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1 Overview 

When working with Relativity as a user, it is important to familiarize 
ȅƻǳǊǎŜƭŦ ǿƛǘƘ ǘƘŜ ǘƻƻƭΩǎ Ƴŀƴȅ ƛƳǇƭŜƳŜƴǘŀǘƛƻƴǎΦ  

¢Ƙƛǎ ŘƻŎǳƳŜƴǘ ƻǳǘƭƛƴŜǎ wŜƭŀǘƛǾƛǘȅΩǎ ǎǘǊǳŎǘǳǊŜ ŀƴŘ ŎŀǇŀōƛƭƛǘƛŜǎ ŀƴŘ ƎǳƛŘŜǎ 
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. 5ƻŎǳƳŜƴǘǎΩ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ 
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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Views Display 

Layouts are editable, web-based coding forms that allow you to view 
ŀƴŘ ƳŀƪŜ ŎƘŀƴƎŜǎ ǘƻ ȅƻǳǊ ŘƻŎǳƳŜƴǘǎΩ ŦƛŜƭŘǎΦ 

 

      Layouts Display 

2.1 Logging In 

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. 

 

 

                                       Views 

 

   Layouts 
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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 
dropdown.  

  

         Mode Drop-down 
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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. 

2.3 Workspace Mode 

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

LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ȅƻǳǊ ǿƻǊƪǎǇŀŎŜΣ ŎƘŜŎƪ ǘƘŜ ǾƛŜǿ ōŀǊΣ ǎƘƻǿƴ ōȅ ǘƘŜ ǊŜŘ 
arrow below. The view bar controls which workspaces are displayed in 
the list.  

 

 

       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.   
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        Reset Password Display 

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.  

Lƴ ǘƘŜ ŜǾŜƴǘ ǘƘŀǘ ȅƻǳ ǊŜŎŜƛǾŜ ŀ ƳŜǎǎŀƎŜ ǎǘŀǘƛƴƎΣ ά¸ƻǳǊ ǇŀǎǎǿƻǊŘ Ŏŀƴƴƻǘ 
be one of the last ## ǳǎŜŘ ǇŀǎǎǿƻǊŘǎΣέ ǳǇƻƴ ŎƭƛŎƪƛƴƎ ǎŀǾŜΣ ȅƻǳ Ƴǳǎǘ ǳǎŜ 
a different new password or contact your administrator.  

Once you have entered your new password, click Save.  

  

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

¸ƻǳǊ ǇŀǎǎǿƻǊŘΩǎ ŜȄǇƛǊŀǘƛƻƴ ǘƛƳŜ and the number of previous 
passwords you are not able to reuse is 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. 
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       My Settings Display  

Clicking Edit allows you to edit your settings information. Note that all 
fields except Native Viewer Cache Ahead are required. 

 

   Edit My Settings  

Á First name is your first name. 

Á Last name is your last name. 

  

Your first and last name will be used as your display name 
throughout Relativity. 

Á Email address is your email address and login.  

Á 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. 

Á 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. 

Á Default selected file type is the default viewer mode. 

o Viewer 

o Native 

o Image 

o Extracted text 
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o Production 

Á Advanced Search Default is your default search owner value.  If 

the owner is set to Public, all users with rights to the search are 

able to see it.  If the owner is set to Private, only you are able to 

see the search.  

  

Depending on your permissions, you may not have rights to 
edit the Advanced Search Default field.  

 

Á Native Viewer Cache Ahead, if checked, pre-loads the next 

native document in your review queue once the active 

document is loaded.  

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

 

3 Workspace 

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

Á Tab Bar  
Á Browser View Bar 
Á Pivot 
Á 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. 

 

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:  

Á Folders 
Á Field Tree 
Á Advanced or saved searches 
Á 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: 

Á Navigate through workspace documents 
Á Search and filter workspace data 
Á Export workspace information to file 
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Á Mass-act on workspace documents 
Á Sort documents on the list 

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:  

Á Folders 
Á Field Tree 
Á Advanced and saved searching 
Á 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 ς the thick, black vertical bar to the left of the show/hide 
browser link ς 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 
ǘƘŜ ƳŜƴǳΩǎ ƻǇǘƛƻƴǎ ǘƻ ŘƛǎǇƭŀȅ ǘƘŀǘ mode of the browser: 

 

Browser Menu Display 
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Icon Name Description 

 Folder browser Navigate the folder hierarchy for your 
workspace 

 Field Tree Browse your documents according to how 
they were coded 

 Saved and 
advanced search 

Create a new search, or browse previously 
saved searches 

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

Browser Icons 

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 
ƛƳǇƻǊǘŜŘΦ Lǘ Ŏŀƴ ōŜ ōŀǎŜŘ ƻƴ ǘƘŜ ŘƻŎǳƳŜƴǘΩǎ ǎƻǳǊŎŜΣ ƻǊ ŀŎŎƻǊŘƛƴƎ ǘƻ ŀ 
folder structure set by your Relativity administrator. Clicking on a folder 
ŘƛǎǇƭŀȅǎ ǘƘŀǘ ŦƻƭŘŜǊΩǎ ŘƻŎǳƳŜƴǘǎ ƛƴ ǘƘŜ 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: 

 

Expanding a Folder 

Click collapse (-) to get back to the root folder: 



Relativity | User Manual - 15 

 

Collapsing a Subfolder 

3.1.1.2 Advanced and Saved Searches 

!ŘǾŀƴŎŜŘ ŀƴŘ {ŀǾŜŘ {ŜŀǊŎƘŜǎ ŎƻƳōƛƴŜǎ Ƴŀƴȅ ƻŦ wŜƭŀǘƛǾƛǘȅΩǎ ǎŜŀǊŎƘƛƴƎ 
tools into one feature-rich interface. 

For detailed instructions on creating advanced and saved searches, see 
the Relativity Searching Guide. 

 

  

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

www.kcura.com/relativity-manual 

 

3.1.1.3 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.  

Below is an example of a Field Tree: 

http://www.kcura.com/relativity-manual
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Field Tree Display 

Each single and multiple-choice field has its own choice folder in the 
Field TreeΦ ¢ƘŜ ŦƛŜƭŘΩǎ ŎƘƻƛŎŜǎ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ŀǎ ǎǳōŦƻƭŘŜǊǎΦ ! [Not Set] 
choice is also available for each field, which displays null values for the 
field.  

Clicking on a choice within the Field Tree displays all the documents in 
the item list manager that have the selected choice value AND meet the 
criteria of the active view. 

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. 
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The breadcrumb can also be accessed by clicking on the Show Current 

File Path   icon. 

 

 

 

        Breadcrumb Display 

 

3.2 View Bar 

You can use the view bar, as well as any searches or filters, to further 
narrow the document set.  

 

       View Bar Display 

The view bar consists of the following sections: 

Á Show current path icon 
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Á Views 

Á Scope Menu 

Á Include Related Documents 

Á Dictionary 

Á Edit view icon 

Á Create view icon 

3.2.1 Views 

 

       View Menu Display 

The view menu, highlighted in blue above, controls the following: 

Á 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: 

o All documents in a workspace 

o Documents that have been assigned to you 

o Documents that fall within a specified date range  

Á The fields returned; any field in the workspace can be 

included 

Á 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 ς a view that is visible only to you and the Relativity 
administrator.  

Contact your Relativity administrator to have a personal view 
created. 

 

3.2.2 Scope Menu 

 

       Scope Menu Display 
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The scope menu, highlighted in blue above, controls the folder scope of 
the documents returned. The scope menu contains the following 
options: 

Á In This Folder and Subfolders 

o Displays the documents in the currently selected folder 

AND the documents in all of its subfolders. This is the 

default option. 

Á In This Folder 

o Displays ONLY the documents in the currently selected 

folder in the browser, not its subfolders. 

3.2.3 Include Related Documents  

 

        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 near duplicates. 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.   

 

Dictionary Link 

For more information, refer to the Relativity Searching Guide.  

3.2.5 Icons 

http://help.kcura.com/relativity/searching/5.05/searchinghelp_CSH.htm#dtsearch
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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: 

 

       Icon Display 

The icons are:  

Icon Description 

 

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: 

 

 

 

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. 

 

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. 

 

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 

The Pivot function is a data analysis toolset. Pivot allows you to 
summarize your case data ς displaying the results graphically or in a 
table ς to reveal trends and patterns. You can filter and drill into your 
results to take actions on key data sets at any point during the case 
lifecycle. 
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       Pivot Chart Display 

Pivot has two main components ς Pivot Grid and Pivot Chart ς and can 

be launched via the  icon in the top right corner of the item list. This 
icon is available in the Documents tab and for objects that have been 
enabled for Pivot. You can Pivot on the results of any view or saved 
search.    

 

 

        Pivot Icon 

Clicking on the Pivot icon will open the Pivot menu.  
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Pivot Menu 

There are three options available: 

Á Pivot Grid turns the pivot grid on/off. 
o Pivot Grid shows your pivot in a table. 

Á Pivot Chart turns the pivot chart on/off. 
o Pivot Chart shows your pivot graphically, as a bar, line, 

or pie chart.  
Á List turns on/off the document view ς what you see when you 

browse to the documents tab.   

You can use these options in any combination.   

3.3.1 Pivot Grid 

¢ƘŜ tƛǾƻǘ ƎǊƛŘ ƻŦŦŜǊǎ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ŎǊŜŀǘŜ ŀ ǎǳƳƳŀǊȅ ƻŦ ǿƘŜǊŜ ǘǿƻ ŦƛŜƭŘǎΩ 
data intersects. Similar to the way you can use a spreadsheet to find 
totals and create visual representations of data, pivot tables allow you 
to several options for working with document data. 

3.3.1.1 Setting up a Pivot Grid 

There are two fields that intersect to create the summarized data table 
or chart. 

 

      Pivot Grid Options 

Á Group By creates the list of items to summarize ς the vertical 
axis of the pivot grid. 

Á Pivot on is an optional field that allows you to break down the 
ǘƻǘŀƭǎ ŦƻǊ ŜŀŎƘ άDǊƻǳǇ ōȅέ Ǌƻǿ ōȅ ŀ ǎŜŎƻƴŘŀǊȅ ŎƻƭǳƳƴΦ tƛǾƻǘ ƻƴ 
acts as the horizontal axis of the report. 

If a date field is selected, you can choose how to summarize dates. 
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Date Drop-down 

The options are: 

Á Date will summarize on each unique date.   
o Unless you are working on a subset, this has the 
Ǉƻǎǎƛōƛƭƛǘȅ ǘƻ ŎǊŜŀǘŜ ŀ ά¢ƻƻ ŎƻƳǇƭŜȄέ ǇƛǾƻǘΦ 

Á Month will summarize on each month.  Month is only 
ŀǾŀƛƭŀōƭŜ ƛƴ άtƛǾƻǘ ƻƴέ ƛŦ ȅƻǳǊ άDǊƻǳǇ .ȅέ ŦƛŜƭŘ ƛǎ ŀƭǎƻ ŀ ŘŀǘŜΦ 

Á Year will summarize on each year 
Á YearMonth will summarize on each Year/Month combo. 

o For example, Jul-09. 

  

Not all fields will be available to group by or pivot on.  Contact 

your Case Admin to enable this functionality for additional 

fields. 

 

Fields with many unique values can produce Pivot Grids that are difficult 
ǘƻ ǊŜŀŘΦ CƻǊ ŜȄŀƳǇƭŜΣ ǎŜƭŜŎǘƛƴƎ ά9Ƴŀƛƭ {ǳōƧŜŎǘέ ŀǎ ǘƘŜ DǊƻǳǇ .ȅ ŦƛŜƭŘ 
could result in tens of thousands of rows and would lack value.  

3.3.1.2 Running a Pivot Grid 

Once you have selected your fields, click Go.    

 

       Launch a Pivot 

If either of your Group By or Pivot on fields contains too many values, 
you will get the following message: 
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Á ά¢ƘŜ tƛǾƻǘ ȅƻǳ ŀǘǘŜƳǇǘŜŘ ǘƻ Ǌǳƴ ƛǎ ǘƻƻ ŎƻƳǇƭŜȄΦ tƭŜŀǎŜ ƴŀǊǊƻǿ 
your selection of documents, or select different fields for your 
tƛǾƻǘΦέ 

Complex Pivot Message 

Once the pivot query is finished executing, the results will populate the 
Pivot Grid. Below, a simple pivot on the Custodians and Responsiveness 
fields has been executed: 

 

Pivot Grid Results 

3.3.1.3 Working With Pivot Grid Results 

Once your Pivot Grid has returned results you have several options to 
work with the results: 

First, you can resize any columns. Left-click and drag a column header 
border to the desired size. 

Second, your Pivot Grid may contain many pages of results. To view all 
results, you can browse through all pages, or you can expand your page 
size. If your Pivot Grid has more than one page, it will be indicated in the 
upper right corner of the Pivot Grid. 
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Pivot Navigation Arrows 

To page through results, use the navigation arrows. You can expand 
your page size to accommodate all results. The page size is determined 
by the dropdown in the bottom right of the Pivot Grid. 

 

       Item Set Drop-down 

By default, results will be sorted with by your Group By field in 
descending order. You can sort the Pivot Grid, just like you work with 
the document list. Click on any column header once to sort it 
descending, and a second time to sort it ascending. 

If you find there are too many results in your Pivot Grid, you can filter 
within the Pivot Grid.  Click Show Filters above the Pivot Grid to activate 
the filters.   
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Show Filters Link 

Filtering within the Pivot Grid works like filtering in any other part of 
Relativity. For more information on filtering in Relativity, see the 
Relativity Searching Manual. 

Additionally, you can use the Pivot Grid as a tool to filter a larger data 
set. For more information, seŜ ǘƘŜ ά¦ǎƛƴƎ tƛǾƻǘ ǘƻ CƛƭǘŜǊέ ǎŜŎǘƛƻƴ ōŜƭƻǿΦ  

Finally, you can export the Pivot Grid to file. In the bottom left of the 
Pivot Grid, select Export to File from the dropdown, then click Go. 

  

The Export to File option in Pivot exports in HTML format to 
avoid issues with CSV delimiters in Excel. 

 

 

       Export To File 

3.3.2 Pivot Chart 

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

3.3.3 Setting up a Pivot Chart 

A Pivot Chart is set up the same way as a Pivot Grid. Please see the 
ά{ŜǘǘƛƴƎ ǳǇ ŀ tƛǾƻǘ DǊƛŘέ ǎŜŎǘƛƻƴ ŦƻǊ ŘŜǘŀƛƭǎ ƻƴ ŦƛŜƭŘ ǎŜƭŜŎǘƛƻƴ ŀƴŘ 
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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      Pivot Chart Enabled 

 

Add the Pivot Chart check box and click Set to launch the Pivot Chart.   

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

 

Pivot Chart Display 

3.3.4 Working With Pivot Chart Results 

Pivot Charts allow many customization options to optimize their look 
and feel.  The options are displayed in the tool bar at the top of the 
pivot chart: 

Pivot Chart Tool Bar 

Á Chart Type allows you to choose the chart type: 
o Bar -displays rectangular bars with lengths proportional 

to the value that they represent. The value will be 
shown above the bar. 
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o Pie ς 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. 

o Line ςcompares two values plotted along an axis; the 
vertical and horizontal. The value is shown where the 
two axis meet. 

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

o Grand Total  
o ¸ƻǳǊ ǎŜƭŜŎǘŜŘ άDǊƻǳǇ .ȅέ ŦƛŜƭŘ 

Á ASC/DESC is a drop-down that allows you to choose between 
the ASC and DESC settings: 

o ASC will display the field information in ascending in 
order in both the chart and the grid. 

o DESC will display the field information in descending 
order in both the chart and the grid. 

Á 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. 

Á More Options is a link that, when selected, shows the following 
drop-down: 
 

 

More Chart Options 

 

o The options in this drop-down are: 
Á 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.  

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

 
Rotate Labels Option 

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

 

Stagger Labels Option  

Á Show Labels toggles the value count labels on 
Pivot Charts: 

Labels shown: 

  

Show Labels Option 

Labels hidden: 
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Show Labels Unchecked 

Á Switch Series ǎǿƛǘŎƘŜǎ ǘƘŜ DǊƻǳǇ ōȅ ŀƴŘ tƛǾƻǘ ŦƛŜƭŘΩǎ 
positions. In the above examples, our Group By field ς 
Custodian, was the value on the horizontal axis, while 
our Pivot on field ς Responsiveness, drove the bars on 
the chart. Selecting Switch Series would put 
Responsiveness on the horizontal axis, and chart bars 
for each Custodian. 

 

Switch Series Option 

o There is also a radio button list that allows you to change 
the axes of the report between : 

o Vertical  
o Horizontal 
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In the upper right corner of the pivot chart is the Size To Fit button. 

 

Size To Fit Button 

Clicking the Size to Fit button 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. 

 
Items Per Page 

This dropdown allows you expand the number of items listed on the 
chart. While adding more items can give the chart more scope, adding 
hundreds of items can make the chart illegible.   

Finally, you can use right click functionality to use the chart outside of 
Relativity. Right-clicking will allow you the following options: 

 

Right-Click Options 

3.3.5 Using Pivot to Filter your Document List 

You can use the Pivot Grid or Pivot Chart to filter the document set.   
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3.3.5.1 Filtering the Document List with Pivot Grid 

In the Pivot Grid, click a cell once to add it to your filter list.  This adds 
the item to the filter list, but does NOT execute the filter.  Selected cells 
will be shown in yellow.   You can continue to add multiple selections to 
the filter list. 

 

Cells Added to Filter List 

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

Selected filters will be noted in the bar below the pivot.   When you 
ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ŘŜǎƛǊŜŘ ŦƛƭǘŜǊ ŎƻƴŘƛǘƛƻƴǎΣ ŜƴǎǳǊŜ ǘƘŀǘ ά{Ŝǘ CƛƭǘŜǊǎέ ƛǎ 
applied in the dropdown, and click Go. 

 

Selected Filters Bar 

The document list will be filtered.   If the document list was hidden 
while you worked with the Pivot Grid, it will be shown. 

If you would like to work strictly with the document list after the filter 
has been applied, you can hide the Pivot Grid by deselecting its option. 
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Item List Enabled 

Hiding the Pivot Grid will result in a filter bar appearing above the item 
list, showing the active filters. 

 

Active Filters Bar 

3.3.5.2 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 below the chart.  Click Go to apply the filters to the document list. 

 

 

Document List Filter Bar 
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3.3.6 άtƛǾƻǘ 5ŀǘŀ ƛǎ ƻǳǘ ƻŦ 5ŀǘŜέ 

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:  
άtƛǾƻǘ Řŀǘŀ ƛǎ ƻǳǘ ƻŦ ŘŀǘŜΦ  tƭŜŀǎŜ Ǌǳƴ ǘƘŜ ǇƛǾƻǘΦέ 

 

 

Out of Date Message 

Additionally, the Pivot Grid and Pivot Chart will be greyed out to 
indicate that the data no longer applies to the current document set. 

 

 

Non-applicable Data 

If you see this message, click go to re-run the Pivot with the new data 
set.   

 

3.4 Item list Manager 

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

 

      Item list Manager 

To change a column size, hover over the white bar at the edge of the 
column header and drag it either direction to widen or narrow the 
column. A double arrow will appear when it is ready to be moved. 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 initial 
settings click on the blue link at the top of the Item list to Reset Column 
Sizes. 

 

Column Resizing 
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3.4.1 Previewing a Document 

bƻǘŜ ǘƘŀǘ ƛŦ ȅƻǳ ƘƻǾŜǊ ȅƻǳǊ ƳƻǳǎŜ ǇƻƛƴǘŜǊ ƻǾŜǊ ŀ ǊŜŎƻǊŘΩǎ ŦƛƭŜ ƛŎƻƴΣ ȅƻǳ 
can left-click to open a pop-up viewer showing the record. 

  

If your item list ŘƻŜǎƴΩǘ Ŏƻƴǘŀƛƴ ǘƘŜ ŦƛƭŜ ƛŎƻƴΣ ŎƻƴǘŀŎǘ ȅƻǳǊ 
Relativity administrator to add it. 

 

3.4.2 Sorting 

You can use any present field to sort the entire searching set ς 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. 

 

      Sorting Down Arrow 

Click a second time to sort the documents in descending order, 
alphabetically. An up arrow will appear.  

 

Sorting Up Arrow 

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. 
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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. 

 

Document Set Display 

The returned set selector indicates what subset of your searching set 
Relativity returns. Your returned set is controlled by the dropdown 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 
рлл ƻǊ мΣлллΦ LŦ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŎƘŀƴƎŜ ȅƻǳǊ ŜƴǾƛǊƻƴƳŜƴǘΩǎ ǊŜǎǳƭǘǎ ǎŜǘ 
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.   

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: 

Á Adding more documents 

Á Applying filters to bring back only the documents yƻǳΩŘ ƭƛƪŜ 

to browse. 
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3.5.1 Adding More Documents 

Click on the dropdown and add documents to the returned set. 
Depending on your environment, you may be able to add an additional 
рллΣ мΣллл ƻǊ рΣллл ŘƻŎǳƳŜƴǘ ǘƻ ȅƻǳǊ ǊŜǘǳǊƴŜŘ ǎŜǘΦ LŦ ȅƻǳΩŘ ƭƛƪŜ ǘƻ 
ŎƘŀƴƎŜ ȅƻǳǊ ŜƴǾƛǊƻƴƳŜƴǘΩǎ ǊŜǎǳƭǘǎ ǎŜǘ ǎŜƭŜŎǘƻǊ ŘŜŦŀǳƭǘǎΣ Ŏƻntact 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.  

CƻǊ ŜȄŀƳǇƭŜΣ ƭŜǘΩǎ ǎŀȅ ȅƻǳǊ workspace is 120,000 ǊŜŎƻǊŘǎΣ ŀƴŘ ȅƻǳΩŘ ƭƛƪŜ 
to see documents in the middle of the workspace ς EN045340 through 
EN045960.  To get to those documents, click on Show Filters in the 
navigation bar, enter EN045340 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 ς say 
December 5, 1998 ς 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 Guide. 

 

  

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 

http://www.kcura.com/relativity-manual/administrator/Relativity%20-%20Viewer%20Details.pdf
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       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. 

 

      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 Guide. 

  

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.  

 

       Displayed Set/Returned Set 

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

 

       Navigation Arrows 

The navigation arrows do the following: 

    

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 control number 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 keyword 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 Search With dropdown is shown in red below. 

 

        Search With Dropdown 

The options in your dropdown vary with each workspace. Descriptions 
of the different search indexes, as well as details on how to use them, 
can be found in the Relativity Searching Guide. 
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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 

.ȅ ŎƭƛŎƪƛƴƎ ƻƴ ŀ ŘƻŎǳƳŜƴǘΩǎ ŎƻƴǘǊƻƭ ƴǳƳōŜǊΣ ȅƻǳ ƻǇŜƴ ǘƘŜ ŘƻŎǳƳŜƴǘ ƛƴ 
the core reviewer interface. 

 

      Core Reviewer Interface 

The core reviewer interface screen consists of three panes: the viewer, 
layouts, and the related items pane.  

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

right-hand corner of the window. 

 

       Viewing Option Icons 

 

 

 

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

 

 

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

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

 Shows and hides the item list of the records you are currently 
browsing. 

 Docks or undocks the document viewer. When undocked, the 
document viewer opens in a separate pop-up window to 
facilitate a multi-monitor review. As you browse records, the 
undocked viewer will show the active record. 

 Swaps the position of the document viewer. The document 
viewer moves from the left side of the screen to the right. 

 Pops out a standalone viewer of the current record. Unlike the 
toggle listed above, this is a static pop-up, and it will not update 
as you browse through records.  

 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: 

Á Keyboard Shortcut is the key-combination used to execute the 
shortcut during document review. 

Á Action is the action that results from using the keyboard 
shortcut. 

Á 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. 

Á 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. 

Á Note the following Keyboard Shortcut Tips listed above the 
legend: 

o Shortcuts only execute in the Core Reviewer Interface. 
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o Shortcuts only execute in the Viewer Modes listed in 
the legend. 

o 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. 

 

     Keyboard Shortcuts Legend 

 

  

Keyboard Shortcuts are only available for Relativity Viewer 
6.6 and higher. If your Viewer does not automatically 
upgrade, you must re-install the 6.6 Viewer; otherwise the 
keyboard shortcut icons will not be visible in the Core 
Reviewer Interface. 

To check your current version of the Viewer, click the ( ) 
icon in the Core Reviewer Interface. 

 

4.1.1 Special Considerations 

tƭŜŀǎŜ ƪŜŜǇ ƛƴ ƳƛƴŘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿƘŜƴ ǿƻǊƪƛƴƎ ǿƛǘƘ wŜƭŀǘƛǾƛǘȅΩǎ 
keyboard shortcuts feature: 
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Á Keyboard shortcuts are active when: 
o Keyboard shortcuts are enabled 
o Focus is in the Core Reviewer Interface 
o The viewer is docked or Undocked and IE only has one 

tab open 
o If the shortcut overlaps with a Windows shortcut, both 

shortcuts will be triggered; for example, if a program 
ƛƴǎǘŀƭƭŜŘ ƻƴ ŀ ǳǎŜǊΩǎ ŎƻƳǇǳǘŜǊ ǳǎŜǎ ǘƘŜ /¢w[-ALT-R 
shortcut, clicking CTRL-ALT-R will trigger that action 
regardless of whether a user is in Internet Explorer or 
not 

Á Keyboard shortcuts are not triggered when: 
o Keyboard shortcuts are disabled 
o  Focus is NOT in the Core Reviewer Interface 
o TƘŜ άƳƛƴƛ-ǾƛŜǿŜǊέ ƛǎ launched 
o The viewer is undocked and IE has more than one tab 

open 
o Viewing a document in NATIVE mode 

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 

Fixed Length 
Text 

Yes Text Focus jumps to 
textbox 

Long Text Yes 

Text Only Focus jumps to 
textbox 

Rich Text 
NO ACTION 

Date 
Yes Date Focus jumps to 

textbox 

Whole 
Number 

Yes Integer Focus jumps to 
textbox 

Decimal 
Yes Decimal Focus jumps to 

textbox 

Currency 
Yes Currency Focus jumps to 

textbox 

User Yes 
Dropdown Dropdown choices 

are toggled 
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Picker 
NO ACTION 

Boolean Yes 

Checkbox Checkbox state is 
toggled 

Dropdown 
Dropdown choices 
are toggled 

Single Choice 
No   

Multiple 
Choice 

No   

Single Object 
No   

Multiple 
Object 

No   

File 
No   

 

The following table outlines what Document Choices users can define 
shortcuts for and what behavior the shortcuts will trigger: 
 

Choice 
Type 

Can 
define 
shortcut? 

Layout 
Display 
Type 

Behavior 

Choice 
associated 
with 
Document 
Single 
Choice Field 

Yes 

Radio 
button 

Choice is 
selected/deselected 

Dropdown 
Choice is 
selected/deselected 

Choice 
associated 
with 
Document 
Multiple  
Choice Field 

Yes 

Checkbox Choice is 
selected/deselected 

Popup 
Picker 

NO ACTION 

 

Á The following are keyboard shortcuts for system actions: 
o Alt + Down Arrow ς Next Annotation 
o Alt + E ς Switch to Extracted Text 
o Alt + End ς Last Document 
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o Alt + Enter ς Save and Next 
o Alt + Home ς First Document 
o Alt + I ς Switch to Image Mode 
o Alt + Left Arrow ς Page Up/Previous Image 
o Alt + M ς Toggle Modes (Draft, Normal, Preview) 
o Alt + N ς Switch to Native Mode 
o Alt + P ς Switch to Productions Mode 
o Alt + Page Down ς Next Document 
o Alt + Page Up ς Previous Document 
o Alt + Right Arrow ς Page Down/Next Image 
o Alt + S  - Save  
o Alt + Space ς Edit 
o Alt + Up Arrow ς Previous Annotation 
o Alt + V ς Switch to Viewer Mode 
o Alt + Z ς Cancel  

Á These key combinations are NOT available for user-defined 
shortcuts: 

o System Keyboard Shortcuts 
o The following IE shortcuts: 

Á Ctrl + A - Select All  
Á Ctrl + C ς Copy 
Á Ctrl + F ς Find 
Á Ctrl + P ς Print 
Á Ctrl + Shift  - Reopen Last Tab 
Á Ctrl + T - New Tab 
Á Ctrl + V ς Paste 
Á Ctrl + X - Cut 

 

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. 

The options are: 

 

Document Viewer Options 

The document viewer options do the following: 

 

Name Description 
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Viewer Displays the document using the Relativity native file 
viewer. ¢Ƙƛǎ ƛǎ ŀ άǉǳƛŎƪ ǇǊƛƴǘέ ǾŜǊǎƛƻƴΣ ǎƘƻǿƛƴƎ Ƙƻǿ ǘƘŜ 
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 from its native 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 JPG version of the document. This view 
allows redactions and annotations. This option will be 
present only if an image has been loaded or created. 

Extracted 
text 

Displays text that has been extracted. Present only if 
extracted text is loaded. 

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. 

Viewer Option Descriptions 

LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ŀ ŦƻǊƳ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘ ǇǊŜǎŜƴǘ ƛƴ ǘƘŜ ƳŜƴǳΣ ǘƘŜ ŦƻǊƳ 
has not been loaded for the workspaceΣ ƻǊ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǇŜǊƳƛǎǎƛƻƴǎ 
to see it. The viewer and extracted text options have the same toolbar. 

Below is an explanation of each feature in the toolbar: 

 

Icon Name Description 

 

Zoom Allows you to zoom in and out of 
the current document with a 10%-
300% limit 

 

Reset Resets previous function 

 

Find previous & 
next 

Searches for terms in document 
and navigates through the hits  
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Icon Name Description 

 

Draft/normal/pr
eview  

Dropdown for different view 
modes 

 

Fit to window 
width 

Available only in the preview mode 

 

Print current 
document 

Prints the current document 

 

Hide 
annotations 

Shows/hides all annotations or 
highlights in the document  

NOTE: This does not delete the 
annotations 

 

Go to next or 
previous 
highlighted term 

Moves through previous 
highlighted terms in the document 

 

About native 
viewer and 
Bandwidth 
Tester 

Displays the version of Relativity 
Web Client and Outside In Version. 

Viewer/Extracted Text Toolbar Features 

 

Because the image viewer has different functionality, it has a different 
toolbar.  

Icon Name Description 

 

Zoom Allows you to zoom in and out of 
current document with a 10%-
300% limit 

 

Fit options Fit actual (resize to 100%); Fit width 
(resize to the width of the page); Fit 
page (resize to the height of the 
page)  

 

Rotate all document 
pages clockwise 

Rotates all pages in a document 
clockwise 90 degrees  
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Icon Name Description 

 

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 

 

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 

 

4.2.1 Markup Sets 

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

 

  

Annotations in Relativity are simply highlights. 
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Markup Set Dropdown 

If you have more than one markup set, check with your Relativity 
administrator to learn when to use each markup set. 

 

4.2.2 Annotating & Redacting within the Image 

¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ƛƳŀƎŜ ǾƛŜǿŜǊΩǎ ŀƴƴƻǘŀǘƛƻƴ ŀƴŘ ǊŜŘŀŎǘƛƻƴ ǘƻƻƭǎ ǘo mark 
up a document. Select the function you would like to use ς highlight, 
black-box stamp redaction, or text redaction.  

Á Highlight, also known as an annotation in Relativity, creates a 

transparent yellow box where specified, just like using a 

highlighter.  

 

Highlight 

Á Stamp Redaction creates a solid black box where specified, like 

using a black marker.   
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Stamp Redaction 

Á 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.  

You can also right-click and select Edit. Using the edit feature, you can 
apply any term you wish. 

 

 

      Text Redaction 

To delete any annotation, right-click on the annotation and select 
Delete. You can also toggle the annotation and redaction visibility. Click 
the Change Markup Visibility button to change the setting. 

 

Change markup Visibility Button 

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

 

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

 

        Invisible Markups 

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

 

      Markup Full Visibility 

 

4.2.3 Creating Links on the Viewer 

You can select a section of text in the viewer and link it to another 
document.  

  

You can add a link in viewer mode only. 
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To create a link, select a section of text in the viewer, right-click and 
select Link. 

 

       Create a Link 

Selecting Link on the right-click produces a pop-up, allowing you to 
ǎŜƭŜŎǘ ǘƘŜ ŘƻŎǳƳŜƴǘ ǘƻ ǿƘƛŎƘ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƭƛƴƪΦ 

 

      Document to Link List 

{ŜƭŜŎǘ ǘƘŜ ŘƻŎǳƳŜƴǘ ǘƻ ǿƘƛŎƘ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƭƛƴƪ ŦǊƻƳ ǘƘŜ ƭƛǎǘΦ bƻǘŜ ǘƘŀǘ 
you can filter the list, so if you know the control number ς or even the 
prefix ς you quickly can find the desired document. 

Linked text is shown with green text and underlined. 

 

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

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

 

       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. 

4.2.4 Inline Tagging in the Viewer 

You can right-click and tag a section of a record as a choice. This inline 
tag will apply to the document. Your Relativity administrator can color-
code your choices. 

  

You can right-click tag in viewer mode only. 

For example, issue-coding documents is a common task. However, if a 
record is large and covers many topics, it may be difficult to identify 
which part of the record relates to which issue. 

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

 

      Tagging Text with a Value 

Clicking Tag brings up the inline tag layout. 
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      Tag Document Options 

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

Consider the following example:  

 

      Overlapping Tags 

¢ƘŜ ŦƛǊǎǘ ǇŀǊǘ ƻŦ ǘƘŜ ǎŜƴǘŜƴŎŜ ǊŜƭŀǘŜǎ ǘƻ άƴŜƎƭŜŎǘΣέ ōǳǘ ǘƘŜ ŜƴǘƛǊŜ ŦƛǊǎǘ 
ǎŜƴǘŜƴŎŜ ƛǎ άƘƻǘΦέ ¢ƘŜ ǘŀƎ ŦŜŀǘǳǊŜ ŀƭƭƻǿǎ ŦƻǊ ƻǾŜǊƭŀǇǇƛƴƎ ǘŀƎǎΦ 

Below, the first section has been tagged as neglect and is in green. 
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      Tagged as Neglect 

In the next example, the second half of the sentence has been tagged 
with a different value. 

 

       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. 

 

      Tag Icon 

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

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

 

       Edit Tag Options 

Clicking Edit Tag allows you to edit the same layout you used to apply 
the tag. Clicking Remove removes the tag. 

If the area you right-click to edit or remove has overlapping tags, you 
will be presented with a selection box. 
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       Select Annotation Options 

{ŜƭŜŎǘ ǘƘŜ ǘŀƎ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŜŘƛǘ ƻǊ ǊŜƳƻǾŜΣ ǘƘŜƴ ŎƭƛŎƪ OK to continue 
with the action. 

4.2.5 Working with Transcripts 

Relativity allows the loading of ASCII transcripts. Transcripts generally 
are treated like any other documents in Relativity. 

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. 

  

Right-click tagging and linking ς 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. 

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

 

      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 
ǿƛǘƘ άŀΣέ ŎƭƛŎƪ ǎƘƻǿ ŦƛƭǘŜǊǎ ŀƴŘ ŜƴǘŜǊ άŀΦέ 
























































































