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1 Overview

When working with Relativity as a user, it is important to familiarize
B2dNBSEF gAGK GKS (22fQa YIyeé AYLXSYSyGlridAaz2yao

CKAA R20dzYSyid 2dzif AySa wStl GAGAGEQa &l NUzOG dzNB
you through the ways in which it can best be used for document review,
from logging in to creating a word index inside/arkspace

2 Relativity Objects

Relativity is dlexible documat-review platform customized by your
Relativity administrator to provide an intuitive document review.

Eachworkspaceconsists of an interconnected set of objects.

Workspace

Documents

Fields Layouts

Relativity Objects

EachWorkspacecontains many Bcuments5 2 OdzYSy 1aQ Ay F2NXNI GA2Y A&
stored inFields Fields may have predetermined sets of values you can
select, called Rbicesin Relativity.

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

Viewsare readonly lists of documents and are dispdal in theitem list
manager.
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Views Display

Layoutsare editable, wekbased coding forms that allow you to view
FYR YIF1S OKIFy3aSa (2 @2dz2NJ R20dzySyiaQ FAS

D Return to document list £ 0
(5 ENODOOO1T Document 7 or1o00 M 4 b M
@ viewer O Native © Image ©) Extracted Text © Productions \ st Productionly v\ Coding - B3

ST O[Sl @ <70
Allen, Paul
From: messenger@ecm |HNERBEN com
Sent: Wed, 13 Dec 2000 08:35:00
To:
Ce:
Bee:

Subject: [HINEMBEN Fower Lines Report

Here is today's copy of [EINBMBEN Power Lines. [BH8BE Acrobat Reader is
required to view the attached pdf file. You can download a free version
of Acrobat Reader at

http:/fwww [SH8BE com/products/acrobat/readstep. html

If you have trouble downloading the attached file it is also located at

http:/aanm. ccom/energy/daily. pdf
Dont forget to check out the [EINSMBEN PowerMatch West Coast indices, the
most accurate indices anywhere. Index values are calculated from actual tra=
des

L) buplicates 2=

[,
(=1

and can be audited by all PowerMatch customers_

Our aim is to bring you the most timely electricity market coverage in the

industry and we welcome your feedback on how we can improve the product=20 = (AL i
further. = o Hab M
< | T | » Export to Excel Items -3 (of3)
[Attormey = 18 13457 kb/s | Checked Items v Edit v
S FEGEEREEE

Layouts Display
2.1 Loggingn

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.
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Relativity

Email Address: |

Password:

Log In

Presented by:

JACura

Login Screen

Enter your email address and password. If gonot know youtogin
information, contact your Relativity administrator.

2.2 Reviewer Options

When you firslog into Relativity, yogee a list of youworkspacs. You
canclickyour name in the upperight corner to see thenode
dropdown

Hi, Greg

Workspaces
Reset Password
My Settings
Logout

Support
About

You are logged in as:
ghouston@kcura.com

Data Focus:

@ on © off

Mode Dropdown
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By default, you will be ilVorkspace mode, which displays your
workspaca. Depending on your permissions, you may have the option
to edit your settings oreset your passwordf you do not se¢he

modes, your Relativity admistrator canchange the settings

2.3 Workspace Mode

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

L¥ &2dz R2y Qi &aSS @2dz2NJ g2NJ] aLJ OS:
arrow below. The view bar controls which workspacesdisplayed in
the list.

Wiforkzpaces

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 ResetPassword

ClickingReset Passwordnodetakes you into a reset password mode
pop-up, which allows you to enter a new password.

Relativity | User Manual - 8
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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:

sove

Reset Password Display

The Reset Password dialog box displays a list of instructions for creating
a new password. It also displays a textbox where yalipaksword

should be entered, followed by two textboxes where your new

password should be entered and verified.

Ly GKS S@Syid GKIG &2dz NBOSA@®S I+ YSaal 3s
beoneofthe last#dza SR LI 8462 NRaAX ¢ dzZll2y Of A0l Ay3
a different new password or contact your administrator.

Once you have entered your new password, cike.

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

L 2dzNJ LI & & 6 2 NR @rd thé hinBeNsF piekidis/
passwords you are not able to reusedetermined by your
system administrator.

2.3.2 My Settings

Clicking orMy Settingstakesyou into a settings mode pepp, which
displays your user information. CliE#fit to change your settings.
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My Settings

First Mame: David Item List Page Length: 25
Last Mame: Bachmann Default Selected File Type Viewer
Email Address: dbachmann@kcura.com Advanced 5earch Default: Private
Skip Default Preference: Skip Native Viewer Cache Ahead: [

Data Focus: On

My Settings Display

Clickingeditallows you to edit your settings informatioNote that all
fields except Native Viewer Cache Ahead are required.

My Settings

User Information
First Name: .4 Item List Page Length: ¢
Last Name! pachmann Default Selected Fie TYPE  vigwer -
Email AJOrEss!  shachmann@kcura.com Advanced 5earch Default: private -
Skip Default Preference: Skip - Mative Viewer Cache Ahead:

DataFocus: on -

EditMy Settings

A First nameis your first name.
A Last namds yourlast name.

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

A Email addresss your email addresand login
A Skip Default Preferencé changed from Normal to Skip will
turn on the skip feature. When reviewing documeanldgpcan
eliminate a reviewer seeing documents already coded
dependingon the selectedview.
A Item list page lengthis a numeric field indicating the default list
length for all lists in Relativity. It can be set from 1 to 200.
A Default selected file typgs the default viewer mode.
o Viewer
o Native
o Image
o Extracted text
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o0 Production
A Advanced Search Defauilt 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 Privata)yoyouare able to
see the search.

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

A Native Viewer Cache Aheaif checked, préoads the next
native document in your review queue once the active
document is loaded.

Once you have changed any settings as needed,Slick

After logging into Relativity and selecting yauworkspace you see the
workspacedocuments tabTheworkspace consists of the following:

TabBar
BrowserView Bar
Pivot

Iltem List

I >
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Foiders F]
[satt v Pesper

Admin Staging

| Salt vs. Pepper
[l

Custodians
File Servers
Foreign Documents

| Transcripts

BROWSER

Workspace Display

195019 SPIH

TAB BAR

t  ASDO0001

t AS000002

A5000003
AS000004
AS000005
AS00006

E£N00G00S

t ENOOOOOZ

- VEW-BAR -85

Shefa, Andrew 5/4/2009 3:45 PM kCura Relativity

Sieja, Mdrew

Sieja, Andrew 1/10/2

Sieja, Andrew 1410/

5 7

Sseja, Andrew 1/10/2008 4:52 AM big_video.wav

Aen, Paud

Aen, Pad

12/13/2000 8:35 AM Bicomberg Power Lines
Report

12/13/2000 6:41 PM December 14,2000~ 0
Bear Stearns’
predictions for telecon
in Latin America

Viewing the First 1,000 v of 73,973 ftems in setsof 25

TheTab Srip allows you to navigate betweahe different sections of
the applicationsuch aglocumens, summary reports and productions.
Clicking on a tab takes you to that secti@epending on your
permissionswvithin Relativity you may seenly the documents tab.If

not all tabs can be displayed at once clickooe ofthe triangle shaped
icons at the endbf the tabsto move across the tab list.

Tab Scroll button

TheBrowser, whichmay not be available to all useovides you with
the following different ways of navigating your case documents:

A Folders
A Field Tree

> > >

Clusters

Advanced or saved searches

You may see some or all of these options.

The View Br controls which documents and fields are displayed in the

item listmanager.

Theltem listManageris the central location for viewinigsts of
workspacedocumens. Theltem listManager allows you tdo the

following:

A Navigate througtworkspacedocuments
A Search and filteworkspacedata
A Exportworkspacanformation tofile

Relativity | User Manual - 12
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A Massact onworkspacedocuments
A Sort documents on the list

3.1 Browser

The Browser is located on the left side the workspace Dependihg on

the rights you have been granted, you may not see the browser. If you
do not have a browser in yoworkspace you can skip this section of
the Reviewer manual

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

A Folders

A Field Tree

A Advanced and saved searching
A Clusters

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

The vowser will be open by defaulfou can hide or show the browser

by clicking the verticdflide Browser or Show Browdark directly to the
right of thebrowser. Clicking ile Browser closes the browser and
expands thdtem listmanager to thefull 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 hiddéfou may reopen the
documentbrowser by clicking th&how Browser link.

The documentbrowser mayalsobe resizedUse thebrowser resig
handlec the thick, black vertical bar to the left of the show/hide
browser linkg to resizethe browser to suit your preference.

3.1.1 BrowserOptions

Thebrowser menu is located directly below the browser. Click on one of
G§KS YSydzQa 2 LJi mnad¢ éf theéilrowser a LI & G KI

S -
e

Browser Menu Display
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Icon Name Description ‘

Folder browser Navigate the folder hierarchy for your
workspace

Ll

Field Tree Browse your documents according to ho
they were coded

4, Savedand Create a new search, browse previously
advanced search saved searches

-~ Clusters Browse youmvorkspaceclusters, which
are groupings of conceptually correlated
documents

Browser Icons

3.1.1.1 Workspacd-oldes

Clicking on thedidericonallows you to navigate the folder hierarchy
for yourworkspace The folder structure is set when documents are

AYLR2NISR® LG OFy 0SS oFaSR 2y (KS R20dzySyidQ

folder structure set by your Relativity administrator. Clicking on a folder
RAALI ead GKIG F2ieRfsNa R20dzySy i a

Afolder often hasmultiple subfoldersYou carview thesubfoldes with
the expand(+) button to the left of the desired foldelOnce the
subfolders are expanded, you can e collapsg-) button to collapse
subfolders back inttheir root folder.

Clickexpand (+)o view to view the subfolders:

El. —| Hinger, Ryan

- [=| Paper Files

Expanding a Folder

Clickcollapse {) to get back to the root folder:

Relativity | User Manual - 14
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El_ Slinger, Ryan

£ Email

E [ deleted_items
----- —| inbox

i | sent_items

Collapsing a Subfolder
3.1.1.2 Advanced and Saved Searches

'l RGIFYOSR YR {IF@SR {SINOKSa Oz2Y
tools into one featire-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/relativitymanual

3.1.1.3 Field Tree

Clicking on thé-ield Treacon displays thé&ield Tredn the browser.
Selected mgleand multiplechoice list fieldand their choices are
available in a trestructure.

Below is an example offéeld Tree

Relativity | User Manual - 15
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Field T

ree

[ renoer
L Author Domain
| Categorization

| Cluster :: Maggi, Mike
| Confidentiality

| Deposition Kit

E:) Preston
B williams
£ sisja
3 Miller

Q} Robertson

----- 3 Elliott

----- Q) Johnson
Q‘; Fact Witness
----- 5:) Tweedy

----- Q_v\) Dempster
----- Q Peyton

----- '~°_\> Merhaolz

----- £ [Not sef]

| File Type

1ol Issues

“Lal Jay All Domains
| Privilege

| Responsiveness

L1

| SearchHitResult - Keyword 2

k

*

m

-

o

Field Tredisplay

-

135018 IPIH

Each singland multiplechoice field hagts ownchoicefolderin the

FieldTre@ ¢ KS FTASt RQA

OK2 A OS gNotSE RA & LI |

choiceis alsoavailele for eacHield, which displays null values for the

field.

Clicking on ahoice within theField Trealisplaysall the documents in
the item listmanager that have the selecteti@ice value AND nw the
criteria of the active w@w.

The current browser location drives what is displayed initd list
The breadcrumbpointed to by the red arrow belowshows the current
browser selection.

Relativity | User Manual - 16
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The breadcrumb can also be accessed by clicking on the Show Current

File Path = icon.

Salt vs. Pepper

el Cocuments  Review Batches

@ Documents -

|

]
el & gt EN297417

& & Edit  EN297420

123Ny | Jaddag “sa yes Q

e & Edit  EN297529
e = Edit  EN297949
e & Edit  EN298135
ey 3 Edit  EN298465

el & Edit  EN298713

Jd3 Fspuswuodiaug g0 | MM FrEdey

=4 [ Fdit  En798714
Checked = Edit Ll Go

Breadcrumb Display

3.2 View Bar

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

lgg Documents + In This Folder & Subfolders -

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

A Show current path icon

Relativity | User Manual - 17



Views

Scope Menu

Include Related Documents
Dictionary

Edit view icon

Create view icon

> > > > >

3.2.1 Views

& |D1:-|:ument5 w | In This Folder & Subfolders -

- G2 B

View Menu Display

Theview meny highlighted irblue above, controls the following:

A The documents included in the searching set (in addition to
the browser selection and aractive searches); this isbed
on a set of criteria, which migimclude:

0 All documents in avorkspace
o Documents that have been assigned to you
o Documens that fall within a specified date range

A The fields returned; anydld in the workspacecan be
included

A 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
administraor.

Contact your Relativity administrator to have a personal viev
created.

3.2.2 Scope Menu

& Documents - | In This Folder & Subfolders -

- B

Scope Menu Display
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Thescope menuhighlighted inblue above, controls the folder scope of
the documents returnedThescopemenucontainsthe following
options:

A In This Folder and Subfolders
o Displayghe documens in the currently selected folder
ANDthe documensin all of itssubfolders This is the
default option
A In This Folder
0 Display®ONLY thelocumens in the currently selected
folderin the browser, not its subfolders.

3.2.3 IncludeRelatedDocuments

& Documents  InThis Folder & Subfolders | Include Family

& B

Include Related Documents Display

Include RlatedDocumentsreturns documents related to the

documents currently in the view. The options varywayrkspace 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 Seardilows 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 Bietionarylink next to the
Keywords textbox.

Documents + |In This Folder & Subfolde

Search Terms:

Dictionary fje—————

Dictionary Link

For moreinformation, refer to theRelativity Searching Guide

3.2.5 lIcons
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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, thre may be one or two icons, as seen in below:

| eamente— ~ In This Folder & Subfoloers=—ye £

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 location
Clicking this brings up tHellowing:

Current browser location

Salt vs. Pepper

Ed  Add a new view. Thisill only be present if you have
permission to add a new viewf it is not present, contact you:
Relativity administrator to add a view.

L. Edit the current view. Thigill only be present if you have
permission tcedit 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 listmanager.

3.3 Pivot

ThePivot function is a data analggoolset. Pivot allows you to
summarize your case datadisplaying the results graphically or in a
table ¢ to reveal trends and patterns. You can filter and drill into your
results to take actions okey data sets at any point during the case
lifecycle.

Relativity | User Manual - 20



Salt vs. Pepper Hi, Danel

L5

Documents ~ InThis Folder & Subfdders ~ - BEER ~ @
Group By Custodians ~ Pivoton Responsiveness -
Pivot data as of: 4/28/2010 6:15 PM Paged (of6) [ 4 b M
Chart Type Bar + Sortby GrandTotal v DESC + [F] Show {blank] Values | More Optionsv Size To Fit.
600
500
)
£ 400
£ £
g
B
s o 200
e =]
F a
E 200 + ER
100 L_FI ]
230 =
0 T
Mot Responsive Responsive Not Sure
Responsiveness
[0 mann, kay [ Bass, Eric [l Campbel, Larry Arnold, Johnny Meconnel, Mike
Clear Filters v Viewing 26 items in sets of 5 ~ per page

Pivot Chart Display

Pivot has two main componentsPivot Grid and Pivot Chagtand can

be launched via thc-'ﬂ icon in the top right corner of the iterist. This
icon is available ithe Docunents tab and foobjects that have been
enabled for PivotYou can Pivot on the results of any view or saved
search.

il

| [
[lear Al | Item5|1_ - 25 (of 1,000) H 4 M
7

A

Pivot Icon

Clicking orthe Pivot icon will open the Pivot menu.
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- |
[ Pivot Grid
Page 1 (g Fivot Chart

[ List
W

Pivot Menu
There are three options available:

A Pivot Gridturns the pivot grid on/off.
o Pivot Grid shows your pivot in a table.
A Pivot Chartturns the pivot chart on/off.
o Pivot Chart shows your pivot graphically, as a bar, line,
or pie chart.
A Listturns on/off the document vievg what you see when you
browse to he documents tab.

You can use these options in any combination.
3.3.1 Pivot Grid

¢KS tA@2G 3INAR 2FFSNRBR (GKS loAftAGeE G2
data intersects. Similar to the way you can use a spreadsheet to find

totals and create visual represgtions 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.

& Documents ~ In This Folder & Subfolders «  Include Family ~ Bz B
(Group By + by Pivet on <Total Only= + by |

Pivot Grid Options

A Group Bycreates the list oitems to summarize the vertical
axis of the pivot grid.

A Pivot onis an optional field that allows you to break down the
G201 ta F¥F2NJ SI OK GDNRdzZL) 68¢ NRBg o8
acts as the horizontal axis of the report.

If a date field is selectegpu can choose how to summarize dates.
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Pivot on  Sent Date

- by

Reset Column 5iz

b 62

Date Dropdown

The options are:

—_—

e

Date

Month
Year

71 earMonth

oo ] oo

| Clear Al | Page 1 (¢

A Datewill summarize on each unique date.

0 Unless you are working on a subset, this has the
Ll2aaArAoAt Ade
Month will summarize on each month. Month is only
Gt AG20 2yé¢ AT

>

F O AEEGES Ay

> >

o0 For example, J«09.

Fields with many unique values can produce Pivot Grids that are difficult
asSt SOGAy3

Yearwill summarize on each year
YearMonthwill summarize on each Year/Month combo.

G2 NBFIR® C2NJ SEI YLX S%
could resul in tens of thousands of rows and would lack value.

3.3.1.2 Running a Pivot Grid

Once you have selected your fields, clBx

& Documents

02

ONEBI 48

Not all fieldswill be available taroup by or pivot on. Contact
your Case Admin to enable this functionality for additional
fields.

d¢c22 O2YLX SE¢

€ 2 dzNJ & DNZE dzLJ

GOYIAf {dme

E=E

Group By

« InThis Folder & Subfolders -  Include Family \

ol & | oo

- by Pivot on <Total Only- -

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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A G¢KS tA@20 @2dz GGSYLIWGSR G2 NdMzy Aa (22 02YL
your selection of documents, or select different fields for your
t A @20 d¢

Group By I Issues j Pivet on ISenl Date j by I Date j

The Pivot you attempted to run is too complex. Please narrow your selection of documents, or select different fields for your Pivot.

Complex Pivot Message

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

Group By Custodians + Pivot on Responsiveness -

Pivot data as of: 4/28/2010 7:00 PM Reset Column Sizes | Show Filters | Clear Al | Page 1 (of 2) [ 4 I M
Mann, Kay 23,248 62 27 44 23,381
Bass, Eric 7,090 538 4 141 7,823
Campbel, Larry 6,020 403 5 62 6,490
Arnold, Johnny 4,544 260 36 57 4,897
McConnell, Mike 4,436 67 39 4,542
Blair, Lynn 3,343 41 1 30 3,415
AMlen, Paul 2,769 193 61 16 3,039
Baughman, Don 2,516 218 2 24 2,760
McLaughlin, Errol 2,611 123 1 25 2,760
Buy, Rick 2,338 82 2 7 2,429
Maggi, Mike 1,991 1,991
May, Larry 1,501 95 2 2 1,600
Carson, Mike 44 1,338 1 17 1,400
Martin, Thomas 1,074 29 7 2 1,112
Brawner, Sandra F. 936 36 2 2 1,026
Grand Total 69,382 3,874 205 512 73,973

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 columhsft-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 péigeill be indicated in the
upper right corner of the Pivot Grid.
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Pivol on  Responsiveness - Clear

Reset Column Sizes | Show Filters | Clear Al JPage1(of2) [{ 4 [ M

i 62 27 44 23,381
1] 588 4 141 7,823

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 bdbm right of the Pivot Grid.

[E T

10
25
50
100
200
500
1000

Viewing 26 jtems in sets of 19 |L|

Item Set Drogdown

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. ClicRhow Filtersabove the Pivot Grid to activate
the filters.
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Group By SearchHitResult - Keyword Analysis - Pivot on Sent Date « by ‘earMonth -

Pivot data as of: 4/28/2010 7:10 PM Reset Column 5izes | Show Filters | Clear Al | Page 1 (d
e
-
(blank) 60 a5 35 26 29 16 41 19 25 24 a9 410

Show Filters Link

Filtering within thePivot 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, & (G KS d&! aAy3 tA@20G G2 CAtGSNE &aSoOi

Finally, you can export the Pivot Grid to file. In the bottom left of the
Pivot Grid, seledExport to Filefrom the dropdown, then cliclGo.

1 | The Exprt to File option in Pivot exporis HTML format to
| avoid issues with CSV delimiters in Excel.

McConnel, Mike

=]

Blair, Lynn

Alen, Paul
McLaughlin, Errol /
Baughman, Don

Export To File

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 upe same way as a Pivot Grid. Please see the
G{SGOAYT daJ I tAP2(G DNARE aS0GA2y F2NJ RSGIACE A

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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[T Pivat Grid

Page 1 (¢ Y] Pivot Chart

[ List
W

Pivd Chart Enabled

Add the Pivot Chart check box and clsgkto launch the Pivot Chatrt.

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

Crari Tyoe o< Sty Grand Tota = GESC  [7] S k) Vo | e i

24000

200

2000

Documents

= L J-_m ] |}E L .['J k= EEMEM_; Bl e W e %

Ma Key B, Ec Compbel Ly Ao, Jotvey McCoonel, ke B Lo Abe, Faul ML i, Don  Buy, Rk MagglMie My Lary  Carson M M, Thomas B, Sancka
Custodians

Pivot Chart Display

3.3.4 Working With Pivot Chart Results

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

Chart Type [Bar »] Sort by [Grand Total »][DEsc »] 7 Show (blank) Values | More Options~

Pivot Chart Tool Bar

A Chart Typeallows 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.
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o Piegdisplays a circular chart (pehart) divided into
sections to illustrateeach value within the pie. The
value and percentage will be shown for each section.

0 Lineccompares twovalues plotted along an axis; the
vertical and horizontal. The value is shown where the
two axis meet.

A Sort byallows you to select how you want the chart information
to be sorted by:

o Grand Total

o ,2dzNJ St SOGSR aDNRdzZL) . 8¢ TFASER

A ASC/DES# a dropdown thatallows you to choose between
the ASC and DESC settings:

0 ASQGwill display the field information in ascending in
order in both the chart and the grid.

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

A Show (blank) Values 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.

A More Optionsis a link that, when selected, shows the following
drop-down:

ank) Values | More Options

I Show Grand Total
[ show Legend

I Rotate Labets

r Stagger Labels
I Show Labels

I switch Series

{% Vertical Orientation

i Horizontal Orientation

More Chart Options

0 The options in this droplown are:

A Show Grand Totabggles 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.

A Show Legendoggles thedisplay of the Pivot
Chart legend. This information caftem be
intuited from looking at the chart. If not, it can
be added.
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A Rotate Labelsotates the group by labels at a
45 degree angle. This can help readability in
fields with many values.

Rotate Labels Option

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

Mann, Kay Campbell, Larry MeConnell, Mike Allen, Paul
Bass, Eric Arnald, Johnmy Blair, Lynn McLau

Stagger Labels Option

A Show Labelsoggles the value count labels on
Piva Charts:

Labels shown:

Lay Campbell, Larry MecConnedl, Mike
Bass, Eric Arnald, Johnny B

Show Labels Option

Labels hidden:
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Campbell, Larry l'-'lc{:nnnell Mlke
Baas, Eric Arnald, Johnny B

Show Labels Unchecked

A Switch Seriest 6 A G OKS&a GKS DN dzLJ
positions.In the above examples, our Group By field
Custodian, was the value on the horizontal axis, while
our Pivot on fieldg 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

0 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 tiséze To Fibutton.

Size To Fit

Size To Fit Button

Clicking theSize to Fibutton 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.

Viewing 15 items in sets of 2 ¥ | per page

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 makedichart illegible.

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

Open Link

Open Link in New Tab
Open Link in Mew Window
Save Target As...

Print Target

Show Picture

Save Picture As...

E-mail Picture...

Print Picture...

RightClick Options

3.3.5 Using Pivot to Filter your Document List

You can use the Pivot Grid ov®ti 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 shownm yellow. You can continue to add multiple selections to
the filter list.

Pivot data as of: 4/29/2010 11:37 AM Reset Column Sizes | Show Filters | Clear Al | Page 1 (of 1) [d 4 [ M
(blank) 60 5 304 24,656 40,399 3,217 2 9 2 2 68,736
invest? 6 798 1,620 263 2,687
apply~ 4 536 1,110 17 1,767
application z 11 368 752 142 1 1,276
invest* \ \ 4
wrs

westgate

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

Cells Added to Filter List
Clicking on a selected cell a second time wisdkect the filter.

Selected filters will be noted in the bar below the pivot. When you

KIS aSt SOGSR GKS RSAANBR FAfGSNI O2yRAGAZ2YAS
applied in the dropdown, and clicko.

{blank) 80 g5 304 24,656 40,399 3,217 2
invest* 6 798 1,620 263
apply~ 4 536 1,110 117

(]
oy
=
[
=
=]
=
L
(=]
-
™
=]

applicatiol
invest* 4
wih

et Filters - SearchHitResuit - Keyword Analysis = invest® AND 5ent Date = 1999 OR
SearchHitResult - Keyword Analysis = apply~ AND Sent Date = 1999

Selected Filters Bar

The document list will be filtered. If the docemnt 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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El | Search - [

Go [C] Pivat Grid
AL | Page 1 ({ L Pivot Chart
e (V] List
set

Iltem List Enabled

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

Documents w In This Folder & Subfolders -

Custoedians = Brawner, Sandra F. AND Sent Date = 2000 OR Custodians = Carson, Mike AND Sent Date = 2000

0 5elected Item(s)

Il

Dé\ [ Edit EN036537 121372000 9:22 AM tdoremus@tfs]

Dé‘ 41 Edit EMO036538 12/12/2000 4:56 AM jons@amerexe
P

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 Gd.

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.

set Filters + ey Custodians = May, Larry AND Responsiveness = Mot Responsive

Document List Fer Bar
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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, youlwsiee a message above the pivot:
Gt A@2G RIGF A& 2dzi 2F RIGSO t £ SIFasS Nizy

[@=N
N
(p))

LJA

Group By Custodians + Pivot on Responsive

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

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.

800 -

Documents

Nonapplicable Data

If you see this message, click go terue the Pivot with the new data
set.

3.4 ltem listManager

Theitem listmanager consists of théem list, as well as controls for
working with the documents. The fields displayed initeen listare
based on the selected view, which is editable.
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Contact your Relativity administrator to change the fields in your view.

Item listManager

@ Documents v InThis Folder & Subfolders Include Family A== - @
0 Selected Item(s) Reset Column Sizes | Show Fiters | |ttems 1 .25 (ora7g) WM 4 b M
=l -
Fef & Edt  En00vsss Bafley, Susan 4/19/2000 9:53 AM - Inventory Collected from
CN=Susan
Bailey/ OU=HOU/ O=ECT -
Cef & Edt  ENo0vsss Bafley, Susan 6/712001 3:37 MM 4-URGENT - OWA Please E
print this now.
Flef & Edit  EN00Sss Bafley, Susan 6/72001 3:37 AM 1-URGENT - Outlook Email
Netification (new)
[ & Eat  enoosas7 Baley, Susan #/7/2001 3:37 AM, 2- SURVEY FINFORMATION
EMAIL
Flef & Edt  Enoovass Bailey, Susan 6/7/2001 3:37 AM, 3 - URGENT - TO PREVENT
LOSS OF INFORMATION
Fef & Edt  Enoossss Bafley, Susan 6/7/2001 5:11 PM Out of Office AutoReply:
ENROM METALL
RECYCLING GMEH & CO KG
Fef & Edt  Eno0ss7o Bafley, Susan 6/7/2001 3:04 PM, PGRE BANKRUPTCY CASE--
IMPORTANT
[l & Edt  En0osazt Balley, Susan 6/7/2001 3:32 PM, XMS Upgrade Transition
Plan - Al XMS Users Please
Readl!
Flef & Edt  Enoossrz Bafley, Susan 4742001 7:00 AM Credit/Legal Seminar -
EB49C3 (Session 3) -
Checked ~ Edit - Viewing the First 478 - of 478 items in sets of 25 ~ per page

To change a column sizegvrer over the white bar at the edge of the
column header and drag it eitherrdiction 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 lin&t the top of the Item list tdReset Column

Sizes

Tab=

&dminiztration Search Ind

Hiztory Uz

ARING

ARING

Column Resizing

518/ 2001 12:00 AW

51852001 12:00 AW
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3.4.1 Previewing a Document

b203S GKFEG AF @2dz K2@SNJ @82dzNJ Y2dza S

can leftclick to open a pojup viewer showing the record.

If youritemlistR2 S&ay Qi O2y Gl Ay GKS
Relativity administrator to add it.

3.4.2 Sorting

You can use any present field to sort the entire searching tet
number of documents indicated in tH@ttom right

Click anyiield heading once tsortthe documents in that field in
ascending order, alphabeticallx.down arrow will appear next to the
heading nameas in the Reviewer field below.

o —

Edit é‘ 2005.09.06 - EDDS Screen Shots.ppt  F300002571 Brian
|:| Edit é‘ @ feature comparison relativity .xls F500002572 Brian
[] Edit é\ @ 2006.07.13 - Relativity Vision.doc FS00002573 Fiona
[] Edit =5 & 10.11.05.ppt FS0000257 4 Keith

Sorting Down Arrow

Click a second time to sort the documents in descendingrorde
alphabeticallyAn up arrow will appear.

Edit = B . 10.11.05.ppt FS00002574 Keith
[ Edit 5" B 2006.07.13 - Relativity Vision.doc ~ FS00002573 Fiona
[] Edit 2§ %] feature comparison relativity.xis F500002572 Brian
[ Edit 4" ] 2005.09.06 - EDDS Screen Shots.ppt  FS00002571 Brian

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 seinformation 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.

Add Next 5,000... | i

Viewing the First 1,000 v[ of 73,973 items in sets of 25 + per page

DocumentSet 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 item
you can searh, 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 théem list, the number of returned items,
OR althe items in your searching set. Mass operations are
further detailed later in this document.

Depending on your environment, the default retl{rned set sier may be A A
pnn 2Nl mInnnd LT &82dz2QR fA1S (2 OKIFy3aS &2dzNJ Sy o
selector defaultsgontactyour 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 documgotswill
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:

A Adding more documents
A Applying filters to bring back only the documen&s gzQR f A {1 S
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
pnns mInnan 2Nl pZnnn R20dzYSyid G2

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.

C2NJ SEI YLX S Workspade<20,000NBE O2 REAE | YR
to see documents in the middle of theorkspaceg EN045340 through
ENO045960. To get to those documents, clicksbow Filterdn the
navigation bar, enter EN045340 BETWEEN EN045960 in the identifier
field, and clicknter. The hitsbecome your searching set, allowing you

to browse the documents.

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

These are just two examples.riroore 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/relativitymanual

The displayed set selector expanded below, sets the number of
documents shown in thigem listat one time. The option you select
remains in force throughout this session, or until you select another
option
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http://www.kcura.com/relativity-manual/administrator/Relativity%20-%20Viewer%20Details.pdf

10
15
iy}
zh
50
100
200
500

Viewing the First 1,000 « of 73,973 items in sets of 1000 !Lgp_er page

Set Selector

COm

3.6 Navigation Bar

Based on the selections in your document set information bar, you can
navigate thetem lists using thenavigation bar. The navigation bar is
located in the upperight corner of thetem listmanager.

| Show Filters | Clear AL | Items 1 - 1,000 (of 1,000) M 4 b M

Navigation Bar

The Bow Hiters option allows you to apply a filter on any field in the
item list Filters can help you narrow tlim listto 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/relativitymanual

Your browsing options are set by your selections in the set information
bar. Below, the displayed seti®00documents, and the returned set
is25documents. Therefore, you are able to browse through those 1,000
documents in 25 document sets.

| Show Filters | Clear AL | Items 1 -1,000 (of 1,000) M 4 b M

Displayed Set/Returned Set
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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 alsethe navigation
arrow links

| Show Filters | Clear Al | Items 1 - 1,000 (of 1,000) M 4p M

Navigation Arrows

The navigation arrowdo the following

4 | b A
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 Sarching

You can run a keyword search on your entire searching set by selecting
an index from theSearchdrop-down in the uppeiright corner of the
item listmanager. The Search With dropdown is shown in red below.

ALERT | Hi, Greg

| Show Filters | | Items 1 - 25| Keyword Search
Analytics Index
CA_Index

Dt Ful Index
DT _Search

Search With Dropdown

The options in your dropdown vawith eachworkspace 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/relativitymanual

4 Core Reviewer Interface

&8 OftAO01AY3 2y | R2O0Odzy
the core reviewer interface
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Core Reviewer Interface

Thecore reviewer interfacescreen consists dhree panes: theviewer,
layouts, and the related items pane.

Several viewing optionsan betoggled usindhe iconsin the upper
right-hand corner of the window.

@ = E O =

ViewingOption Icons
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Icon | Description

i)

Displayshe 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 shortcugad their
actions

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

Docks or undocks th@ocumentviewer. When undocked, the
documentviewer opens in a separate pegp windowto
facilitate a multimonitor review. As you browse records, the
undocked viewer will show the active record.

Swaps the position of théocument vewer. Thedocument
viewermoves from thdeft side of the screen to thaght.

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

Hides and u#hides the tab strip within the coreeviewer
interface for easy navigatia different objects.

4.1 Keyboard Shortcuts

Clicking the "@) icondisplayshe Keyboard Shortcuts legend, which
includes the following sortable columns:

A

A

Keyboard Shortcuts the keycombination used to execute the
shortcut during document review.
Actionisthe action that results from using the keyboard
shortcut.
Viewer Modelists the viewer mode for which each shortcut is
available. Note that most of the System category shortcuts can
be used in all viewer modes.
Categonylists the shortcut type. Below, thegend 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 Tipsdidtabove the
legend:

0 Shortcuts only execute in the Core Reviewer Interface.
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(0]

Shortcuts only execute in the Viewer Modes listed in
the legend.

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 Tips: » Shortcuts will only execute in the Core Reviewer Interface.

= Shortcuts will only execute in the Viewer Modes listed in the legend below.

Close Window

« 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.

At=Down Arrow
At+E

At=End
AMt+Enter
AtsHome

A+l

Mt=Left Arrow
At=M

At+N

At+P

AMt+Page Down
At+Page Up
At+Right Arrow
At+5
Mt+Space
At+Up Arrow
At+V

At+Z

Ctri=A

Ciri+C

CtrisF

CrispP
Ctri=Shift=T
CirlsT

CtrisV

ChrisX

Reset Column Sizes | Export to Excel | Show Filters | Clear Al |

Mext Annotation Extracted Text, Viewer System
Switch to Extracted Text Mode Al System
Last Document Al System
Save and Mext Al System
First Document Al System
Switch to Image Mode Al System
Page Up/Previous Image Al System
Toggle Modes (Draft/Mormal/ Preview) Extracted Text, Viewer System
Switch to Native Mode Al System
Switch to Productions Mode Al System
Mext Document Al System
Previous Document Al System
Page Down/Next Image Al System
Save Al System
Edit Al System
Previous Annotation Extracted Text, Viewer System
Switch to Viewer Mode Al System
Cancel Al System
Select All Al Internet Explorer
Copy Al Internet Explorer
Find Al Internst Explorer
Print Al Internet Explorer
Reopen Last Tab Al Internet Explorer
Mew Tab Al Internet Explorer
Paste Al Internst Explorer
Cut Al Internet Explorer

Keyboard Shortcuts Legend

Keyboard Shortcuts are only available for Relativity Viewer
6.6 and higher. If your Viewer does not automatically
upgrade, you muste-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 t @ )
icon in the Core Reviewer Interface.

4.1.1 Special Considerations

tfSrasS {SSLIAY YAYR GKS F2tft26Aay3
keyboard shortcuts feature:
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A Keyboard shortcuts are active when:

0 Keyboard shortcuts are enabled

o Focus s in the Core Reviewer Interface

o The viewer is dockedr 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
AyaidlttSR 2y |
shortcut, clicking CTRALTR will trigger that action
regardless of whether a user is in Internet Explorer or

not

A Keyboard shortcutsre nottriggered when:
0 Keyboard shortcuts are disabled

dza SMDRR O2 Y LJdzi SNJ dza Sa

Focus is NOT in the Core Reviewer Interface

0
o TKS
o)

G A § 4 SadiEhed &

The viewer is undocked and IE has more than one tab

open

o Viewing a document in NATIVE mode

The following table outlines wh@ocumentrieldtypesuserscan
define shortcuts for and what belior the shortcuts trigger:

: Yes Text Focus jumps to
Fixed Length textbox
Text
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 textbox
Number
: Yes Decimal Focus jumps to
Decimal textbox
Yes Currency Focus jumps to
Currency textbox
Dropdown Dropdown choices
User Yes are toggled
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Checkbox Checkbox state is
toggled
Boolean Yes Dropdown choices
Dropdown are toggled

) No
Multiple

Choice

) No
Multiple

Object

The following table outlines wh@ocumentChoicesiserscandefine
shortcuts for and what behaviahe shortcutswill trigger:

) Radio Choice is
Choice button selected/deselected
associated
with Yes Choice is
Document Dropdown | selected/deselected
Single
Choice Field

A The following aréeyboard shortcuts for system actians
o0 Alt +Down Arrow¢ Next Annotation
0 Alt +E¢ Switch to Extracted Text
o0 Alt+End¢ Last Document
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Alt + Enter¢ Save and Next
Alt + Homec First Document
Alt +1 ¢ Switch tolmage 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 Dowrg Next Document
Alt + Page U Previous Document
Alt + Right Arrowg Page Down/Next Image
Alt +S - Save
Alt + Spaceg Edit
Alt +Up Arrow¢ Previous Annotation
Alt +V ¢ Switch to Viewer Mode
o Alt+Zc¢Cancel
A Thesekey combinations are NOT aaile for userdefined
shortcuts:
0 System Keyboard Shortcuts
0 The following IBhortcuts:
A Ctrl+A- Select All
Ctrl+Cc¢ Copy
Ctrl+Fc¢ Find
Ctrl+P¢ Print
Ctrl+ Shift - Reopen Last Tab
Ctrl+T- New Tab
Ctrl+V ¢ Paste
Ctrl+X- Cut

O O0OO0OO0OO0OO0OO0OO0OO0OO0OO0OO0OO0oOOo

I D D>

4.2 DocumentViewer

The document viewedisplaysworkspacedocuments 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:

@ viewer © Mative ©) Image © Extracted Text © Productions | Acme Production Delete Images

Document Viewer Options

The document viewer options do the following:

Name Description ‘
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Viewer Displays the document usirtige Relativitynativefile
viewer.¢ KAa A& I daljdza O1 LINR
file would look in its native applicatioithis view allows
highlighting and redacting his option will be present
only if a rative documenthas been loaded.

Native Opensdocumentfrom its native application in the
browser,if the native application is installe@his option
will be presentonlyif a native documenthas been
loaded. Depending on your permissions, you may not
see this option.

Image Displays a TIF#f JPGrversion of thedocument This view
allows redactions and annotationghis option will be
present only if an imagkas been loadedr created

Extracted Displays text that has been extractdRfesent onlyf
text extracted text is loaded.

Productions | Contains all instances in which tlicumenthas been
produced.Theproduction state has been saved, so yo!
easily carview the guidelines of how thdocumentwas
produced.Present onlyif the document has been
included in a production.

Viewer Option Descriptions

LT @2dz R2y Qi &aSS | F2N¥ 2F (G(KS R20dzySyid LINEB
has not been loaded for theorkspac& 2 NJ € 2dz R2y Qi KIF @S LISNX¥ A aa
to see it.Theviewer andextractedtext options have the same dtbar.

Sy
2y

Below is an explanation of each feature in the toolbar:

Icon Name Description

= 100% % Zoom Allows you to zoom in and out of
the current document with a 10%
300% limit
& Reset Resets previous function

Findprevious & @ Searches for terms in document
next and navigates through the hits
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Ilcon NETE]

Draft Draft/normal/pr
eview

Description

Dropdown fordifferent view
modes

Mormal
Preview
B Fit to window Available only in the preview mod¢
width
[E] Print current Prints the current document
document
Hide Shows/hdes all annotationsr
. annotations highlightsin the document
=

NOTE: This does not delete the
annotations

Goto next or
PR previous
highlightedterm

Moves through previous
highlighted terms in the document

About native
viewer and

@ Bandwidth

Tester

Viewer/Extracted Text Toolbar Features

Displays the version of Relativity
Web Client and Outside In Versior

Becausehe image Vewer has different functionality, it has a diffent

toolbar.

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 wid

O B £

(resize to the width of the page); F
page (resize to the height of the

page)

Rotate all document
[ pages clockwise

Rotates all pages in a document
clockwise90 degrees
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Ilcon

Bﬂr

Rotate current page

clockwise

Description

Rotates the current page clockwis

90 degrees

Print

Prints the current document

Switch tonormal
mode

Allows users to select within a
document

Highlight Highlights selected text

T
Redact Stampredaction

I
Redact withtext Text redaction; message can be

customized by rightlicking on

(] textbox after redaction is drawn
Changemarkup Changes the visibility mode of the
visibility annotations between full visibility,

transparent and hidden
NOTE: Hidden annotations are no
deleted

4.2.1 Markup Sets

Aboutimageviewer

Displays the version of Relativity
Web Client installed; if the version
is out of date, thesymbolwill be

red

Depending on your permissions, you may see a dropdown in the fower
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 simpiyghlights.

Relativity | User Manual - 49



INAUsny and we welcome your feedback on No
further.

Bloomberg Energy Department
12/13 Bloomberg Daily Power Report

Expert . m
’Attorney v] 1of

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

2dz Oy dzaS GKS AYI 3IS @ASs6MNaKa
up a documentSelect the funéon you would like to use highlight,
blackbox stamp redaction, or texedacion.

A Highlight also knowras an annotation in Relativitgreatesa
transparent yellow box where specified, just like using a
highlighter.

ryan_slinger@enron.com, paul thomasg@enron.com,
Ce:
Bee:

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

Highlight

A Samp Redactioncreates a solid black box where specified, like
using a black marker.

YA SHAG NS nron. Corm, paE Ui anormi@ s ig e nren . corm
Cc:
Bee:

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

A TextRedactions are white redaction boxes with black text. You
can rightclick 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 rightlick and seledilit. Using theedit feature, you can
apply any term you wish.

Allen, Paul

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

Ce:

Text Redaction

To delete any annotation, rigialick on the annotation and select
Delete. You can also toggle the annotation and redaction visibility. Click
the ChangeMarkup Visibility button to change the s#ing.

s wx % | OEE| EE &L -

@

Change markup Visibility Button

Clicking the Change Markupsiility button once sets the markups to
transparent.

Allen, Paul

From: messenger@ecm.bloomberg.com
Sent:  |Wed, 13 Dec 200008:35:00 |
To:

Cc:

Transparent Markup
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Clicking the BangeMarkup Visibility button a second time sets the
markups to invisible. The redactiohave 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

Clickinghe ChangeMarkup Visibility button a third time will return the
markups to full visibility.

Allen, Paul

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

Cc:

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, rigick and
selectLink.

Ryan,

| made two styles of inc sheets for our future R_ 3 ct_ i
profit/loss sheet in one.._please note that the =

is broken out with the inc sheet similar to yo Highlight
profit/loss sheet on a different worksheet. Se Link

fully integrated yet as | am a bit rusty on my

Create a Link

Selecting ink on the rightclick produces a pepp, allowing you to

aSt SO0 GKS R20dzySyid G2 6KAOK @2dzQR

Select a Document to Link

05elected Item(s) Reset Column Sizes | Hide Filters | | Items 1 -10(0r 1,000 H 4 b

(Al (Al

o) ENOQOO00Z This document is something
important.

=) ENDODOD
@ ENOODOO3
) EN0DD0O4
) ENOODOOS
=) ENODDO0DS
@ ENODDOO7
) ENDDD00B
=) EN000O9

= FNOODN1N

Document to Link List

{StSOG (GKS R20dzySyid G2 o6KAOK &2dzQR

you can filter the list, so if you know the cootmumberc or even the
prefix ¢ you quickly can find the desired document.

Linked text is shown with green text and underlined.

Ryan,

Jles of inc sheet ur future use. One

profit/loss sheet in one.__please note that the colors are

made two neets for o

Linked Text
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Leftclicking the link launches the record in a standalone viewer.

If you would like to remove a link, rightick to bring up the rightlick
menu, and then clickemove

Ryan,

made two styles of inc sheets for o ——— o —'1eet, position m
colors are a little busy and it may be AESLEE h the inc sheet
manager and profit/loss sheet on a d Highlight do to improve t

rusty on my excel skills. Especially

If you want | can come in later today

Dmet Bllms cmem

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 rightlick and tag a section of a record as a choice. This inline
tag will apply to the document. Your Relativity administrator can eolor
code your choices.

You can rightlick tag in viewer mode only.

For exampleissuecoding 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, Hgjluk and
selectTag.

| bought 8mw of SP15 from Gas recove ms and built the purchase in CAPS with the AR EEGETS AN IS K Wl L I 1| ETOm
“rco come back up and they need to be sold or used to cover a short, it is 26 mw in SP15 and t Redact &
10/25. They are up around the clock and need to recieve fair market price for their generation. Highlight
Link
Tag

Tagging Text with a Value

Clicking &gbrings up the inline tag layout.
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Tag Document

e

Selected Text

We sold 8mw around the clock to Gas Recovery systems at 34
dollars.

This price is artificially inflated. =

Coding
Issues: D Neglect
O Questionable
Hot
Super Hot
|:| Scalding
|:| Accounting
[ClHr

|:| Finance

D Personal

A

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:

—Original Message—

From: Diamond, Daniel
Sent: Tuesday, February 05, 2002 7:41 AM
To: Benson, Robert; Bishop, Serena; Brodeur, Stephane; Coffing. Timothy; Driscoll. Michael M.; Ermis, Frank; Fischer, Mark; Guzman, Mark;

Mallory, Chris; Slinger, Ryan; Thomas, Paul; Thomas, Paul D.
Subject:  you don't need access to stack manager?
Importance: High

| assume that since you didn't respond to my first two emails, none of you require access to stack manager. If this is incorrect, please respond to my
previous emails.

Thanks,

Dan

Overlapping Tags
¢CKS FANRG LINL 2F GKS aSydiSyOS NBf
aSyiSy0S Aa aK2ddé ¢KS GF3 TSI Gdz2NS

Below, the first section has been taggasineglecaind is in green.
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————— Original Message—

From: Diamaond, Daniel
Sent: Tuesday, February 05, 2002 7:41 AM
To: Benson, Robert; Bishop, Serena; Brodeur, Stephane; Coffing, Timathy: Driscoll. Michael M.; Ermis, Frank; Fischer. Mark: Guzman, Mark:

Mallory, Chris; Slinger. Ryan; Thomas, Paul: Thomas, Paul D.
Subject:  you don't need access to stack manager?
Importance: High

| assume that since you didn't respond to my first two emails. none of you require access to stack manager. [fthis is incorrect, please respond to my
previous emails.

Thanks,

Dan

Tagged as Neglect

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

————— Original Message—

From: Diamond, Daniel
Sent: Tuesday, February 05, 2002 7:41 AM
To: Benson, Robert; Bishop, Serena; Brodeur, Stephane; Coffing, Timathy; Driscoll, Michael M_; Ermis, Frank; Fischer, Mark; Guzman, Mark;

Mallory, Chris; Slinger, Ryan; Thomas, Paul; Thamas, Paul D.
Subject:  you don't need access to stack manager?
Importance: High

| assume that since you didn't respond to my first two emails, none of you require access to stack manager. If this is incorrect. please respond to my
previous emails.

Thanks,

Dan

Tagged with a Different Value

To identify all the tags on a document, you can open ugakdistby
clicking the green tag icon in the lowdght corner of he viewer
window.

vm actual tra=

ge in the
3 the product=20

I

g EM kb/s

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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——-Original Message--——

From: Diamend, Daniel

Sent: Tuesday, February 05, 2002 7:41 AM

To: Benson, Robert; Bishop, Serena; Brodeur, Stephane; Coffing, Timothy; Driscoll, Michael M.; Ermis, Frank; Fischer, Mark; Guzman, Mark:
Mallory, Chris; Slinger, Ryan; Thomas, Paul; Thomas, Paul D.

Subject:  you dont need access to stack manager?

Importance: High

| assume that since you didn't respond to my first two emails, none of you require access to stack manager. If this is incorrect, please respond to my
previous emails. o
+
Ed

r

158.23 kb/s

o Taglist @|;I

(An) (AL) (AL) (AL)

T g [y TV

1 assume that since you didn't respond to my first two emails Neglect

Thanks.
< I J

you didn't respond to my first two emails, none of you require access to stack manager. Responsive

Export to Excel Items T -2(of2) H..H
>

Tag List

The entries in the tag list pane are hyperlinked. Clicking on the link
highlights the active tag in blua 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 upperight corner of the pane.
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Mid-Columbia 362.50 -31250 350.00 375.00
NP15 387.50 20625 325.00 450.00
SP15 30750 -23350  300.00 315.00
Mead 335.00 -18750 320.00 350.00
Palo Verde 336.25 -136.53 32000 350.00
Four Corners 33000 -182.50 325.00 335.00
Mid-Continent

ECAR 69.20 -2271 6300 7586

East

75.00

-13.00

74.00

76.00

Ca-Or Border 452.50 -172.50 430.00 475.7
Ault Colorado 350.00 -125.00 300.00 3134
AEP 67.00 -25.50 59.00 75.00 West 6.4,

(AL

Notice Ca-Or
This is near Denver.

this is my right click tag

Hyperlinked Tags

You also can edit or remove a tag. Riglitk on the tag to access the

menu.

Thanks.

Dan

4 [

«  Tag List

(AL

Redact
Highlight
Link

Tag

Edit Tag

Remove

Show Annctation History

Copy

Case Map

If you're receiving this emai! i~ hamniina snien ~tillsunitine ~n = sgponse from you. Pl

1

| assume that since you didn't re
{ i .

Edit Tag Options

Clickingedit Tagallows you to edit the same layout you used to apply

the tag. ClickingRemowve removes the tag.

If the area you rightlick to edit omemove has overlapping tags, you
will be presented with a selection box.
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Select Annotation Options

{StSOG GUKS Gl 3 &2dzQR fOKlSontinge SRA

with the action.
4.2.5 Working with Transcripts

Relativity allows the loading &SCII transcripts. Transcripts generally
are treated like any other documents in Relativity

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

Right-clicktagging and linking mayalsobe very useful.
Transcriptoften arehundreds 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 levggat
corner of the viewer with a transcript open.

Word Index Icon

The word index displays all nawise words in the index, the page and
line location of each of the occurrences, ahe 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
gAGK al ¢ OfAO] akKz2g FALGS!
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