only image those cells that are not hidden.
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0 Return to document list

139} 5500001 ~_ g
@ Viewer (7) Native
W% 0wz 26|08 B ESTd| aldpr |0
A B C D E E G H 1 J koo
1 |There are hidden!cells in this documen
2 |This row is hidden
3 |The row is above :is hidden
L 25 I S
5
6
7
8

Show/Hide Hidden Cells
4.2.3 Using the Stand-Alone Document Viewer

Clicking the Stand-Alone Document Viewer icon in the Core Reviewer
Interface brings up another viewer pane with an Unsynced designation
at the top of the screen. This means that the Stand-Alone viewer is
currently not enabled to be synchronized with the core reviewer
interface.

] ENOODD16 =i 5 Linynicedd b
& Viewer {* Native (* Image (| Extracted Text » Delete Al Images
T t6[A] oI
f the (38)  +l|  Allen, Paul =
From: phillip.allen@enron_com
Sent: Tue, 26 Sep 2000 09:28:00
To: kholst@enron.com
Ce:
Bcce:
ST [Stiucture] ~|
ligbility (1) — t: +
property (1) « ]
| | |
IExpert 'l -3 1.94mb/s

Unsynced Stand-Alone Viewer

Clicking Unsynced switches the Stand-Alone viewer to Synced, allowing
you to view text and images, natives, and productions side-by-side while
navigating through the document queue.
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From: phillip.allen@enron.com
Sent: Tue, 26 Sep 2000 09:28:00
To: kholst@enron_com
Cc:
construct Bee:
nvestmer Subjec _m
liabifty (1] t hd
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[V] structure ¥ [ - Forwarded by Phillip K ¥
| B I | 2l
IExpert 'l 3| 992.97kbfs

Synced Stand-Alone Viewer

Please note the following about syncing the Stand-Alone viewer:

It syncs with the core reviewer interface during document
navigation. This allows you to view a document in several
different viewer modes at the same time.

You can launch more than one Stand-Alone viewer per
document.

Keyboard shortcuts are available for use in the Stand-Alone. For
example, if you execute the shortcut for save and next in the
Stand-Alone, each window will perform the operation and move
to the next document.

If you click the Return to Document List link, the Stand-Alone
viewer will disappear.

4.2.4 Markup Sets

Depending on your permissions, you may see a drop-down in the lower-
left corner of the viewer. The drop-down shows your available markup
sets. Markup sets are securable sets of redactions and annotations.

Expert "I

Attorney
Test STR

Markup Set Drop-down

If you have more than one Markup Set, check with your Relativity
Administrator to learn when to use each Markup Set.
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4.2.5 Persistent Highlight Sets

If there are any Persistent Highlight Sets in your workspace, you can see
them displayed in a panel on the left side of the Viewer. You can expand
and collapse each set by clicking the + and — signs next to the name.

If the document you are currently viewing contains any of the terms
specified in the set, you will be able to view those terms and the
number of times they appear in the document when you expand the
set.

If the document contains no terms from the set, you will not be able to
expand or collapse the set in the tree.

0 Return to document list

2 ENODOO016
& Viewer (" Native {* Image IE-'.I'BZTf:_f-'.j
& | £ |1uu% £ & | N i ||Draft ]

=R Attomey Allen, Paul

please () Erom: phillip.allen@enron.com
Y] the (38) Sent:  Tue, 26 Sep 2000 09:28:00
S Test STR
» (Select All) To: kholst@enron.com
Py Test*(1) Ce:
2 Investments Bec:

[ (Select All) Subjec [FESHmEnt ST

construction (13) t

credit (1)
investmert (8) || Forwarded by Phillip K 4
lizbility (1) I o e ——
: property (1)
L[| structure {4)

Persistent Highlight Set Panel

For more information on using Persistent Highlight Sets in the Viewer,
please refer to the Relativity Admin Manual.

4.2.6 Annotating & Redacting within the Image

You can use the image viewer’s annotation and redaction tools to mark
up a document. Select the function you would like to use — highlight,
black-box stamp redaction, or text redaction.

= Highlight, also known as an annotation in Relativity, creates a
transparent yellow box where specified, just like using a
highlighter.
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ryan.slingerg@enron.com, paul thomasgenren.com,
Ce:

Bee:

; - - - ;
{Subject: you don't need access to stack manager? :

| assume that since you didn't respond to my first two emails, n
this is incorrect, please respond to my previous emails,

Highlight

= Stamp Redaction creates a solid black box where specified, like
using a black marker.

MYAN.SINGE@Enron.com, paul.inomas@enron.com
Ce:

Bee:

| assume that since you didn't respond 1o my first two emails, r
this is incorrect, please respond to my previous emails.

Stamp Redaction

= Text Redactions are white redaction boxes with black text. You
can right-click on a text redaction box to apply different text to
the redaction box. The text options are set by your Relativity
administrator.

W If two people edit a redaction at the same time, an error will
' | occur.

4.2.6.1 Editing or Deleting Markups

Using the Edit feature, you can apply any term to a redaction. You can
also right-click and select Edit.

Allen, Paul

From: messenger@ecm.bloomberg.com
Sent: Redacted i
To:

Cc:

Text Redaction
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To delete an annotation or redaction, right-click on it and select Delete.
You can also hover over the redaction, and when it is outlined in red,
press the Delete key.

4.2.6.2 Control Markup Visibility

You can also toggle the annotation and redaction visibility. Click the
Change Markup Visibility button to change the setting.

0% % | OB EDE &|| L= e

Change Markup Visibility Button

Clicking the Change Markup Visibility button once sets the markups to
transparent.

Allen, Paul

From: messenger@ecm.bloomberg.com
Sent: | Wed, 13Dec 2000:08:35:00 |
To:

Cc:

Transparent Markup

Clicking the Change Markup Visibility button a second time sets the
markups to invisible. The redactions have not been deleted. They are
temporarily hidden.

Allen, Paul

From: messenger@ecm. bloomberg.com
Sent: Wed, 13 Dec 2000 08:35:00

To:

Cc:

Invisible Markups

Clicking the Change Markup Visibility button a third time will return the
markups to full visibility.
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Allen, Paul

From: messenger@ecm.bloomberg.com
Sent: Redacted
To:

Cc:

Markup Full Visibility
4.2.6.3 Navigating through Markups

In the viewer, you can locate markups in a document using the Markup
Navigation pane. To open this pane, click the (&h-') Markup Findericonin
the lower right corner of the viewer. The Markup Navigation pane
displays a list of all redactions, redactions with text, and highlights made
in the document, as well as references to their page numbers and
parent markup sets.

€3 Return to document list

[ EN0DD00Z \3
Viewer © Hative @ Image @ | Extractea Toxt
5 100% % | @kt mm|#| ®

Redacted

Primary v lofe b / 4 10.54 mb/s

47 Markup Navigation / Egj,ﬂ‘
Ay - A - \ E
Primary Redaction 1
Primary Redaction 1
Primary Redaction With Text Redacted 15
Export to Excel jtems 1 -11(f11) M 4 b M
—D 4t

Markup Navigation Pane

You can click the hyperlinked page number to display the page where
the markup was added. In addition, Relativity updates the active
markup set to the one associated with your hyperlinked selection in the
Markup Navigation pane.
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4.2.8 Using the Thumbnail Viewer

When in Image or Production mode, you can access thumbnail
renderings of the pages of the document you are currently working with
in the Core Reviewer Interface. This allows you to quickly scan, locate,
and delete any malformed or blank images within the document.

The Delete functionality is present only when viewing
documents in Image mode, not when viewing in Production
mode.

To enable the Thumbnail Viewer, you must uninstall any previously
existing versions of the Relativity Web Client and viewer and reinstall
version 7.3 or above.

Access to the Thumbnail Viewer is determined by the Admin Operation
permission called View Image Thumbnails. If you do not have this
permission, please contact your case administrator.

The Thumbnail Viewer will be enabled in the new version of the viewer
if your group has permissions to see the Thumbnail Viewer and if you
are in Image mode or Production mode in the viewer. To access
thumbnails while in Image mode or Production mode, click the Show
Thumbnails option below the Core Reviewer pane.

O Return to document list

|| AZIPPER_0007747 \_3
Viewer Mative @ Image Delete Al Images I

= 100% -*|DDD|@D|E]|T.E|%|@

A EnronOnline WTI Trading |

Date

Bank of America, National Association
Bank of Montreal

BNP Paribas

BP Exploration & Qil Inc.

BP Qil Supply Company

Citibank, N.A.

ConAara Enerav Services. Inc.

-
-

Show Thumbnail Viewer

The Thumbnail Viewer is displayed at the bottom of the screen. It
provides the first set of pages in the document from left to right. When
you click Show Thumbnails, the option is changed to Hide Thumbnails.
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0 Return to document list

[ AzippER_0007747 4]
) Viewer (T) Native @) Image Delete Al Images

= 100%

BEEEIEEIEIREL NI

EnronC_)nIine Crude Trading

T 3

1of36 oM L Hide Thumbnails €SOm0
2 3 4 z

Mext Set

Slower e me— Facter i SISEV 1l Pause

Thumbnail Viewer Display

Thumbnail images of the pages contained in the document display in
sets in the Thumbnail Viewer panel below the main viewer pane. When
you click a thumbnail from the set, the corresponding document
displays in full size in the view pane.

The number of thumbnail images contained in a set is determined by
the size of your browser window. Resize your browser window to view a
different number of thumbnails per set.

If all the pages for the document are visible in one set of thumbnails, an
inactive gray arrow displays to the left and to the right of the

thumbnails.

® Delete

lof2 | L Hide Thumbnails 5 9.67 mb/s

P Play 11 Pause

Slower mem— e Facter

Inactive Navigation Buttons
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If the document you are working with contains more pages than can be

displayed in one set, the arrow to the right of the thumbnails turns blue
and displays the text Next Set. Use this arrow to advance to the next set
of thumbnails.

1of36 [ | 1 Hide Thumbnails 5 828 mby/s
1 2 3 4 5
R et o L
g A,
Next Set
W Delete Slower mm— e Faster P Play 1l Pause

Next Set

Once in the next set of thumbnails, the previously inactive gray arrow to
the left of the thumbnails turns blue and displays the text Prev Set. Use
this arrow to return to the previous set of thumbnails.

Frev 5et

Previous Set
4.2.8.1 Using the Thumbnail Viewer Slideshow

When you access the Thumbnail Viewer, the buttons Play and Pause
display below the Thumbnail Viewer panel. Click Play to begin a
slideshow of the thumbnail sets in the Thumbnail Viewer. Click Pause to
pause the slideshow.

> Play 1l Pause

Play/Pause Enabled

If you are in Play mode and you click a thumbnail from the current set,
the corresponding document displays in full size in the view pane and
Play mode is paused. Click Play again to continue advancing image sets.
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Using the speed controller, you can adjust the speed with which
thumbnail sets are advanced. The slowest speed is 3 seconds per
thumbnail image; the fastest speed is 0.5 seconds. When you first load
the Thumbnail Viewer, the speed controller is set to the middle speed.

Slower H—— — Faster

Speed Controller

Thumbnails advance as a set; the amount of time after which they
advance is determined by the number of thumbnails in the set. For
example, if your screen allows six thumbnail images to appear in the
Thumbnail Viewer at once and the slideshow speed is set to the slowest
speed (3 seconds per thumbnail), that set of thumbnail images will be
displayed in the Thumbnail Viewer for 18 seconds before advancing to
the next set.

You can adjust the speed of the Thumbnail Viewer slideshow while in
Play mode or Pause mode. If you adjust the speed controller while in
Pause mode, once you click Play, the slideshow will advance at the new
speed.

If you adjust the speed controller while in Play mode, the new speed will
be reflected for the next set of thumbnails. The currently displayed set
of thumbnails will continue to advance at the previously set speed; once
that set of thumbnails advances, the following set will advance at the
new speed.

While in Play mode, if you click any thumbnail, the slideshow will be
paused and the Thumbnail Viewer mode will be switched to Pause. The
Pause button will be disabled and the Play button will become enabled.

When you reach the end of the slideshow, the Play and Pause buttons
are both disabled.

» Play Il Pause

Play/Pause disabled
4.2.8.2 Markups in the Thumbnail Viewer

Any redactions made to a document image before the Thumbnail
Viewer is launched for the first time will appear on the thumbnail
rendering of that imaged document. Any subsequent redactions to the
document image will require a refresh of the Thumbnail Viewer to
appear on the thumbnail version. To refresh the Thumbnail Viewer, click
Hide Thumbnails and then click Show Thumbnails again.
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er ©) Native @ Image ( Deiete Al Images

* 0% NEEEIEEEIRECEE IR

¥ Redacted

q v
Default - 1of36 P M L Hide Thumbnails & 5.33 mb/s
1 7 3 4 5 6

- ———rs AN
Redacted
Next Set
W Delete Slower mmm— m— Faster [ 5 11 Pause

Redaction on Thumbnail

If you rotate a document image before launching the Thumbnail Viewer,
the thumbnail rendering of that document image will reflect its new
rotation. Any subsequent rotation changes to a document image will
require a refresh of the Thumbnail Viewer to appear on the thumbnail
version. Refresh the Thumbnail Viewer by clicking Hide Thumbnails and
then clicking Show Thumbnails again.

When you switch to a different Markup Set via the Markup Set drop-
down to the left, both the main viewer and Thumbnail Viewer will
automatically be updated to reflect the new Markup Set being used.

When you use the Change Markup Visibility button at the top of the
main viewer, the thumbnails will reflect changes to markups.

4.2.8.3 Deleting Blank Images

If you encounter any blank images in the Thumbnail Viewer, you can
easily delete them by clicking on the image itself. Clicking on the image
once puts a blue highlight around the thumbnail and activates the red
Delete button.

Default - M 4 8of36 P oM L Hide Thumbnails & 5.3 mb/s
' — : ; ) :
Prev Set Next Set
|
Slower s — Fastor P Play 11 Pause

Thumbnail Marked For Deletion
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i- | The Delete functionality is present only when viewing
| documents in Image mode, not when viewing in Production
mode.

] -

| S

Clicking the Delete button prompts you to delete the highlighted
thumbnail(s). Confirm the deletion by clicking Yes on the prompt.

Using SHIFT-click on the last image in the current set will mark all
thumbnails currently displayed in the viewer for deletion. No other
thumbnails other than those currently displayed in the set can be
marked for deletion.

Using CTRL-click on a thumbnail while another is already highlighted will
mark both for deletion.

When you click the blue Delete All Images button in the upper right
corner of the main viewer, the thumbnails below will not be visibly
marked for deletion, but you will be prompted to confirm the deletion
of all imaged pages in the document.

4.2.9 Working with Transcripts

You can load ASCII transcripts into Relativity, and then work with them
as you would other documents. In the viewer, you can also use the
following features, which are available only for transcripts:

= Create a word index for a transcript
= Create links to other document within transcript
= Addinline tags to a transcript

4.2.9.1 Creating a Word Index for a Transcript

Relativity offers word-indexing for transcripts. Word indexes provide a
page number list for each word in the file that link to the word location.

i- ® | Before you can create a word index, you must process the
] L transcript. See the section Process Transcript for more
| information.

Access the word index by clicking the book icon on the lower-right
corner of the viewer with a transcript open.
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Word Index Icon

The word index displays all non-noise words in the index, the page and

line location of each of the occurrences, and the total number of times
the word appears in the index.

The word index is sorted in alphanumeric order, so it starts

with numbers. It is filterable, so to see all words that start
with “a,” click show filters and enter “a.”

To begin using the word index, enter into the filter bar the term — or
part of the term — that you’d like to see. For example, if you wanted to
see all of the instances in which there was an objection in the

deposition, you would activate the filters, type “objection” in the filter
bar, and click enter.

L word Index

[y
1995

(4)

2 2:15; 18:11;

1996

1997 13 2:23; 21:2; 25:8; 25:14; 25:20; 25:21; 26:18;

26:21; 27:15; 28:19; 28:25; 47:8; 47:21;
1998

1999 3 1:23; 3:17; 72:11;
19th 2 47:8; 47:21;

s

a

AMAEL 4T a2s 4740 4 AT A A20Te AN

Export to Excel Item5|1 - 25 (of 1,000) H4Pp

B |

Word Index Entry

That search informs you there are three occurrences of the word
objection in the transcript. The locations are listed by page number, a
colon, then the line number. They are also hyperlinked; thus, clicking on
the location jumps you to that location in the transcript.
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Right-click tagging and linking — may also be very useful.
Transcripts often are hundreds of pages long, so being able
to tag key sections or link to exhibits can be valuable.

4.2.9.2 Creating Links in a Transcript

Within the Relativity viewer, you can select a section of the text in a
transcript and link it to another document.

Before you can create links, you must process the transcript.
See the section Process Transcript for more information.

To create a link, select a section of text in the viewer, right-click and
select Link.

@ Return to document list

|] transcript2

@ Viewer () Mative

m| % [100% o | [Preview ~|| (| & @

1z Q. Could wyou describe the nature of

13 thosze duties?

B Redact

Highlight

Link ‘—
from a broker that T
ol
17 Q. and tt Edit Tag

Create a Link

Selecting Link on the right-click produces a pop-up, allowing you to
select the document to which you’d like to link.

0 Selected Item(s)  Reset Column Sizes | Show Filters | Clear Al | Ilem5|1_ -25(of1,000) M 4 b M
I
¢~ END0O0D1 J

¢~ ENOO00O3

¢ ENOOOOO4

¢ ENOOOODS
£ ENOOOOOS =
Viewing the first 1000 of 73973 items in sets of |23 | 7| per page

Select Item to Link
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Select the document to which you’d like to link from the list. Note that
you can filter the list, so if you know the document identifier — or even
the prefix — you quickly can find the desired document.

Linked text is shown with green text and underlined.

e Return to document list

|_] transcript2

@ Viewer (T) Mative

| = [100% | 4 i | [Preview ~|| ]| & @] <

12 Q. Could you describe the nature of

13 those duties?

14 L.

L]

3
4
]
3
1]
4
t
1
1
)

_______ ie that come into the ocffice that may be

16 from a broker that someone is looking to =ell.

Linked Text
Left-clicking the link launches the record in a Stand-Alone viewer.

If you would like to remove a link, right-click to bring up the right-click
menu, and then click Remove.

@ Return to document list

] transcript2

@ Viewer () Native

| % [r0% | 4 8| [peiew ~|| 0| S| @] ¢ » | O
1z Q. Could you describe the nature of
13 those duties?
Redact
14 L. Analyze rent r e
—_— Highlight
15 properties that come into th Link
Tag
16 from a broker that someone i Edit T
dit Tag
17 Q. Ind the purpos g .
18 rent rolls is what? Show Annotation History

Remove a Link

Note that all links on the active record are displayed in the related items
pane, which is outlined later in this document.

4.2.9.3 Inline Tagging in the Viewer

You can right-click and tag a section of a transcript as a choice. This
inline tag will apply to the transcript. Your Relativity administrator can
color-code your choices.
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For example, issue coding is a common task. However, if a transcript is
large and covers many topics, it may be difficult to identify which part of
it relates to which issue.

Before you can add an inline tag, you must process the
transcript. See the section Process Transcript for more
information.

To tag a section of text with a value, select the text, right-click and
select Tag.

@ Return to document list

D transcript2

@ Viewer (T Native
B % [100% | & 0| | [Preview ~|| (] & @ |

1z Q. Could you describe the nature of

13 those duties?

Redact
Highlight
Link

Tag *_

Edit Tag

Tagging Text with a Value
Clicking Tag brings up the inline tag layout.

Tag Document

Selected Text

Own and operate real estate.

' i

This comment is inaccurate.

Issuesi [ pents
D Expenses
Hot
Super Hot
D Very Hot
D Accounting
[ Hr
D Finance
Add

Tag Document Options
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On the tag layout, you can code the correct value and enter a note.
Sometimes, tags may overlap.

Consider the following example:

e Return to document list

] transcript2

@ Viewer (7) Native

®| % [100% M 8 | [preview )| 0| | @| 4 P

12 Q. Could you describe the nature of
13 those duties?

14 L. Analyze rent rolls and expenses on
15 properties that come into the office that may be
16 from a broker that someone is looking to sell.
17 Q. Ind the purpose of analyzing the
18 rent rolls is what?

19 L. See if it is a sound investment

20 for us.

Transcript Sample

The sentence mentions “rent rolls” and it is also “hot.” The tag feature
allows for overlapping tags.

Below, the first section has been tagged as rent and is in green.

e Return to document list

|_] transcriptz

@ Viewer () Mative

| = [100% o # | [preview ~|| (| S| @| 4 »

12 Q. Could you describe the nature of
13 those duties?
14 L. Analyze rent rolls and expenses on

15 properties that come into the ocffice that may be

16 from a broker that someone is looking to sell.

Tagged as Rent

In the next example, the second half of the sentence has been tagged
with a different value.
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@ Return to document list

|_] transcripk2

@ Viewer (&) Native

M| = [100% " i | (Preview || (| S| @ | 4

1z Q. Could you describe the nature of

13 those duties?

14 A. Analyze rent rolls and expenses on

15 properties that come into the office that may be

16 from a broker that someone iz looking to sell.

17 Q. ind the purpose of analyzing the

Tagged with a Different Value

To identify all the tags on a document, you can open up the tag list by
clicking the green tag icon in the lower-right corner of the viewer
window. This icon is only available for transcripts.

Tag lcon

Clicking the tag list icon brings up the tag list pane, which shows all the
tags on the record.

Relativity | User Manual - 68



{3 Return to document list
D transcript? Ll
@ Viewer () Native Default -
| [00% | = oM th|[Pevien || 0| S| @] ¢ » | @

12 [+ Could wyou describe the nature of |£|

13 those duties?

14 4.  Bnalyze rent rolls and expenses on
_hat come into the office that may be
Y

from a broker that someone i=s looking to sell.

18
< [T 3
& 5.29 mhby/s

% Tag List = =l
Text e =
(L) (AL} (AL

Analyze rent rolls Rents

EXPENSES 0N Expenses

15 properties

Tag List

The entries in the tag list pane are hyperlinked. Clicking on the link
highlights the active tag in blue in the viewer.

Note that new inline tag you apply will not appear in the tag
list pane until you reload the record or refresh the pane. The

refresh button is in the upper-right corner of the pane.
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0 Return to document list

[ transcriptz g
Viewer (7) Native Default A
@ [00% | % oM i | [Preview &l | @
-
1z Q. Could you describe |:|
13 those duties?
14 .
_ that come into the office that may be e
F
16 from a broker that someone is looking to sell. 9
< T | 3
E 529 mbys
4 Tag List = =l

(AL (AL (AL
Analyze rent rolls Rents
EXPENSES ON Expenses

15 properties L™

Hyperlinked Tags

You also can edit or remove a tag. Right-click on the tag to access the
menu.

0 Return to document list
[ transcriptz
@ Viewer () Native
B % % | % 6| | [previen || 0| &) @] 4 » |
1T A, Yes.
12 Q. Could you describe the nature of
13 those duties?
Redact
14 B i Highlight
IESIBESPEEEEs that come incg LNk
Tag
16 from a broker that someon Edit Tag
17 Q. Ind the pur Remove
18 rent rolls is what? Show Annetation Histery
19 a. See if it i Copy
30 for us. Analytics Categorization 4
Case Map 3
21 Q. What is your ONOSrSTENMETNG T WITET

Edit Tag Options

Clicking Edit Tag allows you to edit the same layout you used to apply
the tag. Clicking Remove removes the tag.
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If the area you right-click to edit or remove has overlapping tags, you
will be presented with a selection box.

Select Annotation

Reset Column Sizes | Hide Filters | | Items 1 -2(0f2) M4Ppr M
(AlL) (Al (AlL)
(@] Tag expenses on 15 properties
(@] Tag rent rolls and expenses

Select Annotation Options

Select the tag you’d like to edit or remove, then click OK to continue
with the action.

4.2.10 Add to CaseMap

You can add a document to a case in CaseMap by right clicking in the
Viewer and selecting the Add to CaseMap option. For a detailed
description of this process, refer to the Send to CaseMap section later in
this document.

4.2.11 Add a Fact to CaseMap

In addition to adding a document to CaseMap, you can add a
highlighted text excerpt from a document as a fact. The Add Fact option
is located under Add to CaseMap when you right-click in the viewer.

adjoining single family residential and a project at S Edwenrde nivareibe
As with most infill projects. the quality of the surra  ©9PY
We _I'I'EI e iI'||::|I_|E|E€ELE| fence Analytics »
ate and Cam Analytics -DLM Test
Demo Analytics 3
The seller accepted our offer Thursday evening wit ana Analyt_cs 2 >
an extended escrow. This will enable us to probat & fh?al"tcs D?fa““ >
plan before closing on the contract, which will mez  Reatvity Analytics i’
an A&D Loan rather than into a land loan and then __Analytics Categerization »
This analysis shows your investment at $700,000 Add To CaseMap
orofits of the proiect  As we discussed in San Marcns we can alsn discuss

Add Fact

If you have not yet linked the source document to CaseMap, the first
step after clicking Add Fact will be to do so.
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Step 1. Link this Document to CaselMap

1. Choose the CaseMap category for this Document.

& Doaument: ¢ Pleading
= Proceeding = Research Authority
= Other

2. Enter a name for the new Document.
Full [4ame: IENDDDDSD

3. Edit the assigned short name.

Short Name: |END[JDD3D

Advanced == CK I Cancel

Link Document to CaseMap
The three steps to link the document to CaseMap are:

1. Choose the CaseMap category for the document. The

options are:
=  Document
=  Pleading

=  Proceeding
= Research Authority
= Other

2. Enter a Full Name for the new document you are linking to

CaseMap.

Enter a Short Name for the document you are linking.

4. Click the Advanced link only if you want the option to Save
or Save & Edit the document linking information you have
already entered.

5. Click OK.

w

Once the source document is linked to CaseMap, you can proceed with
adding the highlighted text excerpt as a fact through the following
dialog box:
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Source Document is linked to CaseMap
Text Selection: Append Text Selection to: IFactText - I

[We have included a fence around the entire property, but may
only put it on Westgate and Cameron Loop. Gated communities are far
preferred so this is a good idea for both screening and current buyer
preferences.]
Favorite Fields
Date & Time To Be Determined

[We have included a fence around the entire property,
Fact Text but may

only put it on Westgate and Cameron Loop. Gated
Source(s) Westgate Proforma-Phillip Allen
Key
Status + Disputed by: Us
Linked Issues
Issue Linker |

Opfions + |

Add Fact Fields

Although none of the settings above requires completion or editing in
order to add the new fact, you may want to specify any or all of them
for the sake of distinguishing this fact from others in CaseMap.

Click OK to add this as a new fact. When you view your CaseMap, you
should see the new fact added.

0l |Date & Time - |Fact Text = |Source{s} =

0 To Be Determined THNO FULL NAME?
ETO Be Determined [December 14, 2000 - Bear Steamns’ predictions for MO FULL NAME™
| telecom in Latin America]

0 To Be Determined [Nymex expiration is during this time frame.] WO FULL NAME™
ETO Be Determined |
L may

Wed 06/22/2011 only put it on YWestgate and Cameron Loop. Gated Enron
communities are far

— preferred so this is a good idea for both screening and
current buyer

preferences ]

[We have included a fence around the entire property. but

may

only put it on ¥Westgate and Cameron Loop. Gated
communities are far

preferred so this is a good idea for both screening and
current buyer

preferences ]

Added Fact
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4.3 Navigation

You can move through the returned set of documents by using the
navigation menu located in the upper-right corner of the core reviewer
interface.

DGEIJHIEHIZITGf? H4Pp M '

Navigation Arrows

You can type a number into the textbox and hit Enter to move to that
document. You can use the navigation buttons:

4 4 b M

Top of first .
Previous page Next page Last page

page

Note that you will be unable to browse past the last document in your

returned set. For example, in the above screenshot, there would be no

way to get to document 1,001 using the above arrows. For more

information on changing your returned set, please see the Document

Set Information Bar section of this document.

4.4 Layouts

Layouts, found in the upper-right corner of the core reviewer interface,
are web-based coding forms. They give you access to view and edit
document fields. To access the layout list, click the drop-down menu
above the layouts pane:
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DocumentITof? H4PH

ICoding

Contr

o

Respol
Confi

Document Details
Layout Layout
ACME Review
First Pass Review
Al Figlds
Assignment

Test MD

Firm A lssues
Firm B Issues
Firm C Issues
Priv Log
Production History
Categorization
Questions
Deposition Kit Prep
File Type

Multi-Code
Transcript Review
5aved Search Results
Test Critical Defect

ok

Layou

ts Drop-down

You may have access to one or more layouts. Layouts correspond to a
particular review process or task and will contain only the fields
necessary to complete the task. This is done to keep the area
uncluttered. If you feel your layout is incomplete, or that you need
access to a different layout, contact your Relativity administrator.

Your Relativity administrator can create a personal layout for
you — a view that is visible only to you and the Relativity
administrator.

Contact your Relativity administrator to have a personal
layout created. (An administrator can see all the personal
items of a user by setting the option View Another User’s
Personal ltems on the Workspace Details tab.)

If you simply are learning about the documents, select the layout that
provides you with the proper information and browse the documents
with the layout in view mode.

If you need to make changes to editable fields, select the correct layout,
then click the Edit button next to the layout selector.

Relativity | User Manual - 75



Production History j E

Production Details

Production - First Produced:
Production - Last Produced:
Production - Parties:

Production History

Edit Layout Button

Any fields in the current layout that have been set to editable are open
for changes.

‘ Reviewer Details

Control Humber: A SO0
Custodian: Sieja, Andrew

[ooans

Responsiveness:

) Mot Responsive () Mot Sure
@ Responsive

Confidentiaity: =) .+ confidential ©) Not Sure
@ Confidential

Privilege: Mot Privieged

Privileged

Edit Layout Display

Note that the Responsiveness field above is orange. Any field with an
orange label is required. You are not allowed to save any other changes
to the document without setting a value for required fields.

In layouts, you can use the Tab key to highlight a checkbox in a Yes/No
or Multiple-Choice field.

4.4.1 Adding a Choice

You may see a hyperlinked add option on a specific field on your layout.
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Issue Coding

Issues: Polution
Accounting
Bunk Stocks
Business Development
en fuego
Enron
Hot
HR
Personal
Really Hot
Shady Government
Shady Investments
Shell Company
Super Hot

Suspected Fra

FIks]
Add

Add Choice Link

Clicking Add allows you to add a choice.

Choice Information:

Hame: I
Order: Iﬂ View Order
Parent choice: I VI

Highlight Color:
- Greenﬂ Clear

Keyboard Shortcut:

Keyboard Shortcut: [~ cen T e [ oshire B8

Key: ISE{B{:I. Vl Clear

Choice Information Display
The fields to be entered for a choice are as follows:

= Name is the choice value.
= Orderis a number that represents the position of the choice in
relation to the field’s other choices. The lower the number, the
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higher the position on the list. ltems that share the same value
will be sorted in alphanumeric order. Clicking on the View Order
button will allow you to see the order of the other items in the
choice.
0 Pane order can be any integer (positive or negative). No
decimals are allowed.

Order Reference

Reset Column Sizes | Hide Filters | |

(AL (AlL)

Mot Sure Mot Sure 1000
Privileged Privileged 2
Privileged \ Attorney Client Attorney Client 1
Privileged \ Work Product Work Product 2

View Order Window

It’s always a good idea to “order” by 10s, starting with 10,
then 20, then 30, etc.

Numbering in groups of 10 allows you to insert an item into
any position later in the workspace, without the need to
reorder all items.

= Parent choice allows you to select a parent choice below which
the current choice will nest.

0 Once you have set your family of choices and tagged
values, editing a parent choice will create
inconsistencies.

If you need to change a parent choice, create a new choice
family, mass-edit the applicable documents, and then
remove the old choice.

= Highlight Color allows you to set the annotation for the choice if
it is available for right-click tagging.

In the Keyboard Shortcut section, you can designate a keyboard
shortcut for this choice. For more information, please refer to the
Keyboard Shortcuts section of this document.
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4.4.2 Pop-ups on the Layout

In most instances, you see your choices as checkboxes and radio
buttons, as you do above. However, there occasionally may be too
many options to viably display on the layout — such as a large list of
issues. In those instances, your Relativity administrator may present the
field using a pop-up picker.

Document Information

Control Number: ASMM001

-

Clear Add

Pop-up on the Layout

Clicking the ellipsis presents you with all of the choices on the field.

Select Options
0 Selected ltem(s) Show Filters | Clear AL | Items 1 - 8 (of 8) H H E H
n FulPath

|:| Accounting

[[] Finance

[ Hot

D Hot  Super Hot

|:| Hot '\ Super Hot \ Scalding
[ HR

|:| Neglect

D Questicnable

Field Options

Note that you can click Show Filters to filter your list if you don’t see
your desired choice on the screen. For more information on filtering in
Relativity, see the Relativity Searching Manual.

All Relativity documentation can be found in the reference
guides section of the kCura Support site:

www.kcura.com/relativity-manual
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http://www.kcura.com/relativity-manual

If you are editing only one document, you can click Save to register your
changes. If you are editing a list of documents, click the Save & Next
button. This will register your changes and then move to the next
document.

[ save [ Saveetext | Cancet | RIS B |

Save & Next Button

4.4.3 Using the Copy from Previous Toolbar

You can design a layout to include the Copy from Previous toolbar. This
toolbar facilitates the review process by providing you with the ability to
copy coding values from one document to another within a review
session. In the layout, the Previous field displays the document
identifier of the document that you last saved.

Document 2 of1000 M 4 b M

\
Cone [ cevon | conce

Previous: AMEYERS_0000005 Copy from Previous

Control Number: AMEYERS_0000006

Custodian:  smevERS Add

(&) Designation: @ Responsive
(©) Not Responsive

©) Unsure
Add

@  Privileged: ﬁ

Save & Next Sip

Copy from Previous Toolbar

Relativity also displays the = icon next to fields with values that can be
copied from the previous document. After you copy the value into the
field, this icon will be replaced with the © icon. The & icon redisplays
next to a copied field that you have modified.

information.
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4.4.3.1 Understanding the Copy from Previous Workflow

When you start a review session, you must code the values for the first
document, and click Save & Next before you will see the Copy from
Previous button enabled on the document layout. You will also notice
that the Previous field is updated with the document identifier of this
first document.

Use the Copy from Previous button when you want to copy the coding
values of the designated fields from the previously saved document to

the current one. After Relativity populates the layout with these coding
values, you can continue to modify them. Click the Save & Next button
to save your changes, and continue the review process.

If you click Save or Cancel, the layout is displayed as read-only and the

1 Copy from Previous toolbar is disabled. You can click Edit to restart the
review. You must then code the first document, and click Save & Next
_] before the Copy from Previous toolbar is enabled. Whenever you leave

Edit mode or select a different layout, you will need to repeat this
process.

4.5 Skip Function

During document review, you can use the Skip function to expedite the
review process. This option sits at the bottom of the layout, but is only
available if you have been given permission to it.

) Return to document list o & =200 d=
[ ENO0OO16 Cg

Document| 16 |of 1000 M 4 b M

& Viewer (' Native (" Image (7 Delete Al Images Save & Next Priv Log ~|E3
M= foow | 26 |M] = EIEIEE -]

-/ Attomey Allen, Paul =
(Seled Privilege From: =l

please From: phillip.allen@enron.com
the(36) sent:  Tue, 26 Sep 2000 09:26:00
Test STR LI
(Seleq| TO: kholst@enron.com

|

Test* ( Cc: Privilege Comments:

‘) Bxpert . L
- : Investmenty BCC'. _
-[7] (Seled| Subjec | FEEHmENS ST
constryf|  E =l
-[] credit ( i
investn Farwarded by Phillip K Allen/HOU/ECT on 09/26/2000 A L4
lsbity || 04:28 PM - skip 7| dpm————
;r:_:j:’ Similar Documents = ﬂ|
"George Richards" <cbpres@austin.rr.com= on 09/26/2000 01:18:45 r ﬂ
PM
[BIEEEE r=spond to <cbpres@austin.im.coms =] Jew e
To: "Phillip Allen” <pallen@enron.com: i —
cc: "Larry Lewter” <retwell@mail_sanmarcos.net>, "Claudia L. Zj I Eot  Enoo0ois =
Crocker” =l Fdit FNODOOTT 1 = =l
. | = ‘I<clcleua\2@aol.com> | _’Iz Export to Excel jgems |1 1ziof1zy) M4 B M
[Epert =] 3 1.94mbjs || Checked items ]| eart [+] )
Fin RIS =

Skip Drop-Down

If Skip is selected, clicking the Save & Next button allows you to pass
over any documents after the current document that do not already
meet the View or Saved Search criteria until a document that does meet
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the criteria is found. Document skipping will not occur if any of the
following occurs:

The Skip drop-down is set to Normal

The user clicks Save

The user clicks Cancel

The user clicks any of the document record navigators

The illustration below exhibits basic Skip functionality:

Document Queue

Skip
Disabled

AS000001

\

'

AS000002

[

Skip Enabled

AS000003

'

AS000004

|

4.5.1 Skip Scenario

Consider the following conditions under which Skip could be helpful:

A user is using a view called My Unreviewed Documents
containing documents that have yet to be reviewed.

The Responsiveness field is used to indicate that a document
has been reviewed.

The My Unreviewed Documents view is looking at documents
that have Responsiveness not yet set.

Propagation is enabled for the Responsiveness field to family
and duplicates.

An email and its attachments are in your review queue.

Given these conditions, perform the following to see how Skip works:

1. Code the parent as Responsive. Because propagation is

enabled, its attachments and duplicates are coded as
Responsive.
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2. Click Save and Next. Note that the attachments and duplicates
to the email are skipped because they no longer meet the
criteria of the My Unreviewed Documents view.

3. Although these documents are still part of the batch, the
Responsiveness field has been set, thus disqualifying them from
the condition. Instead, you see just the next document in the
gueue that is neither family to the email you just coded nor a

duplicate of it.

4.6 Related Items Pane

The Related Items pane is located at the bottom-right corner of the core
reviewer interface. Related items are customizable groups of
documents within a workspace. Common examples are family groups,

duplicates or similar documents.

Below the related items pane, you will find the related items menu bar.

A [y YY) e (A [F & (5 '

Related Items Menu Bar

The menu bar functions include the following:

Icon Name

Related items

) Fg TR

Description

Displays a group of documents related to the active
document. Options will vary within the workspace.
Hover over each icon in the menu bar to display the
name of the item. Examples are family group,
duplicates or similar documents.

Document
4] history

Displays a history of actions taken on the current
document. You may not have access to document
history.

Note: In the Document History pane, you can click the
Details link to display a pop-up with the audit history
for the document. Click Run Details to display
information about document imaging jobs, including
the name of the imaging profile and the formatting
options used during Mass Imaging or Imaging-on-the-
fly.

Production

Displays all productions in which the document was
included. You may not have access to production
information.

Linked

Displays all linked records on the active document.
More information on linking documents can be found
in Chapter 3 — Viewer.
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Icon Name Description

Search Displays the results of a Relativity analytics search.
4 results More information can be found in the Relativity
Searching Manual.

Batch sets Shows all the batch sets for the active record. More
E information about batch sets can be found in Chapter
4 — Checking Out Batches. You may not have access to
this section.

The related items pane allows you to quickly identify documents related
to the active document. It also allows you to act on those groups of
related items.

For instance, in the example of the related items pane below, the active
document is an email, highlighted in yellow, with five attachments. You
can select some or all of the documents in the related items pane and
click Go. This brings up all of your active layouts — the same layouts
available in the layouts pane. Using these layouts, you can make coding
decisions and apply them to the entire range of documents. This is
called mass-editing.

EX
[ Family E) ;”
~
[ (AL Select.... |
| E4 AS000001 kCura Relativity Mot Sure
[ =] AS000002 Relativity Review Mot Sure
Stats.xds
I @ ASDD0003 client_presentation. Mot Sure
[ =] AS000004 O 2= R Z D4 doc Not Sure
I @ ASDO0005 relativity_pilot_ager Mot Sure
[ 1] ASD00006 big_video.wav Mot Sure
Export to Excel Item5|1_ -6 (of 6) H4PpH
Checked Items v || Eqit | &
7 Wiy i T TR ﬂbﬁl‘

Family Document View

The same principal of mass-editing can be applied to documents in the
item list manager back on the case workspace. For more information on
mass-editing, see Mass Operations.
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4.7 Relativity Compare

Relativity Compare lets you compare the extracted text of two specific
documents, allowing you to understand the key differences. This field
can be included in any view and displays the Compare icon.

" Similar Documents 3 ;||
=

f e =] o fran
[N Edit AS000001 1.009 =
[T Edit MHROOOOO '——TD-D*.E

Export tl::-E:-:cel|tem5|1 2oy M4 B M

[ checked items = || Eqit = | ]
bd 09 [ [ ) & (d M e 4 [F

Compare Icon

Clicking the Relativity Compare icon opens the Document Compare
selection window.

Document Compare

COMPAIEY 5000001 J Clear e J Clear

Document Compare Window

By default the document identifier of the selected document populates
the Compare window. Click the ellipsis to the right of the With field to
select a document to compare it with. You can change the value of
either of these fields at any time while in the Compare window. When
you click the ellipsis, the Available Items pop-up is displayed.
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Select an Item

05elected Item(s) pecet Column Sizes | Hide Filters | Clear Al | |l<?l'fl5|1 -10(of 1,000 M 4 b M

-
(Al oy
{~ ENOOO00Z This decument is something
important.
(" ENOOOD01
(" ENOODOO03

Compare With List

Select the desired document from the list, and then click OK.

The Document Compare window is refreshed loading the selected
document in the With box. Next click Compare.

4.7.1 Comparing Documents

The selected records are compared as shown below.

Document Compare

COmPare: c1\000061 J Clear Y Enpooozs J Clear

FROM: phillip allen@ enron com —
RECEIVED: Ha—3--AusMon, 25 Sep 2000 85:02:00-07:04:00

TO: debesfsddatasvecom-christopher. calger@enron com

CC:

BCC:

SUBJECT:

Jeka Chris, Laverate M

Milce GrigsbyD-What is the latest with PG&E? We have been having good discussions
Lceith Helst Dregarding EOL.

Eranle Hrmis D

Steve-South D

Janie Call me when vou can. X37041 Thelt D

Seet-Philip MNeal
Tomlartin P
Fehateneld D

Inserted Deleted Unchanged Ll

Compared Text
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The similarities and differences between the documents are reflected in
the legend at the bottom of the window:

= |nserted textisin green
= Deleted textisinred
= Unchanged text is in black

5 Checking Out Batches

Your workspace workflow may require that you work with batches.

Batches are sets of documents your Relativity administrator can create,
allowing you to check out sets of documents to yourself. These batches
are found on the Batches tab.

For a full explanation of creating and editing Batches, please
see the Relativity Administrative Manual.

All Relativity documentation can be found at
www.kcura.com/relativity-manual.

To check out a batch, go to the Review Batches tab — this may be called
simply Batches tab, depending on your case template. Your Relativity
administrator may give you instructions on which batches to check out.
Find the batch you’d like to check out and click Edit. Note that you
cannot check out batches that are in progress by another reviewer.

i 4 Review Batches “._aAdministration w “~_ Summary Reports . Search Indexes ™ User Status ™. Analytics w P Hi; Mary Ann

MlBatches ~ [t B

0 Selected Item(s) Reset Column Sizes | Show Filters | C | ttems 1 -6fofe) M 4 b M
|
L—_| Edit First Pass Review  FPROOOO1 In Progress AMEYERS Jones, Mary ] 237
|:| Edit First Pass Review  FPROOOO2 In Progress ARING Smith, Mary 1] 500
|:| Edit First Pass Review  FPROOOO3 In Progress ARING Smith, Mary 0 127
|:| Edit First Pass Review  FPROGOO4 In Progress ALEWIS Smith, Mary 0 136
|:| Edit First Pass Review  FPROOOOS In Progress SSHACKLET Smith, Mary 0 502
|:i Edit First Pass Review FPROOOO6 In Progress SSHACKLET Jones, Larry 0 498

Checked + ExporttoFie - Viewing the First &6 + of 6 items in setsof 25 + pEr page

Review Batches Tab

After clicking edit, click Check Out on the resulting pop-up to check out
the batch. Depending on permissions you might see a drop-down where
you can select other users to assign batches. If the drop-down is not
available you are only able to check out batches for yourself.
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Batch Edit

Check Out Smith, Mary

Check Out Batch Button

Your Relativity administrator should have provided you with a view to
display your checked-out documents. It likely is called “my checked-out
documents” or something similar.

5.1 Checking a Batch Back in

When you are finished working with your batch, go back to the batches
tab. Find your batch and click Edit.

Review Batches . Administration w . Summary Reports _Search Indexes _User Status . _Analytics w P Hi- 1iary ann
MiBatches « [i g

0 Selected Item(s) Reset Column Sizes | Show Filters | Clear AL | Items 1 -6 (ofe) M 4 b M
| 1 D Edit First Pass Review FPROOOO1 In Progress AMEYERS Jones, Mary 0 237
f [] Edit First Pass Review FPROOOOZ In Progress ARING smith, Mary o 500
D Edit First Pass Review FPROQOOS In Progress ARING Smith, Mary 0 127
,-._.': |:| Edit First Pass Review FPROOO04 In Progress ALEWIS Smith, Mary 0 136
‘ D Edit First Pass Review  FPROOOOS In Progress SSHACKLET Smith, Mary L1} 502
4 D Edit First Pass Review FPROODOG In Progress SSHACKLET Jones, Larry [0} 493
Checked - Export toFile  [EE] Viewing the First & « of &items in sets of 25 w per page

Edit Batch Link

Clicking edit will bring up the following pop-up. Depending on your work
progress, check the batch back in, either as pending, or as completed.
Depending on permissions you might see a drop-down and a button to
reassign a batch.

Batch Edit

Check In As Pending Check In As Completed

Jones, Mary < e

Check In Batch Options

6 Mass Operations

Although most user-level functionality is covered in the Relativity
Reviewer manual, many mass operations are primarily administrative
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functions. Access to each of these mass operations can be granted
individually.

To select multiple items in a list, select one item, click/hold
the Shift key, and select a second item, to get the range of
everything in between.

6.1 Mass Edit

Using Mass Edit, you can modify fields and coding values for multiple
documents or objects at the same time. You can use any layout
providing you have access rights to it.

On the item list, choose whether you’d like to edit all searchable items,
checked items, or these items in the current returned set.

For a full explanation of the searchable set and returned set,
please see Chapter 2.

Then, ensure that Edit is selected in the drop-down. Click Go.
gl &2 Edit AMEYERS 0000017

[F]E’ & Edit AMEYERS_0000018

" B Edit  AMEYERS nuuumt

Checked | Edit - REN]

Mass Operation Go Button

Clicking Go brings up the mass edit form. Using the drop-down, you can
select from all layouts you have rights to see.
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Edit 5 Documents

privieze -

pratege
Privilege: Privileged
Aftorney Chient

[H] work Product

E‘ Unsure
Add

Mass Edit Form

You must check any fields you’d like to edit. Options set in unchecked
fields will not be applied.

There are three multiple-choice field value states as shown below.

|:| Personal
Private Sector
Public Sector

Multiple- Choice Field Values

The first value state, illustrated by the Personal option in this example,
removes the value from any of the selected documents.

The second value state, illustrated by the Private Sector option in this
example, leaves any values on the selected documents as-is.

The third value state, illustrated by the Public Sector option in this
example, applies the selected value to all selected documents.

Multiple-choice fields appear in one of two ways in the mass edit
window: as a checkbox, or as a pop-up picker. The pop-up picker
provides two options to edit a field: Check and Uncheck. See the
Layouts section for more details.

On Mass Edit form, you can use the Tab key to highlight a checkbox in a
es/No or Multiple-Choice field in the layout.
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Edit 50 Documents

EEEE oo -

Coding
Responsiveness: () Blank

©) Not Responsive

) Responsive

©) Unsure
Add
Confidentiality: (7 Confidential

) Not Confidential
) Unsure

Add

Priviege: [l privieged
E‘ Attorney Client
[®] work Product

|:| Unsure

Add

- %

[] Reviewer Commenits:

Ak

Mass Edit Multi-Choice Fields

Clicking the Check button allows you to create a list of items to add to
the field. Uncheck allows you to create a list of items to remove from
the field. ltems not selected will remain unchanged. Clicking either
Check or Uncheck opens the Available Items window.

Items to Check - Issues
Available Items

0 Selected Item(s)
Reset Column Sizes | Show Filters | Clear AL | Items 1 -5(of5) M 4 P

|
n [F] Accounting

E [F] Hot

E Really Hot

H Shady Investments

Viewing the first 5 of G items in sets of 25 7 pg

Remove Selected Items
0 Selected Item(s)
Reset Column Sizes | Show Filters | Clear 4 | Items 0 - or) M 4 W

Viewing the first 0 of Oitems in setsof 25 ¥ pd

Available Items Window
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From the Available Items list, you can move choices and objects into the
Selected Items list below. Select the check box next to the desired
selection and click Add. This will build a list in the bottom window of
selected items. To remove something from this list select it and click
Remove.

Click Set to proceed with the action to Check or Uncheck the items from
the field. Cancel stops any action. Items not selected will remain
unchanged.

Items to Check - Issues

Available Items
05elected Itemis) Reset Column Sizes | Show Filters | Clear Al | Item5|1 - 10 {of 10) H4b M

[T Accounting

4 [T Shady Investments

< [T Hot
| [T Hot Really Hot \ Super Hot \ en fuego

N
s W) &l
Viewing the first 10 of 10 items in sets of |25 ¥ per page
[ Add | Selected Items
05elscted Itemis) Reset Column Sizes | Show Filters | Clear Al | Ilemsl1 202y M4 P M
|

| [ Hot \ Really Hot

2| [~ Hot \ Really Hot \ Super Hot

Viewing the first 2 of 2 itemsin setsof |25 | ¥| per page

Set/Cancel Buttons

Below, the mass edit form reflects checked and unchecked objects and
choices.
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Edit 50 Documents
=,
[sove coams o=
O Privilege: Privileged
E‘ Attorney Client
E‘ Work Product
Unsure
Add

[ Issues: @ Clear

Hot
Really Hot
Super Hot

| un-creoi (o2

Accounting
Shady Investments

|:| Reviewer Comments:

A

Multi-Choice Mass Edits Set

Once values have been set, a Clear link appears next to the Check
and/or Un-Check buttons. This allows you to clear the set values
without having to return to the Items to Check window and remove
them. Note also the Add link in the bottom right corner of the field
setting. This allows you to add a new choice to a multi-choice field.

Clicking Save at the top of the form will save the edits you made.

When you attempt to mass edit documents in the Related Items pane
while there are unsaved changes in the current layout, Relativity
displays a message indicating that your changes will be lost. If you
continue, the coding values in the layout will be updated to match those
selected for the mass edit.

6.2 Mass Move

Mass Move allows you to move selected documents to a new folder.

On the item list, choose whether you’d like to move all searchable
items, checked items, or these items in the current returned set.

For a full explanation of the searchable set and returned set,
please see Section on Views.

Then, ensure that “move” is selected in the drop-down. Click Go.
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) I Edit AMEYERS 0000085

" & Edit AMEYERS_0000086

FE" B Edit AMEYERS 0000087

treckec~ [T - B3

Mass Move Option

Clicking Go launches the Move Documents-Select Folder window. Select
the target location and click OK. Note that all documents will be moved
to the target directory. The subdirectory structure of the source
document will not be maintained.

=

Move 25 Documents - Select Folder

Cancel

=|-[Z5] 5alt vs. Pepper
s~ ALEWIS
ﬂ_. AMEYERS
ﬂ_. ARIMNG
ﬂ_. SSHACKLET

1[5 SvP

Select Folder Display

If you mass-move any documents, any custom security applied to those
documents is lost, and the document inherits the rights of the parent
folder.

6.3 Mass Delete

Mass Delete functionality allows you to remove entire documents or
specified document components in one action.

In addition to deleting the specified items from the workspace, these
actions also delete the associated files from the file servers. This action
cannot be undone. Accordingly, please use great care when performing
a mass delete.

On the item list, choose whether you’d like to delete all searchable
items, checked items, or these items in the current returned set.

Then, ensure that Delete is selected in the drop-down. Click Go.
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" B2 Edit  AMEYERS 0000084

& & Edit AMEYERS_0000085

|:||1‘f“ £ Edit AMEYERS_O000086

[Fci* E1 Edit AMEYERS 0000087

treckec ~ ZERN - B3

Mass Delete Option

You will be prompted to choose and confirm which document attributes
and/or whole documents you would like to delete.

Delete 4 Documents?

(©) Delete documents and all associated files

i) Delete only images from selected documents

i) Delete only natives from selected documents

() Delete only natives and images from selected documents

|:| Force a delete even if Redactions, Annotations, Links, or Tags are present

Document Delete Options
The following options are available when performing a Mass Delete:

= Delete documents and all associated files deletes the entirety
of all selected documents. This includes images, natives, and
field values.

= Delete only images from selected documents deletes only the
images from selected documents, leaving the natives and
documents’ field values in place.

= Delete only natives from selected documents deletes only the
natives from selected documents, leaving the images and
documents’ field values in place.
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= Delete only natives and images from selected documents
deletes only the images and natives from selected documents,
leaving the documents’ field values in place.

= Force a delete even if Redactions, Annotations, Links, or Tags
are present will allow the Mass Delete to successfully complete,
even if the selected documents contain these additions.

0 If this box is not checked, and redactions, annotations,
links, or tags are present, sections of the mass delete
will not complete. A warning will be generated.

0 Deleting is done in batches and if an error occurs the
remaining item in that batch will be left and the system
will continue to the next batch.

0 If this box is checked, any redactions, annotations, links,
or tags will be deleted along with the designated items.

Click OK to proceed. This operation is final and cannot be undone.

6.3.1 Enable/Disable Snapshot Auditing on Delete

When performing a delete, you have the option of creating a snapshot
of the current field values of the deleted record — a snapshot. This data
will be stored in the history for the workspace. While enabling this
property can be useful when searching the workspace history, it can
also significantly increase the size of your workspace’s audit table. The
default value is set to enable.

6.4 Mass Produce

Mass produce allows you to add documents to an open production, and
to set the manner in which those items will be produced. For example,
you could run a search for all items you'd like to produce, and then filter
for Excel documents. You could add those to your production as native
only. You could then find the remaining records you’d like to produce,
and add them to your production as images only.

On the item list, choose whether you’d like to produce all searchable
items, checked items, or these items in the current returned set.

Then, ensure that Produce is selected in the drop-down. Click Go.
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" B2 Edit  AMEYERS 0000084

& & Edit AMEYERS_0000085

|:||1‘f“ £ Edit AMEYERS_O000086

[Fci* E1 Edit AMEYERS 0000087

treckec ~ EEEEN - B3

Mass Produce Option

Clicking Go launches the Mass Produce form.

Produce 3 Documents

Files to Produce: -

bM

Reset Column Sizes | |t

Images and Matives
Images Only
Natives Only

() Restricted Production

Mass Produce Form

Select your production from all open productions. Production sets that

have been produced will not be available.

=  Files to Produce allows you to select which versions of each

document will be produced.

(0]

Images and Natives will include both natives and
images for the selected records.

If you are producing images and natives, ensure that you are
not including natives for images with redactions.

There is no way to redact the exported natives, so exporting
natives with redacted images would expose the information
behind the redactions.

Images only will include only images for the selected
records.
Natives only will include only natives for the selected
records.
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The fields available on this form are set by a system view. For more
information on editing this view, see Views — Editing a View — System
Views.

6.5 Mass Replace

With the Mass Replace operation, you can replace existing field text
with new content.

On the item list, choose whether you’d like to replace text in all
searchable items, checked items, or these items in the current returned
set.

Then, ensure that Replace is selected in the drop-down. Click Go.

e’ B Edit AMEYERS 0000084
e B Edit AMEYERS 0000085
e’ B Edit AMEYERS 0000086
[’ &1 Edit AMEYERS 0000087
Checked .

Mass Replace Selected

The fields are:

=  Field is the field you would like to update. Select from
workspace fixed length or long text fields.
= Action sets the action to be performed:
O Replace entire field will replace the field entirely.
0 Append to end will add the new value to the end of the
field.
= A delimiter option will appear — enter a
character to separate the existing and
appended values.
0 Insert at beginning will add the new value to the
beginning of the field.
= Adelimiter option will appear — enter a
character to separate the existing and
prepended values.
0 Search for allows you to search (and thus replace) only
selected text in the field instead of the entire field.
= A new text option will appear, allowing you to
enter the text to be replaced.
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= Update with sets what you would like to apply to the field.
0 Text allows you to add text to the field.
0 Field allows you to add another field’s value to the field
set above.
= (Click Add Another Field at the top of the form to add an
additional replacement action to the form.
= Click Save to execute the mass-replace.

| Replace 6 Documents

eve | Conce | o soter e
ric: [T -

Action: () peplace Entire Field

() Append to End

(T Insert at Beginning

{7 Search for:
Updake With: () Text:

@) Field:

Mass Replace Options
6.6 Mass Image

Mass Image creates TIFF or JPEG images for a document set based on
the settings in the imaging profile that you select. Relativity also
provides a default imaging profile that you can use out-of the-box.

Your Relativity Administrator controls the configuration
settings used to create color JPEG images and to adjust image
size. If you frequently process multiple documents at one
time, consider Imaging Sets instead of the Mass Image
operation.

Image commands for single document imaging and mass
imaging are disabled if the Imaging application is not
installed.

Contact your Relativity Administrator for additional
information about these features.

Use the following steps to run a Mass Image operation:

1. Navigate to the Documents tab.
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2. Select All searchable items, Checked items or These items in the
current returned set.

Note: For a full explanation of the searchable set and returned
set, see the section Document Set Information Bar.

] [ & Edit AMEYERS 0000084

e’ B Edit AMEYERS 0000085

.Dlj'"lj

m

m

t  AMEYERS 0000086

iJ

[FIE’ B2 Edit AMEYERS 0000087

creckes~ [ - B

Mass Image Operation

Select Image in the drop-down and then click Go to display a
pop-up.

Select an option in the Imaging Profile drop-down box. Only
profiles that you have permissions to use are displayed. You can
use the Default profile for the imaging job.

Image 3 Documents?

_~ Imaging Profile: pefaut

Imaging Profils 1

Imaging Profile 2

Imaging Profile Drop-down Box

Click OK to create the images. Depending on the number of
images being created, this may take some time. Image- on-the-fly
jobs take precedence over batch image jobs.

The mass image operation uses the same technology as the
Relativity native file viewer.

For a full listing of the known issues with the viewer, see the
viewer details document:

Relativity Viewer Details

6.7 Mass Print Image

Mass Print Image allows you to batch-print document images.

On the item list, choose whether you’d like to print all searchable items,
checked items, or these items in the current returned set.

Then, ensure that Print Images is selected in the drop-down. Click Go.
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ﬁ e B Edit AMEYERS 0000084
W Fe © Edit  AMEYERS 0000085
ﬁ Fel* & Edit AMEYERS 0000086

"] @' & Edit  AMEYERS_0000087

Checked ~ Al T

Mass Print Images Selected

Click Go to set your print settings.

r— Printer
Name |\\PROD-DC175\Dev Printer |

* Send each document individually
" Send all documents as one print job (only for PDF Printers)

—Image Set Options

¢ Original Images
" Produced Images

I- Include ongina "I":_:Eif:' OOCUMENTs hal faven 1 Deen produce

—Print options
™ Print Annotations [~ Print Redactions

™ Print Slip Shests |[Elank Page) ;I
Stamp |dentifier I None ;I
Stamp Location IEuﬂom Right LI
Markup Set Ipﬁmaw ;I

oK | Cancel |

Print Options Screen

=  Printer Name drop down allows you to select any local printers.

0 Send each document individually makes each
document print as a separate print job.

0 Send all documents as one print job will combine all
documents into one print job. This is only intended for
PDF creation using a PDF print driver and will create one
PDF from all the documents selected. In order to use
this option you need to verify your viewer is version
5.08 or later.

Relativity | User Manual - 101



Sending all documents as one print job to a physical printer is
not recommended. Depending on your printer setup it can
cause issues with your print queue.

Image set options:

(0}

Select original if you’d like to print non-produced
versions of the documents.
Select produced images if you’d like to print produced
versions.
= |f you select produced documents, you can
select which version of the document you'’d like
to print by clicking modify production order.
= |f a document was not part of the selected
production, you can check “Include original
images for documents that haven’t been
produced” to include the original instead.

Print options:
Print annotations will include any highlighting on original

(0}

images.

Print redactions will include any text or stamp redactions.

Slipsheets will include a slipsheet between documents. Your

slipsheet can be:

(Blank page) will include a blank page.

(Stamp identifier) will include a page with the
document identifier stamped.

<Document layouts> will include a slipsheet with the
fields from any document layout. The values for the
proceeding document will be shown for those fields.

Stamp identifier allows you to select whether you’d like to print

any identifier value on the pages.

None will not include any identifier.

Document identifier will include the images’ document
identifier.

Page identifier will include the images’ page identifier.

Stamp location allows you to designate where the identifier will

be stamped. Select from:

Top left

Top center
Top right
Bottom left
Bottom center
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= Bottom right
= Markup set allows you to select which markup set’s redactions
and annotations will be applied. This option will be present only
if there are two or more markup sets on the workspace that you
have rights to see.

6.8 Tally/Sum/Average

You can use the Tally/Sum/Average operation to tally, sum, or average
the values of Fixed-Length Text, Choice, User, and Number fields
associated with documents or objects. This operation is commonly used
to determine the number of pages in a print job or production. For
documents, it is recorded under the document history.

On the item list, choose whether you’d like to tally/sum/average all
searchable items, checked items, or these items in the current returned
set.

Select Tally/Sum/Average is selected in the drop-down.

FEf* B Edit AMEYERS 0000084
[Fcj* £ Edit AMEYERS 0000085
FEf* E@ Edit AMEYERS 0000086
[ £ Edit  AMEYERS 0000087
Checked ~ PR

Tally/Sum/Average Selected

Click Go to launch the Tally/Sum/Average form.
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Tally/Sum/Average of 1,000 Documents

Function: Ty -

Figld: pesponsiveness -

Reset Column Sizes | Show Filters | | ttems 1 -3iof3) M 4 b M
Mot Responsive 53
Responsive 931
Unsure 16

M3 - ExporttoFie - Viewing all items in sets of 25 « per page

Tally/Sum/Average
The fields are:

=  Field is the field to be calculated.
=  Function is the function to be performed:
0 Tally provides a list of unique items and the total
number based on the items selected.
0 Sum tallies all selected documents’ values for any
number field.
0 Average finds the average values of all selected
documents’ values for the specified field.

The results of a tally are similar to a summary report; it outlines the
values of a field and the count for each. After your results are displayed,
you can perform the following actions:

= Filter the results

= Clear All filter text

=  Browse through the results using the blue arrows
= Sort the results

=  Export results to an external file

6.9 Send To CaseMap

You can use the send to CaseMap feature to bulk-send items to your
CaseMap database, versions 7 and above. To perform the bulk send,
you will need to have CaseMap installed and open to the correct case.

There is a Relativity system view called CaseMap fields that controls
which fields are sent to CaseMap. See Chapter 13 — Views for more
information about editing views.
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On the item list, choose whether you’d like to send all items, only
checked items or these items in the current returned set. Select “send
to CaseMap” in the drop-down and click Go.

You may be prompted to open or save a file, CaseMapSend.cmbulk. If
so, click Open.

File Download E&J

Do you want to open or save this file?

Name: CaseMapSend.cmbulk
Type: Bulk Send to CaseMap File, 3.07KB
From: relativity.kcura.com

Cpen H Save J [ Cancel ]

F E | While files from the Intemet can be useful, some files can potentially
g, harm your computer. f you do not trust the source, do not open or
[ =" gave this file. What's the rigk?

Save CaseMap File Option

Clicking open will launch the Bulk ‘Send to CaseMap’ Wizard. Click next
on the main screen.

Welcome to the Bulk 'Send to CaseMap' Wizard.

Casa Analysis Tool

This wizard sends selected records from Relativity into CaseMap. It will create new and
update existing records in CaseMap. It will not duplicate data.

Please make sure that you have the CaseMap case open in which you want to send the
data.

To continue, dick Mext.

Send to CaseMap Screen

If you do not have CaseMap open, you will be prompted to launch the
application. Once CaseMap is open, the wizard will prompt you to
switch to the application. Click the Switch to CaseMap button, then
click next.
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Open a CaseMap case.

CaseMap®
Case Analysis Tool

In order to use this wizard you must have a case open in CaseMap.

Select the button below bring CaseMap to the foreground so you can open the
case you want to send records to.

Cancel

Switch to CaseMap Option

The wizard will ask you to confirm that the workspace you have open is
the correct target workspace. If the workspace listed is the correct
target workspace, click Next.

Bulk 'Send to CaseMap’ Wizard i 0 ﬂ]

Bl Please Confirm the Destination CaseMap Case.
CaseMap®

Case Aralysis Tool

This wizard will send the records to the CaseMap case listed below.
1 J-' To select a different CaseMap case, dose this case in CaseMap and open the
— correct one.

Destination CaseMap Case: (|

File name:  Hawkins.cm75
Case name:  Phillip Hawkins v. Anstar Biotech Industries i
File location:  C:\Users\Dan'\Documents\CaseSoft\CaseMap\Samples|7. 54

|
< Back | Mext = | Cancel [

Confirm Destination CaseMap

Clicking Next brings up the View/Edit Field mappings section, allowing
you to map the Relativity fields (set in the CaseMap fields view) to
CaseMap fields. The first time you go through this process, you will need
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to map the fields. Click Modify to set the correct field mapping.
CaseMap should automatically populate the matches on subsequent
bulk sends.

l View/Edit Field Mappings...

Review the data field pairs below.

The fields from the source file are mapped to their corresponding data fields in CaseMap. Click 'Modify...' to
change the mappings or format the destination fields.

I 3 document records to the Document spreadsheet

Source Data Field | CaseMap Field(s)
ControlNumber <unmapped >
EmailFrom <unmapped >
EmailBCC <unmapped >
EmailCC <unmapped >
SentDate <unmapped >
EmailTo <unmapped >
Subject <unmapped >
R | | Modify... MNote: Any modifications you make are automatically saved in the
= — destination CaseMap case and will be recalled the next time you

run this wizard.

< Back I Next > I Cancel

View/Edit Field Mappings

Clicking Modify will bring up the field mapping section of the wizard.

~Document Spreadshest fields:
Show: CaseMap Field Name | Content Type | Mapped | -
Author(s) Description Mo
Al fields Bates - Begin
¢ Mapped fields Bates - End Text No
5 BCC Description Mo
" Unmapped figlds | Copied To Description Mo
Date Date & Time Mo
Depo Ex. # Text Mo
Description Description Mo Fl

Selected CaseMap Field:

Use the options below to map data from your source application to the
selected field in CazeMap and apply formatting (static text, hard returns).

'Bates - Begin'

Add...

ity .

Bemove

| The selected CaseMap field is not mapped.

Modify Field Mappings
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You can use the options to preview any of the data, reset the mappings,
load mapping settings from a previous load, or save your current
mappings.

Preview Data...

Beset to Default Mappings

Load Mappings from File...

Save Mappings to File...
Pl

Preview Options

To map your fields, go to the Document Spreadsheets fields and
double-click on the field you’d like to map.

—Document Spreadsheet fields;
Shaow: CaseMap Field Name | Content Type | Mapped | [ o]
Author(s) Description No ‘
@ Al fields Bates - Begin Text No L
" Mapped fields Bates - End Text Mo
3 BCC Description Mo
" Unmapped fields | Copied To Description Mo
Date Date & Time Mo
DepoEx. # Text Mo |
Description Description Mo IL]

Document Spreadsheet Fields

Double-clicking the mapping will open the New Item box. Select the
Relativity field from the select a source data field box, and then click
OK.
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[Newtiem o

Selected CaseMap Field: 'Bates - Begin'

Iwantto: (%
" Add static text
" Add a hard return

 Select a source data field

ControlMumber
EmailBCC
EmailCC
EmailFrom
EmailTo
SentDate

| '®

m

1

r— Display options

[~ Omit if prior item is blank

[~ Omit if next item is blank

New Item Options

Repeat the above for all fields you would like to map, then click OK in
the bulk send to CaseMap wizard.

Clicking OK brings you back to the second screen of the wizard. Review
the matches, and then click Next.

Bulk 'Send to CaseMap' Wizard

View/Edit Field Mappings...

Review the data field pairs below.

The fields fram the source file are mapped to their corresponding data fields in CaseMap. Click 'Modify...' to
change the mappings or format the destination fields.

3 document ds to the Doc Spr

Source Data Field | CaseMap Field(s)
ControlNumber Bates - Begin
EmailFrom Author(s)
EmailBCC BCC

EmailCC Copied To
SentDate Date

EmailTo Redipient(s)

Preview... | | Modify... Mote: Any _mot‘_.'iﬁaﬁons you make are autornatimlly saved in the
destination CaseMap case and will be recalled the next time you
run this wizard,

< Back I Mext = I Cancel

View/Edit Field Mappings
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Clicking Next brings up a final confirmation screen. Click Finish to
complete the send.

Bulk Send to CaseMap’ Wizard A ot M

You are about to send multiple records into CaseMap...

CaseMap*®

Case Analysls Tool

Please verify the following:
1. Data source and destination in CaseMap

Rglaﬁvity
B 3 document records to the Document spreadsheet

Note: This will create new and update existing records in CaseMap.
It will not duplicate data.

2. Destination CaseMap Case:

File name:  Hawkins.cm75
Case name;  Phillip Hawkins v. Anstar Biotech Industries
File location:  C:\Users'Dan'\Documents\CaseSoft\CaseMapSamplesi7. 54

To select a different case, dose this case in CaseMap and open the correct one.

< Back ] Einish | Cancel

h = = —

Send Confirmation Screen
6.10 Export to File

Export to File allows you to export the contents of the current list to a
file. Any items and fields in the current view or report will be exported.
Unicode characters are allowed.

On the item list, choose whether you’d like to export all searchable
items, checked items, or these items in the current returned set.
Then, ensure that Export to File is selected in the drop-down. Click Go.

=

Exporting 25 Documents

Format: Fyce spreadsheet via HTML (.xds)

Encoding: |Inicode (UTF-8) -

Exporting Documents Screen
In the export window, select:

=  Format:
0 Excel spreadsheet via HTML (.xls) will create an Excel
file.
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0 Comma Separated Values (.cave) will create a comma
delimited text file
0 Concordance DAT Format (.data) will create a DAT text
file with the standard Concordance delimiters.
=  Encoding
0 Select the desired encoding for the output file.

To export the file, click Run. To cancel the export, click Cancel.

6.11 Cluster

Clustering allows you to use an existing Relativity Analytics index to
identify conceptual groups within an entire workspace or subset of data.
These conceptual groups will form a cluster and can be browsed on the
cluster browser. Unlike other uses of Relativity Analytics, clustering does
not require you to submit an example to the index — only a set of
documents you would like clustered.

On the item list, choose whether you’d like to cluster all searchable
items, checked items, or these items in the current returned set.

Then, ensure that Cluster is selected in the drop-down. Click Go.

Cluster 25 Documents

I Submit For Clustering

Mode: 7 Create New Cluster (O Replace Existing Cluster

Cluster Options
First, select your Cluster Option:

= Create New Cluster creates a new cluster set.
= Replace Existing Cluster creates a new cluster set.

6.11.1 Create New Cluster

Selecting Create New Cluster brings up the options to create a new
cluster set.
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Cluster 25 Documents

Mode: @) Create New Cluster

Relativity Analytics Index: apaiytics 1 -

B 4 dvanced Options:

Title Format:  outline and Title -

Maximum Hierarchy Depth: 4

Minimum Coherence: 0,7 -

Generality:| 0.5 ,_

New Cluster Options

= Name is the name of the cluster set. This will be used to display
the cluster set on the cluster browser.

= Content analyst index allows you to select which Relativity
Analytics index you would like to use to cluster your documents

Advanced options can be accessed by clicking the “+”.

= Title format sets how the clusters will be named.
0 Outline and title will show outline numbering, plus the
cluster name.

e

E]--L@j. Cluster :: Employee Search
. B 1 Enron.com, Pm (0, 0.43)

..3E 1.1 Information (14, 0.77)
.3E 1.2 Ect, Hou (14, 0.67)

..... SE 1.3 Alen, Phillip.allen (6, 0.69)

Advanced Cluster Options

0 Title only will show only the title
= |nthe above example, “Enron.com, Pm”

0 Outline only will show only the outline numbering.
= |nthe above example, “1”, “1.1”, etc.
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=  Maximum hierarchy depth sets how many levels deep the
cluster hierarchy can go. The default is 4 levels. A value of 1 will
create only top-level clusters.

=  Minimum coherence is how conceptually correlated the items
must be to be included in the same cluster.

= Generality is the measure of how general the cluster will be,
with 0 as the most general, and 1 being the most specific. The
higher the generality setting, the fewer top-level settings will be
created.

6.11.2 Replace Existing Cluster

Replace Existing Cluster is the same as Create a New Cluster set, except
the results replace existing clustering options. When you select Replace
Existing Cluster, you are prompted to select the existing cluster set you
would like to replace.

6.12 Process Transcripts

To work with transcripts, first load the transcripts into Relativity as you
would any other type of native file. Relativity accepts only ASCII text
transcripts.

For organizational purposes, you may find it beneficial to
create a folder called “transcripts” at the root of your
workspace. You can store your transcripts in this folder.
Additionally, you can add any subfolder options you would
like.

Processing of a transcript will read the ASCII text file, identify page
breaks, and parse out the content of the transcript into a hyperlinked
word index for fast searching of the content.

On the item list, choose whether you’d like to process all searchable
items, checked items, or items on in the current returned set. Then,
ensure that Process Transcripts is selected in the drop-down. Click Go.

Process 25 Transcripts

o | e

Header To Add:

Footer To Add:

Header To Remove:

Footer To Remove:
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Process Transcripts Options

There are four options when processing a transcript, to control how the
transcript appears in the viewer.

= Header to add allows you to add text to the header of each
page. Added headers will show in viewer preview mode, and on
printed versions of a transcript.

= Footer to add allows you to add text to the footer of each page.
Added footers will show in viewer preview mode, and on
printed versions of a transcript.

= Header to remove allows you to remove any existing headers.

= Footer to remove allows you to remove any existing footers.

Court reporters often put a header or footer on each page of
| the transcript. This is an example of a header or footer that
| | you might want to remove.

This documentation (“Documentation”) and the software to which it
relates (“Software”) belongs to kCura Corporation and/or kCura’s third
party software vendors. kCura grants written license agreements which
contain restrictions. All parties accessing the Documentation or
Software must: respect proprietary rights of kCura and third parties;
comply with your organization’s license agreement, including but not
limited to license restrictions on use, copying, modifications, reverse
engineering, and derivative products; and refrain from any misuse or
misappropriation of this Documentation or Software in whole or in part.
The Software and Documentation is protected by the Copyright Act of
1976, as amended, and the Software code is protected by the lllinois
Trade Secrets Act. Violations can involve substantial civil liabilities,
exemplary damages, and criminal penalties, including fines and possible

imprisonment.

© 2012. kCura Corporation. All rights reserved. Relativity® and kCura®
are registered trademarks of kCura Corporation.
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