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1 Data transfer
Data transfer refers to moving your case data from one environment to another environment. This can be transferring
your data between Relativity instances or from a legacy system. Relativity provides you with a suite of tools that can
help you with this.

1.1 Data transfer considerations
n Before you can begin working in your RelativityOne environment, you may need to get your legacy data into

Microsoft Azure. If you are a new RelativityOne customer or considering RelativityOne, we recommend that you
first review RelativityOne data migration.

n RelativityOne also offers a variety of tools for managing your data. For more information on the methods in
which data can be stored within your RelativityOne environment, refer to RelativityOne data management.

n Changing root folder permissions during a mass import is not a supported workflow.

1.2 Data transfer network considerations
Before anyone in your organization can transfer data, you should ensure that your network and firewall settings have
been configured correctly. See RelativityOne network access in the RelativityOne technical overview.

1.3 Data transfer workflows in RelativityOne
For RelativityOne, you have two major options for data transfer:

n Loading data directly into RelativityOne using Import/Export with Express Transfer—you can import
raw (unstructured) data files that require processing, document load files, image load files, production files, and
Relativity Dynamic Objects (RDO) files into RelativityOne.

n Transferring data to the designated RelativityOne staging area—you can upload files to your Relativ-
ityOne staging directory using the Staging Explorer.

Note: The staging directory is a cloud folder where you can view and edit data using the Utility Server before
loading it into RelativityOne. The Utility Server is a virtual machine that can be connected to your Relativ-
ityOne instance that contains additional support tools to help you edit and view the data in your designated
staging directory before loading it into RelativityOne. For example, you may want to access your uploaded
files to edit in the staging directory before you add them to your RelativityOne workspaces or save them to a
RelativityOne file storage location. You can also access and verify any production sets before you download
them locally. Once you use the GlobalProtect VPN client to connect to the RelativityOne network, and then
use the Utility Server, you have access to viewing the staging area.

Refer to the following topics to assist you in choosing your preferred method of data transfer.

1.3.1 Workflow 1: Loading processed and unprocessed data directly into Relativ-
ityOne using Import/Export with Express Transfer (recommended)
You can use Import/Export with Express Transfer locally to import raw (unstructured) data files that require
processing, document load files, image load files, production files, and Relativity Dynamic Object (RDO) files into
RelativityOne. For more information, see Import/Export overview and Express Transfer overview.
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1.3.2 Workflow 2: Loading processed and unprocessed data directly into Relativ-
ityOne using Import/Export with Express Transfer from the Utility Server
You can use Import/Export to import document load files, image load files, and production files into your RelativityOne
environment from the staging directory. Import/Export is accessible via the web browser on Utility Server. For more
information see Utility Server, Import/Export overview and Express Transfer overview.

1.3.3 Workflow 3: Loading processed data to the staging directory and then into
RelativityOne
If you need to edit or rename processed data, you can do so on your local machine prior to uploading or you can
upload the processed data to the staging directory in the cloud and then ingest it into RelativityOne.

1. Upload local files to your RelativityOne the staging directory using the Staging Explorer.

2. After you upload the files to your staging directory you can then ingest those files from your staging directory
into RelativityOne using Integration Points. Integration Points provides you with the ability to import data directly
into your workspace. This includes importing a CSV file, LDAP, or load file directly into your workspace, and
scheduling future or recurrent import jobs.

1.3.4 Workflow 4: Loading unprocessed data to your RelativityOne staging directory
for processing
If you have unprocessed raw data, you can upload the raw data to the Processing folder in the staging directory in the
cloud and then ingest it into RelativityOne using the Processing application.

1. Upload local files to the Processing Source folder in your RelativityOne staging directory using the Staging
Explorer.

2. Using the Processing application, ingest your raw data directly into your RelativityOne workspace for eventual
search, review, and production without the need for an external tool. You can use the various processing
objects to create custom processing jobs that handle a wide array of information.

1.3.5 Workflow 5: Migrating case data to the staging directory into RelativityOne
If you have case/workspace data you need to migrate, you can upload the workspace archives to the ARM folder in
the staging directory in the cloud and then ingest them into RelativityOne using the ARM application. The ARM
application is used to archive and restore Relativity workspaces between Relativity installations and RelativityOne.
You can also use this application to convert a DBMT archive into an ARM archive.

1. Use the ARM tool to archive a workspace to the directory of your choosing. See Performance considerations for
RelativityOne for more information on considerations for creating the archive file.

2. Use Staging Explorer to upload the ARM archive to the ARM folder in your RelativityOne staging directory in the
cloud.

3. Execute an ARM Restore job to restore the ARM archive into your RelativityOne instance. ARM restore will
recognize the ARM archive on the Utility Server and make it easily available for restoring.
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2 Staging Area
For more information on Staging Area folders, refer to the Staging Area FAQ article in Community.

The Staging Area is a storage area where you can upload, manipulate, and organize your data before processing and
importing it into RelativityOne. This area is separate from where your workspace data and RelativtyOne system data
resides. The volume size of the Staging Area is based on your current RelativityOne subscription. It is used for:

n Preparing client data (upload, manage, organize) prior to importing data into RelativityOne.

n Storing raw client data prior to processing into a Repository or ReviewWorkspace.

n Exporting client productions for opposing counsel, saved searches, folders and sub-folders.

n Temporarily storing ARM archives for restoration into RelativityOne,

See RelativityOne data management for more information regarding our current data tiers.

2.1 Staging Area folders
Within each tenant or client domain storage area, the Staging Area consists of the four folders listed below. You are
only able to write to and access data within these four designated Staging Area folders:

Note: You are able to create subfolders within these four Staging Area folders, but you cannot create folders at the
same level as them.

n ARM—a folder for archiving workspaces and for staging restores via the ARM application.

n ProcessingSource—a folder for storing files you want to process into your RelativityOne workspace. There will
be a dedicated job folder for each of the jobs. For example, \ProcessingSource\[JobFolderName].

n StructuredData—a folder for importing and exporting workspace data using Import/Export and Integration
Points. Refer to Import/Export and Integration Points documentation for more information.

n TenantVM—a folder to temporarily store Utility Server virtual machine (UVM) workflows. Refer to Utility Server
documentation for more information.

2.2 Billable
The Staging Area is billable data storage included in your subscription. It’s calculated based on the highest
consumption peak during a given month. The amount of data storage size and storage limits are based on your
contract. Please contact your CSM or Sales Account Manager for more information on your contract. Also see
RelativityOne data management for more information.

2.3 Best Practices
n Staging Explorer is Relativity’s recommended product for all data access, manipulation, uploads and down-

loads to and from the Staging Area.

n Use Staging Reports via the Management Console to manage, analyze, and understand your Staging Area
data, folders, volume size, and cost.

https://community.relativity.com/s/article/Staging-Area-FAQ
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3 Utility Server (UVM)

Note: Utility Server is not available for FedRAMP customers.

RelativityOne customers may request a Utility Server for their RelativityOne instance. The Utility Server is a virtual
machine that allows third-party applications to assist with pre-processing data imported to RelativityOne, post-
processing data exported from RelativityOne, and other bespoke eDiscovery workflows. You can access the Utility
Server through a VPN and Remote Desktop connection, using an issued set of credentials and an IP address.

Once you connect to your Utility Server, you can perform the following actions:

n Install RelativityOne Staging Explorer (ROSE) to access data in the staging area.
o For information on ROSE, see the Staging Explorer topic.

n Manage local users
o See the section on Utility Server access for details on user management.

Note: This functionality is only available through an administrator account, which Relativity issues if
you do not have one.

n Install applications
o You can install Microsoft Office using your own license to correct any errors in load files or other more
robust data editing needs. Relativity does not provide licenses for Microsoft Office on the Utility Server.

o While Relativity supports clients installing or using applications on the Utility Server, the applications or
how they interact with RelativityOne are not supported.

Note: This functionality is only available through an administrator account, which Relativity issues if
you do not have one.

Note: Upon request, Relativity can provide up to 11 Utility Servers per RelativityOne instance, including Client
Domain utility servers. To request an additional Utility Server, contact your Customer Success Manager.

3.1 Utility Server access

Note: Relativity limits access to two users concurrently. However, you can request up to 10 concurrent user
sessions. Contact Customer support to request additional user sessions.

By default, Relativity issues Utility Servers with two non-administrator users and one administrator user account.

Note: If you do not currently have an administrator account and require it, contact your Implementation Specialist or
Customer Support to request administrator privileges.

Refer to the table below for details on security permissions on the Utility Server by role.

Role Can install applic-
ations Issued by request Issued by default

Administrator X X X*

Default Relativity
user account

X

https://community.relativity.com/s/contactsupport
https://community.relativity.com/s/login/?ec=302&startURL=%2Fs%2Fcontactsupport
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Role Can install applic-
ations Issued by request Issued by default

Custom users (client-
managed)

NA NA NA

*Starting May 1, 2024, Relativity issues administrator accounts by default. You must request an administrator account
for Utility Servers provisioned before May 1, 2024.

Note: Custom users are client-managed, meaning you determine these permissions. Refer to the article,
RelativityOne - Creating a Windows user on the Utility Server for details on Utility Server user administration.

3.2 Connecting to your Utility Server
1. Before you begin, have your credentials ready to log in to the VPN and Utility Server. Your customer Service

Manager or Customer Support will share these credentials with you.

2. Use the credentials to connect to the Global Protect VPN.

Note: VPN and Utility Server user credentials are unique credentials. Make sure you use the correct cre-
dentials to connect to the VPN and Utility Server, respectively. If you cannot establish a connection to the
VPN, contact Customer support for help with troubleshooting.

3. After you have successfully connected to the VPN client, open the Utility Server .zip file, then open the Cre-
dentials text file to access your Utility Server credentials.

4. Launch the Windows Remote Desktop Connection tool.

5. When the Windows Remote Desktop Connection window appears, enter the IP address from the Credentials
file in the Computer field.

6. Click Connect.

7. Enter the Username and Password from the Credentials file when prompted and click OK.

8. You have successfully logged into the RelativityOne Utility Server. If you experience issues accessing your Util-
ity Server, contact Customer support.

Note: For added security, change your password after you log in. You should change your password a minimum of
every 90 days.

3.3 Logging off or disconnecting Utility Server sessions
1. Navigate to the Windows Start menu and select Sign Out to cleanly exit your Remote Desktop session. Relativ-

ity recommends logging off the session to avoid leaving a disconnected or orphaned session on the Utility
Server.

https://community.relativity.com/s/article/RelativityOne-Creating-a-Windows-User-on-the-Utility-Server
https://help.relativity.com/RelativityOne/Content/Relativity/GlobalProtect_VPN.htm
https://community.relativity.com/s/contactsupport
https://community.relativity.com/s/contactsupport
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2. Alternatively, you can disconnect from the Utility Server through the Windows Start menu > Disconnect, or by
clicking the exit icon (X) on the remote session connection bar, if you are executing long-running jobs. When dis-
connecting without explicitly logging off, Remote Desktop Services will keep the session alive, potentially block-
ing connections for other users.

3. To check active or disconnected sessions on the Utility Server, navigate to the Windows Task Manager > Users
tab.

4. Local administrators should clear out disconnected sessions through the Windows Task Manager. You should
clear any session with a user name of (4), as these users can no longer reconnect to their sessions. Accu-
mulating disconnected sessions may prevent other users from establishing new connections or reconnecting to
the Utility Server.

3.4 Data, applications and storage capacity on the Utility Server
Considerations:

n Data and applications on the Utility Server are not backed up.

n Do not use the Utility Server for permanent or long-term data storage. You should keep copies of data on the
server in other external locations.
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n Utility Servers not used for a period of six months are subject to decommission.

n You are responsible for managing the disk capacity of the local Utility Server drives. In cases where the OS disk
nears critical capacity, Relativity sends warning notifications to your account and the organization's admin-
istrative contact. It is your responsibility to remove files to free up disk space. Failure to do so may make the Util-
ity Server inoperable and require server replacement.

3.5 Accessing data in the staging area
Your Utility Server only gives you access to the staging area. Review the Staging Area topic for more information.

3.6 Utility Server limitations and expectations
For information on limitations and expectations, see the article Utility Server Limitations and Expectations.

3.7 Workflow recommendations and changes
For information on workflow recommendations and changes, see the article UVM workflow recommendations and
change log.

3.8 GlobalProtect VPN client
Your VPN enables a secure connection between your computer and resources on your Relativity instance's network.
The following resources are available when you connect to the GlobalProtect VPN client:

n Utility Server VM via Windows Remote Desktop Connection (RDP)

n Direct access to SQL

For Sandbox environments, you can access the following back end resources via the VPN:

n Direct access to SQL

Note: This documentation contains references to third-party software, or technologies. While efforts are made to
keep third-party references updated, the images, documentation, or guidance in this topic may not accurately rep-
resent the current behavior or user interfaces of the third-party software. For more considerations regarding third-
party software, such as copyright and ownership, see Terms of Use.

3.8.1 GlobalProtect VPN requirements
Consider the following local machine requirements:

n Refer to the GlobalProtect compatibility matrix to ensure that the VPN client is compatible with your operating
system.

n For RelativityOne, you should be using GlobalProtect 4.1 and above.

n The VPN software, Global Protect, must be installed locally. This needs to be done under a Local Administrator
account. It is possible to install GlobalProtect with group policy as an active directory admin.

Note:Without local administrator, or the ability to install via group policy, you will be unable to install the
GlobalProtect client.

https://help.relativity.com/RelativityOne/Content/Relativity/Staging_Area.htm
https://community.relativity.com/s/article/Utility-Server-Limitations-and-Expectations
https://community.relativity.com/s/article/UVM-workflow-recommendations-and-change-log
https://community.relativity.com/s/article/UVM-workflow-recommendations-and-change-log
https://www.relativity.com/terms-of-use/
https://docs.paloaltonetworks.com/compatibility-matrix/globalprotect/where-can-i-install-the-globalprotect-app#id7a3c3401-b233-43b0-8d78-dfceab88798f
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3.8.1.1 Port requirements
The following ports must be opened on user machines and/or firewalls for the GlobalProtect VPN to use when
accessing file data in RelativityOne.

Destination Port Protocol Description

443 TCP Used for communication between GlobalProtect
agents and portals, or GlobalProtect agents and
gateways and for SSL tunnel connections. Glob-
alProtect gateways also use this port to collect
host information from GlobalProtect agents and
perform host information profile (HIP) checks.

4501 UDP Used for Global Protect VPN or IPSec tunnel
connections between GlobalProtect agents and
gateways.

See RelativityOne network access in the RelativityOne technical overview for complete information on network
access requirements.

3.8.2 Current VPN portal URL
There are different geographic data centers that your Relativity instance or sandbox may reside in. Enter the VPN
portal URL as it appears below.

Note: Microsoft has renamed Azure Active Directory (Azure AD) to Microsoft Entra ID. This site has been updated
to reflect the name change, where applicable. Refer to Microsoft documentation for more information.

The IP addresses listed below are for both VPN and regular, non-VPN, access.

All VPN portal URL are formatted as vpn.[regional domain].relativity.one

Note: VPN portal URL are only accessed when connecting to your Utility Server or Direct SQL via the VPN.

Primary Azure data center IP address ranges for VPN portal URL:

Primary Azure/Entra ID region Primary IP Range VPN Portal URL

US-Central (CTUS) 52.189.66.32/27 vpn.ctus.relativity.one

US-East (ESUS) 40.88.50.160/27 vpn.esus.relativity.one

Canada-Central (CACT) 52.228.98.0/27 vpn.cact.relativity.one

UK-South (UKSO) 51.145.60.64/27 vpn.ukso.relativity.one

Asia-East (ESAS) 52.184.89.64/27 vpn.esas.relativity.one

Brazil-South (BRSO) 191.233.244.160/27 vpn.brso.relativity.one

Europe-West (WSEU) 51.105.222.96/27 vpn.wseu.relativity.one

France - Central (FRCT) 20.199.57.128/27 vpn.frct.relativity.one

Germany-West Central (DECT) 51.116.134.160/27 vpn.dect.relativity.one

Switzerland North (CHNO) 51.107.46.128/27 vpn.chno.relativity.one

Australia-East (AUEA) 20.40.190.160/27 vpn.auea.relativity.one

Korea-Central (KRCT) 20.194.51.192/27 vpn.krct.relativity.one

https://help.relativity.com/RelativityOne/Content/Getting_Started/RelativityOne_technical_overview.htm
https://learn.microsoft.com/en-us/entra/fundamentals/new-name


Data Transfer Guide 16

Primary Azure/Entra ID region Primary IP Range VPN Portal URL

United Arab Emirates (AENO) 20.203.41.32/27 vpn.aeno.relativity.one

India (INCT) 20.204.36.0/27 vpn.inct.relativity.one

Ireland (NOEU) 20.93.29.128/27 vpn.noeu.relativity.one

South Africa (ZANO) 20.87.64.160/27 vpn.zano.relativity.one

Southeast Asia (SEAS) 52.230.48.0/27 vpn.seas.relativity.one

Japan (JPES) 20.78.107.96/27 vpn.jpes.relativity.one

Legacy Sandboxes ** vpn.ctussbx.relativity.one
** For Sandboxes, use the FQDN listed in the next table

3.8.3 Accepting the invitation from Microsoft Entra ID
1. Customer Support will issue an invitation from Microsoft Active Directory with the following information:

n Sender—Microsoft Invitations on behalf of RelativityOneVPNinvites@microsoft.com.

n Subject—RelativityOneVPN invited you to access applications within their organization.

2. Click on the Accept Invitation link in the email.
n If your organization does not use Active Directory, please continue with the prompts to complete creating

the Microsoft account.

n If your organization has Active Directory, your account will be connected automatically.

3. Your account creation is complete when you log in to Azure/Entra ID Portal.

4. Proceed to Downloading and installing the GlobalProtect VPN client below to install the GlobalProtect VPN cli-
ent.

3.8.4 Downloading and installing the GlobalProtect VPN client

Note: You must have local admin rights to install the VPN client. If you are not a local admin, contact your IT
department to install it via Group Policy. Instructions for installing the client via Group Policy are found at
https://live.paloaltonetworks.com/t5/Management-Articles/Using-Active-Directory-GPO-to-Install-the-
GlobalProtect-Client/ta-p/61120.

Your VPN connection is typically created during the onboarding process for RelativityOne. If you have questions,
please contact your designated Customer Success Manager.

Note: To download and re-install the VPN client, follow the following instructions, but skip the steps related to
resetting your password.

1. Navigate to the portal for the geographic region you use RelativityOne in. The correct portal address for you to
use can be found in the table listed under Current VPN portal URL on the previous page section above.

2. In the Microsoft Pick an account prompt, click the Use another account option.

https://community.relativity.com/s/contactsupport
mailto:RelativityOneVPNinvites@microsoft.com
https://live.paloaltonetworks.com/t5/Management-Articles/Using-Active-Directory-GPO-to-Install-the-GlobalProtect-Client/ta-p/61120
https://live.paloaltonetworks.com/t5/Management-Articles/Using-Active-Directory-GPO-to-Install-the-GlobalProtect-Client/ta-p/61120
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3. Enter your own credentials.
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4. Once you are logged in, download the appropriate VPN client to your computer.

5. Install the GlobalProtect VPN client you just downloaded. Follow the default prompts.

Note: If you are using macOS and are unable to use GlobalProtect after installing, review the General tab in your
Security and Privacy settings and ensure that system software from PanGPS is not blocked from loading.

3.8.5 Logging in using your GlobalProtect VPN client
1. After installing the VPN client, the GlobalProtect toolbar menu will open. If it does not open automatically, you

can search for GlobalProtect in the bottom left-hand search bar to open it.
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2. Click the gear icon in the upper right-hand corner of the toolbar menu, and then select Settings to access the
Settings dialog window and configure the VPN client.

3. Under the General tab, click the Add button to add the RelativityOne Portal Address. Ensure you enter the cor-
rect portal. This depends on which geographic region your RelativityOne instance resides in. You should not
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enter the "http://" preceding the portal address.

4. Click Save.

5. Close the Settings dialog.

6. Click on the GlobalProtect icon in your tray, and then click the blue Connect button. A pop-up window for
reviewing permissions is displayed.

7. After reviewing the terms, click Accept.

8. A prompt for your VPN user credentials is displayed. Choose the appropriate VPN user credentials to sign in
with in the Microsoft Pick an account screen. This prompt might appear twice depending on your organization’s
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settings. A window will be displayed momentarily while you are connected to the VPN.

9. If the GlobalProtect warning displayed below appears, dismiss the window. This is a known issue with the Glob-
alProtect client itself and will be addressed in future versions.

10. Check your connection status by viewing the GlobalProtect icon in your system tray. When connected, it will dis-
play a check mark.

You can click the gear icon, then select Settings to launch the Settings dialog which also shows your connection
status. You can perform troubleshooting from this window.
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3.8.6 Changing your VPN password
If you are using VPN user credentials that are based on a real email address, not the firstname.last@vpn.relativity.one
legacy VPN credentials, the password reset policies are determined either by you or the overall corporation in which
your email exists. Please make sure to check with your IT department on how to change your password as Relativity
will no longer have any control over performing a password reset for your VPN user.

To change your expiring or expired passwords, perform the following steps:

Note: If you are already logged into Microsoft at your organization, you may need to open a private browsing
window in your internet browser, incognito or InPrivate, and access https://login.microsoftonline.com from there or
log out and log back in with the correct credentials. If you do not do this, you will not be prompted to change your
temporary password or may receive an error when you try to log out and then log back in.

1. Access https://login.microsoftonline.com. Log in using your Relativity credentials.

2. Change your password by access your account settings in the upper right corner menu containing your initials
by clicking View Account, and then clicking Change Password in the Password tile to change your password.
You will be redirected to new password form. Please enter your old, expired, password and new one, and then
click Submit.

Note: After changing your password, you must wait 30 minutes before attempting to log in with your new password.

3.8.7 Adding an additional VPN region to GlobalProtect
This guide will show you how to connect to RelativityOne in an additional region. If you need Utility Server details,
please contact your Customer Success Manager.

To add an additional VPN region to your client:

1. Search for GlobalProtect icon in the task bar to open it.

2. Click the gear icon in the upper right-hand corner of the toolbar menu, and then select Settings to access the
Settings dialog window.

https://login.microsoftonline.com/
https://login.microsoftonline.com/
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3. Under the General tab, click the Add button to add the new RelativityOne portal URL in Portal Address.

4. Click Save.

5. Close the Settingsdialog.

6. Click on theGlobalProtect icon in your tray.

7. Select the newly added Portal from the drop-down menu on the GlobalProtect connection screen.

8. Click the blue Connect button. A prompt for your VPN user credentials is displayed.

9. Enter your VPN user credentials. A window will be displayed momentarily while you are connected to the VPN
for the new URL.
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4 Import/Export overview
Import/Export provides an efficient and streamlined ability to import raw data files, document load files, image load
files, production files, RDO files, as well as to export folders and subfolders, production sets, saved searches, and
RDO files. It is the recommended method for importing and exporting data for RelativityOne.

You can use Import/Export with or without activating Express Transfer, however, we recommend activating Express
Transfer. For more information on Express Transfer, see Express Transfer overview on page 47 and review the
section below on considerations when to use and not use Express Transfer.

n For customers whose file shares haven’t been fully migrated to ADLS yet, Import/Export offers a solution where
the import process utilizes the primary file share to store the uploaded data. See the Community article
Import/Export uses ADLS if one is present on the tenant for details.

n After documents are imported using Import/Export, you can automate creating a dtSearch index or run a search
terms report with those documents using Automated Workflows

4.1 Getting started with Import/Export checklist
Ready to get up-to-speed with Import/Export? Learn more about the functionality, how to get it installed in your
instance of RelativityOne, and workflow specifics with the resources listed below.

Overview Sessions:

Take a deeper dive by watching our recorded Import/Export Foundations: Comprehensive Overview webinar, in
addition to other Import/Export self-paced webinars on the Relativity Learning site under Data Ingestion
& Management.

https://community.relativity.com/s/article/Import-Export-Import-Export-uses-ADLS-if-one-is-present-on-the-tenant
https://learning.relativity.com/importexport-foundations-comprehensive-overview
https://learning.relativity.com/page/data-ingestion-and-management
https://learning.relativity.com/page/data-ingestion-and-management
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Before you can start working with Import/Export, you will have to set things up in your RelativityOne instance:

1. Reach out to your IT Department and ensure TCP port 443 is open to transfer data in RelativityOne with
Express Transfer.

2. Install Import/Export from the Relativity Application Library.

3. Open Import/Export and install Express Transfer for larger data transfers and to streamline structured data
loads. Only complete this step if your organization intends to use Express Transfer with Import/Export.

4. Ensure that users have the proper permissions.

Note: As of February 2025, the new Feature Permissions redefines Relativity's security management by shift-
ing the focus from Object Types and Tab Visibility to feature-based permissions. This new method is simply
another option; any feature-specific permissions information already in this topic is still applicable. This new
interface enables administrators to manage permissions at the feature level, offering a more intuitive exper-
ience. By viewing granular permissions associated with each feature, administrators can ensure com-
prehensive control, ultimately reducing complexity and minimizing errors. For details see Instance-level
permissions andWorkspace-level permissions.

Now that Import/Export is set up, you are ready to perform these workflows and benchmark your speeds:

n Import data, both structured and unstructured

n Export folders, RDO data, productions and saved searches

n Import and export data using Express Transfer with Import/Export

n View the Job History

Have questions?

n Submit a ticket to Customer Supportfor workflow assistance.

n Visit our What’s New page, Relativity Documentation or our Community Site.

n Contact Relativity Customer Support.

4.2 Available import and export workflows
The following workflows can be performed using Import/Export.

n Import workflows:
o Unstructured Data—Unprocessed/unstructured files and transcript MDB data that require processing

l Raw (Unprocessed) data workflow with Processing

l Transcript data for Processing

n Structured (Processed) Data—Structured data includes natives, text, image, and PDF files, and load files
containing metadata.

n Document load file import

n Image load file import

n Production load file import

n Relativity Dynamic Object load file import

n Access DB load file import (MDB) (for Asia-Pacific region only)

https://community.relativity.com/s/contactsupport
https://help.relativity.com/RelativityOne/Content/What_s_New/What_s_new.htm
https://help.relativity.com/
https://community.relativity.com/s/
https://community.relativity.com/s/contactsupport
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Import_Workflows/Access_DB_load_file_import__MDB_.htm
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n Export workflows:
o Folder export
o Production set export
o Saved Search export
o RDO export
o Saved Search or Folder with Access DB export (MDB) (for Asia-Pacific region only)
o Production set with Access DB export (MDB) (for Asia-Pacific region only)

4.3 Import/Export transfer modes
There are two methods available to transfer data using Import/Export. Refer to the next section for considerations
when to use each one.

n Import/Export with Express Transfer
This refers to activating Express Transfer within Import/Export to transfer data into and out of RelativityOne.
This mode is the recommended method for data transfer. Express Transfer is a separately installed desktop
application that sits outside of the RelativityOne browser software and handles the data transfer process. See
Express Transfer overview and Installing Express Transfer for more information.

n Import/Export only
This refers to only using the Import/Export browser application within the RelativityOne software to import and
export data without Express Transfer activated. This mode is sometimes referred to as web mode or web only
mode. See Installing Import/Export. Even if the Express Transfer application is installed on the desktop, it must
not be activated when using web mode.

4.4 Considerations when to use and not use Express Transfer with
Import/Export
We recommend using Import/Export with Express Transfer activated whenever possible for all importing and
exporting workflows, and particularly when:

n data file size is greater than 20GB, although Express Transfer can be used for any size data transfer.

n processing multiple import jobs. The jobs will be queued and executed when the previous job is complete.

n slow or unstable network connection. Express Transfers enables you to retry the upload.

Use Import/Export without activating Express Transfer when:

n your company policy prohibits installing desktop applications.

n your network configuration does not allow third party applications to send or receive data, such as proxy set-
tings.

n data file size is less than 20GB.

n data is in ZIP files.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Export_Workflows/Saved_Search_or_Folder_with_Access_DB_load_file_export__MDB_.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Export_Workflows/Production_with_Access_DB_load_file_export__MDB_.htm


Data Transfer Guide 27

Note: You need to use Express Transfer to upload and process encrypted materials, such as password-protected
zip files or Case files (L01/N01) that require Password Bank functionality. If you cannot use Express Transfer for
such imports, zip your encrypted materials in a single unencrypted ZIP container. The 20 GB limit for the zip file size
applies. Import/Export will transfer and extract the top-level zip file, preparing your encrypted materials for Pro-
cessing. Then, Processing will utilize Password Bank to decrypt materials.

4.5 Supported file types
Import/Export supports the following file types. Refer to Import/Export load file specifications for more information
regarding load files. Also see General recommendations for structured data import and export jobs on page 45.

n ZIP and PST files—for transferring data to the server-side.

n Native files for processing—see the list of supported file types for processing within the Processing guide.

n Document Load File import—.dat, .csv and .txt load files.

n Image Load File import—Opticon-formatted page-level files. Formats supported: single page TIFF (Group IV)
files, single page JPG files, and single and multiple PDF files.

n Access DB load file import—.mdb or accdb. For more information, see Access DB (MDB) load file spe-
cifications.

Note: RelativityOne allows users to restrict given file types from being imported into their instances with the Restric-
tedFileTypes instance setting. Import/Export reads and applies this instance setting when importing materials into
RelativityOne, therefore, all file types listed as restricted file types will be skipped.

4.6 Data upload size limitation
When Express Transfer is activated for use with Import/Export, there is no data upload limit. See Express Transfer
overview and Activating Express Transfer for more information.

When Express Transfer is not activated for use with Import/Export, the application accepts single .zip or .pst
containers or a single structured import data set load file up to 20GB for a single import.

4.7 Concurrent and consecutive jobs
The concurrent or consecutive nature of a job depends on what stage the job is at, which data transfer mode you're
using: web only or Express Transfer, and what type of job you're running: Processing, Import, or Export. For more
information, see the Community article Import/Export Concurrent and Consecutive Jobs.

4.8 Import/Export overview
Import/Export provides an efficient and streamlined ability to import raw data files, document load files, image load
files, production files, RDO files, as well as to export folders and subfolders, production sets, saved searches, and
RDO files. It is the recommended method for importing and exporting data for RelativityOne.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Access_DB__MDB__Load_file_specifications.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Access_DB__MDB__Load_file_specifications.htm
https://community.relativity.com/s/article/Import-Export-Concurrent-and-Consecutive-Jobs
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You can use Import/Export with or without activating Express Transfer, however, we recommend activating Express
Transfer. For more information on Express Transfer, see Express Transfer overview on page 47 and review the
section below on considerations when to use and not use Express Transfer.

n For customers whose file shares haven’t been fully migrated to ADLS yet, Import/Export offers a solution where
the import process utilizes the primary file share to store the uploaded data. See the Community article
Import/Export uses ADLS if one is present on the tenant for details.

n After documents are imported using Import/Export, you can automate creating a dtSearch index or run a search
terms report with those documents using Automated Workflows

4.8.1 Getting started with Import/Export checklist
Ready to get up-to-speed with Import/Export? Learn more about the functionality, how to get it installed in your
instance of RelativityOne, and workflow specifics with the resources listed below.

Overview Sessions:

Take a deeper dive by watching our recorded Import/Export Foundations: Comprehensive Overview webinar, in
addition to other Import/Export self-paced webinars on the Relativity Learning site under Data Ingestion
& Management.

Before you can start working with Import/Export, you will have to set things up in your RelativityOne instance:

1. Reach out to your IT Department and ensure TCP port 443 is open to transfer data in RelativityOne with
Express Transfer.

2. Install Import/Export from the Relativity Application Library.

https://community.relativity.com/s/article/Import-Export-Import-Export-uses-ADLS-if-one-is-present-on-the-tenant
https://learning.relativity.com/importexport-foundations-comprehensive-overview
https://learning.relativity.com/page/data-ingestion-and-management
https://learning.relativity.com/page/data-ingestion-and-management
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3. Open Import/Export and install Express Transfer for larger data transfers and to streamline structured data
loads. Only complete this step if your organization intends to use Express Transfer with Import/Export.

4. Ensure that users have the proper permissions.

Note: As of February 2025, the new Feature Permissions redefines Relativity's security management by shift-
ing the focus from Object Types and Tab Visibility to feature-based permissions. This new method is simply
another option; any feature-specific permissions information already in this topic is still applicable. This new
interface enables administrators to manage permissions at the feature level, offering a more intuitive exper-
ience. By viewing granular permissions associated with each feature, administrators can ensure com-
prehensive control, ultimately reducing complexity and minimizing errors. For details see Instance-level
permissions andWorkspace-level permissions.

Now that Import/Export is set up, you are ready to perform these workflows and benchmark your speeds:

n Import data, both structured and unstructured

n Export folders, RDO data, productions and saved searches

n Import and export data using Express Transfer with Import/Export

n View the Job History

Have questions?

n Submit a ticket to Customer Supportfor workflow assistance.

n Visit our What’s New page, Relativity Documentation or our Community Site.

n Contact Relativity Customer Support.

4.8.2 Available import and export workflows
The following workflows can be performed using Import/Export.

n Import workflows:
o Unstructured Data—Unprocessed/unstructured files and transcript MDB data that require processing

l Raw (Unprocessed) data workflow with Processing

l Transcript data for Processing

n Structured (Processed) Data—Structured data includes natives, text, image, and PDF files, and load files
containing metadata.

n Document load file import

n Image load file import

n Production load file import

n Relativity Dynamic Object load file import

n Access DB load file import (MDB) (for Asia-Pacific region only)

n Export workflows:
o Folder export
o Production set export
o Saved Search export

https://community.relativity.com/s/contactsupport
https://help.relativity.com/RelativityOne/Content/What_s_New/What_s_new.htm
https://help.relativity.com/
https://community.relativity.com/s/
https://community.relativity.com/s/contactsupport
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Import_Workflows/Access_DB_load_file_import__MDB_.htm
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o RDO export
o Saved Search or Folder with Access DB export (MDB) (for Asia-Pacific region only)
o Production set with Access DB export (MDB) (for Asia-Pacific region only)

4.8.3 Import/Export transfer modes
There are two methods available to transfer data using Import/Export. Refer to the next section for considerations
when to use each one.

n Import/Export with Express Transfer
This refers to activating Express Transfer within Import/Export to transfer data into and out of RelativityOne.
This mode is the recommended method for data transfer. Express Transfer is a separately installed desktop
application that sits outside of the RelativityOne browser software and handles the data transfer process. See
Express Transfer overview and Installing Express Transfer for more information.

n Import/Export only
This refers to only using the Import/Export browser application within the RelativityOne software to import and
export data without Express Transfer activated. This mode is sometimes referred to as web mode or web only
mode. See Installing Import/Export. Even if the Express Transfer application is installed on the desktop, it must
not be activated when using web mode.

4.8.4 Considerations when to use and not use Express Transfer with Import/Export
We recommend using Import/Export with Express Transfer activated whenever possible for all importing and
exporting workflows, and particularly when:

n data file size is greater than 20GB, although Express Transfer can be used for any size data transfer.

n processing multiple import jobs. The jobs will be queued and executed when the previous job is complete.

n slow or unstable network connection. Express Transfers enables you to retry the upload.

Use Import/Export without activating Express Transfer when:

n your company policy prohibits installing desktop applications.

n your network configuration does not allow third party applications to send or receive data, such as proxy set-
tings.

n data file size is less than 20GB.

n data is in ZIP files.

Note: You need to use Express Transfer to upload and process encrypted materials, such as password-protected
zip files or Case files (L01/N01) that require Password Bank functionality. If you cannot use Express Transfer for
such imports, zip your encrypted materials in a single unencrypted ZIP container. The 20 GB limit for the zip file size
applies. Import/Export will transfer and extract the top-level zip file, preparing your encrypted materials for Pro-
cessing. Then, Processing will utilize Password Bank to decrypt materials.

4.8.5 Supported file types
Import/Export supports the following file types. Refer to Import/Export load file specifications for more information
regarding load files. Also see General recommendations for structured data import and export jobs on page 45.

n ZIP and PST files—for transferring data to the server-side.

n Native files for processing—see the list of supported file types for processing within the Processing guide.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Export_Workflows/Saved_Search_or_Folder_with_Access_DB_load_file_export__MDB_.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Export_Workflows/Production_with_Access_DB_load_file_export__MDB_.htm
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n Document Load File import—.dat, .csv and .txt load files.

n Image Load File import—Opticon-formatted page-level files. Formats supported: single page TIFF (Group IV)
files, single page JPG files, and single and multiple PDF files.

n Access DB load file import—.mdb or accdb. For more information, see Access DB (MDB) load file spe-
cifications.

Note: RelativityOne allows users to restrict given file types from being imported into their instances with the Restric-
tedFileTypes instance setting. Import/Export reads and applies this instance setting when importing materials into
RelativityOne, therefore, all file types listed as restricted file types will be skipped.

4.8.6 Data upload size limitation
When Express Transfer is activated for use with Import/Export, there is no data upload limit. See Express Transfer
overview and Activating Express Transfer for more information.

When Express Transfer is not activated for use with Import/Export, the application accepts single .zip or .pst
containers or a single structured import data set load file up to 20GB for a single import.

4.8.7 Concurrent and consecutive jobs
The concurrent or consecutive nature of a job depends on what stage the job is at, which data transfer mode you're
using: web only or Express Transfer, and what type of job you're running: Processing, Import, or Export. For more
information, see the Community article Import/Export Concurrent and Consecutive Jobs.

4.9 Installing Import/Export
The Import/Export application will not be installed automatically in all your workspaces so you must do so manually in
each one from the Relativity Application Library.

4.9.1 Requirements
Refer to the sections below for the necessary requirements for Import/Export.

4.9.1.1 Workspace requirements
When using Import/Export, you need the following RelativityOne applications installed in your workspace from the
Relativity Application Library:

Note: Import/Export requires the Relativity.Transfer.Service to be installed in your RelativityOne instance. This is a
global RelativityOne application that is installed and updated automatically.

n Import/Export; see installation steps below

n Export

n Import

n Processing; only required if you intend to process unstructured raw data for processing with Import/Export

n Relativity Lists (version 1.2.305 or newer)

Note: Import/Export requires Relativity Lists version 1.2.305 or newer to be installed and enabled in the work-
space for running import and export jobs. If the Relativity Lists application is not available, all Import/Export
workflows will be disabled.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Access_DB__MDB__Load_file_specifications.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Access_DB__MDB__Load_file_specifications.htm
https://community.relativity.com/s/article/Import-Export-Concurrent-and-Consecutive-Jobs
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4.9.1.2 Port Access
Import/Export requires TCP port 443 to be open to transfer data. For further assistance, please contact your
IT Department. Also refer to the Import Export Application - Required Ports article in Community for additional
information.

4.9.2 Installing Import/Export
To manually install Import/Export in the workspace:

1. Log into RelativityOne as an Admin user.

2. Navigate to the Application Library.

3. Type Import/Export in the Name field's filter and press Enter.

4. Click the Import/Export application name to go to the Application Information tab.

5. Click Select in the Workspaces Installed pane.

6. Find and select your workspace(s) and click the right arrow button to move it to the right-hand pane.

7. Click Apply.

If you want to use Import/Export with Express Transfer, which is recommended in most cases, you must activate
Express Transfer within the Import/Export application. Refer to Express Transfer overview on page 47 and Activating
Express Transfer on page 59 for more information.

4.10 Permissions

Note: As of February 2025, the new Feature Permissions redefines Relativity's security management by shifting the
focus from Object Types and Tab Visibility to feature-based permissions. This new method is simply another option;
any feature-specific permissions information already in this topic is still applicable. This new interface enables
administrators to manage permissions at the feature level, offering a more intuitive experience. By viewing granular
permissions associated with each feature, administrators can ensure comprehensive control, ultimately reducing
complexity and minimizing errors. For details see Instance-level permissions andWorkspace-level permissions.

Import/Export validates the user's permissions and checks if all required applications are installed in their workspace.
If the user does not have permission to run a given workflow or if any application needed for that workflow is not
installed, Import/Export grays out the workflow button and displays a warning message below it explaining why it's
inactive. This validation process works separately for each workflow. For example, if a user does not have permission
to run a Processing job, they may still be able to import load file data but will not be able to process it.

All permissions are set in Workspace security.

The following permissions are required for all import and export workflows:

Object security Tab visibility Other Set-
tings

n Document—Add, Edit, View

n Folder—Add, Edit

n Import/Export Extraction Job—Add, Edit

n Import/Export Job—Add, Edit

n Relativity Time Zone—View

n Documents

n Import/Export
Job

Additional permissions required forRaw (Unprocessed) Data import and Transcript MDB Data import workflows only:
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Object security Tab visibility Other Settings

n Entity—Add, Edit

n OCR Language—View

n Processing Data Source—Add, Edit, View

n Processing Error—Add, Edit

n Processing Set—Add, Edit, View

n Quick Create Set—Add, Edit

Mass operations

n Allow Import

n Allow Staging
Import

Additional permissions required for Structured Data import workflows only:

Object security Tab visibility Other Settings

n Production—View

n Relativity Import Data Source—Add, Edit,
View

n Relativity Import Job—Add, Edit, View

Admin operations

n Allow Import

n Allow Staging
Import

Note: Import/Export now allows importing data directly from the Staging locations, such as StructuredData (load
file) and ProcessingSource (raw data). The Allow Staging Import permission is required to activate these import
options in the application UI.

Additional permissions required for Export workflows only:

Object security Tab visibility Other Settings

n Import/Export Job—Add, Edit

n Production—View

n Relativity Export Service Job—Add,
Edit, View

Admin operations

n Allow
Export

4.11 Import/Export load file specifications
A load file is used to transfer data and its associated metadata into a database. During import, the application reads
the load file to determine what metadata should be written into each field and to copy it to the workspace. If your
organization uses a processing vendor, you’ll need to upload case data with a load file. You'll also use load files when
you receive a subset of data from another party, such as a production from opposing counsel.

Below are the load file specifications for Import/Export.

4.11.1 Supported file types
Import/Export supports the following file types.

n ZIP and PST files—for transferring data to the server-side.

n Native files for processing—see the list of supported file types for processing within the Processing guide.
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n Document Load File import—.dat, .csv and .txt load files.

n Image Load File import—Opticon-formatted page-level files. Formats supported: single page TIFF (Group IV)
files, single page JPG files, and single and multiple PDF files.

n Access DB load file import—.mdb or accdb. For more information, see Access DB (MDB) load file spe-
cifications.

Note: RelativityOne allows users to restrict given file types from being imported into their instances with the Restric-
tedFileTypes instance setting. Import/Export reads and applies this instance setting when importing materials into
RelativityOne, therefore, all file types listed as restricted file types will be skipped.

Import/Export web only accepted file types:

For Unstructured Processing Jobs

n PST—Individual Entity and Custodian files

n ZIP containers:
o All loose files must be in a ZIP container
o Entity and Custodian identifier at the folder level

For Load Files and Structured Data Sets

n Load file—Keep the Load File (.dat, .opt, etc.) separate from zipped documents

n Files—Native or Image/Production files must be in a ZIP container

4.11.2 Metadata, extracted text, and native files
Import/Export uses a flat, document-level load file to load metadata, document level extracted text, and natives files.
Each line should represent one document.

4.11.2.1 Encoding
You must choose the proper encoding of a file when a load file is first selected. Import/Export supports the following
encodings:

n Arabic (ASMO 708)

n Arabic (ISO)

n Arabic (Windows)

n Baltic (ISO)

n Baltic (Windows)

n Central European (ISO)

n Central European (Windows)

n Chinese Simplified (GB18030)

n Chinese Simplified (GB2312)

n Chinese Traditional (Big5)

n Cyrillic (DOS)

n Cyrillic (ISO)

n Cyrillic (KOI8-R)

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Access_DB__MDB__Load_file_specifications.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Access_DB__MDB__Load_file_specifications.htm
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n Cyrillic (KOI8-U)

n Cyrillic (Mac)

n Cyrillic (Windows)

n Estonian (ISO)

n Greek (ISO)

n Greek (Windows)

n Hebrew (ISO-Logical)

n Hebrew (ISO-Visual)

n Hebrew (Windows)

n Japanese (EUC)

n Japanese (JIS 0208-1990 and 0212-1990)

n Japanese (JIS)

n Japanese (JIS-Allow 1 byte Kana - SO/SI)

n Japanese (JIS-Allow 1 byte Kana)

n Japanese (Shift-JIS)

n Korean

n Korean (EUC)

n Latin 3 (ISO)

n Latin 9 (ISO)

n Thai (Windows)

n Turkish (ISO)

n Turkish (Windows)

n Ukrainian (Mac)

n Unicode (UTF-16)

n Unicode (Big-Endian)

n Unicode (UTF-8)

n US-ASCII

n Vietnamese (Windows)

n Western European (ISO)

n Western European (Mac)

n Western European (Windows)

4.11.2.2 Header row
Import/Export does not require load file header rows. However, they are strongly recommended to ensure accuracy.

The field names in your header do not need to match the field names in your workspace.
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4.11.2.3 Fields
RelativityOne doesn’t require any specific load file field order. You can create any number of workspace fields to store
metadata or coding.

During the load process, you can match your load file fields to the fields in your workspace. The identifier field is
required for each load. When loading new records, this is your workspace identifier.

When performing an overlay, you can use the workspace identifier or select another field as the identifier. This is
useful when overlaying production data. For example, you could use the Bates number field rather than the document
identifier in the workspace.

All fields except Identifier are optional; however, you may find some of the following system fields beneficial.

1. Identifier—the unique identifier of the record.

2. Group Identifier—the identifier of a document’s family group.
n The group identifier repeats for all records in the group.

n Usually, this is the document identifier of the group’s parent document. For example:
o If an email with the document identifier of AS00001 has several attachments, the email and its
attachments have a group identifier of AS00001.

n If a group identifier for a record is not set, the document identifier populates the group identifier field in the
case. This effectively creates a “group” of one document.

3. MD5 Hash—the duplicate hash value of the record.
n You can enter any type of hash value, and rename the field in your case.

n If documents share the same hash value, the software identifies the documents as a duplicate group.

n If a hash field for a record is not set, the document identifier populates the hash field in the case. This
effectively creates a “group” of one document.

4. Extracted Text—the text of the document. Either the OCR or Full Text. The extracted text appears in the
viewer and is added to search indexes. This field can contain either:

n The actual OCR or Full Text.

n The path to a document level text file containing the OCR or Full Text. Both relative and absolute (full)
paths are supported; however, to import load file data that contains absolute paths, Express Transfer
must be activated. Relative paths can start with Blank or .\, as in:MainFolder\SubFolder\File.extension or
.\MainFolder\SubFolder\File.extension. Absolute paths can start with a backslash (\), as in: \MainFolder-
\SubFolder\File.extension.

5. Native File Path—the path to any native files you would like to load. Both relative and absolute (full) paths are
supported; however, to import load file data that contains absolute paths, Express Transfer must be activated.
Relative paths can start with Blank or .\, as in:MainFolder\SubFolder\File.extension or .\MainFolder-
\SubFolder\File.extension. Absolute paths can start with a backslash (\), as in: \MainFolder-
\SubFolder\File.extension.

n To avoid import errors, run a load file precheck via the Precheck Load File button to validate whether the
native file paths are correct and that linked native files exist and are accessible.

n Currently, the application does not check if duplicate native file paths are in the load file. Therefore, you
may want to manually review your load file data to ensure there are no duplicated file paths before start-
ing an import job. Duplicated native file paths do not cause import errors, but they may lead to billing con-
sequences.
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6. Folder Info—builds the folder browser structure for the documents.
n This field is backslash “\” delimited.

n If not set, the documents load to the root of the case.

n Each entry between backslashes is a folder in the system's folder browser.

n Each backslash indicates a new subfolder in the browser. For example, if the load file contained the fol-
lowing entry in the folder information field, “Slinger, Ryan\Email\deleted_items”, then the software would
build the following folder structure:

Each document with the above entry would be stored in the “deleted_items” folder.

7. Relativity Native Time Zone Offset—RelativityOne's native viewer technology displays all email header
dates and times in GMT. This numeric field offsets how email header dates and times appear in the viewer.

n If the value in this field is blank, or 0, for a document, then the email header date and time appears in
GMT.

n You can enter a whole number in this field (positive or negative) to offset the time from GMT to the local
time zone of the document. For example, if the document was collected from US CDT time, enter “-5” in
the field, because the CDT offset from GMT is -5.

n This ONLY applies when viewing email header dates and times in the RelativityOne Native File Viewer.
Your metadata fields are displayed as imported.

4.11.2.4 Accepted date formats
RelativityOne accepts date and time as one field. For example, Date Sent and Time Sent should be one field. If date
sent and time sent ship separately, you must create a new field for time. You can format date fields to accept the date
without the time, but not the time without the date. Dates cannot have a zero value. Format dates in a standard date
format such as “6/30/2023 1:23 PM” or “6/30/2023 13:23”.

Note: To import or export data with a date/time format that differs from the US format, be sure to select the correct
Regional Settings option when creating a new Import/Export job.

The table below lists the date formats recognized by Import/Export and Import Service (IAPI). It contains both valid
and invalid date formats:

Entry in Load File Object Type Definition

Monday January 4
2023

1/4/2318 0:00

05/28/2023 7:11 AM 05/28/2023
7:11 AM

5.08:40 PM 6/30/2023
17:08

The current date will be entered if the date is missing. For this example,
assume the import was done on 6/30/2023.

17:08:33 6/30/2023
17:08

The current date will be entered if the date is missing. For this example,
assume the import was done on 6/30/2023.

17:08 6/30/2023
17:08

The current date will be entered if the date is missing. For this example,
assume the import was done on 6/30/2023.

5:08 PM 6/30/2023 The current date will be entered if the date is missing. For this example,
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Entry in Load File Object Type Definition

17:08 assume the import was done on 6/30/2023.

14-Apr 4/14/2023
0:00

The current year will be entered if the year is missing.

9-Apr 4/9/2023 0:00 The current year will be entered if the year is missing.

14-Mar 3/14/2023
0:00

The current year will be entered if the year is missing.

1-Mar 3/1/2023 0:00 The current year will be entered if the year is missing.

22-Feb 2/22/2023
0:00

The current year will be entered if the year is missing.

20230420 4/20/2023
0:00

20230420 2:22:00
AM

4/20/2023
0:00

4/9/2023 16:13 4/9/2023
16:13

4/9/2023 8:49 4/9/2023 8:49

9-Apr-23 4/9/2023 0:00

Apr. 9, 23 4/9/2023 0:00

4.9.2023 4/9/2023 0:00

4.9.23 4/9/2023 0:00

4/9/2023 4/9/2023 0:00

4;9;2023 4/9/2023 0:00

Wednesday, 09 April
2023

4/9/2023 0:00

12-31-2023 12/31/2023
12:00 AM

2023-11-
28T17:45:39.744-
08:00

11/28/2023
0:00

4/9/23 13:30 PM Results in an error

2023-044-09 Results in an error

4/9/2023 10:22:00
a.m.

Results in an error

00/00/0000 Results in an error unless the CreateErrorForInvalidDate value is set to false.

4.11.2.5 Delimiters
During import, you can designate which delimiters are used in your load file. You can select each delimiter from the
ASCII characters, 001 – 255.

The delimiter characters have the following functions:



Data Transfer Guide 39

n Column—separates load file columns.

n Quote—marks the beginning and end of each load file field (also known as a text qualifier).

n Newline—marks the end of a line in any extracted or long text field.

n Multi-value—separates distinct values in a column. This delimiter is only used when importing into a Relativ-
ityOne multi-choice field.

n Nested-values—denotes the hierarchy of a choice. This delimiter is only used when importing into a Relativ-
ityOne multi-choice field.
For example, say a load file contained the following entry, and was being imported into a multi-choice field:
“Hot\Really Hot\Super Hot; Look at Later”
With the multi-value delimiter set as “;” and the nested value delimiter set as “\"”, the choices would appear in
RelativityOne as:

All checkboxes are automatically selected under each nested value. The full path to each multi-choice element is
required. For example:

DocID New Privilege

NZ997.001.00000048
04. Redact;01. Yes\b.
Solicitor/Client;

appears as:

To select "01. Yes/a. Litigation," add it to the record after ";".

4.11.2.6 Default delimiters
If you generate your own load files, you may choose to use the system defaults:

n Column—Unicode 020 (ASCII 020 in the application)

n Quote—Unicode 254 (ASCII 254 in the application)

n Newline—Unicode 174 (ASCII 174 in the application)

n Multi-Value—Unicode 059 (ASCII 059 in the application)

n Nested Values—Unicode 092 (ASCII 092 in the application)
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4.11.2.7 ZIP archive with extracted text and natives
To import any text or native file when not using Express Transfer, you need to zip the files and upload the zip file in the
Choose Load File And Location dialog in Import/Export.

The zip file structure can be either flat or hierarchical with multiple levels of sub-folders. You must ensure that file
paths in the related load file match the zip file's structure.

See below for a sample of a hierarchical zip file structure and a matching load file:

^Control Number^|^Extracted Text^|^Native File^

^DOCUMENT_
12345^|^MainFolder\SubFolderTextA\SubFolderTextB\TextFile12345.txt^|^MainFolder\SubFolderNatives\NativeFile
12345.xls^

4.11.3 Image and extracted text files
For image imports, Import/Export requires Opticon load files with ANSI/Western European encoding. This .opt text file
references the Control ID on a page level. The first page should match up to any data you intend to load. You can use
this same process for importing page-level extracted text.

Import/Export does not support Unicode .opt files for image imports. When you have a Unicode .opt file, you must
save it in ANSI/Western European encoding.

You must convert images in unsupported formats using a third-party conversion tool before Import/Export can
successfully upload them.

4.11.3.1 Supported image file formats
Import/Export accepts only the following file types for image loads:

n Single page, Group IV TIF (1 bit, B&W)

n Single page JPG

n Single page PDF

n Multi page PDF

n Multi page TIF can be imported into the system, but you must load them as native files

n Only one PDF per document is supported

4.11.3.2 Load file format
The Opticon load file is a page-level load file in which each line represents one image.

A sample of Opticon load file is the following: 

REL00001,REL01,D:\IMAGES\001\REL00001.TIF,Y,,,3
REL00002,REL01,D:\IMAGES\001\REL00002.TIF,,,,
REL00003,REL01,D:\IMAGES\001\REL00003.TIF,,,,
REL00004,REL01,D:\IMAGES\001\REL00004.TIF,Y,,,2
REL00005,REL01,D:\IMAGES\001\REL00005.TIF,,,,

The fields are, from left to right:
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n Field One (REL00001)—page identifier.

n Field Two (REL01)—volume identifier; not required and not used in Import/Export.

n Field Three (D:\IMAGES\001\REL00001.TIF)—path to the image to be loaded.

n Field Four (Y)—document marker: “Y” indicates the start of a unique document.

n Field Five (blank)—used to indicate a folder; not required and not used in Import/Export.

n Field Six (blank)—used to indicate a box; not required and not used in Import/Export.

n Field Seven (3)—used to store page count; not required and not used in Import/Export.

4.11.3.3 ZIP archive with images
To import images when not using Express Transfer, you need to zip the image files and upload the zip file in the
Choose Load File And Location dialog in Import/Export.

The zip file structure can be either flat or hierarchical with multiple levels of sub-folders. You must ensure that image
file paths in the related load file match the zip file's structure.

4.11.3.4 Importing extracted text during an image load
You can also import extracted text during the image import process by setting an option in Import/Export. For more
information about importing extracted text during an image load, see Importing an image file via Import/Export.

No changes are needed in the Opticon load file. If the aforementioned setting is active, Import/Export looks for page
level .txt files that are named identically to their corresponding TIF files. For example:

4.11.4 Processed data
Some data originates from client files and needs processing to extract the metadata. The following table shows the
delimiters that your internal processing software must use to present data as fields.

Value Character ASCII Number

Column ¶ 020

Quote þ 254

Newline ® 174

Multi-Value ; 059

Nested Value \ 092
You can provide this list to your vendor to help communicate the required delivery format for load files. The fielded
data should be delivered as delimited files with column or field names located in the first line.
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4.11.5 Transcript file types supported
Import/Export only supports these transcript file types: .ptf, .xmptf, .rtf, .txt, .trn, and .lef. See Uploading transcripts in
the User Guide for more information on transcripts.

4.11.6 Access DB (MDB) load file specifications

Note: The import and export workflows with Access DB (MDB) are designed for and are currently available for the
Asia-Pacific region. For information on the possibility of enabling this flow in your instance, please contact your
Account Representative.

In certain markets, the Import/Export supports data transfer of structured data defined in Access DB load files. The
structure of the Access DB contains the following four tables.

Table Name Table Description

Export Main document information.

Parties People and organization information for each document.

Pages Listing of electronic image filenames for each document.

Export_Extras Additional data fields for each document.

n Import workflow: Import/Export supports import from Access DB load file with .mdb or .accdb extension.

n Export workflow: Import/Export generates a single Access DB load file with .mdb extension.

4.11.6.1 Export table
This table holds the primary information about a document.

Field Data Type Explanation—Document Types and Coding
Method and Possible Values If Mandatory

Document_ID Text, 255 Uniquely identifies the document and is the link to the
other four tables.

Yes

Host_Reference Text, 255 If the document is an Attachment, this field contains
the Document ID of its host document.

No, can be left blank

Document_Date Text, 11 Dates in the format "DD-MMM-YYYY", where:

n "DD" equals the day date;

Yes, if information is
available
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Field Data Type Explanation—Document Types and Coding
Method and Possible Values If Mandatory

n "MMM" equals the month;

n "YYYY" equals the year.

For example, 26 March 2017 would be represented
as "26-Mar-2017".

Estimated Text, 3 The estimated date for a document (for example:
YES, NO, Y, N).

No

Document_Type Text, 255 The document type (for example: letter, minutes,
maintenance reports, etc.).

No

Title Text, 255 The title for a document. No

level_1 Text, 20 The Party level of the Document ID. Yes

level_2 Text, 20 The Box level of the Document ID. No

level_3 Text, 20 The Folder level of the document ID. No

Description Long Text The description for a document. No

4.11.6.2 Parties Table
This table holds the names of people associated with a particular document and their relationship to the document. It
may also hold organization information for these people.

There is a one-to-many relationship between the Export table containing the primary document information and the
Parties table, because multiple people could be associated with a single document.

Field Data Type Explanation If Mandatory

Document_ID Text, 255 Identifies the document (related to the Export table
via the Document_ID field).

Yes

Correspondence_Type Text, 100 Correspondence Type (for example: To, From, CC,
BCC).

Yes

Persons Text, 255 Hard copy—information from the face of the
document in the format "Last Name, First Name" or
"Last Name, Initial".

Emails and other electronic files—information
should be in the format as extracted from the
document metadata.

No

Organisations Text, 255 The organization information from the face of the
document or extracted from the document
metadata.

No

Note: Persons and Organisations fields are treated as a single value on import with the correspondence type as
<Corresondence_Type>_Persons_and_Organisations. This way it can be imported into a single workspace field on
the import. That allows you to select it on export as a single value as well.
Example value: Last Name, First Name [Organisation].
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4.11.6.3 Pages table
There will be an entry in the Pages table for every TIFF page, text, or PDF document that relates to a single document
in the Export table.

There is a one-to-many relationship between the Export table and the Pages table. Where Native Electronic
Documents only are exchanged, no TIFF, text, PDF files or placeholder pages, there will only be one entry in the
Pages table corresponding to each Native Electronic Document.

Field Data Type Explanation If Mandatory

Document_ID Text, 255 Identifies the document (related to the Export table
via the Document_ID field).

Yes

Image_File_Name Text, 128 Filename, including extension of each indexed doc-
ument.

Yes

page_label Text, 32 Label for each document (for example: Native, Text,
PDF, or Document ID).

Yes

page_num Number,
Double

An integer indicating the order in which the files
related to the Document ID should be sequenced
when viewing the full document.

Yes

num_pages Number, Long
Integer

The number of pages in the file. For rendered PDF
files, this will be the number of pages in the PDF. For
native electronic files (including native PDF files),
this will be set to "1".

No

4.11.6.4 Export_Extras table
This table holds any additional metadata the parties wish to exchange that is not held in the other three tables.

Field Data Type Explanation If Mandatory

Document_ID Text, 255 Identifies the document (related to the Export table
via the Document_ID field).

Yes

theCategory Text, 50 Identifies the data type (supported types currently
are: TEXT, NUMB, BOOL, DATE, PICK, MEMI).

Yes

theLabel Text, 255 The name of the field. Yes

theValue Text, 255 If not Memo, Custom Field Data. No if MEMO category

memoValue Long Text or
Text fixed-
length setup
as length >
255

If Memo, Custom Field Data. No if not MEMO cat-
egory

4.11.6.5 Example of values in Export_Extras table
This table presents exemplary values in Export_Extras table.

theLabel theCategory theValue or memoValue Explanation

File Name TEXT Monthly Reports.docx For all electronic files, the ori-
ginal filename (including exten-
sion).
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theLabel theCategory theValue or memoValue Explanation

MD5 TEXT 08a008a01d498c404b0c30852b39d3b8 The MD5 (a message-digest
algorithm) hash value of the file.

Sent Date/Time DATE 26/05/1999 8:33 PM The date and time the email
was sent.

4.11.6.6 Export recommendations
If you need to export a date with the time zone and have the date formatted "Day name, DDMonth YYYY hh:mm:ss
TZ", for example, "Thursday, 28 June 2012 6:29:00 PM (UTC+10:00) Canberra, Melbourne, Sydney", include the
Time Zone Field in the Export_Extras at the time of export.

If you need to add the num_pages to the Pages table for PDF documents, include the Relativity PDF Page Count field
to the Export_Extras at the time of export.

As the Import/Export generates a single Access DB load file, consider splitting the large volumes of export data into
smaller jobs, and select the option to extract long text field, for example Extracted Text, to a separate file. The MDB file
limit is 2GB for the load file, excluding: external file exported as native, images, PDF, extracted text.

4.12 General recommendations for structured data import and export
jobs
The following are recommendations for importing and exporting load files.

4.12.1 Load file import recommendations
n The Pre-check Load File feature enables validation of load file data before executing the import job. We strongly

recommend using this feature to ensure that the import job doesn’t encounter metadata errors.

n When using Import/Export in web only mode, ensure that the full path listed in the load file is captured in the ZIP
file.

n Try to limit the number of fields in a single import job to 100 to minimize risk of job failure due to SQL exception
related issues.

n When importing new choice fields, you may experience the unexpected behaviors, such as errors occurring
when importing choice fields or slow import jobs for choice fields. To help prevent these issues, try to limit the
number of choice values in a single import job to 100. This number indicates the maximum of new values in all
choice type fields across the entire set of records.

n Extracted Text import:
o There is no limitation or performance impact related to size of extracted text when the import is per-
formed to Data Grid.

o Performance and stability are affected for extracted texts import to SQL. If there is no other option and
you must use SQL, please import extracted text separately from other data fields.

o Depending on the job configuration, the extracted text import to Data Grid is 60-80% faster than similar
import to SQL.

o Performance improves when extracted text files use UTF-16 encoding.



Data Transfer Guide 46

4.12.2 Load file export recommendations
n For some combinations of job configuration and data, Windows system on your local machine may not be able

to open ZIP archives due to too long file paths. You may receive an error message: “The compressed (zipped)
folder is invalid.” In such case, you can do the following:

o Use Express Transfer to export the dataset to your local disk without creating an archive.
o Use other tools to extract the archive or move the archive file to a different location on your local
machine.

o Group files by “File Type” and not “Workspace Structure”. This may shorten the folder structure inside the
archive file.

n Depending on the exported data structure, a Workspace folder structure can degrade performance significantly,
up to 30 times slower in edge cases. We recommend using the File Type folder structure.

n Exporting numerous fields with complex data structures may affect performance or cause job errors. We recom-
mend exporting only necessary fields.

n Increasing the Max Files above 10,000 per folder may lead to significant export performance degradation. We
recommend using the default setting of the Max Files per folder=2,000.

n The default Max (Volume) Size is set to 6,000 MB. You can adjust this setting to any value that works best for
you. Setting it higher than the default value does not impact the export performance.

n Exporting images as PDFs or multi-page TIFFs is slower than exporting them as single page images.

n Exporting to a ZIP archive using Import/Export in web only mode is significantly slower than exporting data with
Express Transfer or exporting data to the Staging only.

n Exporting text files in Unicode (UTF-16) encoding is faster than in other encodings.

4.13 Express Transfer overview
Express Transfer is an integral part of Import/Export workflows when activated for use with Import/Export. Using
Import/Export with Express Transfer active is the recommended method of transferring data in Relativity. It can be
used to transfer any data size, but it's designed especially for transferring large structured and unstructured data files
greater than 20GB.

Using Import/Export with Express Transfer active helps reduce the time and effort it takes to transfer data in Relativity.
For additional information on performance considerations when transferring data using desktop applications, see Data
transfer performance considerations on page 61.

Express Transfer is a separately installed desktop application that operates outside of RelativityOne. Although you are
accessing and using Import/Export within RelativityOne to process transfer jobs, it is the activated Express Transfer
application that is handling the actual data transfer (upload and download) process in the background to and from
RelativityOne and the staging area or local disk. It uploads (imports) a single job at a time and downloads (exports) up
to five concurrent jobs at a time on a single client machine. You can have multiple users running jobs on multiple
machines without conflict.

Monitoring import and export job transfers is done through the Express Transfer application as well as from the
Import/Export Jobs page.

To ensure that you always have the most recent version and features of Express Transfer, the default update setting is
configured to automatically prompt you when a new version is available. We recommend keeping this setting enabled.
See Installing and updating Express Transfer desktop application on page 48 for more information. You can manually
check for updates anytime by right-clicking the Express Transfer icon in your system tray. See Express Transfer
system tray menu on page 63 for more information.
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4.13.1 Prerequisites
To use Import/Export with Express Transfer, complete the following in this order:

1. Install Import/Export application from the Application Library in the workspace. Refer to Installing Import/Export
for more information.

2. Install Express Transfer desktop application on your computer. Refer to Installing Express Transfer for more
information.

3. Activate Express Transfer within Import/Export. Refer to Activating Express Transfer for more information.

4.13.2 Considerations when to use and not use Express Transfer with Import/Export
We recommend using Import/Export with Express Transfer activated whenever possible for all importing and
exporting workflows, and particularly when:

n data file size is greater than 20GB, although Express Transfer can be used for any size data transfer.

n processing multiple import jobs. The jobs will be queued and executed when the previous job is complete.

n slow or unstable network connection. Express Transfers enables you to retry the upload.

Use Import/Export without activating Express Transfer when:

n your company policy prohibits installing desktop applications.

n your network configuration does not allow third party applications to send or receive data, such as proxy set-
tings.

n data file size is less than 20GB.

n data is in ZIP files.

Note: You need to use Express Transfer to upload and process encrypted materials, such as password-protected
zip files or Case files (L01/N01) that require Password Bank functionality. If you cannot use Express Transfer for
such imports, zip your encrypted materials in a single unencrypted ZIP container. The 20 GB limit for the zip file size
applies. Import/Export will transfer and extract the top-level zip file, preparing your encrypted materials for Pro-
cessing. Then, Processing will utilize Password Bank to decrypt materials.

4.13.3 Express Transfer overview
Express Transfer is an integral part of Import/Export workflows when activated for use with Import/Export. Using
Import/Export with Express Transfer active is the recommended method of transferring data in Relativity. It can be
used to transfer any data size, but it's designed especially for transferring large structured and unstructured data files
greater than 20GB.

Using Import/Export with Express Transfer active helps reduce the time and effort it takes to transfer data in Relativity.
For additional information on performance considerations when transferring data using desktop applications, see Data
transfer performance considerations on page 61.

Express Transfer is a separately installed desktop application that operates outside of RelativityOne. Although you are
accessing and using Import/Export within RelativityOne to process transfer jobs, it is the activated Express Transfer
application that is handling the actual data transfer (upload and download) process in the background to and from
RelativityOne and the staging area or local disk. It uploads (imports) a single job at a time and downloads (exports) up
to five concurrent jobs at a time on a single client machine. You can have multiple users running jobs on multiple
machines without conflict.
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Monitoring import and export job transfers is done through the Express Transfer application as well as from the
Import/Export Jobs page.

To ensure that you always have the most recent version and features of Express Transfer, the default update setting is
configured to automatically prompt you when a new version is available. We recommend keeping this setting enabled.
See Installing and updating Express Transfer desktop application below for more information. You can manually
check for updates anytime by right-clicking the Express Transfer icon in your system tray. See Express Transfer
system tray menu on page 63 for more information.

4.13.3.1 Prerequisites
To use Import/Export with Express Transfer, complete the following in this order:

1. Install Import/Export application from the Application Library in the workspace. Refer to Installing Import/Export
for more information.

2. Install Express Transfer desktop application on your computer. Refer to Installing Express Transfer for more
information.

3. Activate Express Transfer within Import/Export. Refer to Activating Express Transfer for more information.

4.13.3.2 Considerations when to use and not use Express Transfer with Import/Export
We recommend using Import/Export with Express Transfer activated whenever possible for all importing and
exporting workflows, and particularly when:

n data file size is greater than 20GB, although Express Transfer can be used for any size data transfer.

n processing multiple import jobs. The jobs will be queued and executed when the previous job is complete.

n slow or unstable network connection. Express Transfers enables you to retry the upload.

Use Import/Export without activating Express Transfer when:

n your company policy prohibits installing desktop applications.

n your network configuration does not allow third party applications to send or receive data, such as proxy set-
tings.

n data file size is less than 20GB.

n data is in ZIP files.

Note: You need to use Express Transfer to upload and process encrypted materials, such as password-protected
zip files or Case files (L01/N01) that require Password Bank functionality. If you cannot use Express Transfer for
such imports, zip your encrypted materials in a single unencrypted ZIP container. The 20 GB limit for the zip file size
applies. Import/Export will transfer and extract the top-level zip file, preparing your encrypted materials for Pro-
cessing. Then, Processing will utilize Password Bank to decrypt materials.

4.13.4 Installing and updating Express Transfer desktop application
The Express Transfer application must be installed on your computer in order to use it with Import/Export workflows.
The instructions below can be used for both Microsoft Windows and Apple macOS installations. You can configure
preferences to automatically check for new software versions or you can check for themmanually. We recommend
keeping the default setting to enable the system to automatically check for new software versions to ensure you're
using the latest software features available.

For additional information on performance considerations when transferring data using desktop applications, see Data
transfer performance considerations.

4.13.4.1 Requirements
Refer to the sections below for the necessary requirements for Express Transfer.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Express_Transfer/Activate_and_Deactivate_Express_Transfer.htm#Datatransferperformanceconsiderations
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Express_Transfer/Activate_and_Deactivate_Express_Transfer.htm#Datatransferperformanceconsiderations
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System requirements
To use Express Transfer, your computer must meet the following minimum system requirements:

System Configuration Requirement

Operating system MSWindows 10, MSWindows 11, or Apple macOS

Windows Server operating system Windows Server 2019 or Windows Server 2022

Systemmemory 4 GB RAM, recommended 8 GB RAM

Port access
Express Transfer requires TCP port 443 to be open in order for it to operate. For more specific information about port
considerations relating to Express Transfer, please see our Data Transfer Tools: Required Port Considerations for
RelativityOne (Import/Export, Express Transfer, ROSE and Migrate) article in the Relativity Community.

4.13.4.2 Prerequisites
To use Express Transfer, complete the following in this order:

1. Install Import/Export application from the Application Library in the workspace. Refer to Installing Import/Export
for more information.

2. Install Express Transfer desktop application on your computer. Refer to Installing Express Transfer for more
information.

3. Activate Express Transfer within Import/Export. Refer to Activating Express Transfer for more information.

4.13.4.3 Installing Express Transfer
To install the Express Transfer application on your computer for use with Import/Export:

1. Navigate to the Import/Export Job page.

2. Click the New Import/Export Job button.

https://community.relativity.com/s/article/Import-Export-Application-Required-Ports
https://community.relativity.com/s/article/Import-Export-Application-Required-Ports
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3. Depending on the operating system used, click theWindows orMacOS button to download the installer file.

4. For macOS systems, you need to have administrative privileges to use and install the software, as well as to
receive automatic software updates. On the Installer dialog, enter your user name and password, then click
Install Software.

5. Navigate to the folder on your computer where the installer file was downloaded. Depending on the operation
system, double-click one of the following files to begin the installation process:

n For Windows OS: Express Transfer Setup.exe
n For macOS: Express Transfer Setup.pkg

6. Click one of the options on the Select Setup Install Mode dialog:
n Install for me only (recommended)—enables Express Transfer to be used by your account only.

n Install for all users—enables Express Transfer to be used by anyone who logs on to this computer. You
will need Admin credentials to select this option.

7. Click Next.

8. Use the default destination folder already displayed or click Browse to select a different location for the Express
Transfer application.

9. Click Next.
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10. (Optional) On the Select Additional Tasks dialog, do any of the following:
n Autostart Express Transfer on system startup—select this check box to automatically launch the

Express Transfer application each time your computer starts. Leave it blank if you want to manually
launch Express Transfer when you want to use it.

n Create a desktop shortcut—select this checkbox to create a shortcut icon on your desktop for Express
Transfer. Otherwise, leave it blank.

11. Click Next.

12. Click Install on the Ready to Install dialog to begin the installation process.

13. When the installation is complete, click Finishto close the installation wizard. Express Transfer is now installed.
To use Express Transfer for import and export workflows, you must activate it within Import/Export. See Activ-
ating Express Transfer for more information.

If you selected the Run Express Transfer checkbox on the finish setup dialog of the wizard, the Express Transfer

application will open and its icon will be available in the system tray. Right-click on the icon to display an
application menu with these options:

n Connectivity check—choose this option to check if Express Transfer is successfully accessing the Internet
and the Import/Export application. See Express Transfer Connectivity check for more information.

n Show logs—choose this option if instructed to do so by Relativity Support to investigate or troubleshoot an
issue with Express Transfer transaction logs and text files. File explorer will open the logs folder on your local
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drive. For example, C:\Users\<username>\AppData\Local\Express Transfer\logs. With Express Transfer open,
you can also press F8 to display the logs folder.

n Check for Updates—choose this option if you want to manually check to see if your version is up-to-date or if a
new version of Express Transfer is available. See Manually checking for software updates on page 57 for more
information.

n Preferences—choose this option to modify the application settings. You can also view the software version
number from this dialog.

n Quit—choose this option to completely exit the Express Transfer application. The Express Transfer icon will no
longer be displayed in the system tray. To reopen Express Transfer, double-click on its desktop shortcut, if you
saved one for it, or select it from your computer's list of programs.

4.13.4.4 Silent installation of Express Transfer
In some organizations, the IT department or System Administrator may be the one to install the Express Transfer
desktop application installer file behind the scenes over a network instead of having each end user do it themselves on
their individual desktop. This method is often referred to as a silent, or unattended, installation because it requires no
end user interaction with the installation wizard. The Express Transfer end user is not aware that the installation
process is occurring. Typically, this type of installation is used in large enterprise organizations to help control the
software installation process to ensure that it’s done consistently so that all users have the same installation
configuration.

When installing Express Transfer from command line tools, we support silent and verysilentmode:

n /silent—this option displays the installation wizard as it goes through the installation process. All the default
options are automatically selected.

n /verysilent—this option does not display the installation wizard as it goes through the installation process. All
default options are selected automatically.

Prerequisites

n Administrator rights to run the command prompt.

n Knowledge of how to use command line interface (CLI) tools.

n Obtain the downloaded Express Transfer installer file for Windows OS, which is Express Transfer Setup.exe.
See Installing Express Transfer for more information on how to download the file using the Import/Export applic-
ation.

4.13.4.5 Locating the Express Transfer version number
The Express Transfer version number is displayed at the bottom of the In Progress and History tabs within the
application.
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You can also find it in the bottom left corner of the Preferences dialog by right-clicking on the Express Transfer
icon in the system tray and selecting Preferences.
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The Express Transfer software version number is contained in the first few numbers after the "v", for example
"v2.49.0." The numbers after the hyphen are session identifiers that change each time you launch Express Transfer
after quitting the application. These numbers may be used by Customer Support if you encounter a problem with the
software. You can disregard them otherwise.

4.13.4.6 Automatically checking for software updates
You can configure whether or not you want the system to automatically check for new software versions of Express
Transfer each time it opens and notify you with a message box. By default, this feature is enabled in Express Transfer
Preferences. We recommend that you keep it enabled to ensure your system is running the latest software version
containing the most recent software features available. If you choose to change this default setting, you will need to
use the Check for Updates option in the Express Transfer system tray. See Manually checking for software updates
on page 57 for more information.

To automatically check for software updates:

1. Right-click on the Express Transfer icon in your system tray.



Data Transfer Guide 56

2. Click Preferences.

3. By default, the Check for Updates is toggled on. If you do not want the system to automatically check for
updates and notify you, toggle it off.

Note:We do not recommend turning this option off. If it is off, your Express Transfer version may not contain
the latest features. If it is off, you will need to regularly use the Check for Updates option in the Express
Transfer system tray to determine if your software version is current. See Manually checking for software
updates on the next page for more information.

4. Click Save after updating the setting.
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5. To apply any changes made to Preferences, quit the Express Transfer application by right-clicking on the

Express Transfer icon in your system tray and clickingQuit.

6. Reopen the application by double-clicking on its desktop shortcut, if you saved one for it, or select it from your
computer's list of programs.

Whenever a new version is available, you'll be notified with an Application update dialog displaying the new version
number available and release notes for it. Click Update now to download the new version's executable file, and then
follow the Installing Express Transfer on page 49 steps to finish installing the update on your system.

4.13.4.7 Manually checking for software updates

You can check for software updates anytime by right-clicking on the Express Transfer icon in your system tray
and clicking Check for Updates. If your software version is current, a message is displayed letting you know it's up-
to-date.
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If a new version is available, the Application update window displays the new version number available and release
notes for it. Click Update now to download the new version's executable file, and then follow the Installing Express
Transfer on page 49 steps to finish installing the update.

4.13.5 Activating and deactivating Express Transfer
You have the ability to activate and deactivate Express Transfer for use with Import/Export. However, the
recommended method for transferring data is with Express Transfer activated.

4.13.5.1 Prerequisites
To use Express Transfer, install the following in this order:

1. Install Import/Export application from the Application Library in the workspace. Refer to Installing Import/Export
for more information..
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2. Install Express Transfer desktop application on your computer. Refer to Installing Express Transfer for more
information..

4.13.5.2 Considerations when to use and not use Express Transfer with Import/Export
We recommend using Import/Export with Express Transfer activated whenever possible for all importing and
exporting workflows, and particularly when:

n data file size is greater than 20GB, although Express Transfer can be used for any size data transfer.

n processing multiple import jobs. The jobs will be queued and executed when the previous job is complete.

n slow or unstable network connection. Express Transfers enables you to retry the upload.

Use Import/Export without activating Express Transfer when:

n your company policy prohibits installing desktop applications.

n your network configuration does not allow third party applications to send or receive data, such as proxy set-
tings.

n data file size is less than 20GB.

n data is in ZIP files.

Note: You need to use Express Transfer to upload and process encrypted materials, such as password-protected
zip files or Case files (L01/N01) that require Password Bank functionality. If you cannot use Express Transfer for
such imports, zip your encrypted materials in a single unencrypted ZIP container. The 20 GB limit for the zip file size
applies. Import/Export will transfer and extract the top-level zip file, preparing your encrypted materials for Pro-
cessing. Then, Processing will utilize Password Bank to decrypt materials.

4.13.5.3 Activating Express Transfer
To use Import/Export with Express Transfer, you need to activate Express Transfer. Once activated, it will remain
active until your Relativity session ends or until you deactivate it.

To activate Express Transfer for use with Import/Export:

1. Navigate to the Import/Export Job page.

2. Click the New Import/Export Job button to start a new job.
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3. Click Activate on the Choose workflow dialog to activate Express Transfer.

4. If a browser message box appears asking to allow the site to open Express Transfer, clickOpen Link to pro-
ceed with activating Express Transfer. If you do not, then Express Transfer will not be activated.

Note: To always allow your system to open the link to Express Transfer, select the "Always allow" checkbox,
and the message box will not appear anymore.

Note: If the activation process fails, click the Complete activation button on the message that appears to ini-
tiate the activation process. Refer to Express Transfer Connectivity check on page 74 for more information on
connection status information.
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5. When the activation process successfully completes, the Express Transfer application opens.

6. Return to the Import/Export application. The Express Transfer status will change to Active on the ChooseWork-
flow dialog.

Note: The Express Transfer application will remain active until you click the Deactivate button or log out of
RelativityOne. You do not need to keep reactivating it to use it. However, if you deactivate it or log out of
RelativityOne, you will need to reactivate Express Transfer to use it again with Import/Export.

4.13.5.4 Deactivating Express Transfer
If you do not want to use an active session of Express Transfer with Import/Export, you can click the Deactivate button
on the ChooseWorkflow dialog.

In order to use Express Transfer again with Import/Export, you will need to reactivate it.

4.13.5.5 Data transfer performance considerations
There are many variables that can degrade or improve the performance of data transfers for desktop applications,
such as Express Transfer. Transfer rates when using desktop applications are influenced by several variables and
results may vary based on factors such as RAM, CPU, local drive specifications, network drive specifications, and
available bandwidth at the time of the transfer.

Review the list of performance considerations below before beginning to use Express Transfer.
If you experience issues despite following the information below, please contact Support for assistance. For additional
information, refer to the Community article Performance considerations for data transfers.

https://community.relativity.com/s/support
https://community.relativity.com/s/article/Performance-Considerations-for-Data-Transfers
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n Run on local machine: Express Transfer has been designed and tested as a desktop application being run on
a user’s local machine.

n Read access: Ensure that Express Transfer has read access to all files/folders. Remove system / hidden attrib-
utes.

n Port 443: Ensure that port 443 is open and is not blocked or traffic is restricted to it. See the Community article
Performance considerations for data transfers for more information.

n Internet connection: Use a strong and stable internet connection for data transmission. Wi-Fi is not recom-
mended.

n Internet speed: Transfer speeds are dependent on your internet speeds. Check your internet connection using
Speedtest or any other bandwidth testing website. Make note of the upload speed in megabits per second. Also
refer to Express Transfer Limit bandwidth setting if needed.

n Local storage speed: Transfers from network drives or external disks, such as thumb drives/USB drives, will
degrade performance and/or cause issues maintaining a connection. It is most effective to copy data to and
from a fast local storage.

n Local machine specs: Ensure your local machine and browser adheres to the Express Transfer minimum sys-
tem requirements and is operating the latest version of the software.

n Level of data fragmentation: Due to bandwidth sharing, avoid performing large and fragmented transfers in
parallel. The more fragmented the dataset, the lower the transfer performance.

n Concurrent transfers: Number of concurrent transfers that are happening at the same time within the network
by various tools, services, and users.

n Concurrent utilization: Level of concurrent utilization of the user's computer resources, that is CPU, RAM,
I/Os, by other processes on that computer.

n Compressed datasets: Avoid compressing datasets with ZIP, 7z, etc. The faster transfer time due to fewer
multi-part files is negated by the time and effort to compress and decompress data. However, compressing data-
sets without decompressing in the destination folder (staging directory) can be considered when all the fol-
lowing are true:

o Dataset consist of fragmented data
o Destination folder is a Processing source location
o The dataset uploaded is going to be processed by Relativity Processing

n VPN usage: Using a VPN can potentially slow down internet traffic. When workstations use a VPN session, it
can interfere with transfers from that workstation. RelativityOne is hosted in a public cloud and does not require
VPN to use. See the Community article Performance considerations for data transfers for more information.

n Traffic monitoring and data protection software: These types of software tools influence data transfer. See
the Community article Performance considerations for data transfers for more information on each of these:

o Firewall: Firewall configuration may require special tuning to use the Express Transfer.
o Antivirus software: Antivirus software may disrupt the transfer protocol in Express Transfer.
o Anti-malware software: An exception should be created for Express Transfer in Windows Defender or
in other anti-malware software installed on the user's machine.

https://community.relativity.com/s/article/Performance-Considerations-for-Data-Transfers
https://www.speedtest.net/
https://community.relativity.com/s/article/Performance-Considerations-for-Data-Transfers
https://community.relativity.com/s/article/Performance-Considerations-for-Data-Transfers
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4.13.6 Express Transfer system tray menu

Once the Express Transfer application is installed, its icon will be available in the system tray. Right-click on
the icon to display an application menu with these options:

n Connectivity check—click this option to check if Express Transfer is successfully accessing the Internet and
the Import/Export application. See Express Transfer Connectivity check for more information.

n Show logs—click this option if instructed to do so by Relativity Support to investigate or troubleshoot an issue
with Express Transfer transaction logs and text files. File explorer will open the logs folder on your local drive.
For example, C:\Users\<username>\AppData\Local\Express Transfer\logs. With Express Transfer open, you
can also press the F8 key on your keyboard to display the logs folder.

n Check for Updates—click this option if you want to manually check to see if your version is up-to-date or if a
new version of Express Transfer is available. See Manually checking for software updates on page 57 for more
information. If you do not have Express Transfer Preferences set to automatically check for updates, you will
need to use this option frequently to ensure your version of Express Transfer is the most current one available.
We recommend keeping the Check for updates option in Express Transfer Preferences toggled on. See
Installing and updating Express Transfer desktop application on page 48 for more information.

n Preferences—click this option to modify the application settings. You can also view the software version num-
ber from this dialog. See Express Transfer Preferences below for more information.

n Quit—choose this option to completely exit the Express Transfer application. The Express Transfer icon will no
longer appear in the system tray. To reopen Express Transfer, double-click on its desktop shortcut, if you saved
one for it, or select it from your computer's list of programs.

4.13.7 Express Transfer Preferences
Use Express Transfer Preferences to modify the Check for Updates setting, to limit bandwidth, to exclude temporary
Microsoft Office files from data import, and to configure proxy settings.

4.13.7.1 Automatically checking for software updates
You can configure whether or not you want the system to automatically check for new software versions of Express
Transfer each time it opens and notify you with a message box. By default, this feature is enabled in Express Transfer
Preferences. We recommend that you keep it enabled to ensure your system is running the latest software version
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containing the most recent software features available. If you choose to change this default setting, you will need to
use the Check for Updates option in the Express Transfer system tray. See Manually checking for software updates
on page 57 for more information.

To automatically check for software updates:

1. Right-click on the Express Transfer icon in your system tray.
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2. Click Preferences.

3. By default, the Check for Updates is toggled on. If you do not want the system to automatically check for
updates and notify you, toggle it off.

Note:We do not recommend turning this option off. If it is off, your Express Transfer version may not contain
the latest features. If it is off, you will need to regularly use the Check for Updates option in the Express
Transfer system tray to determine if your software version is current. See Manually checking for software
updates on page 57 for more information.

4. Click Save after updating the setting.
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5. To apply any changes made to Preferences, quit the Express Transfer application by right-clicking on the

Express Transfer icon in your system tray and clickingQuit.

6. Reopen the application by double-clicking on its desktop shortcut, if you saved one for it, or select it from your
computer's list of programs.

Whenever a new version is available, you'll be notified with an Application update dialog displaying the new version
number available and release notes for it. Click Update now to download the new version's executable file, and then
follow the Express Transfer Preferences on page 63 steps to finish installing the update on your system.

4.13.7.2 Limit bandwidth
Some organizations may have slow internet speeds and experience issues with transfer job stability causing jobs to
fail due to connection timeouts. In this situation, the organization may want to limit bandwidth so that it's shared with
Import/Export transfers and other business activities. This may help improve the efficiency and stability of job
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transfers. Limiting bandwidth can be configured in Express Transfer by turning on the Limit bandwidth option in
Preferences. When this option is on, Express Transfer job transfers will be slower, but more stable.

To configure Limit bandwidth:

1. Right-click on the Express Transfer icon in your system tray.
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2. Click Preferences.

3. The Limit bandwidth option is off by default. If you wish to turn the option on, click the toggle.

4. Click Save after updating the settings.
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5. To apply any changes made to Preferences, quit the Express Transfer application by right-clicking on the

Express Transfer icon in your system tray and clickingQuit.

6. Reopen the application by double-clicking on its desktop shortcut, if you saved one for it, or select it from your
computer's list of programs.

4.13.7.3 Exclude temporary Microsoft Office files from data import
Whenever you open a Microsoft Office file, a temporary file is created which contains a ~ (tilde) sign at the beginning of
the file name. When you’re importing unprocessed data for Processing and selecting the data source on the Create
Processing Job dialog, these temporary files will be displayed in the file list and will also be included in the data import
process.

To prevent these temporary files from being included in the import process, the Exclude temporary file(s) option
defaults to the On position in Express Transfer Preferences. If you wish to change that setting and include those
temporary files, refer to the steps below.

To include temporary Microsoft Office files in import jobs:



Data Transfer Guide 70

1. Right-click on the Express Transfer icon in your system tray.
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2. Click Preferences.

3. The Exclude temporary file(s) option is on by default. If you wish to turn the option off, click the toggle.

4. Click Save after updating the setting.
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5. To apply any changes made to Preferences, quit the Express Transfer application by right-clicking on the

Express Transfer icon in your system tray and clickingQuit.

6. Reopen the application by double-clicking on its desktop shortcut, if you saved one for it, or select it from your
computer's list of programs.

4.13.7.4 Configuring proxy settings
If your organization or IT department requires using Express Transfer with a proxy server, follow the steps below to set
up the necessary credentials. Contact your IT Department for the required information

Note: The port number used in the steps below will be different from Port 443, which is still required to be open
regardless of this proxy configuration. See Port access on page 49 for more information.

To configure proxy settings:

1. Right-click on the Express Transfer icon in your system tray.
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2. Click Preferences.

3. The Proxy settings option is off by default. If you wish to turn the option on, click the toggle, and then enter the
necessary information for the following fields. Contact your IT Department for the correct information:

n Proxy address (required)

n Port (required)

n Username

n Password

4. Click Save after updating the setting.

5. To apply any changes made to Preferences, quit the Express Transfer application by right-clicking on the
Express Transfer
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icon in your system tray and clickingQuit.

6. Reopen the application by double-clicking on its desktop shortcut, if you saved one for it, or select it from your
computer's list of programs.

7. Perform a Connectivity Check to make sure Express Transfer is connected to the Internet. If not, then the proxy
settings are incorrect and will need changed.

4.13.8 Express Transfer Connectivity check
Connectivity check ensures that the Express Transfer desktop application authenticates and successfully accesses
the Internet, the necessary ports, and the Import/Export application to transfer data. This check executes
automatically when you activate Express Transfer from the Import/Export application within RelativityOne. You can
also manually perform a connectivity check anytime, even when there are active transfers.

The following checks occur during the connectivity check process:

Connectivity
Check Description

Internet con-
nection

This step confirms your system is connected to the internet. If this step fails, there is either no inter-
net connection available or the proxy or firewall is blocking the connection for Express Transfer.
Please contact your IT department for help.

Access to
Express Trans-
fer gateway

This step confirms Express Transfer successfully set up all ports needed to connect to your spe-
cific region. If this step fails, please contact your IT department for help.

Connection with
Express Trans-
fer infra-
structure

This step confirms Express Transfer successfully connected to the infrastructure specific to your
RelativityOne region. If this step fails, please contact your IT department so they can verify the cor-
rect port configuration. For more information, refer to the Express Transfer Application - Required
Ports article in Community.

Activation
status

This step confirms Express Transfer is active. If it fails, see Activating and deactivating Express
Transfer for more information on reactivating it.

Connection with
Import/Export

This step confirms Express Transfer is communicating with Import/Export in RelativityOne.
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Note: If you perform a connectivity check before activating Express Transfer in Import/Export, only the Internet

connection is checked and the others display the no connectivity icon. Express Transfer must be active to
perform the full connectivity check.

To manually run a connectivity check, use any of these methods:

n From the System tray: Right-click on the icon in the desktop system tray and choose Connectivity check
from the pop-up menu.

n From within Express Transfer: Click the circled check mark icon at the bottom of the Express Transfer applic-
ation.
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The test results are displayed after each process completes. The word "Successful" appears when all connections are
working properly. If any of the system checks fail, Express Transfer will not work.

Click the Check again button to refresh the connection in the event you lose connectivity.

Note: If the "Activation status" test fails, the Activate button will appear next to an inactive Check again button.
Click the Activate button to try to activate Express Transfer again.

Icon legend:

icon indicates the connectivity test was successful.

icon indicates the connectivity test failed.

icon indicates the connectivity test is in progress.

icon indicates the connectivity test was not performed on this item. Tip: If this is displayed, double check to be
sure Express Transfer is active in Import/Export.

4.13.8.1 Network Throughput Check
If there are issues with your network speeds and connectivity, a notice is displayed next to the Connectivity check icon
to notify you that the network connection is poor and this may cause slow transfer speeds. Check your internet
connection or consult your IT department for further assistance.

4.13.9 Express Transfer Job tracking and history
You can track the progress and history of jobs that were started with Express Transfer without logging into
RelativityOne.

To do so, open Express Transfer by double-clicking the shortcut on your desktop.

Note: Once the job is running using Express Transfer, you can close the Import/Export application, if desired, and
the transfer job will continue and not be affected. You can monitor the job using the steps below. You do not have to
be logged into RelativityOne to view information within the Express Transfer application.

Prerequisites
To use Express Transfer, the following must be completed in this order:
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1. Import/Export application must be installed in the workspace from the Application Library. Refer to Installing
Import/Export for more information.

2. Express Transfer desktop application must be installed on your computer. Refer to Installing Express Transfer
for more information.

3. Express Transfer must be activated within Import/Export. Refer to Activating Express Transfer for more inform-
ation.

In Progress Tab
The In Progress tab displays ongoing transfer information. With Express Transfer, on a single client machine you can
have one import (upload) job at a time and up to five concurrent export (download) jobs at a time. For uploads, the jobs
will be queued on the client machine.

n Job Name—displays the name of the job. Click the job name to view more information about the job on the Job
Details window. Or, click the Actions button next to the transfer line, then click View details. See Viewing and
copying details of Express Transfer jobs.

n Transfer progress bar—displays the percentage of transfer completion.

n Starting—this status indicates the job is beginning to transfer data.
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n In Queue—this status indicates the job is waiting until the first job is complete.

n Cancel a job—to cancel a job that's in progress, click the Actions button next to the transfer line and then click
Cancel.

If no transfers were triggered, the tab displays a message that there are no jobs at the moment and directs you to
RelativityOne to start a new job.

To check more details about the job, visit the Import/Export Job page in RelativityOne. Refer to"Import/Export Job
tracking and history" for more information.

History tab
The History tab displays information about the status of previous transfer jobs that were executed.

n Finished—a full green bar and 100% indicates that the transfer successfully finished. To view details about the
job, click the job name link or click the Actions button next to the transfer line and then click View details. See
Viewing and copying details of Express Transfer jobs.

n Job Failed (with red exclamation mark icon)—is displayed in red and indicates that the transfer has failed
and the number of items that failed. The reason for the failure is displayed next to the icon. You can perform a
manual retry for a failed transfer by clicking the Actions button next to the transfer line and then clicking Retry
failed files. Jobs older than seven days cannot be restarted. See Express Transfer reporting jobs failed or
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completed with errors for more information. To view job details, click the Actions button next to the transfer line
and then click View details.

n Completed with Errors (with warning symbol icon)—indicates that the transfer has completed but
encountered errors. The number of skipped files is displayed. You can skip failed files by clicking the Actions
button next to the transfer line and then clicking Skip failed files. See Express Transfer reporting jobs failed or
completed with errors for more information. To view job details, click the Actions button next to the transfer line
and then click View details.

n Cancelled—indicates that the transfer has been cancelled from within RelativityOne Import/Export or from
within the Express Transfer desktop application. To view more information about the job, click the Actions but-
ton next to the transfer line and then click View details.

To check the full history, visit the Import/Export Job page in RelativityOne. Refer to"Import/Export Job tracking and
history" for more information.

Filtering Express Transfer jobs
To filter your jobs based on the type of transfer (Import or Export) on the In Progress or History tabs, click the drop-
down arrow and select Import or Export. By default, all transfer types are displayed.

Viewing and copying details of Express Transfer jobs
To obtain information about a particular Express Transfer job, click the Actions button next to the transfer line and
then click View details.
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The Job details window displays the transfer information. Click the copy button if you need to copy and paste
the information to the clipboard to use it elsewhere.
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4.13.10 Express Transfer reporting jobs failed or completed with errors
When using Express Transfer with Import/Export, if a job fails to finish or completes with errors, you can generate a
report from Express Transfer Job Details. The report includes information such as the time stamp, file status, file
name, error message, and file path. You also have a few options on how to handle the failed or errored jobs, such as
retrying or skipping failed files. For more information about job tracking and history, see Express Transfer Job tracking
and history on page 76.

Note: Available for Express Transfer version 2.21.1 and above. See Locating the Express Transfer version number
on page 52 if needed.

1. From the Express Transfer application, click the History tab.

2. Click the Actions button corresponding with the job that failed or completed with warnings and do any of the fol-
lowing:
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n View details—click to view job information in another window.

n Show report—click to view the saved Excel file (.csv) with the failed jobs or those completed with errors.
This link will open File Explorer on your local drive to the Reports folder, such as C:\User-
s\<username>\AppData\Local\Express Transfer\Reports. You cannot generate a report for jobs that
were run prior to upgrading to version 2.21.1.

n Retry failed files—click to rerun the failed files. Jobs older than seven days cannot be rerun.

n Skip failed files—click to continue running the job excluding the failed files. The job status will be “Com-
pleted with errors.” The successful documents will be uploaded and available. You can view information
about the failed files by clicking Show report to decide how you want to proceed with them. This option is
recommended if you attempted to retry the failed files and the job still fails. Once Skip failed files is
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executed, the Retry failed files option is no longer available.

4.14 Importing data using Import/Export
You can use Import/Export to import unprocessed raw native files, document load files, image load files, production
load files, and Relativity Dynamic Objects. Refer to Import/Export load file specifications and Data upload size
limitation on page 31 for more information regarding load files. Also see General recommendations for structured data
import and export jobs on page 45.

Note: After documents are imported using Import/Export, you can automate creating a dtSearch index or run a
search terms report with those documents using Automated Workflows. To learn more, visit Automated Workflows.

n Document load file import—use this workflow to import load files containing document metadata, native files, or
extracted text into Relativity.

n Image load file import—use this workflow to import load files containing images and PDFs into Relativity.

n Production load file import—use this workflow to import load files containing productions into Relativity.

n Relativity Dynamic Object load file import—use this workflow to import dynamic object (RDO) data into Relativ-
ity.

n Access DB load file import (MDB)—use this workflow to import an Access DB load file (MDB) into Relativity.

n Unstructured data workflow with Processing—use this workflow to import raw (unprocessed) native files that
require processing in Relativity.

n Transcript data import for Processing—use this workflow to import transcript MDB data with the linked audi-
o/video files into RelativityOne

4.14.1 Pre-check Load File
The Pre-check Load File is an optional process when configuring an import job. It ensures consistency of date before
the import job starts.

This feature helps to identify data inconsistencies early, allowing you to correct the source load file for a successful
import job. That way, you don't need to run the entire import job, including transferring native files and images, to
detect potential load file errors. The Pre-check Load File process reduces time needed for complete load file imports
using Import/Export, particularly for large load files.

The Pre-check load file process validates different data depending on the import workflow.

4.14.1.1 Document and RDO load file import
For these workflows, the Pre-check Load File validations are based on the configured Fields Mapping. The load file
metadata is compared with the mapped workspace fields. It is also checked if the metadata can be successfully
imported to the selected fields.

The Pre-check load file process validates the following:
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n Date/Time format— checks if the metadata mapped to Data/Time fields is within acceptable format, expected
by the Relativity field.

n Field type—checks if the metadata type matches the expected type of the selected field, for example
Date/Time, Number, Text, Boolean.

n Field length—checks if the text metadata is not longer than maximum number of characters defined for the
selected Relativity field.

n Number of the load file cells—checks if each row of the load file contains the same number of columns and if it
matches the number of the mapped fields.

n Number of folders and choice fields—checks total number of folders and choice fields that will be created during
the import job. Large total number may significantly extend the job processing time.

n File paths for native and extracted text files—checks if the file paths lead to actual files to be uploaded during
the import job.

The Pre-check Load file process validates all load file rows against the metadata consistency. It also validates random
1,000 rows across the entire load file against the file paths errors. The file paths validation is run when using either
Express Transfer or Web Upload for importing files.

After the validation, the summary dialog displays identified errors, which are divided into error categories. You can
click the down arrow next to any error category to view its details.

The summary dialog displays a maximum of 1,000 errors for each error category, so your web browser
responsiveness is not affected. For example, if an error category has 2,000 errors, only the first 1,000 will be displayed
in the drop-down list.
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4.14.1.2 Image and Production load file import
For these workflows, the Pre-check Load File validates if image or PDF file paths lead to actual files which will be
uploaded during the import job.

During that process, random 1,000 rows across the entire load file are checked against the file paths errors. The file
paths validation is run when using either Express Transfer or Web Upload mode for importing files.

After the validation, the summary dialog displays identified errors, which are divided into error categories. You can
click the down arrow next to any error category to view its details.
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4.14.1.3 Working with Pre-check Load File results
When the Load File Pre-check process is complete, you may choose to correct the errors in the source files and
upload the files again. To do so, keep clicking back to the Choose Load File And Location dialog. Then, upload the
corrected files and perform the import steps again.

If you don’t want to correct the source files, click the Import button and proceed with importing the data.

4.14.2 Importing data using Import/Export
You can use Import/Export to import unprocessed raw native files, document load files, image load files, production
load files, and Relativity Dynamic Objects. Refer to Import/Export load file specifications and Data upload size
limitation on page 31 for more information regarding load files. Also see General recommendations for structured data
import and export jobs on page 45.

Note: After documents are imported using Import/Export, you can automate creating a dtSearch index or run a
search terms report with those documents using Automated Workflows. To learn more, visit Automated Workflows.

n Document load file import—use this workflow to import load files containing document metadata, native files, or
extracted text into Relativity.

n Image load file import—use this workflow to import load files containing images and PDFs into Relativity.

n Production load file import—use this workflow to import load files containing productions into Relativity.

n Relativity Dynamic Object load file import—use this workflow to import dynamic object (RDO) data into Relativ-
ity.

n Access DB load file import (MDB)—use this workflow to import an Access DB load file (MDB) into Relativity.
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n Unstructured data workflow with Processing—use this workflow to import raw (unprocessed) native files that
require processing in Relativity.

n Transcript data import for Processing—use this workflow to import transcript MDB data with the linked audi-
o/video files into RelativityOne

4.14.2.1 Pre-check Load File
The Pre-check Load File is an optional process when configuring an import job. It ensures consistency of date before
the import job starts.

This feature helps to identify data inconsistencies early, allowing you to correct the source load file for a successful
import job. That way, you don't need to run the entire import job, including transferring native files and images, to
detect potential load file errors. The Pre-check Load File process reduces time needed for complete load file imports
using Import/Export, particularly for large load files.

The Pre-check load file process validates different data depending on the import workflow.

Document and RDO load file import
For these workflows, the Pre-check Load File validations are based on the configured Fields Mapping. The load file
metadata is compared with the mapped workspace fields. It is also checked if the metadata can be successfully
imported to the selected fields.

The Pre-check load file process validates the following:

n Date/Time format— checks if the metadata mapped to Data/Time fields is within acceptable format, expected
by the Relativity field.

n Field type—checks if the metadata type matches the expected type of the selected field, for example
Date/Time, Number, Text, Boolean.

n Field length—checks if the text metadata is not longer than maximum number of characters defined for the
selected Relativity field.

n Number of the load file cells—checks if each row of the load file contains the same number of columns and if it
matches the number of the mapped fields.

n Number of folders and choice fields—checks total number of folders and choice fields that will be created during
the import job. Large total number may significantly extend the job processing time.

n File paths for native and extracted text files—checks if the file paths lead to actual files to be uploaded during
the import job.

The Pre-check Load file process validates all load file rows against the metadata consistency. It also validates random
1,000 rows across the entire load file against the file paths errors. The file paths validation is run when using either
Express Transfer or Web Upload for importing files.

After the validation, the summary dialog displays identified errors, which are divided into error categories. You can
click the down arrow next to any error category to view its details.

The summary dialog displays a maximum of 1,000 errors for each error category, so your web browser
responsiveness is not affected. For example, if an error category has 2,000 errors, only the first 1,000 will be displayed
in the drop-down list.
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Image and Production load file import
For these workflows, the Pre-check Load File validates if image or PDF file paths lead to actual files which will be
uploaded during the import job.

During that process, random 1,000 rows across the entire load file are checked against the file paths errors. The file
paths validation is run when using either Express Transfer or Web Upload mode for importing files.

After the validation, the summary dialog displays identified errors, which are divided into error categories. You can
click the down arrow next to any error category to view its details.
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Working with Pre-check Load File results
When the Load File Pre-check process is complete, you may choose to correct the errors in the source files and
upload the files again. To do so, keep clicking back to the Choose Load File And Location dialog. Then, upload the
corrected files and perform the import steps again.

If you don’t want to correct the source files, click the Import button and proceed with importing the data.

4.14.3 Importing a document load file
You can use Import/Export to import document load files, .dat, .csv, and .txt, into RelativityOne that contain document
metadata, native files, or extracted text. You're also able to use saved job profiles to expedite the configuration
process.

If you want to use Import/Export with Express Transfer active, which is the recommended workflow for data transfer,
refer to Express Transfer overview on page 47 for more information.

Refer to Import/Export load file specifications and Data upload size limitation on page 31 for more information
regarding load files. Also see General recommendations for structured data import and export jobs on page 45.

To import a document load file:

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, the Import button is selected by default. Next, click the Structured (Pro-
cessed) Data workflow box to import a document load file to your workspace.
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Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.

4. On the Choose the Load File Type dialog, click the Document box to import a document load file to your work-
space.
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5. If Express Transfer is not Active, skip this step. If it is Active:
n Click Select Folderon the Select data to Import dialog to browse to your local drive and select the folder

with the files that you want to upload. In the case of universal naming convention (UNC) paths, you can
copy and paste the path into the Select Folder address bar in the dialog box to access the desired folder.
For example, \\ServerName\SharedResourceName\FilePath.

n Click Staging Load File to select a load file from the StructuredData folder in Staging.

Note: Accessing Choose from Staging requires Allow Staging Import permissions. Refer to the Per-
missions page for more information.

Note: If you choose to import load file data from Staging, the load file and all linked files will be copied
to the destination located outside of your Staging Area. After the import is completed, you can clean up
the source data in Staging.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Permissions.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Permissions.htm
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n You can choose only one folder with a load file to transfer.

n File names must be 200 characters or less, including the extension.

n We recommend using a local drive instead of a mapped or external drive to avoid potential slowness and
connection issues with the file import process. Also see Data transfer performance considerations on
page 61.

n When Express Transfer is active, you should not zip data for importing.

n When Express Transfer is active, it uploads only files linked in the selected load file, regardless of their
location.

n When Express Transfer is active, it ignores mismatches in upper and lower case between file paths in the
load file and the actual file names.

n When Express Transfer is active, it supports load files with relative paths, absolute paths, and UNC
paths. It is possible to mix different path types in a single load file.

6. On the Choose Load File and Location dialog, complete the following fields, then click Continue. Refer to
Import/Export load file specifications for more information regarding load files.
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n Job Name—provide a descriptive job name so that you can quickly identify and track that job on the
Import/Export Job Page. The Job name field accepts up to 50 characters.

n Destination folder—click the Select button, and do one of the following:
o Choose an existing folder.
o Create a new workspace folder by right-clicking on an existing folder, click Create, enter a new
folder name, click out of the new folder to save it, then click Select.

n Profile—the job configuration settings that were previously saved to a profile file (.ie or .kw*). They can
be reused when creating future jobs with the same or similar settings in RelativityOne. This saves time
and effort as well as helps prevent data entry errors when you're mapping fields, for example. Profiles
with the ".ie" extension can only be used in Import/Export.

o None—select this option if you do not desire to use a profile for this import or if you intend to create
a new profile based on the settings entered in the upcoming steps. You will be able to save the pro-
file settings later to an .ie file via the Download Profile (.ie) button.
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o From Local Disk Profiles—use this option to select a previously saved Import/Export profile (.ie
file) or an existing .kw* profile, created via the former Relativity Desktop Client application, to reuse
the job settings for this workflow. Use the drag and drop feature or browse for a file to choose it. All
job settings provided within the selected profile file will be automatically entered where applicable
in the succeeding workflow dialogs.

n Regional Settings (Date and Time)—select the desired format for imported date and time data. A pre-
view of the chosen format will appear below the selection. The setting selected will remain for all future
jobs until you choose another one from the list or until you clear your browser cache. When browser
cache is cleared, the setting will revert to the US date and time by default.

n Load File—use the drag and drop feature or click browse for a file to select the document load file from
your local drive.

n Choose From Staging—select a load file from the StructuredData in Staging. Your load file data must
not be zipped. Otherwise, you will not be able to choose it from Staging.

n Include Native & Text—select this option to include native and text files.

Note: The Include Native & Text option is not available for image or production import workflows as
there are no native files included in OPT files.

n Native & Text—if Include Native & Text was selected, use the drag and drop feature or click browse for
a file to select the zipped native and text file from your local drive. See ZIP archive with extracted text
and natives on page 40.

n (Optional) Notification Addresses—enable email notifications by providing the email addresses of
those who should get notified once the job completed, failed, or canceled.

7. On the Load File Settings dialog, select the delimiters and encoding values of the document load file for the
import, then click Continue. The File Column Headers Preview pane will help you to choose the proper set-
tings.

n File Encoding—select an encoding format for the document load file. Consult your processing vendor or
department to determine the correct encoding option, if necessary. The File Column Headers Preview
pane automatically updates when you select the File Encoding type. Since the load file is parsed based
on the delimiter set, you may need to check delimiters used in the load file if the column headers are not
lined up correctly. Determine the delimiters used in the file, and then select them in the delimiters section
of this dialog.

n First Line Contains Column Names toggle—select this option if the first line contains column names.
Select the delimiters and encoding values used by your load file as needed:

o Column—select the character used to separate columns.
o Quote—select the character used as the text qualifier.
o Newline (Long Text Fields)—select the character used to indicate the end of a line in any extrac-
ted text or long text field.
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o Multi-Value—select the character used to separate choices within a field.
o Nested Value—select the character used to separate the different levels of a multi-choice hier-
archy.

8. On the Load File Fields Mapping dialog, select the load file fields to import and map them to the workspace
fields, then click Continue.

n Click Auto Map Fields to automatically map fields. The fields from the load file will be mapped to any
existing fields of the exact same name in the workspace. Any fields without a match will display
"Choose..." in the Workspace Fields column. You will need to select one from the drop-down list. To
search for a field in the list, begin typing the desired field name and matching search results are dis-
played for selection.

n Consider the following when auto-mapping fields:
o Case is not taken into account for the mapping. For example, a field named "email" in the load file
would map to a field named "Email" in the workspace.

o Spacing is taken into account. For example, in a two-word field name, if there is one space
between words in the workspace field, and two spaces between words in the load file field, the
fields will not be mapped.

o Characters are mapped only to themselves. For example, an underscore is only mapped to
another underscore, not to a space.

n Only fields matched or those with additional settings selected are loaded into the workspace. Other fields
in the Load File Fields andWorkspace Fields are ignored. You must always match the identifier field for
the load file.

n When field names in the load file don't match precisely field names in the workspace, you can clickMap
with AI to map similarly named fields.
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n Consider the following when mapping fields with AI:
o Fields are mapped based on the similarities in the meaning of fields’ names.
o Fields are mapped automatically when the name meaning similarities are strong.
o The Review label appears for the mappings that may require your attention.
o Fields remain unmapped if the AI model cannot understand the meaning of the field name, or the
name similarities are below the threshold. If you want to map these fields, choose a corresponding
field from the Workspace Fields list or create a new workspace field.

9. Depending on your workflow, complete the following additional fields on this dialog:
n Sort by button—click to choose your preferred sorting option:

o Default (A-Z)—sorts all rows in alphabetical order, based on the load file field names.
o Mapped on top—brings the mapped fields to the top and sorts them in alphabetical order.
o Unmapped on top—brings the unmapped fields to the top and sorts them in alphabetical order.
o Review on top—brings the mapped fields which require review to the top and sorts them in alpha-
betical order.

n Create Field button—click if you want to create a new workspace field.
o Export to CSV button—click to save the field mapping configuration to a .csv file on your local
drive. This option cannot be accessed after the job has run and can only be selected prior to
executing the job.

o Load File Sample column—presents read-only example data from the load file fields.
o Load File Fields column—displays the field names from the load file. Use the Filter box to search
for field names.

o Workspace Fields column—allows you to manually map the load file fields to the existing work-
space fields. Use the Filter box to search for field names.

n Additional Field Settings column—to enable additional field settings, click the Choose down arrow in
this column to select the additional field as follows:

o Text File—select this option if the mapped Long Text field contains a relative path, absolute path,
or UNC path to a text file, and then select the File Encoding type for the file. If using absolute or
UNC paths, Express Transfer must be activated prior to starting the import job. This field was
renamed from Extracted Text since it now applies to any Long Text field.

o Folder Information Column—select this option if you want to use a metadata field to build the
folder structure for the workspace.

o Native File—select this option if the field from your load file contains a relative path, absolute path,
or UNC path to the native files. If using absolute or UNC paths, Express Transfer must be activ-
ated prior to starting the import job.

10. On the Import Settings dialog, configure your import job by selecting from which line number you want the load
file to begin importing and how you want the records to be imported.
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n Start Line—select the line number in the load file where you want the import process to begin. The
default value is set to 0, which results in loading the entire load file.

n Import mode—choose an import mode:
o Append Only—loads only new records.
o Overlay Only—updates existing records only. If selected, then you must include anOverlay Iden-
tifier in an overlay load. This field acts as a link indicating to RelativityOne where to import the
data.

o Append/Overlay—adds new records and overlays data on existing records.

Note: For Append/Overlay and Overlay Only, if a blank metadata field exists in the load file, .dat or.csv, the
blank value will overlay (remove) any existing value that may reside in the corresponding mapped field.

n Multi-Select Field Overly Behavior—this field appears if you selected Overlay Only or Append/Overlay
as the Import Mode and have mapped at least one Multiple Choice or Multiple Object field. Choose one
of the following options:

o Use Field Settings—merges or replaces all values for multi-choice and multi-object fields in the
load file with corresponding multi-choice and multi-option fields in the workspace. The fields are
merged according to the overlay behavior settings in the environment.

o Merge Values—merges all values for multi-choice and multi-object fields in the load file with cor-
responding multi-choice and multi-option fields in the workspace. The fields are merged regard-
less of the overlay behavior settings in the environment.

o Replace Values—replaces all values for multi-choice and multi-object fields in the load file with
corresponding multi-choice and multi-option fields in the workspace. The fields are merged regard-
less of the overlay behavior settings in the environment.

11. (Optional) Click Download Profile (.ie) on the Import Settings dialog to download the job configuration settings
entered thus far to an .ie file on your computer. This way they can be reused for other jobs.

12. (Optional) Click Precheck Load File on the Import Settings dialog to run a validation process on the load file to
check for errors prior to importing it. All detected errors are displayed in the Pre-check window. Click the down
arrow next to any error message to view its details. If you want to correct the errors in the source file(s) and
repeat the importing steps, click Cancel to discontinue importing the file at this time. Otherwise, go to the next
step to import the load file with errors and correct them later. The following validations are performed during
precheck:

n Date format

n Field type

n Field length

n Number of load file cells

n Number of folders and choice fields
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n File paths for natives and extracted text. The precheck checks 1,000 random lines across the whole load
file.

Note: The Pre-check Load File summary dialog displays a maximum of 1,000 errors for each error category.
For example, if an error category has 2,000 errors, only the first 1,000 will be displayed in the drop-down list.
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13. Click the Import button to start the importing process.

14. Review the importing progress on theOverview tab on the Importing dialog. Real-time details regarding the
number of transferred files and data size being processed are displayed during the Uploading and Extracting
steps. If needed, click Cancel to stop the import job before it completes. Otherwise, click Close when the import-
ing process is complete.

Caution: If you used Import/Export in web only mode, meaning Express Transfer was not active, do not
close the Importing dialog until after the Uploading step has successfully completed. Closing the dialog prior
to the Uploading step completing will terminate the data transfer (upload) process.

15. Go to the Job Settings tab on the Importing dialog to review the job configuration settings. If desired, click
Download Profile (.ie) to download the job configuration settings entered thus far to an .ie file on your com-
puter. This way they can be reused for other jobs.

16. If no errors were found in the load file, go to the next step. If errors were found, click the Errors tab on the Import-
ing dialog to view them, then do either of the following:
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Note: Only records that imported without errors will appear in the workspace.

n To proceed without correcting the errors, click Close.
n To manually correct them now, click the Download Error Load File button. Review the errors and cor-

rect them as needed. When you have finished, upload the file with the corrected data by clicking the
Select button on the Importing screen next to New Load File. Then, navigate to the load file on your local
drive to select it. Once selected, click Import to import the job with corrected data.

Note: You can only correct documents included in the original load file. If you need to add missing doc-
uments, create a new import job.

17. Click Finish to close the dialog.

You can review the Import/Export Job page to see more information about the job. Refer to Import/Export Job tracking
and history for details.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

Note: If you ran the job with Express Transfer active, you are able to close the Import/Export application while the
job is running, if desired, and the transfer job will continue and not be affected. You can monitor the progress and
history of jobs within Express Transfer. For more information, see "Express Transfer Job tracking and history". You
do not have to be logged into RelativityOne to view information within the Express Transfer application.

4.14.4 Importing an image load file
You can use Import/Export to import image and PDF load files that are Opticon-formatted (.opt) page-level files. When
you import images, they are added to a workspace as documents. When you import PDFs, they are visible in the
PDF Viewer and Extracted Text view, if you included text files. To import PDFs as images, they must be converted to
an image file type, .tiff or .jpg, before you run the import job.

See Community articles How to import multipage PDF files with Express Transfer Active and How to import multipage
PDF files using Import/Export for more information.

RelativityOne only accepts the following types of files:

n Single page TIFF (Group IV)

n Single page JPG

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-How-to-import-multipage-PDF-files-with-Express-Transfer-Active
https://community.relativity.com/s/article/Import-Export-How-to-import-multipage-PDF-files-using-Import-Export
https://community.relativity.com/s/article/Import-Export-How-to-import-multipage-PDF-files-using-Import-Export
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n Single and multiple PDF; files must have a .pdf extension

Note: Import/Export expects all the files in the OPT load files to be of the same type. This means you cannot mix
image and PDF files in the same load file.

If you want to use Import/Export with Express Transfer active, which is the recommended workflow for data transfer,
refer to Express Transfer overview on page 47 for more information.

Refer to Import/Export load file specifications and Data upload size limitation on page 31 for more information
regarding load files. Also see General recommendations for structured data import and export jobs on page 45.

To import an image load file:

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, the Import button is selected by default. Next, click the Structured (Pro-
cessed) Data workflow box to import an image load file to your workspace.

Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.
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4. On the Choose the Load File Type dialog, click the Image box to import an image load file to your workspace.

5. If Express Transfer is not Active, skip this step. If it is Active:
n Click Select Folderon the Select data to Import dialog to browse to your local drive and select the folder

with the files that you want to upload. In the case of universal naming convention (UNC) paths, you can
copy and paste the path into the Select Folder address bar in the dialog box to access the desired folder.
For example, \\ServerName\SharedResourceName\FilePath.

n Click Staging Load File to select a load file from the StructuredData folder in Staging.

Note: Accessing Choose from Staging requires Allow Staging Import permissions. Refer to the Per-
missions page for more information.

Note: If you choose to import load file data from Staging, the load file and all linked files will be copied
to the destination located outside of your Staging Area. After the import is completed, you can clean up
the source data in Staging.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Permissions.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Permissions.htm
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n You can choose only one folder with a load file to transfer.

n File names must be 200 characters or less, including the extension.

n We recommend using a local drive instead of a mapped or external drive to avoid potential slowness and
connection issues with the file import process. Also see Data transfer performance considerations on
page 61.

n When Express Transfer is active, you should not zip data for importing.

n When Express Transfer is active, it uploads only files linked in the selected load file, regardless of their
location.

n When Express Transfer is active, it ignores mismatches in upper and lower case between file paths in the
load file and the actual file names.

n When Express Transfer is active, it supports load files with relative paths, absolute paths, and UNC
paths. It is possible to mix different path types in a single load file.

6. On the Choose Load File and Location dialog, complete the following fields, then click Continue. Refer to
Import/Export load file specifications for more information regarding load files.
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n Job name—provide a descriptive job name so that you can quickly identify and track that job on the
Import/Export Job page. The Job name field accepts up to 50 characters.

n Destination folder—click the Select button, and do one of the following:
o Choose an existing folder.
o Create a new workspace folder by right-clicking on an existing folder, click Create, enter a new
folder name, click out of the new folder to save it, then click Select.

n Profile—the job configuration settings that were previously saved to a profile file (.ie or .kw*). They can
be reused when creating future jobs with the same or similar settings in RelativityOne. This saves time
and effort as well as helps prevent data entry errors when you're mapping fields, for example. Profiles
with the ".ie" extension can only be used in Import/Export.

o None—select this option if you do not desire to use a profile for this import or if you intend to create
a new profile based on the settings entered in the upcoming steps. You will be able to save the pro-
file settings later to an .ie file via the Download Profile (.ie) button.

o From Local Disk Profiles—use this option to select a previously saved Import/Export profile (.ie
file) or an existing .kw* profile, created via the former Relativity Desktop Client application, to reuse
the job settings for this workflow. Use the drag and drop feature or browse for a file to choose it. All
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job settings provided within the selected profile file will be automatically entered where applicable
in the succeeding workflow dialogs.

n Load file—drag and drop or use browse for a file to select the load file from your local drive.

n Choose From Staging—select a load file from the StructuredData in Staging. Your load file data must
not be zipped. Otherwise, you will not be able to choose it from Staging.

n Images—drag and drop or use browse for a file to select a zipped image file from your local drive. See
Image and extracted text files on page 40.

n (Optional) Notification Addresses—enable email notifications by providing the email addresses of
those who should get notified once the job completed, failed, or canceled.

7. On the Import Settings dialog, configure your import job by selecting the numbering and choosing the import
mode.

n Start Line—select the line number in the load file where you want the import process to begin. The
default value is set to 0, which results in loading the entire load file.

n Numbering—select one of the following options:
o Use load file page IDs—default setting.
o Auto-number pages—select this option if page IDs in the production are not unique. For
example, you might import a set of .tiff files that share a page identifier for each record. The page
identifiers are shared per document and are not unique. The Auto-number pages option appends
the 01, 02, and so on to the page-level identifier, creating a unique number per page.

n Import Mode—choose how you want the records to be imported:
o Append Only—load only new records.
o Overlay Only—update existing records only. If selected, then you must assign a unique identifier
in theOverlay Identifierfield that will be used to overlay data in the workspace. This field acts as a
link indicating to RelativityOne where to import the data.

o Append/Overlay—adds new records and overlays data on existing records.

n (Optional) Load Extracted Text toggle—select this option to load new text for Production documents
that may be revised based on redactions. The Files encoding field will be displayed once this toggle is
selected. The text files must be meet these requirements:

o Have .txt extensions
o Stored in the same directory as image files
o Named in the same way as the image files

n Files encoding—this field displays if the Load Extracted Text option is selected. Choose the encoding
format for the text file:
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o Western European (Windows)—indicates the Windows standard encoding for English.
o Unicode—utilizes more than 107,000 characters covering 90 scripts.
o Unicode (Big-Endian)—is the same as Unicode, except that the byte order is reversed.
o Unicode (UTF-7)—represents Unicode text using a stream of ASCII characters to guarantee that
the high bit will always be zero.

o Unicode (UTF-8)—represents all characters in the Unicode character set using 8-bit bytes.

8. (Optional) Click Download Profile (.ie) on the Import Settings dialog to download the job configuration settings
entered thus far to an .ie file on your computer. This way they can be reused for other jobs.

9. (Optional) Click Precheck Load File on the Import Settings dialog to run a validation process on the load file to
check for errors prior to importing it. The following validation is performed during precheck: Image file paths.
The precheck checks 1,000 random lines across the whole load file. All detected errors are displayed in the Pre-
check window. Click the down arrow next to any error message to view its details. If you want to correct the
errors in the source file(s) and repeat the importing steps, click Cancel to discontinue importing the file at this
time. Otherwise, go to the next step to import the load file with errors and correct them later.

Note: The Pre-check Load File summary dialog displays a maximum of 1,000 errors for each error category.
For example, if an error category has 2,000 errors, only the first 1,000 will be displayed in the drop-down list.
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10. Click the Import button to start the importing process.

11. Review the importing progress on theOverview tab on the Importing dialog. Real-time details regarding the
number of transferred files and data size being processed are displayed during the Uploading and Extracting
steps. If needed, click Cancel to stop the import job before it completes. Otherwise, click Close when the import-
ing process is complete.

Caution: If you used Import/Export in web only mode, meaning Express Transfer was not active, do not
close the Importing dialog until after the Uploading step has successfully completed. Closing the dialog prior
to the Uploading step completing will terminate the data transfer (upload) process.

12. Click the Job Settings tab on the Importing dialog to review the job configuration settings. If desired, click
Download Profile (.ie) to download the job configuration settings entered thus far to an .ie file on your com-
puter. This way they can be reused for other jobs.

13. If no errors were found in the load file, go to the next step. If errors were found, click the Errors tab on the Import-
ing dialog to view them, then do either of the following:
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Note: Only records that imported without errors will appear in the workspace.

n To proceed without correcting the errors, click Close.
n To manually correct them now, click the Download Error Load File button. Review the errors and cor-

rect them as needed. When you have finished, upload the file with the corrected data by clicking the
Select button on the Importing screen next to New Load File. Then, navigate to the load file on your local
drive to select it. Once selected, click Import to import the job with corrected data.

Note: You can only correct documents included in the original load file. If you need to add missing doc-
uments, create a new import job.

14. Click Finish to close the dialog.

You can review the Import/Export Job page to see more information about the job. Refer to Import/Export Job tracking
and history for details.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

Note: If you ran the job with Express Transfer active, you are able to close the Import/Export application while the
job is running, if desired, and the transfer job will continue and not be affected. You can monitor the progress and
history of jobs within Express Transfer. For more information, see "Express Transfer Job tracking and history". You
do not have to be logged into RelativityOne to view information within the Express Transfer application.

4.14.5 Importing a production load file
You can use Import/Export to import external productions, including single and multiple PDF files, into RelativityOne
with Import/Export. This is useful after a production goes out the door in the event a case team needs access to
documents as they were in the production and needs them available for searching.

If you want to use Import/Export with Express Transfer active, which is the recommended workflow for data transfer,
refer to Express Transfer overview on page 47 for more information.

Refer to Import/Export load file specifications and Data upload size limitation on page 31 for more information
regarding load files. Also see General recommendations for structured data import and export jobs on page 45.

To import a production load file:

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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Note: You can import data from a production load file into an existing production. If no production sets exist in the
workspace, you must create one before starting an import job. For more details, refer to the Production
documentation.

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, the Import button is selected by default. Next, click the Structured (Pro-
cessed) Data workflow box to import a production load file into your workspace.

Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.

4. On the Choose the Load File Type dialog, click the Production box to import a production load file to your work-
station.

https://help.relativity.com/RelativityOne/Content/Site_Resources/Production.htm
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5. If Express Transfer is not Active, skip this step. If it is Active:
n Click Select Folderon the Select data to Import dialog to browse to your local drive and select the folder

with the files that you want to upload. In the case of universal naming convention (UNC) paths, you can
copy and paste the path into the Select Folder address bar in the dialog box to access the desired folder.
For example, \\ServerName\SharedResourceName\FilePath.

n Click Staging Load File to select a load file from the StructuredData folder in Staging.

Note: Accessing Choose from Staging requires Allow Staging Import permissions. Refer to the Per-
missions page for more information.

Note: If you choose to import load file data from Staging, the load file and all linked files will be copied
to the destination located outside of your Staging Area. After the import is completed, you can clean up
the source data in Staging.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Permissions.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Permissions.htm
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n You can choose only one folder with a load file to transfer.

n File names must be 200 characters or less, including the extension.

n We recommend using a local drive instead of a mapped or external drive to avoid potential slowness and
connection issues with the file import process. Also see Data transfer performance considerations on
page 61.

n When Express Transfer is active, you should not zip data for importing.

n When Express Transfer is active, it uploads only files linked in the selected load file, regardless of their
location.

n When Express Transfer is active, it ignores mismatches in upper and lower case between file paths in the
load file and the actual file names.

n When Express Transfer is active, it supports load files with relative paths, absolute paths, and UNC
paths. It is possible to mix different path types in a single load file.

6. On the Choose Load File and Location dialog, complete the following fields, then click Continue. Refer to
Import/Export load file specifications for more information regarding load files.
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n Job name—provide a descriptive job name so that you can quickly identify and track that job on the
Import/Export Job page. The Job name field accepts up to 50 characters.

n Destination folder—click the Select button, and do one of the following:
o Choose an existing folder.
o Create a new workspace folder by right-clicking on an existing folder, click Create, enter a new
folder name, click out of the new folder to save it, then click Select.

n Profile—the job configuration settings that were previously saved to a profile file (.ie or .kw*). They can
be reused when creating future jobs with the same or similar settings in RelativityOne. This saves time
and effort as well as helps prevent data entry errors when you're mapping fields, for example. Profiles
with the ".ie" extension can only be used in Import/Export.

o None—select this option if you do not desire to use a profile for this import or if you intend to create
a new profile based on the settings entered in the upcoming steps. You will be able to save the pro-
file settings later to an .ie file via the Download Profile (.ie) button.

o From Local Disk Profiles—use this option to select a previously saved Import/Export profile (.ie
file) or an existing .kw* profile, created via the former Relativity Desktop Client application, to reuse
the job settings for this workflow. Use the drag and drop feature or browse for a file to choose it. All
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job settings provided within the selected profile file will be automatically entered where applicable
in the succeeding workflow dialogs.

n Load file—drag and drop or use browse for a file to select the load file from your local drive.

n Choose From Staging—select a load file from the StructuredData in Staging. Your load file data must
not be zipped. Otherwise, you will not be able to choose it from Staging.

n Images—drag and drop or use browse for a file to select a zipped image file from your local drive. See
Image and extracted text files on page 40.

n (Optional) Notification Addresses—enable email notifications by providing the email addresses of
those who should get notified once the job completed, failed, or canceled.

7. On the Import Settings dialog, you can select the production to import and choose the numbering and import
mode settings.

n Production—select the Production set to import.

Note: You can import data from a production load file into an existing production. If no production sets
exist in the workspace, you must create one before starting an import job. For more details, refer to the
Production documentation.

n Start Line—select the line number in the load file where you want the import process to begin. The
default value is set to 0, which results in loading the entire load file.

n Numbering—choose the numbering option:
o Use load file page IDs—default setting.
o Auto-number pages—select this option if page IDs in the production are not unique.

n Import mode—choose how you want the records to be imported:
o Append Only—loads only new records.
o Overlay Only—updates existing records only. If selected, then you must assign a unique identifier
in theOverlay Identifierfield that will be used to overlay data in the workspace. This field acts as a
link indicating to RelativityOne where to import the data.

o Append/Overlay—adds new records and overlays data on existing records. If selected, then you
must assign a unique identifier in theOverlay Identifierthat will be used to overlay data in the
workspace. This field acts as a link indicating to RelativityOne where to import the data.

8. If you selected Overlay Only or Append/Overlay in the previous step, select anOverlay Identifier to specify the
field that links your overlay load file to the workspace.

n Merge Values—merges all values for multi-choice and multi-object fields in the load file with cor-
responding multi-choice and multi-option fields in the workspace. The fields are merged regardless of the

https://help.relativity.com/RelativityOne/Content/Site_Resources/Production.htm
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overlay behavior settings in the environment.

n Replace Values—replaces all values for multi-choice and multi-object fields in the load file with cor-
responding multi-choice and multi-option fields in the workspace. The fields are merged regardless of the
overlay behavior settings in the environment.

n Use Field Settings—merges or replaces all values for multi-choice and multi-object fields in the load file
with corresponding multi-choice and multi-option fields in the workspace. The fields are merged accord-
ing to the overlay behavior settings in the environment.

9. (Optional) Click Download Profile (.ie) on the Import Settings dialog to download the job configuration settings
entered thus far to an .ie file on your computer. This way they can be reused for other jobs.

10. (Optional) Click Precheck Load File on the Import Settings dialog to run a validation process on the load file to
check for errors prior to importing it. The following validation is performed during precheck: Image file paths.
The precheck checks 1,000 random lines across the whole load file. All detected errors are displayed in the Pre-
check window. Click the down arrow next to any error message to view its details. If you want to correct the
errors in the source file(s) and repeat the importing steps, click Cancel to discontinue importing the file at this
time. Otherwise, go to the next step to import the load file with errors and correct them later.

Note: The Pre-check Load File summary dialog displays a maximum of 1,000 errors for each error category.
For example, if an error category has 2,000 errors, only the first 1,000 will be displayed in the drop-down list.

11. Click the Import button to start the importing process.



Data Transfer Guide 115

12. Review the importing progress on theOverview tab on the Importing dialog. Real-time details regarding the
number of transferred files and data size being processed are displayed during the Uploading and Extracting
steps. If needed, click Cancel to stop the import job before it completes. Otherwise, click Close when the import-
ing process is complete.

Caution: If you used Import/Export in web only mode, meaning Express Transfer was not active, do not
close the Importing dialog until after the Uploading step has successfully completed. Closing the dialog prior
to the Uploading step completing will terminate the data transfer (upload) process.

13. Go to the Job Settings tab on the Importing dialog to review the job configuration settings. If desired, click
Download Profile (.ie) to download the job configuration settings entered thus far to an .ie file on your com-
puter. This way they can be reused for other jobs.

14. If no errors were found in the load file, go to the next step. If errors were found, click the Errors tab on the Import-
ing dialog to view them, then do either of the following:

Note: Only records that imported without errors will appear in the workspace.
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n To proceed without correcting the errors, click Close.
n To manually correct them now, click the Download Error Load File button. Review the errors and cor-

rect them as needed. When you have finished, upload the file with the corrected data by clicking the
Select button on the Importing screen next to New Load File. Then, navigate to the load file on your local
drive to select it. Once selected, click Import to import the job with corrected data.

Note: You can only correct documents included in the original load file. If you need to add missing doc-
uments, create a new import job.

15. Click Finish to close the dialog.

You can review the Import/Export Job page to see more information about the job. Refer to Import/Export Job tracking
and history for details.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

Note: If you ran the job with Express Transfer active, you are able to close the Import/Export application while the
job is running, if desired, and the transfer job will continue and not be affected. You can monitor the progress and
history of jobs within Express Transfer. For more information, see "Express Transfer Job tracking and history". You
do not have to be logged into RelativityOne to view information within the Express Transfer application.

4.14.6 Importing an RDO load file
You can import Relativity's dynamic objects (RDO) for use in Relativity applications. The workflow for RDO data import
follows the same general guidelines as those for document load file imports.

If you want to use Import/Export with Express Transfer active, which is the recommended workflow for data transfer,
refer to Express Transfer overview on page 47 for more information.

Refer to Import/Export load file specifications and Data upload size limitation on page 31 for more information
regarding load files. Also see General recommendations for structured data import and export jobs on page 45.

To import RDO data:

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, the Import button is selected by default. Next, click the Structured (Pro-
cessed) Data workflow box to import an RDO load file to your workspace.

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.
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4. On the Choose the Load File Type dialog, click the RDO box to import a load file to your workspace.

5. If Express Transfer is not Active, skip this step. If it is Active:
n Click Select Folderon the Select data to Import dialog to browse to your local drive and select the folder

with the files that you want to upload. In the case of universal naming convention (UNC) paths, you can
copy and paste the path into the Select Folder address bar in the dialog box to access the desired folder.
For example, \\ServerName\SharedResourceName\FilePath.

n Click Staging Load File to select a load file from the StructuredData folder in Staging.

Note: Accessing Choose from Staging requires Allow Staging Import permissions. Refer to the Per-
missions page for more information.

Note: If you choose to import load file data from Staging, the load file and all linked files will be copied
to the destination located outside of your Staging Area. After the import is completed, you can clean up
the source data in Staging.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Permissions.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Permissions.htm
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n You can choose only one folder with a load file to transfer.

n File names must be 200 characters or less, including the extension.

n We recommend using a local drive instead of a mapped or external drive to avoid potential slowness and
connection issues with the file import process. Also see Data transfer performance considerations on
page 61.

n When Express Transfer is active, you should not zip data for importing.

n When Express Transfer is active, it uploads only files linked in the selected load file, regardless of their
location.

n When Express Transfer is active, it ignores mismatches in upper and lower case between file paths in the
load file and the actual file names.

n When Express Transfer is active, it supports load files with relative paths, absolute paths, and UNC
paths. It is possible to mix different path types in a single load file.

6. On the Choose Load File and Location dialog, complete the following fields, then click Continue. Refer to
Import/Export load file specifications for more information regarding load files.
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n Job Name—provide a descriptive job name so that you can quickly identify and track that job on the
Import/Export Job Page. The Job name field accepts up to 50 characters.

n Relativity Object Type—select the Relativity object type from the drop-down list that you want to import
data.

n Profile—the job configuration settings that were previously saved to a profile file (.ie or .kw*). They can
be reused when creating future jobs with the same or similar settings in RelativityOne. This saves time
and effort as well as helps prevent data entry errors when you're mapping fields, for example. Profiles
with the ".ie" extension can only be used in Import/Export.

o None—select this option if you do not desire to use a profile for this import or if you intend to create
a new profile based on the settings entered in the upcoming steps. You will be able to save the pro-
file settings later to an .ie file via the Download Profile (.ie) button.

o From Local Disk Profiles—use this option to select a previously saved Import/Export profile (.ie
file) or an existing .kw* profile, created via the former Relativity Desktop Client application, to reuse
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the job settings for this workflow. Use the drag and drop feature or browse for a file to choose it. All
job settings provided within the selected profile file will be automatically entered where applicable
in the succeeding workflow dialogs.

n Regional Settings (Date and Time)—select the desired format for imported date and time data. A pre-
view of the chosen format will appear below the selection. The setting selected will remain for all future
jobs until you choose another one from the list or until you clear your browser cache. When browser
cache is cleared, the setting will revert to the US date and time by default.

n Load File—use the drag and drop feature or click browse for a file to select load file with RDO data
from your local drive.

n Choose From Staging—select a load file from the StructuredData in Staging. Your load file data must
not be zipped. Otherwise, you will not be able to choose it from Staging.

n Include Native & Text—select this option to include native and text files.

Note: The Include Native & Text option is not available for image or production import workflows as
there are no native files included in OPT files.

n Native & Text—if Include Native & Text was selected, use the drag and drop feature or click browse for
a file to select the zipped native and text file from your local drive. See ZIP archive with extracted text
and natives on page 40

n (Optional) Notification Addresses—enable email notifications by providing the email addresses of
those who should get notified once the job completed, failed, or canceled.

7. On the Load File Settings dialog, select the delimiters and encoding values of the load file for the import, then
click Continue. The File Column Headers Preview pane will help you to choose the proper settings.

n File Encoding—select an encoding format for the load file. Consult your processing vendor or depart-
ment to determine the correct encoding option, if necessary.
The File Column Headers Preview pane automatically updates when you select the File Encoding type.
Since the load file is parsed based on the delimiter set, you may need to check delimiters used in the load
file if the column headers are not lined up correctly. Determine the delimiters used in the file, and then
select them in the delimiters section of this tab.

n First Line Contains Column Names toggle—select this option if the first line contains column names.

n Select the delimiters and encoding values used by your load file:
o Column—select the character used to separate columns.
o Quote—select the character used as the text qualifier.
o Newline (Long Text Fields)—select the character used to indicate the end of a line in any extrac-
ted text or long text field.

o Multi-Value—select the character used to separate choices within a field.
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o Nested Value—select the character used to separate the different levels of a multi-choice hier-
archy.

8. On the Load File Fields Mapping dialog, select the load file fields to import and map them to the workspace
fields, then click Continue.

n Click Auto Map Fields to automatically map fields. The fields from the load file will be mapped to any
existing fields of the exact same name in the workspace. Any fields without a match will display
"Choose..." in the Workspace Fields column. You will need to select one from the drop-down list. To
search for a field in the list, begin typing the desired field name and matching search results are dis-
played for selection.

n  Consider the following when auto-mapping fields:
o Case is not taken into account for the mapping. For example, a field named "email" in the load file
would map to a field named "Email" in the workspace.

o Spacing is taken into account. For example, in a two-word field name, if there is one space
between words in the workspace field, and two spaces between words in the load file field, the
fields will not be mapped.

o Characters are mapped only to themselves. For example, an underscore is only mapped to
another underscore, not to a space.

n Only fields matched or those with additional settings selected are loaded into the workspace. Other fields
in the Load File Fields andWorkspace Fields are ignored. You must always match the identifier field for
the load file.

n To import RDO data into a workspace, you must map the RDO identifier, whether it be Name, Control
Number, or another field. If you do not, the import mode options will be limited and you will be unable to
proceed with the import.

n When field names in the load file don't match precisely field names in the workspace, you can clickMap
with AI to map similarly named fields.
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n Consider the following when mapping fields with AI:
o Fields are mapped based on the similarities in the meaning of fields’ names.
o Fields are mapped automatically when the name meaning similarities are strong.
o The Review label appears for the mappings that may require your attention.
o Fields remain unmapped if the AI model cannot understand the meaning of the field name, or the
name similarities are below the threshold. If you want to map these fields, choose a corresponding
field from the Workspace Fields list or create a new workspace field.

9. Depending on your workflow, complete the following additional fields on this dialog:
n Sort by button—click to choose your preferred sorting option:

o Default (A-Z)—sorts all rows in alphabetical order, based on the load file field names.
o Mapped on top—brings the mapped fields to the top and sorts them in alphabetical order.
o Unmapped on top—brings the unmapped fields to the top and sorts them in alphabetical order.
o Review on top—brings the mapped fields which require review to the top and sorts them in alpha-
betical order.

n Create Field button—click if you want to create a new workspace field.
o Export to CSV button—click to save the field mapping configuration to a .csv file on your local
drive. Be aware that this option cannot be accessed after the job has run and can only be selected
prior to executing the job.

o Load File Sample column—presents read-only example data from the load file fields.
o Load File Fields column—displays the field names from the load file. Use the Filter box to search
for field names.

o Workspace Fields column—allows you to manually map the load file fields to the existing work-
space fields. Use the Filter box to search for field names.

n Additional Field Settings column—to enable additional field settings, click the Choose down arrow in
this column to select the additional field as follows:

o Native File—select this option if the field from your load file contains a relative path, absolute path,
or UNC path to the native files. If using absolute or UNC paths, Express Transfer must be activ-
ated prior to starting the import job.

o Parent Object—select this option if the RDO has a parent that is not of Workspace type.

10. On the Import Settings dialog, configure your import job by selecting from which line number you want the load
file to begin importing and how you want the records to be imported.

n Start Line—select the line number in the load file where you want the import process to begin. The
default value is set to 0, which results in loading the entire load file.
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n Import mode—choose how you want the records to be imported.
o Append Only—loads only new records.
o Append/Overlay—adds new records and overlays data on existing records. If selected, then you
must assign a unique identifier in theOverlay Identifierfield that will be used to overlay data in the
workspace. This field acts as a link indicating to RelativityOne where to import the data. For
Append/Overlay and Overlay Only, if a blank metadata field exists in the load file, .dat or .csv, the
blank value will overlay (remove) any existing value that may reside in the corresponding mapped
field.

o Overlay Only—updates existing records only. If selected, then you must include anOverlay Iden-
tifier next.

o Overlay Identifier—if either Overlay Only or Append/Overlay mode is selected, then assign the
unique identifier that will be used to overlay data in the workspace. This field acts as a link indic-
ating to RelativityOne where to import the data.

11. (Optional) Click Download Profile (.ie) on the Import Settings dialog to download the job configuration settings
entered thus far to an .ie file on your computer. This way they can be reused for other jobs.

12. (Optional) Click Precheck Load File on the Import Settings dialog to run a validation process on the load file to
check for errors prior to importing it. All detected errors are displayed in the Pre-check window. Click the down
arrow next to any error message to view its details. If you want to correct the errors in the source file(s) and
repeat the importing steps, click Cancel to discontinue importing the file at this time. Otherwise, go to the next
step to import the load file with errors and correct them later. The following validations occur during pre-check:

n Date format

n Field type

n Field length

n Number of load file cells

n Number of folders and choice fields

n File paths for natives and extracted text (checks 1,000 random lines across the whole load file)

Note: The Pre-check Load File summary dialog displays a maximum of 1,000 errors for each error category.
It will also display a message indicating the total number of errors found. For example, if an error category
has 2,000 errors, only the first 1,000 will be displayed in the drop-down.
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13. Click the Import button to start the importing process.

14. Review the importing progress on theOverview tab on the Importing dialog. Real-time details regarding the
number of transferred files and data size being processed are displayed during the Uploading and Extracting
steps. If needed, click Cancel to stop the import job before it completes. Otherwise, click Close when the import-
ing process is complete.

Note: If you used Import/Export in web only mode, meaning Express Transfer was not active, do not close
the Importing dialog until after the Uploading step has successfully completed. Closing the dialog prior to the
Uploading step completing will terminate the data transfer (upload) process.
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15. Go to the Job Settings tab on the Importing dialog to review the job configuration settings. If desired, click
Download Profile (.ie) to download the job configuration settings entered thus far to an .ie file on your com-
puter. This way they can be reused for other jobs.

16. If no errors were found in the load file, go to the next step. If errors were found, click the Errors tab on the Import-
ing dialog to view them, then do either of the following:

Note: Only records that imported without errors will appear in the workspace.

n To proceed without correcting the errors, click Close.
n To manually correct them now, click the Download Error Load File button. Review the errors and cor-

rect them as needed. When you have finished, upload the file with the corrected data by clicking the
Select button on the Importing screen next to New Load File. Then, navigate to the load file on your local
drive to select it. Once selected, click Import to import the job with corrected data.
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Note: You can only correct documents included in the original load file. If you need to add missing doc-
uments, create a new import job.

17. Click Finish to close the dialog.

You can review the Import/Export Job page to see more information about the job. Refer to Import/Export Job tracking
and history for details.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

Note: If you ran the job with Express Transfer active, you are able to close the Import/Export application while the
job is running, if desired, and the transfer job will continue and not be affected. You can monitor the progress and
history of jobs within Express Transfer. For more information, see "Express Transfer Job tracking and history". You
do not have to be logged into RelativityOne to view information within the Express Transfer application.

4.14.7 Importing an Access DB load file (MDB)

Note: This workflow was designed for and is currently available for the Asia-Pacific region.

You can use Import/Export to import document load files, .mdb .and mdbacc, into RelativityOne that contain document
metadata, native files, or extracted text. You're also able to use saved job profiles to expedite the configuration
process.

If you want to use Import/Export with Express Transfer active, which is the recommended workflow for data transfer,
refer to Express Transfer overview on page 47 for more information.

Refer to Access DB (MDB) load file specifications and Data upload size limitation on page 31 for more information
regarding load files. Also see General recommendations for structured data import and export jobs on page 45.

To import an Access DB load file:

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, the Import button is selected by default. Next, click the Structured (Pro-
cessed) Data workflow box to import a document load file to your workspace.

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.

4. On the Choose the Load File Type dialog, click the Access DB box to import an MDB load file to your work-
space.
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5. If Express Transfer is not Active, skip this step. If it is Active, click Select on the Select data to Import dialog to
browse to your local drive and select the folder with the files that you want to upload. In the case of universal
naming convention (UNC) paths, you can copy and paste the path into the Select Folder address bar in the dia-
log box to access the desired folder. For example, \\ServerName\SharedResourceName\FilePath.

n You can choose only one folder with a load file to transfer.

n File names must be 200 characters or less, including the extension.

n We recommend using a local drive instead of a mapped or external drive to avoid potential slowness and
connection issues with the file import process. Also see Data transfer performance considerations on
page 61.

n When Express Transfer is active, you should not zip data for importing.

n When Express Transfer is active, it ignores mismatches in upper and lower case between file paths in the
load file and the actual file names.
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n When Express Transfer is active, it supports load files with relative paths, absolute paths, and UNC
paths. It is possible to mix different path types in a single load file.

6. On the Choose Load File and Location dialog, complete the following fields. Then click Continue. Refer to
Access DB (MDB) load file specifications for more information regarding load files.

n Job Name—provide a descriptive job name so that you can quickly identify and track that job on the
Import/Export Job page. The Job Name field accepts up to 50 characters.

n Destination folder—click the Select button, and do one of the following:
o Choose an existing folder.
o Create a new workspace folder by right-clicking on an existing folder, click Create, enter a new
folder name, click out of the new folder to save it, then click Select.

n Profile—the job configuration settings that were previously saved to a profile file (.ie or .kw*). They can
be reused when creating future jobs with the same or similar settings in RelativityOne. This saves time
and effort as well as helps prevent data entry errors when you're mapping fields. For example, profiles
with the ".ie" extension can only be used in Import/Export.

o None—select this option if you do not desire to use a profile for this import or if you intend to create
a new profile based on the settings entered in the upcoming steps. You will be able to save the pro-
file settings later to an .ie file via the Download Profile (.ie) button.
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o From Local Disk Profiles—use this option to select a previously saved Import/Export profile (.ie
file) or an existing .kw* profile, created via the former Relativity Desktop Client application, to reuse
the job settings for this workflow. Use the drag and drop feature or browse for a file to choose it. All
job settings provided within the selected profile file will be automatically entered where applicable
in the succeeding workflow dialogs.

n Regional Settings (Date and Time)—select the desired format for imported date and time data. A pre-
view of the chosen format will appear below the selection. The setting selected will remain for all future
jobs until you choose another one from the list or until you clear your browser cache. When browser
cache is cleared, the setting will revert to the US date and time by default.

n Load File—use the drag and drop feature or click browse for a file to select the .mdb or .accdb load file
from your local drive.

n (Optional) Notification Addresses—enable email notifications by providing the email addresses of
those who should get notified once the job completed, failed, or canceled.

7. On the Import Data Settings dialog, select options referring to file types you want to import. The following
options are available:

n Import PDF Files toggle—select this option to import PDF files.

n Import Native Files toggle—select this option to import Native files.

n Import Text Files toggle—select this option to import Text files. 
o Workspace Long Text Field—select a field from your Relativity workspace that you want to
import to.

o Text File Encoding—select an encoding format for Text files.

8. On the Load File Fields Mapping dialog, select the load file fields to import and map them to the workspace
fields, then click Continue.
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n Click Auto Map Fields to automatically map fields. The fields from the load file will be mapped to any
existing fields of the exact same name in the workspace. Any fields without a match will display
"Choose..." in the Workspace Fields column. You will need to select one from the drop-down list. To
search for a field in the list, begin typing the desired field name and matching search results are dis-
played for selection.

n Consider the following when auto-mapping fields:
o Case is not taken into account for the mapping. For example, a field named "email" in the load file
would map to a field named "Email" in the workspace.

o Spacing is taken into account. For example, in a two-word field name, if there is one space
between words in the workspace field, and two spaces between words in the load file field, the
fields will not be mapped.

o Characters are mapped only to themselves. For example, an underscore is only mapped to
another underscore, not to a space.

n Only fields matched or those with additional settings selected are loaded into the workspace. Other fields
in the Load File Fields andWorkspace Fields are ignored. You must always match the identifier field for
the load file.

n When field names in the load file don't match precisely field names in the workspace, you can clickMap
with AI to map similarly named fields.

n Consider the following when mapping fields with AI:
o Fields are mapped based on the similarities in the meaning of fields’ names.
o Fields are mapped automatically when the name meaning similarities are strong.
o The Review label appears for the mappings that may require your attention.
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o Fields remain unmapped if the AI model cannot understand the meaning of the field name, or the
name similarities are below the threshold. If you want to map these fields, choose a corresponding
field from the Workspace Fields list or create a new workspace field.

9. On the Import Settings dialog, configure your import job by selecting from which line number you want the load
file to begin importing and how you want the records to be imported.

n Production—select the Production set to import.

n Start Line—select the line number in the load file where you want the import process to begin. The
default value is set to 0, which results in loading the entire load file.

n Workspace Folder Structure—choose the workspace structure:
o MDB Folder Sturcture—uses the information from the levels data from the Export table.
o Flat Structure—includes all documents in a single folder without the folder structure.

n Import mode—choose an import mode:
o Append Only—loads only new records.
o Overlay Only—updates existing records only. If selected, then you must include anOverlay Iden-
tifier in an overlay load. This field acts as a link indicating to RelativityOne where to import the
data.

o Append/Overlay—adds new records and overlays data on existing records.

Note: For Append/Overlay and Overlay Only, if a blank metadata field exists in the load file, the blank value
will overlay (remove) any existing value that may reside in the corresponding mapped field.

10. (Optional) Click Download Profile (.ie) on the Import Settings dialog to download the job configuration settings
entered thus far to an .ie file on your computer. That way they can be reused for other jobs.

11. Click the Import button to start the importing process.
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12. Review the importing progress on theOverview tab on the Importing dialog. Real-time details regarding the
number of transferred files and data size being processed are displayed during the Uploading and Extracting
steps. If needed, click Cancel to stop the import job before it completes. Otherwise, click Close when the import-
ing process is complete.

Caution: If you used Import/Export in web only mode, meaning Express Transfer was not active, do not
close the Importing dialog until after the Uploading step has successfully completed. Closing the dialog prior
to the Uploading step completing will terminate the data transfer (upload) process.

13. Go to the Job Settings tab on the Importing dialog to review the job configuration settings. If desired, click
Download Profile (.ie) to download the job configuration settings entered thus far to an .ie file on your com-
puter. That way they can be reused for other jobs.

14. If no errors were found in the .mdb file, click Close. If errors were found, you can click the Errors tab on the
Importing dialog to view them. Then, click Close to close the dialog.
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n To proceed without correcting the errors, click Close.
n To manually correct them now, click the Download Error Load File button. Depending on error types,

you can download:
o Document Error Load File (.dat)—for errors related to documents and native files import.
o Image/PDF Error Load File (.opt)—for errors related to Images/PDFs import.

Note: If you want to correct the documents or add missing documents, create a new import job.

n To proceed without correcting the errors, click Close. You can use Document Error Load File in Import
document load file workflow.

n You can use Image/PDF Error Load File in Import image load file workflow.

You can review the Import/Export Job page to see more information about the job. Refer to Import/Export Job tracking
and history for details.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

Note: If you ran the job with Express Transfer active, you are able to close the Import/Export application while the
job is running, if desired, and the transfer job will continue and not be affected. You can monitor the progress and
history of jobs within Express Transfer. For more information, see "Express Transfer Job tracking and history". You
do not have to be logged into RelativityOne to view information within the Express Transfer application.

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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4.14.8 Importing transcript MDB data for Processing via Import/Export Limited General
Availability

Note: This content refers to Preview, Advance Access or limited-availability functionality that may not be available
in all Relativity environments.

Note: Effective August 20, 2024, Import/Export uploads raw (unprocessed) data to the ProcessingSource folder
and triggers the Processing application. The ProcessingSource folder is included in your Staging threshold. To
avoid additional storage costs, you may want to delete the uploaded raw (unprocessed) data from this folder once it
is no longer needed.

You can use Import/Export to import transcript MDB data with the linked audio/video files into RelativityOne. This will
automatically trigger a Processing job to extract metadata from the selected transcript MBD file, create documents
and link them with audio/video content included in the dataset, in one operation. Once the transcript data is
successfully imported into your workspace, you can use the Relativity Transcripts application to review the content.

4.14.8.1 Before you begin
The following applications should be installed in a workspace before you begin using Relativity Transcripts:

n Import/Export

n Processing

n Transcripts

If you want to use Import/Export with Express Transfer active, which is the recommended workflow for data transfer,
refer to Express Transfer overview on page 47 for more information.

To import transcript MDB data with linked audio/video files for Processing:

n Prepare the transcript dataset for import with Import/Export by creating a single ZIP file that contains the tran-
script MDB file and all linked audio and video files. No ZIP size limits apply.

https://help.relativity.com/RelativityOne/Content/Relativity/Transcripts_application/Relativity_Transcripts.htm
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n All files, including the MDB file, should be located on the top level of the ZIP file structure. The audio and video
files cannot be included in a nested container.

n Do not add any other container or loose files to the ZIP file. Otherwise, the import job may fail.

n If you need to process additional data, do it in a separate set.

4.14.8.2 Importing transcript MDB data

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, the Import button is selected by default. Next, click the Raw (Unprocessed)
and Transcript MDB data workflow box.
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Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.

4. On the Choose Unstructured Data Type dialog, click the Transcript MDB data workflow box.
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5.  Select the transcript data files to import as follows depending on the activation status of Express Transfer:
n With Express Transfer Active: Click Select on the Select data to Import dialog to browse to your local

drive and select the folder that includes only the zipped transcript data you want to upload. In the case of
universal naming convention (UNC) paths, you can copy and paste the path into the Select Folder
address bar in the dialog box to access the desired folder. For example, \\Server-
Name\SharedResourceName\FilePath. You also have the option on the dialog to choose from file share
by clicking Choose from File Share, selecting the import source folder that includes only the zipped tran-
script data, and clicking Select Folder. Once the folder has been selected, click Continue.

Note:When you select a folder to upload, ensure that it contains only the zipped Transcript data.
Express Transfer will transfer all the data from the selected folder, including sub-folders, to the staging
area, regardless of the specific job configuration. If the selected folder contains any other files than the
zipped transcript data, the import job may fail.

n With Express Transfer not Active:On the Select file dialog, do one of the following below to upload a
file. Transcript MDB file along with the linked audio/video files must be zipped when using the first two
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options mentioned below.

n Drag and drop the zipped transcript data file into the upload area.

n Click browse for a file to select a zipped transcript data from your local drive.

n Click Choose From Staging to upload files directly from the Staging Area, select the folder that con-
tains the zipped transcript file and click Select.

6. On the Transcript Import and Processing dialog, complete the following fields:

n Job name—provide a descriptive job name so that you can quickly identify and track that job on the
Import/Export Job page. The Job name field accepts up to 50 characters.
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n Processing Profile—select the desired Processing profile. The Processing profile must already exist in
Relativity.

Note: Select the Processing profile with the Auto-Publish setting enabled to automatically publish the dis-
covered documents.

n Destination folder—click the Select button, and do one of the following:
o Choose an existing folder.
o Create a new workspace folder by right-clicking on an existing folder, click Create, enter a new
folder name, click out of the new folder to save it, and then click Select.

n Deponent—assign the deponent manually or by adding a new deponent now, as described below:

Note: The Deponent drop-down list shows custodians available in the workspace. When you create a new
deponent with the Add Deponent feature, it is stored in the Entity Object as a custodian.

n Manually assign deponents: Select the proper deponent from the Deponent drop-down list.

n Add a new deponent now: If you want to add a new deponent to the drop-down list from here instead of
through the Entity object, click the Add Deponent link, and do the following on the Add Deponent dialog.

n Select the deponent Type:

o Person—select this option to enter a First Name and Last Name of the individual acting as
deponent of the data to be processed.

o Other—select this option if the deponent of the data to be processed is not an individual but
is, for example, an entity or company name. Then, enter the name in the Full Name field.
You can also select this option if you wish to enter an individual's full name without having
that name include a comma once you export the data associated with it.

n Click the Add Deponent button. The newly created deponent will be added to the Deponent drop-
down list. Then, you can select and assign the deponent to the data source.

n (Optional) Notification Addresses—enable email notifications by providing the email addresses of
those who should get notified once the job completed, failed, or canceled.
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7. Click Run Job to start importing data.

Note: Import/Export will upload all the zipped transcript data to the staging area and create a new Processing
job based on the provided job configuration. The Processing application will extract the uploaded zip file and
process the attached MDB file with the audio/video files.

8. Review the importing progress on the Importing & Processing dialog. Real-time details regarding the number of
transferred files and data size being processed are displayed during the Uploading and Extracting steps. Do
any of the following:

Note:  Only records that imported without errors will appear in the workspace.

n Click Cancel to stop the importing process before it completes.
n Click Close when the importing process is complete.

Note: If you imported data without activating Express Transfer, you can close the dialog before the
import process finishes without causing an interruption in data flow as long as it's closed after the
Uploading step is completed. Closing the dialog earlier will terminate the data transfer (upload) pro-
cess.

n ClickGo to Processing when the Discovery step begins to go to the Processing Sets page of the Pro-
cessing application.

Import/Export utilizes the Processing application to process extract transcript metadata from the MDB file, create
documents, and link the attached audio/video files. Depending on the processing profile configuration, the following
processing phases will be triggered:

n Discovery

n Discovery and publish, if the auto-publish option is enabled in your processing profile

n We recommend using the Processing application directly to determine global dedupe order creating processing
sets.

n The Inventory phase of processing is always skipped when you import unstructured data. If Inventory is
needed, use Staging Explorer to import data into RelativityOne, and then run Processing directly.
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Please refer to Processing in Relativity documentation for more information about using the Processing application to
ingest raw data directly into your workspace.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

Note: If you ran the job with Express Transfer active, you are able to close the Import/Export application while the
job is running, if desired, and the transfer job will continue and not be affected. You can monitor the progress and
history of jobs within Express Transfer. For more information, see "Express Transfer Job tracking and history". You
do not have to be logged into RelativityOne to view information within the Express Transfer application.

4.14.9 Importing raw unprocessed data for Processing via Import/Export

Note: Effective August 20, 2024, Import/Export uploads raw (unprocessed) data to the ProcessingSource folder
and triggers the Processing application. The ProcessingSource folder is included in your Staging threshold. To
avoid additional storage costs, you may want to delete the uploaded raw (unprocessed) data from this folder once it
is no longer needed.

You can use Import/Export to import native, unprocessed/unstructured files, including Slack data, into RelativityOne
that require processing and it will automatically trigger a Processing job in one operation.

n Import/Export is not a replacement for the Processing application; however it is a simplified workflow when set-
ting up a processing set. Using the Processing application is recommended when setting up large, complex pro-
cessing jobs. Also, within the Processing application, you can use Quick Create Sets, Inventory, check and
update Processing Profiles, and customize data source options.

n Processing profiles must already exist in RelativityOne before using them in the steps below.

n For optimal performance, we recommend using Import/Export with Express Transfer and organizing data in
such a way that there are as few Data Sources as possible in a single job.

If you want to use Import/Export with Express Transfer active, which is the recommended workflow for data transfer,
refer to Express Transfer overview on page 47 for more information.

To import raw unprocessed/unstructured files for Processing:

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, the Import button is selected by default. Next, click the Raw (Unprocessed)
and Transcript MDB data workflow box to import native (raw) files into your workspace.

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.

4. On the Choose Unstructured Data Type, click the Raw Data workflow box.
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5. Select the data files to import as follows depending on the activation status of Express Transfer:
n With Express Transfer Active: Click Select on the Select data to Import dialog to browse to your local

drive and select the folder with the files that you want to upload. In the case of universal naming con-
vention (UNC) paths, you can copy and paste the path into the Select Folder address bar at the top of the
dialog box in order to access the desired folder. For example, \\Server-
Name\SharedResourceName\FilePath.
You also have the option on the dialog to choose from file share by clicking Choose from File Share,
selecting the import source folder, and clicking Select Folder. Once the folder has been selected, click
Continue.

Note:When you select a folder to upload, Express Transfer will transfer all the data from the selected
folder, including sub-folders, to the staging area, regardless of the specific job configuration, like the
custodian mapping settings. This also applies to the load file import workflows.

n With Express Transfer not Active:On the Select file dialog, do one of the following below to upload a
file. Data files must be zipped when using the first two options mentioned below. Single PST files do not
require zipping.
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o Drag and drop the zipped data file or single PST file into the upload area.

o Click browse for a file to select a zipped data or single PST file from your local drive.

o Click Choose From Staging to upload files directly from the Staging Area. Then, select the cor-
rect ProcessingSource folder and click Select. You do not need to zip files when importing with
this option.

Note: From July 1, 2025, accessing Choose from Staging will require Allow Staging Import per-
missions. Refer to the following Community article and the Permissions page for more inform-
ation.

6. On the Create Processing Job dialog, complete the following fields:

n Job name—provide a descriptive job name so that you can quickly identify and track that job on the
Import/Export Job page. The Job name field accepts up to 50 characters.

n Profile—select the desired Processing profile. The Processing profile must already exist in Relativity.

Note: If you are importing Slack data, please refer to Importing Slack short message data for Pro-
cessing via Import/Export on page 149 below.

n Destination folder—click the Select button, and do one of the following:
o Choose an existing folder.
o Create a new workspace folder by right-clicking on an existing folder, click Create, enter a new
folder name, click out of the new folder to save it, and then click Select.

https://community.relativity.com/s/article/Changes-to-Import-Export-Choose-From-Staging-Option-FAQ
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/Permissions.htm
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n (Optional) Notification Addresses—enable email notifications by providing the email addresses of
those who should get notified once the job completed, failed, or canceled.

7. Next, use the Select Data Sources section to select the Data Sources and assign Custodians. A maximum of
70 data sources (folders with data, loose files) can be selected and assigned custodians. See recom-
mendations below for preparing data sources.

Recommendations for preparing data sources.
n Each selected file is treated as a separate data source. Consider organizing loose files into folders per

custodian.

n If you import data for a single custodian, you may want to create a top-level folder and place all the data
into that folder to speed up the configuration and execution of the Processing job.

n To exclude Microsoft Office temporary files, which are those file names starting with a ~ (tilde) sign, see
Exclude temporary Microsoft Office files from data import on page 69 for more information.

n Be sure your data sources have unique names. Data sources are not case sensitive. If you have data
sources with duplicate names, you may see processing errors. For example, \\[file.share]\Processing
Source[SOURCE.NAME] and \\[file.share]\Processing Source[Source.Name] would be considered
duplicate names since the system does not differentiate between capital and lower case letters. To make
them unique, you could rename the folders [SOURCE.NAME1] and [Source.Name2].

Choose the Data Sourceby selecting the checkbox next to the folder name. Then, assign the Custodianmanu-
ally or automatically, or by adding a new custodian now, as described below:

n Manually assign custodians: Select the proper custodian from the Custodian drop-down list and click
the Assign button.

n Automatically assign custodians: Click the Auto Map Custodians button to automatically assign cus-
todians to data source folders and files based on the naming pattern. Only the Last name, First name
naming pattern is supported at this time. If you want to modify the automatic assignment, click Clear next
to the custodian’s name. The application reads data source names and checks if matching custodians
have already been added to the Entity object. Depending on the result, one of the following occurs:

o Custodian(s) already exists in the Entity: If the custodian(s) already exists in the Entity, the
application automatically assigns corresponding custodians to folders and files.

o New custodian automatically created: If the application cannot find the corresponding cus-
todian in the Entity object, it creates a new one based on the data source name. Newly created cus-
todians are marked with a blue dot in the Select Data Sources pane. New custodians will be added
to the Entity object after you click Run Job in the next step. However, if you click Cancel instead of
running the job, the new custodians will not be created.

n Add a new custodian now: If you want to add a new custodian to the drop-down list from here instead
of through the Entity object, click the Add Custodian link, and do the following on the Add Custodian dia-
log:
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n Select the custodian Type:
o Person—select this option to enter a First Name and Last Name of the individual acting as
custodian of the data to be processed.

o Other—select this option if the custodian of the data to be processed is not an individual but
is, for example, an entity or company name. Then, enter the name in the Full Name field.
You can also select this option if you wish to enter an individual's full name without having
that name include a comma once you export the data associated with it.

n Click the Add Custodian button. The newly created custodian will be added to the Custodian
drop-down list. Then, you can select and assign the custodian to the data source.

8. Click Run Job to start importing data.

Note: Import/Export will upload all the zipped data to the Staging area, extract it, and create a new Pro-
cessing job based on the data source selection. Only data sources assigned to custodians will be processed
and imported to your workspace.

Note: Effective August 20, 2024, Import/Export uploads raw (unprocessed) data to the ProcessingSource
folder and triggers the Processing application. The ProcessingSource folder is included in your Staging
threshold. Toadditional storage costs, you may want to delete the uploaded raw (unprocessed) data from this
folder once it is no longer needed.

9. Review the importing progress on the Importing & Processing dialog. Real-time details regarding the number of
transferred files and data size being processed are displayed during the Uploading and Extracting steps. Do
any of the following:

Note:  Only records that imported without errors will appear in the workspace.
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n Click Cancel to stop the importing process before it completes.
n Click Close when the importing process is complete.

Caution: If you imported data without activating Express Transfer, you can close the dialog before the
import process finishes without causing an interruption in data flow as long as it's closed after the
Uploading step is completed. Closing the dialog earlier will terminate the data transfer (upload) pro-
cess.

n ClickGo to Processing when the Discovery step begins to go to the Processing Sets page of the Pro-
cessing application.

Import/Export utilizes the Processing application to process native files, extract metadata, and create documents.
Depending on the processing profile configuration, the following processing phases will be triggered:

n Discovery

n Discovery and publish. If the auto-publish option is enabled in your processing profile

n We recommend using the Processing application directly to determine global dedupe order creating processing
sets.

n The Inventory phase of processing is always skipped when you import unstructured data. If Inventory is
needed, use Staging Explorer to import data into RelativityOne, and then run Processing directly.

Please refer to Processing in Relativity documentation for more information about using the Processing application to
ingest raw data directly into your workspace.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

Note: If you ran the job with Express Transfer active, you are able to close the Import/Export application while the
job is running. The transfer job will continue and not be affected. You can monitor the progress and history of jobs
within Express Transfer. For more information, see "Express Transfer Job tracking and history". You do not have to
be logged into RelativityOne to view information within the Express Transfer application.

Importing Slack short message data for Processing via Import/Export
All commercial customers can now leverage Import/Export to upload Slack data for Processing.

To import Slack short messages for Processing via Import/Export:

1. Copy the zip file containing the Slack data into a folder on your drive.

2. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

3. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

4. Activate Express Transfer. See Activating and deactivating Express Transfer on page 58 for more information.

Note: If your organization is not permitted to use Express Transfer and you need to leverage the web mode
of Import/Export to import Slack data, you must zip the folder in which the zip file is located from Step 1. Be
aware that this will create an additional zip level, the zip file from Step 1 within a zipped folder file, for trans-
port purposes only. For this reason, we recommend using Express Transfer for all your imports and exports.

5. On the Choose workflow dialog, the Import button is selected by default.

6. Click the Raw (Unprocessed) Data workflow box.

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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7. Provide the Job Name, select a Destination Folder, and select the Processing Profile.

Note: The following settings must already be enabled in the Processing Profile: Convert Slack to RSMF
and Download Attachments. See Processing profiles documentation for more information.

8. For Data Source, select the folder that contains the zipped Slack data, then assign a Custodian.

9. Click Run Job. Import/Export uploads the data and passes the job configuration to the Processing application.
Please refer to Processing in Relativity documentation for more information about using Processing to ingest
raw data directly into your workspace.

Note: All the RSMF conversion is done in Processing automatically. See Processing documentation on RSMF files
for more information.

4.15 Exporting data using Import/Export
You can use Import/Export to export the following:

n Exporting a folder—use this workflow to export a folder.

n Exporting a production set—use this workflow to export a production set.

n Exporting a saved search—use this workflow to export a saved search load file.

n Exporting RDO data—use this workflow to export Relativity's dynamic objects (RDO) load file.

n Exporting a saved search or a folder with Access DB load file (MDB)—use this workflow to export a saved
search or a folder with Access DB load file (MDB).

n Exporting a production set with Access DB load file (MDB)—use this workflow to export a production set with
Access DB load file (MDB).

Also see General recommendations for structured data import and export jobs on page 45.

4.15.1 Exporting data using Import/Export
You can use Import/Export to export the following:

n Exporting a folder—use this workflow to export a folder.

n Exporting a production set—use this workflow to export a production set.

n Exporting a saved search—use this workflow to export a saved search load file.

n Exporting RDO data—use this workflow to export Relativity's dynamic objects (RDO) load file.

n Exporting a saved search or a folder with Access DB load file (MDB)—use this workflow to export a saved
search or a folder with Access DB load file (MDB).

n Exporting a production set with Access DB load file (MDB)—use this workflow to export a production set with
Access DB load file (MDB).

Also see General recommendations for structured data import and export jobs on page 45.

4.15.2 Exporting a folder load file
You can use Import/Export to export folders and sub-folders out of RelativityOne.
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If you want to use Import/Export with Express Transfer, which is the recommended method for data transfer, refer to
Express Transfer overview on page 47 for more information. With Express Transfer activated, you can run up to five
concurrent export jobs on a single client machine. For more information, see Concurrent and consecutive jobs on
page 31.

Refer to Import/Export load file specifications for more information regarding load files. Also see General
recommendations for structured data import and export jobs on page 45.

To export folders:

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.

3. On the Choose workflow dialog, click the Export button, then click Folder.
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4. On the Export Settings, complete the following fields and click Continue:

Data Source:
n Job Name—provide a descriptive job name so that you can quickly identify and track that job on the

Import/Export Job page. The Job name field accepts up to 50 characters.

n Folders—choose which workspace folder to export.

n Export Sub-folders toggle—select this option to export sub-folders of the previously selected folder.

n Views—select the workspace view that you would like to use to export metadata.

n Profile—the job configuration settings that were previously saved to a profile file (.ie or .kw*). They can
be reused when creating future jobs with the same or similar settings in RelativityOne. This saves time
and effort as well as helps prevent data entry errors when you're mapping fields, for example.
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o None—select this option if you do not desire to use a profile for this export or if you intend to create
a new profile based on the settings entered in the upcoming steps. You will be able to save the pro-
file settings later on the Export Job Configuration Summary dialog. The file extension for the new
profile created will be “.ie”.

o From Local Disk Profiles—use this option to select a previously saved Import/Export profile (.ie
file) or an existing .kw* profile to reuse the job settings for this workflow. Use the drag and drop fea-
ture or browse for a file to choose it. All job settings provided within the selected profile file will be
automatically entered where applicable in the succeeding workflow dialogs.

Location and Files:
n Export Location Type—select one or both of these options:

o Local Disk—select this option to export the selected production set data to the Staging Area and
compress it to a single zip file. Once complete, you can download the zip file with your web
browser directly to a local disk by clicking the Download button. This is the recommended option
when Express Transfer is activated.

Note: This temporary non-Staging Area location is automatically deleted once the download is
completed when using Express Transfer or is deleted after 5 days when using web mode for
downloads. This data is not included in your Staging Area threshold.

n Staging Area—select this option to create a copy of the data in the StructuredData folder in the
Staging Area. You will need to use Staging Explorer later to download data. The exported data will
not be compressed.

n Local Disk and Staging Area—select both options to create a copy of the selected data in the
StructuredData folder in the Staging Area, as well as download it to your local disk with Express
Transfer or web browser.

Note: The StructuredData folder is included in your Staging Area threshold. To avoid additional
storage costs, you may want to delete the exported data from that folder once it is no longer
needed.

Note: For some combinations of job configuration and data, Windows system on your local
machine may not be able to open ZIP archives due to too long file paths. You may receive an
error message: “The compressed (zipped) folder is invalid.” For details, go to General recom-
mendations for structured data import and export jobs.

Notifications:
n (Optional) Notification Addresses—enable email notifications by providing the email addresses of

those who should get notified once the job completed, failed, or canceled.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
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5. On the Load File Settings dialog, select the data file format and data file encoding, then click Continue.

n Data File Format—select one of the formats below for the load file you are exporting:
o .dat (Concordance)—load file exports with the standard Concordance delimiters.
o .csv (Comma separated)—load file exports with comma separated delimiters.
o .html (HTML)—load file is in HTML format and contains hyperlinks to launch any exported files.
o .txt (Custom)—load file exports with the custom delimiters that you select in the Load File Char-
acters section that is displayed when this option is selected.

n Start Line—select a line (record number) that identifies the initial document for export. The application
begins by exporting the document with this number and continues by exporting documents with sub-
sequent record numbers.

n Data File Encoding—select the encoding type for the document-level load file from the drop-down.

n Regional Settings (Date and Time)—select the desired format for the exported date and time data. A
preview of the chosen format will appear below the next field. Your selection for this field will remain for
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future export jobs until you change it or clear the browser cache. Clearing the browser cache will default
the format to "English (United States)."

n Long Time (with seconds)—by default, this option is toggled off. Toggle it on if you want to include
seconds with the exported date and time information. For example, the time will export as 12:10 AM
(HH:MM AM/PM) when the toggle is off. It will export as 12:10:25 AM (HH:MM:SS AM/PM) when the
toggle is on.

n Export Multiple Choice Fields as Nested—select this option to maintain the hierarchy of RelativityOne
multiple-choice lists, when applicable. The Nested Value delimiter, a backslash, separates child choices.

6. On the Select Fields dialog, choose the Workspace Fields that you want to export by moving them to the Selec-
ted Fields box, then click Continue. Optionally, you can enter field name aliases to replace the original work-
space field names in the exported load file. The Workspace Fields box displays all available fields, but only the
fields in the Selected Fields box will be exported.

Note: The Production::Begin Bates and Production::End Bates fields automatically populate in the Selected
Fields column.

You can do the following to move fields:
n Highlight a field and click one of the directional arrow buttons in the center to move it between boxes.

n Double-click on a field to move it between boxes.

n Use CTRL+ left mouse click to select multiple fields, then choose the desired directional arrow to move
between boxes.

n In Selected Fields column, set the load file column order by dragging the fields to their proper ordering
position.

Note: Field aliases should not include delimiters that define the load file structure. The job will not start if a
field alias includes such delimiter.
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7. On the Image Source dialog, select what images you want to export.

Production Images Type:
n Original Images—select to export only the original, non-produced images.

n Produced Images—select to export a produced version of the images.
Select Productions:

n Include original images toggle—select to export original images for the documents that are not in a spe-
cified production.

8. Move the productions that you want to export from the Available Productions box to the Selected Pro-
ductions box.

Note: Any produced native files will be exported as a native instead of an image. Only one produced image is
exported based on precedence in the list. If the document is in the topmost production, that version is expor-
ted. If not, Relativity checks for the document in the second production and so on. If the document is not a
part of any of the selected productions, and "Include original images" toggle is enabled, then the original doc-
ument is produced.

9. On the File Settings dialog, select the options to include native files, images, and/or PDFs in the exported data,
then click Continue.
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n Export Native Files toggle—select this option to export native files.

n Export Images toggle—select this option to include images in the export. If toggled on, then you must
set the Data File Format for image-level load file, that is Opticon, IPRO, or IPRO (FullText), and the File
Type for export images, that is Single-page TIFF/JPG, Multi-page TIFF/JPG, or Rendered PDF.

n Export PDF toggle—select this option to include existing stored PDFs in the export. No document-to-
PDF conversion functionality is performed in this step. The PDFs must already exist as PDF files. If this
option is toggled on, then you must set the Data File Format for PDF-level load file, that is Opticon,
IPRO, or IPRO (FullText).

10. On the File And Folders dialog, choose the desired naming convention and folder structure for the exported
files, then click Continue.
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Text and Native File Names:
n Named after—select one of the following naming conventions for exported files:

o Control Number—select this option to name the files using the document identifier/control num-
ber.

o Custom name—select this option to customize the file names. If selected, enter data in the fol-
lowing fields that appear:

l Prefix—choose whether to have the prefix be the Control Number or Production Begin
Bates.

l Select spacing—select the desired spacing option from the drop-down list.

l Select field—choose a field from your workspace or choose Custom Text and enter your
text.

l Preview—you will be able to view a Preview of the custom file name to see if it's what you
want and make changes in the fields as needed.

n Append original filename toggle—select this option to append the original file name, which is defined
as the file name as it was on disk, to the end of the exported file name.

Folder Structure:
n Group files by—select one of the options below for how to group the exported files:

Note: Depending on the structure of your exported data, export job performance degradation may res-
ult and be several times longer when usingWorkspace Structure compared with using File Type.
Unless it is necessary to use Workspace Structure, we recommend using the File Type option for the
export job.

o Workspace Structure—select this option to preserve the workspace folder structure. This option
may reduce the time of preparing production data since the files will not need to be manually
realigned later to replicate the folder structure in the workspace.
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o File Type—select this option to group files by their type and place them in separate folders based
on type, such as in Natives, Images, Text, and PDFs folders. 

11. On the Text File Settings dialog, you can select to export text field as files and then choose the text file encoding
as follows.

n Export Text Field as Files toggle—determines the export method of the extracted text or OCR. Select
this option if you want to export files as individual document-level text files, with one file per document.
Deselect it to include text as part of the load file.

n Text File Encoding—if Export Text Field as Files is toggled on, then select the encoding format for the
document-level text files.

n Text Fields Precedence—select and assign an order to long text fields that Relativity checks for text
when performing an export. Relativity adds the Text Fields Precedence column as the last column in the
load file. You must select at least one long text field to use this functionality. Choose the fields from the
Add Fields drop-down, then click Add. To delete a selected field, click its trashcan icon.

To order the precedence of the fields, click the six-dot handle next to the field name and drag it to the
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proper ordering position.
During an export, the system checks the first field in the list for text. If the field is null, it checks the next
field in order of precedence for text, and so on. When Relativity finds a field that contains text, it adds the
contents of that field to the Text Fields Precedence column in the document load file. Then continues
checking the fields for the next document and so on. For example, if you listed the Extracted Text field
first and the Production OCR field second, the system would first check the Extracted Text field for con-
tent, and if it was null, it would move on to the Production OCR field, and so on.
The Text Fields Precedence column displays the file path to the exported files if you select the Export
Text Field as Files checkbox above.

12. Click Continue.

13. (Optional) In the Advanced Settings dialog, toggle on Set Custom Information if you want to customize the
volume and folder information. Otherwise, leave the toggle off.
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For more information, see Load file export recommendations.
Volume Information—this section controls the naming and size of the volume identifier. Set the following
options in this section:

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm#Loadfileexportrecommendations
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n Prefix—enter the alpha prefix for the volume identifier.

n Start—enter the first number used for the numeric section of the volume identifier. Multiple volumes incre-
ment numbers during export creating unique volume identifiers.

n # of digits—enter the number of digits attached to the prefix. For example, if you enter 3, the output is
VOL001, VOL002, and so on.

n Max Size (MB)—enter the maximum size allowed for each volume.
Subdirectory Information—this section controls the naming and size of volume sub-folders. Set the following
options in this section:

n Image Prefix—enter the alpha prefix for the sub-directory that stores exported images.

n Native Prefix—enter the alpha prefix for the sub-directory that stores exported native files.

n Text Prefix—enter the alpha prefix for the sub-directory that stores exported extracted text files.

n PDF Prefix—enter the alpha prefix for the sub-directory that stores exported extracted PDF files.

n Start—enter the starting number for the sub-directories.

n # of digits—select the number of digits of the sub-directory prefix. For example, if you enter 3, the output
is IMG001, IMG002, and so on.

n Max Files—select the number of files to store in each sub-directory.

14. Click Continue.

15. On the Export Job Configuration Summary dialog, review the export job settings and go back to make any cor-
rections as needed.

16. (Optional) Click Save Settings on the Export Job Configuration Summary dialog to export the job configuration
settings entered thus far to its own profile file (.ie file extension) and save it on your computer. This way you can
reuse these settings when creating a new export job with Import/Export.
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Note: Import/Export saves job configuration settings to its own profile file format, .ie file extension. Com-
paring to the legacy .kw* standard, it brings more flexibility as you now can apply saved job settings across
various workspaces. The .ie profile file format is not supported in other RelativityOne data transfer tools.

17. Click the Export button to start the exporting process.

18. When it's complete, the job summary lists the records exported successfully, including Load files containing
.dat, opt, etc., errors found, and path to your exported files.

n If using Import/Export with Express Transfer active, the exported files automatically start to download.
You can track the download's progress in the Exporting dialog or in Express Transfer. For more inform-
ation, see Express Transfer Job tracking and history.

Note: If you ran the job with Express Transfer active, you can close the Import/Export application while
the job is running. The transfer job will continue uninterrupted. You can monitor the progress and his-
tory of the job within Express Transfer. You do not have to be logged into RelativityOne to view inform-
ation within the Express Transfer application.

n If using Import/Export in web only mode, the application generates a zip file containing the exported data
that can be download. Click the Download button to save the exported data zip file to your computer, or
click the Close button to close the dialog without downloading the file.

Note: When downloading zip files to your computer, you can configure your browser to allow you save
the zip file to a custom file name of your choosing as well as to a specific folder destination instead of
using the default file name and destination. In the Settings menu of your browser, select Downloads.
Toggle on the option to ask where to save or what to do with each file before downloading. Now, when
you click the Download button in the Exporting dialog, your browser will display a dialog that allows
you to change the default zip file name and select a destination other than the default one. If needed,
you can also create a new folder in the chosen destination for the exported data.

n If you chose to Export to Staging Area when setting up your export job on the Export Settings dialog,
the application automatically exports data to your RelativityOne file share and skips the downloading pro-
cess. Go to the path listed on the dialog to access the exported data files.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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You can always view the job's Exporting dialog information after it's closed by going to the Import/Export Job page and
clicking the job name link. The Job page also contains more details about all jobs.

4.15.3 Exporting a production set load file
You can use Import/Export to export a production set load file out of RelativityOne.

If you want to use Import/Export with Express Transfer, which is the recommended method for data transfer, refer to
Express Transfer overview on page 47 for more information. With Express Transfer activated, you can run up to five
concurrent export jobs on a single client machine. For more information, see Concurrent and consecutive jobs on
page 31.

Refer to Import/Export load file specifications for more information regarding load files. Also see General
recommendations for structured data import and export jobs on page 45.

To export a production load file:

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, click the Export button, then click Production Set.

Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.
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4. On the Export Settings dialog, complete the following fields and click Continue.

Data Source:
n Job Name—provide a descriptive job name so that you can quickly identify and track that job on the

Import/Export Job page. The Job name field accepts up to 50 characters.

n Profile—the job configuration settings that were previously saved to a profile file (.ie or .kw*). They can
be reused when creating future jobs with the same or similar settings in RelativityOne. This saves time
and effort as well as helps prevent data entry errors when you're mapping fields, for example.

o None—select this option if you do not desire to use a profile for this export or if you intend to create
a new profile based on the settings entered in the upcoming steps. You will be able to save the pro-
file settings later on the Export Job Configuration Summary dialog. The file extension for the new
profile created will be “.ie”.

o From Local Disk Profiles—use this option to select a previously saved Import/Export profile (.ie
file) or an existing .kw* profile to reuse the job settings for this workflow. Use the drag and drop fea-
ture or browse for a file to choose it. All job settings provided within the selected profile file will be
automatically entered where applicable in the succeeding workflow dialogs.
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n Production—choose the desired production set to export.
Location and Files:

n Export Location Type—select one or both of these options:
o Local Disk—select this option to export the selected production set data to the Staging Area and
compress it to a single zip file. Once complete, you can download the zip file with your web
browser directly to a local disk by clicking the Download button. This is the recommended option
when Express Transfer is activated.

Note: This temporary non-Staging Area location is automatically deleted once the download is
completed when using Express Transfer or is deleted after 5 days when using web mode for
downloads. This data is not included in your Staging Area threshold.

n Staging Area—select this option to create a copy of the data in the StructuredData folder in the
Staging Area. You will need to use Staging Explorer later to download data. The exported data will
not be compressed.

n Local Disk and Staging Area—select both options to create a copy of the selected data in the
StructuredData folder in the Staging Area, as well as download it to your local disk with Express
Transfer or web browser.

Note: The StructuredData folder is included in your Staging Area threshold. To avoid additional
storage costs, you may want to delete the exported data from that folder once it is no longer
needed.

Note: For some combinations of job configuration and data, Windows system on your local
machine may not be able to open ZIP archives due to too long file paths. You may receive an
error message: “The compressed (zipped) folder is invalid.” For details, go to General recom-
mendations for structured data import and export jobs.

Notifications:
n (Optional) Notification Addresses—enable email notifications by providing the email addresses of

those who should get notified once the job completed, failed, or canceled.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
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5. On the Load File Settings dialog, select the data file format and data file encoding, then click Continue.

n Data File Format—select one of the formats below for the load file you are exporting:
o .dat (Concordance)—load file exports with the standard Concordance delimiters.
o .csv (Comma separated)—load file exports with comma separated delimiters
o .html (HTML)—load file is in HTML format and contains hyperlinks to launch any exported files.
o .txt (Custom)—load file exports with the custom delimiters that you select in the Load File Char-
acters section that is displayed.

n Start Line—select a line (record number) that identifies the initial document for export. The application
begins by exporting the document with this number and continues by exporting documents with sub-
sequent record numbers.

n Data File Encoding—select the encoding type for the document-level load file from the drop-down.

n Regional Settings (Date and Time)—select the desired format for the exported date and time data. A
preview of the chosen format will appear below the next field. Your selection for this field will remain for
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future export jobs until you change it or clear the browser cache. Clearing the browser cache will default
the format to "English (United States)."

n Long Time (with seconds)—by default, this option is toggled off. Toggle it on if you want to include
seconds with the exported date and time information. For example, the time will export as 12:10 AM
(HH:MM AM/PM) when the toggle is off. It will export as 12:10:25 AM (HH:MM:SS AM/PM) when the
toggle is on.

n Export Multiple Choice Fields as Nested—select this option to maintain the hierarchy of RelativityOne
multiple-choice lists, when applicable. The nested value delimiter, a backslash, separates child choices.

6. On the Select Fields dialog, choose the Workspace Fields that you want to export by moving them to the Selec-
ted Fields box, then click Continue. Optionally, you can enter field name aliases to replace the original work-
space field names in the exported load file. The Workspace Fields box displays all available fields, but only the
fields in the Selected Fields box will be exported.

Note: The Production::Begin Bates and Production::End Bates fields automatically populate in the Selected
Fields column.

You can do the following to move fields:
n Highlight a field and click one of the directional arrow buttons in the center to move it between boxes.

n Double-click on a field to move it between boxes.

n Use CTRL+ left mouse click to select multiple fields, then choose the desired directional arrow to move
between boxes.

n In Selected Fields column, set the load file column order by dragging the fields to their proper ordering
position.

Note: Field aliases should not include delimiters that define the load file structure. The job will not start
if a field alias includes such delimiter.

7. In order to include native files and/or images in the exported data, select the corresponding options on the File
Settings dialog, then click Continue.
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Natives:
n Export Native Files toggle—select this option to export native files

Production:
n Export Images toggle—select this option to include images in the export. If this option is toggled on,

then you must set the Data File Format and the File Type for export images.

n Data File Format—select one of the formats for image-level load file: Opticon, IPRO, or IPRO (FullText).

n File Type—select one of the file types: Single-page TIFF/JPG, Multi-page TIFF/JPG, or Rendered PDF.

8. On the File And Folders dialog, choose the desired naming convention and folder structure for the exported
files, then click Continue.
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Text and Native File Names:
n Named after—select one of the following naming conventions for exported files:

o Control Number—select this option to name the files after the control number.
o Production Begin Bates—select this option to name the files after the production number.
o Custom name—select this option to customize native and text file names. If this option is selec-
ted, enter data in the following fields that are displayed:

l Prefix—choose whether to have the prefix be the Control Number or Production Begin
Bates.

l Select spacing—select the desired spacing option from the drop-down list.

l Select field—choose a field from your workspace or choose Custom Text and provide
your text.

l Preview—you will be able to view a Preview of the custom file name to see if it's what you
want and make changes in the fields as needed.

n Append original filename toggle—select this option to append the original file name, which is defined
as the file name as it was on disk, to the end of the exported file name.
Folder Structure:
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o Group files by—select one of the options below for how to group the exported file:

Note: Depending on the structure of your exported data, export job performance degradation
may result and be several times longer when usingWorkspace Structure compared with using
File Type. Unless it is necessary to use Workspace Structure, we recommend using the File
Type option for the export job.

l File Type—select this option to group files by their type and place them in separate folders
based on type, such as in Natives, Images, Text, and PDFs folders.

l Workspace Structure—select this option to preserve the workspace folder structure. This
option may reduce the time of preparing production data since the files will not need to be
manually realigned later to replicate the folder structure in the workspace.

9. On the Text File Settings dialog, you can select to export text field as files and then choose the text file encoding
as follows.

n Export Text Field as Files toggle—determines the export method of the extracted text or OCR. Select
this option if you want to export files as individual document-level text files, with one file per document.
Deselect it to include text as part of your load file.

n Text File Encoding—if Export Text Field as Files is toggled on, then select the encoding format for the
document-level text files.

n Text Fields Precedence—select and assign an order to long text fields that Relativity checks for text
when performing an export. Relativity adds the Text Fields Precedence column as the last column in the
load file. You must select at least one long text field to use this functionality. Choose the fields from the
Add Fields drop-down, then click Add. To delete a selected field, click its trashcan icon.
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To order the precedence of the fields, click the six-dot handle next to the field name and drag it to the
proper ordering position.
During an export, the system checks the first field in the list for text. If the field is null, it checks the next
field in order of precedence for text, and so on. When Relativity finds a field that contains text, it adds the
contents of that field to the Text Fields Precedence column in the document load file. Then continues
checking the fields for the next document and so on. For example, if you listed the Extracted Text field
first and the Production OCR field second, the system would first check the Extracted Text field for con-
tent, and if it was null, it would move on to the Production OCR field, and so on.
The Text Fields Precedence column displays the file path to the exported files if you select the Export
Text Field as Files checkbox above.

10. Click Continue.

11. (Optional) In the Advanced Settings dialog, toggle on Set Custom Information if you want to customize the
volume and folder information using the fields below. Otherwise, leave the toggle off.
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For more information, see Load file export recommendations.
Volume Information—this section controls the naming and size of the volume identifier. Set the following
options in this section:

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm#Loadfileexportrecommendations
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n Prefix—enter the alpha prefix for the volume identifier.

n Start—enter the first number used for the numeric section of the volume identifier. Multiple volumes incre-
ment numbers during export creating unique volume identifiers.

n # of digits—enter the number of digits attached to the prefix. For example, if you enter 3, the output is
VOL001, VOL002, and so on.

n Max Size (MB)—enter the maximum size allowed for each volume.
Subdirectory Information—this section controls the naming and size of volume sub-folders. Set the following
options in this section:

n Image Prefix—enter the alpha prefix for the sub-directory that stores exported images.

n Native Prefix—enter the alpha prefix for the sub-directory that stores exported native files.

n Text Prefix—enter the alpha prefix for the sub-directory that stores exported extracted text files.

n PDF Prefix—enter the alpha prefix for the sub-directory that stores exported extracted PDF files.

n Start—enter the starting number for the sub-directories.

n # of digits—select the number of digits of the sub-directory prefix. For example, if you enter 3, the output
is IMG001, IMG002, and so on.

n Max Files—select the number of files to store in each sub-directory.

12. Click Continue.

13. On the Export Job Configuration Summary dialog, review the export job settings and go back to make any cor-
rections as needed.

14. (Optional) Click Save Settings on the Export Job Configuration Summary dialog to export the job configuration
settings entered thus far to its own profile file, .ie file extension. Save it on your computer so you can reuse
these settings when creating a new export job with Import/Export.
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Note: Import/Export saves job configuration settings to its own profile file format, .ie file extension. Com-
paring to the legacy .kw* standard, it brings more flexibility as you now can apply saved job settings across
various workspaces. The .ie profile file format is not supported in other RelativityOne data transfer tools.

15. Click the Export button to start the exporting process.

16. When it's complete, the job summary lists the records exported successfully, including Load files containing
.dat, opt, etc., errors found, and path to your exported files.

n  If using Import/Export with Express Transfer active, the exported files automatically start to download.
You can track the download's progress in the Exporting dialog or in Express Transfer. For more inform-
ation, see Express Transfer Job tracking and history.

Note: If you ran the job with Express Transfer active, you can close the Import/Export application while
the job is running. The transfer job will continue uninterrupted. You can monitor the progress and his-
tory of the job within Express Transfer. You do not have to be logged into RelativityOne to view inform-
ation within the Express Transfer application.

n If using Import/Export in web only mode, the application generates a zip file containing the exported data
that can be download. Click the Download button to save the exported data zip file to your computer, or
click the Close button to close the dialog without downloading the file.

Note:When downloading zip files to your computer, you can configure your browser to allow you save
the zip file to a custom file name of your choosing as well as to a specific folder destination instead of
using the default file name and destination. In the Settings menu of your browser, select Downloads.
Toggle on the option to ask where to save or what to do with each file before downloading. Now, when
you click the Download button in the Exporting dialog, your browser will display a dialog that allows
you to change the default zip file name and select a destination other than the default one. If needed,
you can also create a new folder in the chosen destination for the exported data.

n If you chose to Export to Staging Area when setting up your export job on the Export Settings dialog,
the application automatically exports data to your RelativityOne file share and skips the downloading pro-
cess. Go the path listed on the dialog to access the exported data files.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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You can always view the job's Exporting dialog information after it's closed by going to the Import/Export Job page and
clicking the job name link. The Job page also contains more details about all jobs.

4.15.4 Exporting an RDO load file
You can use Import/Export to export Relativity's dynamic objects (RDO) load file out of RelativityOne.

If you want to use Import/Export with Express Transfer, which is the recommended method for data transfer, refer to
Express Transfer overview on page 47 for more information. With Express Transfer activated, you can run up to five
concurrent export jobs on a single client machine. For more information, see Concurrent and consecutive jobs on
page 31.

Refer to Import/Export load file specifications for more information regarding load files. Also see General
recommendations for structured data import and export jobs on page 45.

To export an RDO load file:

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, click the Export button, then click RDO.

Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.
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4. On the Export Settings dialog, complete the following fields, then click Continue:

Data Source:
n Job Name—provide a descriptive job name so that you can quickly identify and track that job on the

Import/Export Job page. The Job name field accepts up to 50 characters.

n Relativity Object Type—select the Object Type you want to export.

Note: If you need to perform a mass export of native translated files, select Translated Documents as
the object type. See Mass exporting translated documents and the Community article Mass Export Nat-
ive Translated files via Import/Export.

https://community.relativity.com/s/article/Mass-Export-Native-Translated-files-via-Import-Export
https://community.relativity.com/s/article/Mass-Export-Native-Translated-files-via-Import-Export
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n View—select the View for the selected Object Type.

Note: If exporting translated files, you can use Views if you do not want to export all the translated doc-
uments in the workspace. Create a new View on the "Translated Documents Object" and use Condi-
tions to limit it to specific documents. See Mass exporting translated documents and the Community
article Mass Export Native Translated files via Import/Export.

n Profile—the job configuration settings that were previously saved to a profile file (.ie or .kw*). They can
be reused when creating future jobs with the same or similar settings in RelativityOne. This saves time
and effort as well as helps prevent data entry errors when you're mapping fields, for example.

o None—select this option if you do not desire to use a profile for this export or if you intend to create
a new profile based on the settings entered in the upcoming steps. You will be able to save the pro-
file settings later on the Export Job Configuration Summary dialog. The file extension for the new
profile created will be “.ie”.

o From Local Disk Profiles—use this option to select a previously saved Import/Export profile (.ie
file) or an existing .kw* profile to reuse the job settings for this workflow. Use the drag and drop fea-
ture or browse for a file to choose it. All job settings provided within the selected profile file will be
automatically entered where applicable in the succeeding workflow dialogs.

Location and Files:
n Export Location Type—select one or both of these options:

o Local Disk—select this option to export the selected production set data to the Staging Area and
compress it to a single zip file. Once complete, you can download the zip file with your web
browser directly to a local disk by clicking the Download button. This is the recommended option
when Express Transfer is activated.

Note: This temporary non-Staging Area location is automatically deleted once the download is
completed when using Express Transfer or is deleted after 5 days when using web mode for
downloads. This data is not included in your Staging Area threshold.

n Staging Area—select this option to create a copy of the data in the StructuredData folder in the
Staging Area. You will need to use Staging Explorer later to download data. The exported data will
not be compressed.

n Local Disk and Staging Area—select both options to create a copy of the selected data in the
StructuredData folder in the Staging Area, as well as download it to your local disk with Express
Transfer or web browser.

Note: The StructuredData folder is included in your Staging Area threshold. To avoid additional
storage costs, you may want to delete the exported data from that folder once it is no longer
needed.

Note: For some combinations of job configuration and data, Windows system on your local
machine may not be able to open ZIP archives due to too long file paths. You may receive an
error message: “The compressed (zipped) folder is invalid.” For details, go to General recom-
mendations for structured data import and export jobs.

Notifications:
n (Optional) Notification Addresses—enable email notifications by providing the email addresses of

those who should get notified once the job completed, failed, or canceled.

https://community.relativity.com/s/article/Mass-Export-Native-Translated-files-via-Import-Export
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
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5. On the Load File Settings dialog, select the data file format and data file encoding, then click Continue.

n Data File Format—select one of the formats below for the load file you are exporting:
o .dat (Concordance)—load file exports with the standard Concordance delimiters.
o .csv (Comma separated)—load file exports with comma separated delimiters
o .html (HTML)—load file is in HTML format and contains hyperlinks to launch any exported files.
o .txt (Custom)—load file exports with the custom delimiters that you select in the Load File Char-
acters section that is displayed when this option is selected.

n Start Line—select a line (record number) that identifies the initial document for export. The application
begins by exporting the document with this number and continues by exporting documents with sub-
sequent record numbers.

n Data File Encoding—select the encoding type for the document-level load file from the drop-down.

n Regional Settings (Date and Time)—select the desired format for the exported date and time data. A
preview of the chosen format will appear below the next field. Your selection for this field will remain for
future export jobs until you change it or clear the browser cache. Clearing the browser cache will default
the format to "English (United States)."
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n Long Time (with seconds)—by default, this option is toggled off. Toggle it on if you want to include
seconds with the exported date and time information. For example, the time will export as 12:10 AM
(HH:MM AM/PM) when the toggle is off. It will export as 12:10:25 AM (HH:MM:SS AM/PM) when the
toggle is on.

n Export Multiple Choice Fields as Nested—select this option to maintain the hierarchy of RelativityOne
multiple-choice lists, when applicable. The Nested Value delimiter, a backslash, separates child choices.

6. On the Select Fields dialog, choose the Workspace Fields that you want to export by moving them to the Selec-
ted Fields box, then click Continue. Optionally, you can enter field name aliases to replace the original work-
space field names in the exported load file. The Selected Fields column is automatically populated with fields
that are included in the selected view. TheWorkspace Fields box displays all available fields. Only the fields lis-
ted in the Selected Fields box will be exported.
You can do the following to move fields:

n Highlight a field and click one of the directional arrow buttons in the center to move it between boxes.

n Double-click on a field to move it between boxes.

n Use CTRL+ left mouse click to select multiple fields, then choose the desired directional arrow to move
between boxes.

n In Selected Fields column, drag fields up and down to set the load file column order.

Note: Field aliases should not include delimiters that define the load file structure. The job will not start
if a field alias includes such delimiter.

7. To include native files in the exported data, toggle on Export Native Files on the File Settings dialog, and click
Continue.
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8. On the File And Folders dialog, choose the desired naming convention and folder structure for the exported
files, then click Continue.

Text and Native File Names:
n Named after—select one of the following naming conventions for exported files:

o Identifier—select this option to name the files using the document identifier/control number.
o Custom name—select this option to customize the file names. If this option is selected, enter data
in the following fields that are displayed:

l Prefix—choose whether to have the prefix be the Control Number or Production Begin
Bates.

l Select spacing—select the desired spacing option from the drop-down list.

l Select field—choose a field from your workspace or choose Custom Text and provide
your text.

l Preview—you will be able to view a Preview of the custom file name to see if it's what you
want and make changes in the fields as needed.

n Append original filename toggle—select this option to append the original file name, which is defined
as the file name as it was on disk, to the end of the exported file name.

9. On the Text File Settings dialog, you can select to export text field as files and then choose the text file encoding
as follows.
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n Export Text Field as Files toggle—determines the export method of the extracted text or OCR. Select
this option if you want to export files as individual document-level text files, with one file per document.
Deselect it to include text as part of the load file.

n Text File Encoding—if Export Text Field as Files is toggled on, then select the encoding format for the
document-level text files.

n Text Fields Precedence—select and assign an order to long text fields that Relativity checks for text
when performing an export. Relativity adds the Text Fields Precedence column as the last column in the
load file. You must select at least one long text field to use this functionality. Choose the fields from the
Add Fields drop-down, then click Add. To delete a selected field, click its trashcan icon.

To order the precedence of the fields, click the six-dot handle next to the field name and drag it to the
proper ordering position.
During an export, the system checks the first field in the list for text. If the field is null, it checks the next
field in order of precedence for text, and so on. When Relativity finds a field that contains text, it adds the
contents of that field to the Text Fields Precedence column in the document load file. Then continues
checking the fields for the next document and so on. For example, if you listed the Extracted Text field
first and the Production OCR field second, the system would first check the Extracted Text field for
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content, and if it was null, it would move on to the Production OCR field, and so on.
The Text Fields Precedence column displays the file path to the exported files if you select the Export
Text Field as Files checkbox above.

10. Click Continue.

11. (Optional) In the Advanced Settings dialog, toggle on Set Custom Information if you want to customize the
volume and folder information. Otherwise, leave the toggle off.



Data Transfer Guide 184

For more information, see Load file export recommendations.
Volume Information—this section controls the naming and size of the volume identifier. Set the following
options in this section:

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm#Loadfileexportrecommendations
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n Prefix—enter the alpha prefix for the volume identifier.

n Start—enter the first number used for the numeric section of the volume identifier. Multiple volumes incre-
ment numbers during export creating unique volume identifiers.

n # of digits—enter the number of digits attached to the prefix. For example, if you enter 3, the output is
VOL001, VOL002, and so on.

n Max Size (MB)—enter the maximum size allowed for each volume.
Subdirectory Information—this section controls the naming and size of volume sub-folders. Set the following
options in this section:

n Image Prefix—enter the alpha prefix for the sub-directory that stores exported images.

n Native Prefix—enter the alpha prefix for the sub-directory that stores exported native files.

n Text Prefix—enter the alpha prefix for the sub-directory that stores exported extracted text files.

n PDF Prefix—enter the alpha prefix for the sub-directory that stores exported extracted PDF files.

n Start—enter the starting number for the sub-directories.

n # of digits—select the number of digits of the sub-directory prefix. For example, if you enter 3, the output
is IMG001, IMG002, and so on.

n Max Files—select the number of files to store in each sub-directory.

12. Click Continue.

13. On the Export Job Configuration Summary dialog, review the export job settings and go back to make any cor-
rections as needed.

14. (Optional) Click Save Settings on the Export Job Configuration Summary dialog to export the job configuration
settings entered thus far to its own profile file, .ie file extension. Save it on your computer so you can reuse
these settings when creating a new export job with Import/Export.
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Note: Import/Export saves job configuration settings to its own profile file format, .ie file extension. Com-
paring to the legacy .kw* standard, it brings more flexibility as you now can apply saved job settings across
various workspaces. The .ie profile file format is not supported in other data transfer tools.

15. Click the Export button to start the exporting process.

16. When it's complete, the job summary lists the records exported successfully, including Load files containing
.dat, opt, etc., errors found, and path to your exported files.

n If using Import/Export with Express Transfer active, the exported files automatically start to download.
You can monitor the download's progress in the Exporting dialog or in Express Transfer. For more inform-
ation, see Express Transfer Job tracking and history.

Note: If you ran the job with Express Transfer active, you can close the Import/Export application while
the job is running, if desired, and the transfer job will continue uninterrupted. You can monitor the pro-
gress and history of the job within Express Transfer. You do not have to be logged into RelativityOne to
view information within the Express Transfer application.

n If using Import/Export in web only mode, the application generates a zip file containing the exported data
that can be download. Click the Download button to save the exported data zip file to your computer, or
click the Close button to close the dialog without downloading the file.

Note:When downloading zip files to your computer, you can configure your browser to allow you save
the zip file to a custom file name of your choosing as well as to a specific folder destination instead of
using the default file name and destination. In the Settings menu of your browser, select Downloads.
Toggle on the option to ask where to save or what to do with each file before downloading. Now, when
you click the Download button in the Exporting dialog, your browser will display a dialog that allows
you to change the default zip file name and select a destination other than the default one. If needed,
you can also create a new folder in the chosen destination for the exported data.

n If you chose to Export to Staging Area when setting up your export job on the Export Settings dialog,
the application automatically exports data to your RelativityOne file share and skips the downloading pro-
cess. Go the path listed on the dialog to access the exported data files.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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You can always view the job's Exporting dialog information after it's closed by going to the Import/Export Job page and
clicking the job name link. The Job page also contains more details about all jobs.

4.15.5 Exporting a saved search load file
You can use Import/Export to export a saved search load file out of RelativityOne.

If you want to use Import/Export with Express Transfer, which is the recommended method for data transfer, refer to
Express Transfer overview on page 47 for more information. With Express Transfer activated, you can run up to five
concurrent export jobs on a single client machine. For more information, see Concurrent and consecutive jobs on
page 31.

Refer to Import/Export load file specifications for more information regarding load files. Also see General
recommendations for structured data import and export jobs on page 45.

To export a saved search load file:

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, click the Export button, then click Saved Search.

Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.
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4. On the Export Settings, complete the following fields, then click Continue:

Data Source:
n Job Name—provide a descriptive job name so that you can quickly identify and track that job on the

Import/Export Job page. The Job name field accepts up to 50 characters.

n Profile—the job configuration settings that were previously saved to a profile file (.ie or .kw*). They can
be reused when creating future jobs with the same or similar settings in RelativityOne. This saves time
and effort as well as helps prevent data entry errors when you're mapping fields, for example.

o None—select this option if you do not desire to use a profile for this export or if you intend to create
a new profile based on the settings entered in the upcoming steps. You will be able to save the pro-
file settings later on the Export Job Configuration Summary dialog. The file extension for the new
profile created will be “.ie”.

o From Local Disk Profiles—use this option to select a previously saved Import/Export profile (.ie
file) or an existing .kw* profile to reuse the job settings for this workflow. Use the drag and drop fea-
ture or browse for a file to choose it. All job settings provided within the selected profile file will be
automatically entered where applicable in the succeeding workflow dialogs.
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n Saved Search—choose the desired saved search to export.
Location and Files:

n Export Location Type—select one or both of these options:
o Local Disk—select this option to export the selected production set data to the Staging Area and
compress it to a single zip file. Once complete, you can download the zip file with your web
browser directly to a local disk by clicking the Download button. This is the recommended option
when Express Transfer is activated.

Note: This temporary non-Staging Area location is automatically deleted once the download is
completed when using Express Transfer or is deleted after 5 days when using web mode for
downloads. This data is not included in your Staging Area threshold.

n Staging Area—select this option to create a copy of the data in the StructuredData folder in the
Staging Area. You will need to use Staging Explorer later to download data. The exported data will
not be compressed.

n Local Disk and Staging Area—select both options to create a copy of the selected data in the
StructuredData folder in the Staging Area, as well as download it to your local disk with Express
Transfer or web browser.

Note: The StructuredData folder is included in your Staging Area threshold. To avoid additional
storage costs, you may want to delete the exported data from that folder once it is no longer
needed.

Note: For some combinations of job configuration and data, Windows system on your local
machine may not be able to open ZIP archives due to too long file paths. You may receive an
error message: “The compressed (zipped) folder is invalid.” For details, go to General recom-
mendations for structured data import and export jobs.

Notifications:
n (Optional) Notification Addresses—enable email notifications by providing the email addresses of

those who should get notified once the job completed, failed, or canceled.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
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5. On the Load File Settings dialog, select the data file format and data file encoding, then click Continue.

n Data File Format—select one of the formats below for the load file you are exporting:
o .dat (Concordance)—load file exports with the standard Concordance delimiters.
o .csv (Comma separated)—load file exports with comma separated delimiters.
o .html (HTML)—load file is in HTML format and contains hyperlinks to launch any exported files.
o .txt (Custom)—load file exports with the custom delimiters that you select in the Load File Char-
acters section that is displayed when this option is selected.

n Start Line—select a line (record number) that identifies the initial document for export. The application
begins by exporting the document with this number and continues by exporting documents with sub-
sequent record numbers.

n Data File Encoding—select the encoding type for the document-level load file from the drop-down.

n Regional Settings (Date and Time)—select the desired format for the exported date and time data. A
preview of the chosen format will appear below the next field. Your selection for this field will remain for
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future export jobs until you change it or clear the browser cache. Clearing the browser cache will default
the format to "English (United States)."

n Long Time (with seconds)—by default, this option is toggled off. Toggle it on if you want to include
seconds with the exported date and time information. For example, the time will export as 12:10 AM
(HH:MM AM/PM) when the toggle is off. It will export as 12:10:25 AM (HH:MM:SS AM/PM) when the
toggle is on.

n Export Multiple Choice Fields as Nested—select this option to maintain the hierarchy of RelativityOne
multiple-choice lists, when applicable. The Nested Value delimiter, a backslash, separates child choices.

6. On the Select Fields dialog, choose the Workspace Fields that you want to export by moving them to the Selec-
ted Fields box, then click Continue. Optionally, you can enter field name aliases to replace the original work-
space field names in the exported load file. The Workspace Fields box displays all available fields, but only the
fields in the Selected Fields box will be exported.

Note: The Production::Begin Bates and Production::End Bates fields automatically populate in the Selected
Fields column.

You can do the following to move fields:
n Highlight a field and click one of the directional arrow buttons in the center to move it between boxes.

n Double-click on a field to move it between boxes.

n Use CTRL+ left mouse click to select multiple fields, then choose the desired directional arrow to move
between boxes.

n In Selected Fields column, set the load file column order by dragging the fields to their proper ordering
position.

Note: Field aliases should not include delimiters that define the load file structure. The job will not start if a
field alias includes such delimiter.
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7. On the Image Source dialog, select what images you want to export.

Production Images Type:
n Original Images—select to export only the original, non-produced images.

n Produced Images—select to export a produced version of the images.
Select Productions:

n Include original images toggle—select to export original images for the documents that are not in a spe-
cified production.

8. Move the productions that you want to export from the Available Productions box to the Selected Pro-
ductions box.

Note: Any produced native files will be exported as a native instead of an image. Only one produced image is
exported based on precedence in the list. If the document is in the topmost production, that version is expor-
ted. If not, Relativity checks for the document in the second production and so on. If the document is not a
part of any of the selected productions, and "Include original images" toggle is enabled, then the original doc-
ument is produced.

9. On the File Settings dialog, select the options to include native files, images, and/or PDFs in the exported data,
then click Continue.
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n Export Native Files toggle—select this option to export native files.

n Export Images toggle—select this option to include images in the export. If toggled on, then you must
set the Data File Format for image-level load file, that is Opticon, IPRO, or IPRO (FullText), and the File
Type for export images, that is Single-page TIFF/JPG, Multi-page TIFF/JPG, or Rendered PDF.

n Export PDF toggle—select this option to include existing stored PDFs in the export. No document-to-
PDF conversion functionality is performed in this step. The PDFs must already exist as PDF files. If this
option is toggled on, then you must set the Data File Format for PDF-level load file, that is Opticon,
IPRO, or IPRO (FullText).

10. On the File And Folders dialog, choose the desired naming convention and folder structure for the exported
files, then click Continue.
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Text and Native File Names:
n Named after—select one of the following naming conventions for exported files:

o Control Number—select this option to name the files using the document identifier/control num-
ber.

o Custom name—select this option to customize the file names. If selected, enter data in the fol-
lowing fields that are displayed:

l Prefix—choose whether to have the prefix be the Control Number or Production Begin
Bates.

l Select spacing—select the desired spacing option from the drop-down list.

l Select field—choose a field from your workspace or choose Custom Text and enter your
text.

l Preview—you will be able to view a Preview of the custom file name to see if it's what you
want and make changes in the fields as needed.

n Append original filename toggle—select this option to append the original file name, which is defined
as the file name as it was on disk, to the end of the exported file name.

Folder Structure:
n Group files by—select one of the options below for how to group the exported files:

Note: Depending on the structure of your exported data, export job performance degradation may res-
ult and be several times longer when usingWorkspace Structure compared with using File Type.
Unless it is necessary to use Workspace Structure, we recommend using the File Type option for the
export job.

o File Type—select this option to group files by their type and place them in separate folders based
on type, such as in Natives, Images, Text, and PDFs folders.
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o Workspace Structure—select this option to preserve the workspace folder structure. This option
may reduce the time of preparing production data since the files will not need to be manually
realigned later to replicate the folder structure in the workspace.

11. On the Text File Settings dialog, you can select to export text field as files and then choose the text file encoding
as follows.

n Export Text Field as Files toggle—determines the export method of the extracted text or OCR. Select
this option if you want to export files as individual document-level text files, with one file per document.
Deselect it to include text as part of the load file.

n Text File Encoding—if Export Text Field as Files is toggled on, then select the encoding format for the
document-level text files.

n Text Fields Precedence—select and assign an order to long text fields that Relativity checks for text
when performing an export. Relativity adds the Text Fields Precedence column as the last column in the
load file. You must select at least one long text field to use this functionality. Choose the fields from the
Add Fields drop-down, then click Add. To delete a selected field, click its trashcan icon.

To order the precedence of the fields, click the six-dot handle next to the field name and drag it to the
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proper ordering position.
During an export, the system checks the first field in the list for text. If the field is null, it checks the next
field in order of precedence for text, and so on. When Relativity finds a field that contains text, it adds the
contents of that field to the Text Fields Precedence column in the document load file. Then continues
checking the fields for the next document and so on. For example, if you listed the Extracted Text field
first and the Production OCR field second, the system would first check the Extracted Text field for con-
tent, and if it was null, it would move on to the Production OCR field, and so on.
The Text Fields Precedence column displays the file path to the exported files if you select the Export
Text Field as Files checkbox above.

12. Click Continue.

13. (Optional) In the Advanced Settings dialog, toggle on Set Custom Information if you want to customize the
volume and folder information. Otherwise, leave the toggle off.
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For more information, see Load file export recommendations.
Volume Information—this section controls the naming and size of the volume identifier. Set the following
options in this section:

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm#Loadfileexportrecommendations
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n Prefix—enter the alpha prefix for the volume identifier.

n Start—enter the first number used for the numeric section of the volume identifier. Multiple volumes incre-
ment numbers during export creating unique volume identifiers.

n # of digits—enter the number of digits attached to the prefix. For example, if you enter 3, the output is
VOL001, VOL002, and so on.

n Max Size (MB)—enter the maximum size allowed for each volume.
Subdirectory Information—this section controls the naming and size of volume sub-folders. Set the following
options in this section:

n Image Prefix—enter the alpha prefix for the sub-directory that stores exported images.

n Native Prefix—enter the alpha prefix for the sub-directory that stores exported native files.

n Text Prefix—enter the alpha prefix for the sub-directory that stores exported extracted text files.

n PDF Prefix—enter the alpha prefix for the sub-directory that stores exported extracted PDF files.

n Start—enter the starting number for the sub-directories.

n # of digits—select the number of digits of the sub-directory prefix. For example, if you enter 3, the output
is IMG001, IMG002, and so on.

n Max Files—select the number of files to store in each sub-directory.

14. Click Continue.

15. On the Export Job Configuration Summary dialog, review the export job settings and go back to make any cor-
rections as needed.

16. (Optional) Click Save Settings on the Export Job Configuration Summary dialog to export the job configuration
settings entered thus far to its own profile file (.ie file extension) and save it on your computer. This way you can
reuse these settings when creating a new export job with Import/Export.
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Note: Import/Export saves job configuration settings to its own profile file format, .ie file extension. Com-
paring to the legacy .kw* standard, it brings more flexibility as you now can apply saved job settings across
various workspaces. The .ie profile file format is not supported in other RelativityOne data transfer tools.

17. Click the Export button to start the exporting process.

18. When it's complete, the job summary lists the records exported successfully, including Load files containing
.dat, opt, etc., errors found, and path to your exported files.

n If using Import/Export with Express Transfer active, the exported files automatically start to download.
You can track the download's progress in the Exporting dialog or in Express Transfer. For more inform-
ation, see Express Transfer Job tracking and history.

Note: If you ran the job with Express Transfer active, you can close the Import/Export application while
the job is running. The transfer job will continue uninterrupted. You can monitor the progress and his-
tory of the job within Express Transfer. You do not have to be logged into RelativityOne to view inform-
ation within the Express Transfer application.

n If using Import/Export in web only mode, the application generates a zip file containing the exported data
that can be download. Click the Download button to save the exported data zip file to your computer, or
click the Close button to close the dialog without downloading the file.

Note:When downloading zip files to your computer, you can configure your browser to allow you save
the zip file to a custom file name of your choosing as well as to a specific folder destination instead of
using the default file name and destination. In the Settings menu of your browser, select Downloads.
Toggle on the option to ask where to save or what to do with each file before downloading. Now, when
you click the Download button in the Exporting dialog, your browser will display a dialog that allows
you to change the default zip file name and select a destination other than the default one. If needed,
you can also create a new folder in the chosen destination for the exported data.

n If you chose to Export to Staging Area when setting up your export job on the Export Settings dialog,
the application automatically exports data to your RelativityOne file share and skips the downloading pro-
cess. Go to the path listed on the dialog to access the exported data files.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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You can always view the job's Exporting dialog information after it's closed by going to the Import/Export Job page and
clicking the job name link. The Job page also contains more details about all jobs.

4.15.6 Exporting a saved search or a folder with Access DB load file (MDB)

Note: The import and export workflows with Access DB (MDB) are designed for and are currently available for the
Asia-Pacific region. For information on the possibility of enabling this flow in your instance, please contact your
Account Representative.

You can use Import/Export to export a saved search or a folder with MDB load file out of RelativityOne.

If you want to use Import/Export with Express Transfer, which is the recommended method for data transfer, refer to
Express Transfer overview on page 47 for more information. With Express Transfer activated, you can run up to five
concurrent export jobs on a single client machine. For more information, see Concurrent and consecutive jobs on
page 31.

Refer to Access DB (MDB) load file specifications for more information regarding load files. Also see General
recommendations for structured data import and export jobs on page 45.

To export a saved search or a folder load file:

1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, click the Export button, then click Saved Search or Folder.
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Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.

4. On the Export Settings dialog, complete the following fields, then click Continue:
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Data Source:
n Job Name—provide a descriptive job name so that you can quickly identify and track that job on the

Import/Export Job page. The Job name field accepts up to 50 characters.

n Profile—the job configuration settings that were previously saved to a profile file (.ie or .kw*). They can
be reused when creating future jobs with the same or similar settings in RelativityOne. This saves time
and effort as well as helps prevent data entry errors when you're mapping fields, for example.

o None—select this option if you do not desire to use a profile for this export or if you intend to create
a new profile based on the settings entered in the upcoming steps. You will be able to save the pro-
file settings later on the Export Job Configuration Summary dialog. The file extension for the new
profile created will be “.ie”.

o From Local Disk Profiles—use this option to select a previously saved Import/Export profile (.ie
file) or an existing .kw* profile to reuse the job settings for this workflow. Use the drag and drop fea-
ture or browse for a file to choose it. All job settings provided within the selected profile file will be
automatically entered where applicable in the succeeding workflow dialogs.

n Saved Search—choose the desired saved search to export. This option is available for a saved search
export.

n Folders—choose which workspace folder to export. This option is available for a folder export.

n Export Sub-folders toggle—select this option to export sub-folders of the previously selected folder.
This option is available for a folder export.

n Views—select the workspace view that you would like to use to export metadata. This option is available
for a folder export.

Location and Files:
n Export Location Type—select one or both of these options:

o Local Disk—select this option to export the selected production set data to the Staging Area and
compress it to a single zip file. Once complete, you can download the zip file with your web
browser directly to a local disk by clicking the Download button. This is the recommended option
when Express Transfer is activated.

Note: This temporary non-Staging Area location is automatically deleted once the download is
completed when using Express Transfer or is deleted after 5 days when using web mode for
downloads. This data is not included in your Staging Area threshold.

n Staging Area—select this option to create a copy of the data in the StructuredData folder in the
Staging Area. You will need to use Staging Explorer later to download data. The exported data will
not be compressed.

n Local Disk and Staging Area—select both options to create a copy of the selected data in the
StructuredData folder in the Staging Area, as well as download it to your local disk with Express
Transfer or web browser.

Note: The StructuredData folder is included in your Staging Area threshold. To avoid additional
storage costs, you may want to delete the exported data from that folder once it is no longer
needed.
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Note: For some combinations of job configuration and data, Windows system on your local
machine may not be able to open ZIP archives due to too long file paths. You may receive an
error message: “The compressed (zipped) folder is invalid.” For details, go to General recom-
mendations for structured data import and export jobs.

Notifications:
n (Optional) Notification Addresses—enable email notifications by providing the email addresses of

those who should get notified once the job completed, failed, or canceled.

5. On the Load File Settings dialog, select the data file format and data file encoding, then click Continue.

n Data File Format—select one of the formats below for the load file you are exporting:
o .dat (Concordance)—load file exports with the standard Concordance delimiters.
o .csv (Comma separated)—load file exports with comma separated delimiters.
o .html (HTML)—load file is in HTML format and contains hyperlinks to launch any exported files.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
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o .txt (Custom)—load file exports with the custom delimiters that you select in the Load File Char-
acters section that is displayed when this option is selected.

n Start Line—select a line (record number) that identifies the initial document for export. The application
begins by exporting the document with this number and continues by exporting documents with sub-
sequent record numbers.

n Generate MDB File—toggle on if you want to generate Access DB load file (MDB). This option is toggled
off by default.

n Data File Encoding—select the encoding type for the document-level load file from the drop-down.

n Regional Settings (Date and Time)—select the desired format for the exported date and time data. A
preview of the chosen format will appear below the next field. Your selection for this field will remain for
future export jobs until you change it or clear the browser cache. Clearing the browser cache will default
the format to "English (United States)."

n Long Time (with seconds)—by default, this option is toggled off. Toggle it on if you want to export full-
name date format with the exported date and time information. For example, when using Regional Set-
ting set to "English (Australia) | en-AU", the date and time will export as 08/04/2025, 9:01 AM
(DD/MM/YYYY HH:MM AM/PM) when the toggle is off. It will export as Tuesday, 8 April 2025 09:01:00
AM (Day name, DDMonth YYYY hh:mm:ss AM/PM) when the toggle is on.

n Export Multiple Choice Fields as Nested—select this option to maintain the hierarchy of RelativityOne
multiple-choice lists, when applicable. The Nested Value delimiter, a backslash, separates child choices.

6. On the Select Fields dialog, configure how to populate individual columns and tables in the exported MDB file.
Select options in the three tabs:

n Export—on this tab, map the Relativity workspace fields to the corresponding columns in the Export
table.
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n Export Extras—on this tab, select which Relativity workspace fields to export into the Export_extras
table. There is also an option to rename a workspace field to a custom name. Label value in MDB file.
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n Parties—on this tab, select which Relativity workspace fields to export into the Parties table. There is
also an option to rename a workspace field to a custom name. Correspondence_Type value in MDB file.

Note: For multichoice fields or multiple values separated with a semicolon within a text field, there will be sep-
arate row entries created for each such value in the generated record in the Parties table.
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7. On the Image Source dialog, select what images you want to export.

Production Images Type:
n Original Images—select to export only the original, non-produced images.

n Produced Images—select to export a produced version of the images.
Select Productions:

n Include original images toggle—select to export original images for the documents that are not in a spe-
cified production.

8. Move the productions that you want to export from the Available Productions box to the Selected Pro-
ductions box.

Note: Any produced native files will be exported as a native instead of an image. Only one produced image is
exported based on precedence in the list. If the document is in the topmost production, that version is expor-
ted. If not, Relativity checks for the document in the second production and so on. If the document is not a
part of any of the selected productions, and "Include original images" toggle is enabled, then the original doc-
ument is produced.
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9. On the File Settings dialog, select the options to include native files, images, and/or PDFs in the exported data,
then click Continue.

n Export Native Files toggle—select this option to export native files.

n Export Images toggle—select this option to include images in the export. If toggled on, then you must
set the Data File Format for image-level load file, that is Opticon, IPRO, or IPRO (FullText), and the File
Type for export images, that is Single-page TIFF/JPG, Multi-page TIFF/JPG, or Rendered PDF.

n Export PDF toggle—select this option to include existing stored PDFs in the export. No document-to-
PDF conversion functionality is performed in this step. The PDFs must already exist as PDF files. If this
option is toggled on, then you must set the Data File Format for PDF-level load file, that is Opticon,
IPRO, or IPRO (FullText).
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10. On the Text File Settings dialog, you can select to export text field as files and then choose the text file encoding
as follows.

n Export Text Field as Files toggle—determines the export method of the extracted text or OCR. Select
this option if you want to export files as individual document-level text files, with one file per document.
Deselect it to include text as part of the load file.

n Text File Encoding—if Export Text Field as Files is toggled on, then select the encoding format for the
document-level text files.

n Text Fields Precedence—select and assign an order to long text fields that Relativity checks for text
when performing an export. Relativity adds the Text Fields Precedence column as the last column in the
load file. You must select at least one long text field to use this functionality. Choose the fields from the
Add Fields drop-down, then click Add. To delete a selected field, click its trashcan icon.

To order the precedence of the fields, click the six-dot handle next to the field name and drag it to the
proper ordering position.
During an export, the system checks the first field in the list for text. If the field is null, it checks the next
field in order of precedence for text, and so on. When Relativity finds a field that contains text, it adds the
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contents of that field to the Text Fields Precedence column in the document load file. Then continues
checking the fields for the next document and so on. For example, if you listed the Extracted Text field
first and the Production OCR field second, the system would first check the Extracted Text field for con-
tent, and if it was null, it would move on to the Production OCR field, and so on.
The Text Fields Precedence column displays the file path to the exported files if you select the Export
Text Field as Files checkbox above.

11. Click Continue.

12. On the Export Job Configuration Summary dialog, review the export job settings and go back to make any cor-
rections as needed.

13. (Optional) Click Save Settings on the Export Job Configuration Summary dialog to export the job configuration
settings entered thus far to its own profile file (.ie file extension). Save it on your computer so you can reuse
these settings when creating a new export job with Import/Export.

Note: Import/Export saves job configuration settings to its own profile file format, .ie file extension. Com-
paring to the legacy .kw* standard, it brings more flexibility as you now can apply saved job settings across
various workspaces. The .ie profile file format is not supported in other RelativityOne data transfer tools.

14. Click the Export button to start the exporting process.

15. When it's complete, the job summary lists the records exported successfully, including Load files containing
.mdb, .dat, opt, etc., errors found, and path to your exported files.

n If using Import/Export with Express Transfer active, the exported files automatically start to download.
You can track the download's progress in the Exporting dialog or in Express Transfer. For more inform-
ation, see Express Transfer Job tracking and history.

Note: If you ran the job with Express Transfer active, you can close the Import/Export application while
the job is running. The transfer job will continue uninterrupted. You can monitor the progress and his-
tory of the job within Express Transfer. You do not have to be logged into RelativityOne to view inform-
ation within the Express Transfer application.
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n If using Import/Export in web only mode, the application generates a zip file containing the exported data
that can be download. Click the Download button to save the exported data zip file to your computer, or
click the Close button to close the dialog without downloading the file.

Note:When downloading zip files to your computer, you can configure your browser to allow you save
the zip file to a custom file name of your choosing as well as to a specific folder destination instead of
using the default file name and destination. In the Settings menu of your browser, select Downloads.
Toggle on the option to ask where to save or what to do with each file before downloading. Now, when
you click the Download button in the Exporting dialog, your browser will display a dialog that allows
you to change the default zip file name and select a destination other than the default one. If needed,
you can also create a new folder in the chosen destination for the exported data.

n If you chose to Export to Staging Area when setting up your export job on the Export Settings dialog,
the application automatically exports data to your RelativityOne file share and skips the downloading pro-
cess. Go to the path listed on the dialog to access the exported data files.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

You can always view the job's Exporting dialog information after it's closed by going to the Import/Export Job page and
clicking the job name link. The Job page also contains more details about all jobs.

4.15.7 Exporting a production set with Access DB load file (MDB)

Note: The import and export workflows with Access DB (MDB) are designed for and are currently available for the
Asia-Pacific region. For information on the possibility of enabling this flow in your instance, please contact your
Account Representative.

You can use Import/Export to export a production set with MDB load file out of RelativityOne.

If you want to use Import/Export with Express Transfer, which is the recommended method for data transfer, refer to
Express Transfer overview on page 47 for more information. With Express Transfer activated, you can run up to five
concurrent export jobs on a single client machine. For more information, see Concurrent and consecutive jobs on
page 31.

Refer to Access DB (MDB) load file specifications for more information regarding load files. Also see General
recommendations for structured data import and export jobs on page 45.

To export a production load file:

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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1. Use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

2. On the Import/Export Job page, click the New Import/Export Job button to start a new job.

3. On the ChooseWorkflow dialog, click the Export button, then click Production Set.

Note: If Express Transfer has been activated, the Express Transfer section will display a status of Active.
See Activating and deactivating Express Transfer on page 58 for more information.
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4. On the Export Settings, complete the following fields and click Continue:

Data Source:
n Job Name—provide a descriptive job name so that you can quickly identify and track that job on the

Import/Export Job page. The Job name field accepts up to 50 characters.

n Folders—choose which workspace folder to export.

n Export Sub-folders toggle—select this option to export sub-folders of the previously selected folder.

n Views—select the workspace view that you would like to use to export metadata.

n Profile—the job configuration settings that were previously saved to a profile file (.ie or .kw*). They can
be reused when creating future jobs with the same or similar settings in RelativityOne. This saves time
and effort as well as helps prevent data entry errors when you're mapping fields, for example.
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o None—select this option if you do not desire to use a profile for this export or if you intend to create
a new profile based on the settings entered in the upcoming steps. You will be able to save the pro-
file settings later on the Export Job Configuration Summary dialog. The file extension for the new
profile created will be “.ie”.

o From Local Disk Profiles—use this option to select a previously saved Import/Export profile (.ie
file) or an existing .kw* profile to reuse the job settings for this workflow. Use the drag and drop fea-
ture or browse for a file to choose it. All job settings provided within the selected profile file will be
automatically entered where applicable in the succeeding workflow dialogs.

Location and Files:
n Export Location Type—select one or both of these options:

o Local Disk—select this option to export the selected production set data to the Staging Area and
compress it to a single zip file. Once complete, you can download the zip file with your web
browser directly to a local disk by clicking the Download button. This is the recommended option
when Express Transfer is activated.

Note: This temporary non-Staging Area location is automatically deleted once the download is
completed when using Express Transfer or is deleted after 5 days when using web mode for
downloads. This data is not included in your Staging Area threshold.

n Staging Area—select this option to create a copy of the data in the StructuredData folder in the
Staging Area. You will need to use Staging Explorer later to download data. The exported data will
not be compressed.

n Local Disk and Staging Area—select both options to create a copy of the selected data in the
StructuredData folder in the Staging Area, as well as download it to your local disk with Express
Transfer or web browser.

Note: The StructuredData folder is included in your Staging Area threshold. To avoid additional
storage costs, you may want to delete the exported data from that folder once it is no longer
needed.

Note: For some combinations of job configuration and data, Windows system on your local
machine may not be able to open ZIP archives due to too long file paths. You may receive an
error message: “The compressed (zipped) folder is invalid.” For details, go to General recom-
mendations for structured data import and export jobs.

Notifications:
n (Optional) Notification Addresses—enable email notifications by providing the email addresses of

those who should get notified once the job completed, failed, or canceled.

https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
https://help.relativity.com/RelativityOne/Content/Relativity/Import_Export/GeneralRecommendationsStructImportAndExportJobs.htm
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5. On the Load File Settings dialog, select the data file format and data file encoding, then click Continue.

n Data File Format—select one of the formats below for the load file you are exporting:
o .dat (Concordance)—load file exports with the standard Concordance delimiters.
o .csv (Comma separated)—load file exports with comma separated delimiters
o .html (HTML)—load file is in HTML format and contains hyperlinks to launch any exported files.
o .txt (Custom)—load file exports with the custom delimiters that you select in the Load File Char-
acters section that is displayed.
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n Start Line—select a line (record number) that identifies the initial document for export. The application
begins by exporting the document with this number and continues by exporting documents with sub-
sequent record numbers.

n Generate MDB File—toggle on if you want to generate Access DB load file (MDB). This option is toggled
off by default.

n Data File Encoding—select the encoding type for the document-level load file from the drop-down.

n Regional Settings (Date and Time)—select the desired format for the exported date and time data. A
preview of the chosen format will appear below the next field. Your selection for this field will remain for
future export jobs until you change it or clear the browser cache. Clearing the browser cache will default
the format to "English (United States)."

n Long Time (with seconds)—by default, this option is toggled off. Toggle it on if you want to export full-
name date format with the exported date and time information. For example, when using Regional Set-
ting set to "English (Australia) | en-AU", the date and time will export as 08/04/2025, 9:01 AM
(DD/MM/YYYY HH:MM AM/PM) when the toggle is off. It will export as Tuesday, 8 April 2025 09:01:00
AM (Day name, DDMonth YYYY hh:mm:ss AM/PM) when the toggle is on.

n Export Multiple Choice Fields as Nested—select this option to maintain the hierarchy of RelativityOne
multiple-choice lists, when applicable. The Nested Value delimiter, a backslash, separates child choices.

6. On the Select Fields dialog, configure how to populate individual columns and tables in the exported MDB file.
Select options in the three tabs:

n Export—on this tab, map the Relativity workspace fields to the corresponding columns in the Export
table.
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n Export Extras—on this tab, select which Relativity workspace fields to export into the Export_extras
table. There is also an option to rename a workspace field to a custom name. Label value in MDB file.

n Parties—on this tab, select which Relativity workspace fields to export into the Parties table. There is
also an option to rename a workspace field to a custom name. Correspondence_Type value in MDB file.

7. In order to include native files and/or images and/or PDFs in the exported data, select the corresponding
options on the File Settings dialog, then click Continue.
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Natives:
n Export Native Files toggle—select this option to export native files. Native files will be exported if they

exist in the production set.
Production:

n Export Images / Export PDFs /Export Images and PDFs toggle—select this option to include addi-
tional files in the export. If this option is toggled on, you must set the following options:

o Data File Format—select one of the formats for image/PDF-level load file: Opticon, IPRO, or
IPRO (FullText).

o File Type—select one of the file types for images: Single-page TIFF/JPG, Multi-page TIFF/JPG,
or Rendered PDF.

8. On the Text File Settings dialog, you can select to export text field as files and then choose the text file encoding
as follows.
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n Export Text Field as Files toggle—determines the export method of the extracted text or OCR. Select
this option if you want to export files as individual document-level text files, with one file per document.
Deselect it to include text as part of your load file.

n Text File Encoding—if Export Text Field as Files is toggled on, then select the encoding format for the
document-level text files.

n Text Fields Precedence—select and assign an order to long text fields that Relativity checks for text
when performing an export. Relativity adds the Text Fields Precedence column as the last column in the
load file. You must select at least one long text field to use this functionality. Choose the fields from the
Add Fields drop-down, then click Add. To delete a selected field, click its trashcan icon.

To order the precedence of the fields, click the six-dot handle next to the field name and drag it to the
proper ordering position.
During an export, the system checks the first field in the list for text. If the field is null, it checks the next
field in order of precedence for text, and so on. When Relativity finds a field that contains text, it adds the
contents of that field to the Text Fields Precedence column in the document load file. Then continues
checking the fields for the next document and so on. For example, if you listed the Extracted Text field
first and the Production OCR field second, the system would first check the Extracted Text field for
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content, and if it was null, it would move on to the Production OCR field, and so on.
The Text Fields Precedence column displays the file path to the exported files if you select the Export
Text Field as Files checkbox above.

9. Click Continue.

10. On the Export Job Configuration Summary dialog, review the export job settings and go back to make any cor-
rections as needed.

11. (Optional) Click Save Settings on the Export Job Configuration Summary dialog to export the job configuration
settings entered thus far to its own profile file (.ie file extension). Save it on your computer so you can reuse
these settings when creating a new export job with Import/Export.

Note: Import/Export saves job configuration settings to its own profile file format, .ie file extension. Com-
paring to the legacy .kw* standard, it brings more flexibility as you now can apply saved job settings across
various workspaces. The .ie profile file format is not supported in other RelativityOne data transfer tools.

12. Click the Export button to start the exporting process.

13. When it's complete, the job summary lists the records exported successfully, including Load files containing
.mdb, .dat, opt, etc., errors found, and path to your exported files.

n  If using Import/Export with Express Transfer active, the exported files automatically start to download.
You can track the download's progress in the Exporting dialog or in Express Transfer. For more inform-
ation, see Express Transfer Job tracking and history.

Note: If you ran the job with Express Transfer active, you can close the Import/Export application while
the job is running. The transfer job will continue uninterrupted. You can monitor the progress and his-
tory of the job within Express Transfer. You do not have to be logged into RelativityOne to view inform-
ation within the Express Transfer application.

n If using Import/Export in web only mode, the application generates a zip file containing the exported data
that can be download. Click the Download button to save the exported data zip file to your computer, or
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click the Close button to close the dialog without downloading the file.

Note:When downloading zip files to your computer, you can configure your browser to allow you save
the zip file to a custom file name of your choosing as well as to a specific folder destination instead of
using the default file name and destination. In the Settings menu of your browser, select Downloads.
Toggle on the option to ask where to save or what to do with each file before downloading. Now, when
you click the Download button in the Exporting dialog, your browser will display a dialog that allows
you to change the default zip file name and select a destination other than the default one. If needed,
you can also create a new folder in the chosen destination for the exported data.

n If you chose to Export to Staging Area when setting up your export job on the Export Settings dialog,
the application automatically exports data to your RelativityOne file share and skips the downloading pro-
cess. Go the path listed on the dialog to access the exported data files.

For more information on where Import/Export saves files, see the Community article, Import/Export: Where Files Are
Saved By The Import/Export Application.

You can always view the job's Exporting dialog information after it's closed by going to the Import/Export Job page and
clicking the job name link. The Job page also contains more details about all jobs.

4.16 Import/Export Job tracking and history
The Import/Export Job page enables you to monitor the progress of jobs currently running, review previous jobs that
were executed, and view other pertinent job details at the workspace level.

Note: To monitor jobs at the instance level, see Import/Export queue on page 223.

4.16.1 Reviewing the Import/Export Job page
To access the page, use tabs, search, or the quick nav bar to navigate to the Import/Export Job page.

https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
https://community.relativity.com/s/article/Import-Export-Where-Files-Are-Saved-By-The-Import-Export-Application
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The following columns are displayed on the Import/Export Job page:

n Name—the name of the job. You can click this link to:
o Return to the data transfer progress dialog if the job is still in progress.
o View the data transfer summary if the job has completed.

Note: You may need to refresh the Import/Export Job page to see the job's current progress.

n Job Workflow
o Unprocessed—for imports of raw native files that require file processing.
o Document Import—for imports of document load files.
o Image Import—for imports of image load files.
o Production Import—for imports of production load files.
o Production Export—for exports of production load files.

n Job Status—the current job status.
General job statuses:

o New—a new job has been configured but has not been started.
o Uploading phase—data is being uploaded to RelativityOne. Statuses include: Uploading, Upload Com-
pleted, Upload Failed, and Upload Canceled.

o Extracting phase—uploaded data is being extracted. Statuses include: Extraction Requested, Extrac-
tion Request Failed, Extracting, Extraction Failed, and Extraction Canceled.

o Transferring phase—Statuses include: Transfer Requested, Transfer Request Failed, Transferring,
Transfer Failed, and Transfer Canceled

o Processing phase (only for unprocessed data import)—Statuses include: Processing Request
Failed and Processing Requested.

 Detailed job statuses:
o Import job statuses (for structured data import)—Import Job Canceled, Import Job Completed,
Import Job Completed with Errors, Import Job Failed, Import Job Inserting, Import Job Scheduled, Import
Job Started, and Import Request Failed

o Processing job statuses (for unprocessed data import)—Discovery Not Started, Discovery in Pro-
gress, Discovery Completed, Discovery Completed with Errors, Discovery Failed, Discovery Canceled,
Publish Not Started, Publish in Progress, Publish Completed, Publish Completed with Errors, Publish
Failed, and Publish Canceled.

o Export job statuses—Export Job Started, Export Job Request Failed, Export Job Scheduled, Export
Job in Progress, Export Job Completed, Export Job Completed with Errors, Export Job Failed, Export
Job Canceled, Download Read, Download Requested, Download in Progress, Download Completed,
Download Completed with Errors, Download Failed, and Download Canceled.

o System Created by—the name of the user who started the job.

o Date Started Local—the local date and time when the job started.
o Date End Local—the local date and time when the job was completed.
o Identifier—displays the ID of the job.
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You can extend the Import/Export Job view by creating your own view. Please refer to Creating a view for more
information.

4.16.2 Support for Mass Operations
The Import/Export Job page only supports the following Mass Operations:

n Delete—select the check box next to the desired Import/Export jobs that you want to delete from the Job list.
Then, choose Delete from the Mass Operations drop-down list at the bottom of the list. This action only
removes the job line item from the Job list. It does not remove the job data that was already uploaded to or
exported from your system. You will need to manually delete those files from your system.

n Export to a file—select the check box next to the desired Import/Export jobs in list to export the data in the cur-
rent view to a text file. Then, choose Export to File from the Mass Operations drop-down list at the bottom of
the list. The data currently displayed in the rows and columns of the Job list for the selected jobs will be expor-
ted. As you change the columns displayed, so will the data that is exported. If no individual records are selected,
Relativity will export all records in the current view, regardless of how many records are displayed per page.

4.17 Import/Export queue
Import/Export Queue lists the current Import/Export jobs in progress and their status throughout the RelativityOne
instance. You can find the Import/Export Queue under the Queue Management tab.

n Users who have been granted permissions to the Queue Management tab in the Tab Visibility section of the
Admin Security console automatically have access to the Import/Export Queue tab.

n To monitor jobs at the workspace level, see Import/Export Job tracking and history on page 221.

Note: As of February 2025, the new Feature Permissions redefines Relativity's security management by shifting the
focus from Object Types and Tab Visibility to feature-based permissions. This new method is simply another option;
any feature-specific permissions information already in this topic is still applicable. This new interface enables
administrators to manage permissions at the feature level, offering a more intuitive experience. By viewing granular
permissions associated with each feature, administrators can ensure comprehensive control, ultimately reducing
complexity and minimizing errors. For details see Instance-level permissions andWorkspace-level permissions.

The Import/Export Queue provides job information for the following fields:

n Job Name—the name of the job, as entered during creation. Click on the link to navigate to the Import/Export
job details.
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n Job Status—the current state of the job, as represented by the following status values:
o Extraction Requested
o Extraction In Progress
o Extraction Completed
o Upload Requested
o Upload In Progress
o Upload Retried
o Upload Completed
o Import Job Requested
o Import Job Idle
o Import Job Scheduled
o Import Job Inserting
o Processing Requested
o Discovery Not Started
o Discovery In Progress
o Discovery Completed
o Publish Not Started
o Publish In Progress
o Transfer Requested
o Transfer In Progress
o Transfer Completed
o Export Job Requested
o Export Job Scheduled
o Export Job In Progress

n Workspace—the workspace in which the job was created and run.

n Workflow Type—the type of import/export job, as represented by the following values:
o Unprocessed—job was initiated using the Raw (Unprocessed) Data workflow option within the Import
tab.

o Document Import—job was initiated using the Structured (Processed) Data workflow>Document option
within the Import tab.

o Image Import—job was initiated using the Structured (Processed) Data workflow>Image option within the
Import tab.

o Production Import—job was initiated using the Structured (Processed) Data workflow>Production option
within the Import tab.

o RDO Import—job was initiated using the Structured (Processed) Data workflow>RDO option within the
Import tab.
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o Production Export—job was initiated using the Structured (Processed) Data workflow>Production Set
option within the Export tab.

o Saved Search Export—job was initiated using the Structured (Processed) Data workflow>Saved Search
option within the Export tab.

o Folder Export—job was initiated using the Structured (Processed) Data workflow>Folder option within
the Export tab.

o RDO Export—job was initiated using the Structured (Processed) Data workflow>RDO option within the
Export tab.

n Start Date—the date on which the job was started.

n Created By—the user who started the job.
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5 Integration Points

Note:We’ve streamlined our Staging boundaries to more effectively separate staging data from workspace and
system data. With this change, you can no longer write to or access data outside of the four defined staging area
folders. The four defined staging area folders: ARM, ProcessingSource, StructuredData, and TenantVM.
Folders removed in the update include FTA, Temp, Export, and dtSearch. In addition to any other folders you
manually created. Refer to the Staging Area FAQ in Community for more details.

Integration Points offers a solution to configure integrations from third party systems to Relativity objects and between
Relativity workspaces. For more information, see Transferring (promoting) data between workspaces on page 308.

Interested developers can create a separate ADS application to pull data from a third party system source provider.
Integration Points ingests that application to handle the scheduling, setup, field mapping, and actual import into
Relativity. By using the Integration Points platform, developers can reduce the amount of time needed to create these
custom integrations while end users receive a consistent and easy setup approach.

In addition to supporting developer-built custom integrations, Integration Points also provides a built-in integration to
Lightweight Directory Access Protocol (LDAP) enabled HR servers such as Microsoft Active Directory. Built on the
Integration Points platform, the LDAP integration can filter and schedule imports from Active Directory data into a
Relativity workspace. For example, the workstations, employee names, and data shares, among others.

Since the Integration Points does not offer Full Name field calculation for Custodian/Entity object, the field is not
available as an option for mapping. If you need to update the Entity object, please use the LDAP provider, which
allows new records to be added with a field other than Full Name as the identifier. Alternatively, you may consider
using Import/Export for Custodians/Entities updates.

Note: You can locate an application's version number by navigating to Applications & Scripts > Application Library
tab. You must be a system admin to access this tab.

5.1 Integration Points scenarios

Using Integration Points as a developer
You are the lead developer of an organization responsible for building Relativity customizations. One of your clients
started tracking all of their litigation-related information outside of Relativity in a new product called Whazootie. They
mention to you that they would love to have this same information available in their Relativity workspaces to tie their
document review to specific case information.

You useWhazootie's APIs to build a simple Relativity application to connect to a Whazootie website without building
any import or setup steps. You give the application to your client along with Integration Points for them to install in a
workspace. They can use all the security, scheduling, setup, and import options available in Integration Points along
with the Whazootie connection to set up multiple imports that bring Whazootie data into their Relativity workspace.

Using Integration Points as an end user
You are the litigation support professional responsible for setting up workflows and templates to help manage your
company’s legal hold procedure using Relativity Legal Hold. You want to ensure that all custodian information is kept
up-to-date so that holds always go to the correct email address and that the litigation team is aware of custodians who
have changed departments or left the company. Unfortunately, all of the custodian information is scattered across
multiple company HR servers containing unnecessary computer and network data.

To solve this problem, you use the Integration Points setup wizard to configure new integrations to each HR server,
mapping items to specific Relativity fields. You work with your team to configure a filter in each setup so that only the
appropriate employees are brought in as Custodians and schedule the import to occur automatically each night during
off-hours. As a result, your custodian address book is always up-to-date, ensuring that proper litigation workflows are
followed with every custodian.

https://community.relativity.com/s/article/Staging-Area-FAQ?
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5.2 Installing Integration Points

Note:We’ve streamlined our Staging boundaries to more effectively separate staging data from workspace and
system data. With this change, you can no longer write to or access data outside of the four defined staging area
folders. The four defined staging area folders: ARM, ProcessingSource, StructuredData, and TenantVM.
Folders removed in the update include FTA, Temp, Export, and dtSearch. In addition to any other folders you
manually created. Refer to the Staging Area FAQ in Community for more details.

To successfully use Integration Points, you need to install the Integration Points application to at least one workspace.

5.2.1 Installing Integration Points
Since Integration Points uses the ADS framework, you have the following options available for installing Integration
Points in your environment.

n Install Integration Points from the Application Library - If you add the Integration Points application to the
Application Library, you can install it to the current workspace, or to multiple workspaces at once, from the
Application Library.

n Install Integration Points from an external file - You can import the Integration Points application into your
workspace from an external file if it has not been added to the Application Library.

Once you install Integration Points application, the necessary Integration Points agents will be deployed automatically.

5.2.2 Security permissions
The following tables provide detailed breakdowns of the security permissions required to use Integration Points.

To submit a job for a non-Relativity source provider (FTP, LDAP, or Load File) and display console errors for that job,
you need the following permissions:

Workspace Object/operation/tab Permission type

Source Workspace View, Edit, Add

Source Integration point View

Source Job History View, Edit, Add

Source Destination Provider View

Source Source Provider View

Source Integration Point Type View

Destination Destination RDO View, Edit, Add

Destination Allow Import Admin operation

To submit a job with Relativity as the source provider and display console errors for that job, you need the following
permissions:

Workspace Object/operation/tab Permission
type

Source Workspace View, Edit, Add

Source Integration point View

Source Job History View, Edit, Add

https://community.relativity.com/s/article/Staging-Area-FAQ?
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Workspace Object/operation/tab Permission
type

Source Destination Provider View

Source Source Provider View

Source Integration Point Type View

Source Document View, Edit

Source Search View, Edit, Add

Source Advanced & Saved Searches

n The saved search that you use for the integration point must have an
owner of Public.

Browser

Source Tab Visibility Workspace
Details

Destination Destination Workspace View, Edit, Add

Destination Allow Export Admin operation

Destination Tab Visibility Workspace
Details

If you are creating an integration point for a non-Relativity source provider (FTP, LDAP, or Load File), Relativity
assumes you have the following system admin permissions:

Workspace Object/operation/tab Permission type

Source Integration point View, Edit

n Edit is required for adding Job History
RDO’s.

Source Job History View, Edit, Add

Source Job History Error View, Edit, Add

n Edit is required to mark errors as new and
expired

If you are creating an integration point with Relativity as the source provider, Relativity assumes you have the
following system admin permissions:

Workspace Object/operation/tab Permission type

Source Destination workspace View, Edit, Add

n Edit is required to rename destination workspaces.

Destination Manage Object Types

n This is required to
create new object
types.

Admin operation

Destination Source workspace Add, Edit

n Edit is required for situations when Relativity renames the des-
tination workspace upon a source workspace name change.
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Workspace Object/operation/tab Permission type

Destination Source job Add

To view an integration point with any source provider, you need the following permissions:

Workspace Object/operation/tab Permission type

Source Job History View

Source Integration point View

Source Integration point type View

To create and edit an integration point with any source provider, you need the following permissions:

Workspace Object/operation/tab Permission type

Source Integration point View, Edit, Add

n Edit is only required if you're editing the integration
point.

n Add is only required if you're creating the integ-
ration point.

Source Integration point type View

Destination Allow Import Admin operation

To create an integration point with a Relativity source provider, you need the following permissions:

Workspace Object/operation/tab Permission type

Source Allow Import Admin operation

To create an integration point with any source provider from an integration point profile, you need the following
permissions:

Workspace Object/operation/tab Permission type

Source Integration point profile View

To view any integration point profile, you need the following permissions:

Workspace Object/operation/tab Permission type

Source Integration point profile View

Source Source provider View

Source Destination provider View

Source Integration point type View

To create and edit an integration points profile with any source provider, you need the following permissions:

Workspace Object/operation/tab Permission type

Source Integration Point Profile View, Edit, Add

n Edit is only required if you're editing the integration point
profile.
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Workspace Object/operation/tab Permission type

n Add is only required is you're creating the integration point
profile.

Source Integration Point Type View

Source Source Provider View

Source Destination Provider View

Destination Allow Import Admin operation

To create and edit an integration points profile with a Relativity source provider, you need the following permissions:

Workspace Object/operation/tab Permission type

Source Allow Import Admin operation

If you do not have sufficient permissions and you attempt to perform either of the following actions, you will see an
error message stating "You do not have sufficient permissions. Please contact your system administrator." In each
case, Relativity creates an error listing all missing permissions.

n Loading the integration points console or clicking Run Now or Retry:
o If the error occurs after a button click, the message is prefixed with, "Failed to submit integration job."
o If the job is a retry job, the prefix reads, "Failed to submit the retry job."

n Saving an integration point after creating a new one or editing an existing one.

Note: Integration points is tenant-aware. This means that workspace admins within a tenancy receive an error if
they attempt to push to a workspace they do not have permissions to. This error occurs when they click Run Now on
the integration point that they create to push documents to review.

5.3 Integration Points profiles

Note:We’ve streamlined our Staging boundaries to more effectively separate staging data from workspace and
system data. With this change, you can no longer write to or access data outside of the four defined staging area
folders. The four defined staging area folders: ARM, ProcessingSource, StructuredData, and TenantVM.
Folders removed in the update include FTA, Temp, Export, and dtSearch. In addition to any other folders you
manually created. Refer to the Staging Area FAQ in Community for more details.

You have the option of creating and saving Integration Points profiles, which can be used to run future common import
or export jobs through Integration Points without having to recreate them each time. The profiles can be specific to
each data source so that you can reuse the settings and avoid having to remap fields multiple times.

5.3.1 Creating Integration Point profiles
You can create in Integration Point profile through the Integration Point Profile tab. Or, if you are in the process of
creating or editing an Integration Point job, you can save it as a profile for future use from the Transfer Options
console. Both methods are described below.

To save a newly created or edited integration point as a profile, follow the steps below:

1. While on the create or edit Integration Points window, click the Save as Profile button on the Transfer Options
console.

https://community.relativity.com/s/article/Staging-Area-FAQ?
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2. Enter a descriptive name to help identify the profile in the Integration Point Profile Name field and clickOk.
Note that the Integration Point Profile Name field defaults to the name you originally gave the integration point
you created. You can change it, if desired, or keep it as is.

To create a profile through the Integration Point Profile tab, follow the steps below:

1. Select the Integration Point Profile tab.

2. Click New Integration Point Profile.

3. Complete the required fields as needed. The fields and layouts for creating a profile here are identical to those
for creating any integration point that you intend to run. For more information, see Importing data through Integ-
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ration Points on page 235 or Exporting data through Integration Points on page 270.
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4. Once the profile is saved, you do not have the option to run it. Instead, you see a detailed layout of the profile
you just created.

5. Once a profile is saved, it's visible in the Integration Point Profiles tab.
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Note: To configure an Integration Point profile that can be copied to another workspace, see Configuring an
Integration Point Profile for copying below.

Once the profile is created, you have the option of applying it to a new Integration Point by selecting it in the Profile
field on the Setup layout.

If the Destination workspace is changed after the fields have been mapped, the fields will automatically be remapped.
The artifacts are mapped based on their names only if the ArtifactIDs are different in the new destination workspace.
This mapping occurs so that the integration points job will not fail. Therefore, if the source workspace fields cannot
match to the new destination workspace fields, those unmatched fields are presented at the end of the mappings list
for easy identification. Relativity also displays a message to inform you that the original source fields from the profile
were mapped with corresponding fields from the destination workspace.

5.3.2 Copying Integration Point profiles
You can copy the configuration of a Relativity Integration Point profile from a template workspace to a new workspace
as long as the profile's Type field is set to Export and the Source and Destination fields are set to Relativity. This
profile configuration is considered a non-document object. For a list of non-document objects that can be copied, see
the Admin Guide. Once copied to the new workspace, the profile's fields are mapped and are editable.

Note: If the Integration Point Profile configuration has the Type field set to Import or Export and the Destination field
set to Loadfile, it will not be copied to the new workspace.

5.3.2.1 Configuring an Integration Point Profile for copying
In order to copy a profile to another Relativity workspace, it has to be configured a certain way.
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To properly configure an Integration Point profile so that can be copied to another Relativity workspace, set the fields
as shown below.

5.3.2.2 For Setup
n Name—enter a profile name of your choice.

n Type—select Export. This field must be set to Export for the profile to be copied.
n Source—select Relativity. This field must be set to Relativity for the profile to be copied.
n Destination—select Relativity. This field must be set to Relativity for the profile to be copied.
n Transferred Object—select the Document or non-document object meta data you want to sync to the des-

tination workspace. The non-document object must already exist in the destination workspace.

n Profile—select a profile of your choice.

5.3.2.3 For Connect to Source
n Source—defaults to saved search.

When updating the connection to source for the copied profile, the Source field defaults to Saved Search. The
Saved Search field is empty and you need to select the saved search of your choice whether it's the same
saved search as the original profile or a different saved search.

n Saved Search—select the saved search of your choice.

n Destination Workspace—select the destination workspace of your choice.

n Location—select a location of your choice.

n Create Saved Search—select Yes or No.

Once the above fields are configured, the profile is ready to use for copying.

When you are ready to create a new workspace using the profile, go to Workspaces and click the New Workspace
button. Then, click Select next to Template Workspace and select the workspace in the list with the Integration Points
profile that you want to use. For more information on creating a workspace template, see the Admin Guide.

5.4 Importing data through Integration Points

Note:We’ve streamlined our Staging boundaries to more effectively separate staging data from workspace and
system data. With this change, you can no longer write to or access data outside of the four defined staging area
folders. The four defined staging area folders: ARM, ProcessingSource, StructuredData, and TenantVM.
Folders removed in the update include FTA, Temp, Export, and dtSearch. In addition to any other folders you
manually created. Refer to the Staging Area FAQ in Community for more details.

https://community.relativity.com/s/article/Staging-Area-FAQ?
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Integration Points provides you with the ability to import a .csv file, LDAP, or load file directly into your workspace, and
schedule future or recurrent import jobs.

Note: This documentation contains references to third-party software, or technologies. While efforts are made to
keep third-party references updated, the images, documentation, or guidance in this topic may not accurately rep-
resent the current behavior or user interfaces of the third-party software. For more considerations regarding third-
party software, such as copyright and ownership, see Terms of Use.

5.4.1 Considerations
Consider the following before importing data through Integration Points:

n Changing root folder permissions during import is not a supported workflow.

n Although importing and exporting a load file is possible in Integration Points, Import/Export is the main applic-
ation recommended for a stable and efficient load file import and export.

n All integration points jobs are fully editable after run.

5.4.2 Creating an import Integration Point
The general workflow for creating Integration Points to import data are listed below. For specific details and
parameters surrounding each type of integration point you need to create, refer to the other sections in this topic:

1. Navigate to Integration Points in your workspace.

2. On the Integration Points tab, click New Integration Point.

3. Set up the new integration point parameters.

4. Connect to the data source by setting up the connection parameters.

5. Map the import fields.

6. Click Save.

Once you save the integration point, you can run the import job. For more information, see Manually running the
import job on page 266.

5.4.2.1 Import sources
With Integration Points, you can import data from the following sources:

n FTP, .csv file

n LDAP

n Document load file

n Image load file

n Production load file

n Microsoft Entra ID

5.4.3 Importing a .csv file

Note: Opening a new port for your RelativityOne instance will require a Security assessment.

https://www.relativity.com/terms-of-use/
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5.4.3.1 Setup
To create an integration point for importing an FTP (CSV file), begin by configuring the Setup parameters.

1. Complete the fields in the Setup layout:

General:
n Name—the name of your integration for reference purposes.

n Type—select Import to designate the job as a data import. Selecting Import makes all of the possible
import sources available for selection in the Source field below.

n Source—select FTP (CSV File) to sync to a custodian list on an FTP Server to automatically update cus-
todian information in your workspace. We strongly recommend using a secured FTP server and not
using anonymous authentication.

n Destination—by default, this is set to Relativity and is uneditable when you select Import as the type,
since you have already designated that you want to import into a Relativity workspace. You will select the
specific workspace on a subsequent layout.

n Transferred Object—select the specific Relativity Dynamic Object to which you want to import the data.
If you are importing the entity object, select Entity here.

n Profile—complete the remaining Integration Points settings based on the settings of a saved profile. This
includes all of the fields in the Connect to Source layout, as well as field mappings. If no profiles exist in
the workspace, you do not have the option of selecting them. To apply a profile that you have already cre-
ated, select it from the drop-down list. For more information, see the Integration Points guide.

Advanced:
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n Email Notification Recipients—enter the email addresses of those who should receive notifications of
whether the integration point export succeeded or failed. Use semi colons between addresses.

n Log Errors—select Yes or No to denote whether Relativity tracks item level errors.
o If you select Yes, each job also logs any item level errors.
o If you select No, Relativity doesn't log these item level errors.
o Regardless of your selection, job-level errors are always recorded in Relativity.

Scheduling:
n Enable Scheduler—gives you the option of scheduling additional imports. Selecting Yes makes the fol-

lowing fields available:

n Frequency—the interval at which Relativity syncs this integration point. Select one of the options
below:

o Daily—select this option to sync once every day.
o Weekly—select this option to sync on a weekly basis. Then, enter data in the following
fields:

l Reoccur—enter a numeric value in the Every # week(s) field for how often you want
it to occur weekly.

l Send On—specify on which day of the week (Monday through Sunday) the sync will
take place by selecting any of the days of the week listed.

o Monthly—select this option to sync on a monthly basis. Then, enter data in the following
fields:

l Reoccur—enter a numeric value in the Every # month(s) field for how often you
want it to occur monthly.

l Send On—select the Day # of the month that you want this integration point to
sync.

n Start Date—the date that you want Integration Points to start syncing the data.

n End Date—(Optional) the date that you want Integration Points to stop syncing the data. Leaving
the End Date blank causes the Integration Point to run indefinitely at the scheduled interval.

n Scheduled Time—the time at which this integration point syncs. This time is local to your PC, not
to the server.

n Time Zone—select the appropriate time zone.

2. Click Next to advance to the Connect to Source layout.

5.4.3.2 Connect to source
Continue to create your import integration point by connecting Relativity to the data source by following the steps
below.
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1. In the Connect to Source layout, complete the following fields:

Connection Information:
n Host—the FTP (File Transfer Protocol) or SFTP (SSH File Transfer Protocol) server address. For

example, filetransfer.example.com. If Relativity cannot locate this address, you will receive an error stat-
ing that the remote could not be resolved, and you will not be able to proceed.

n Protocol—select the FTP or SFTP protocol.

n Port—the server port to which you want to connect. The FTP protocol default Port number is 21. The
SFTP protocol default Port number is 22. The standard network ports 21 or 22 should be open on both
RelativityOne and FTP server for outgoing connections from RelativityOne's Web and Agent servers and
for listening (FTP server). Some firewall solutions may impact the connectivity between RelativityOne
and the FTP server.

Note: If you need to open any port, please contact Relativity Support and allow at least three days to
respond. Opening a new port for your RelativityOne instance requires a Security assessment. To suc-
cessfully import an FTP (CSV file), the standard network ports should be open on both RelativityOne
and FTP server for outgoing connections from RelativityOne's Web and Agent servers and for listening
(FTP server). Note that the firewall solutions may impact the connectivity between RelativityOne and
the FTP server. 

n Username—(Optional) the username to use for authentication. If left blank, Integration Points will use
"anonymous."

n Password—(Optional) the associated password to use for authentication. If left blank, Integration Points
will use "anonymous."

File Information:
n CSV Filepath—the location of the .csv file that Integration Points imports from the FTP/SFTP server. If

you set the generated .csv file to always include the date, you can specify this file path value to use date
wildcards so that Integration Points always imports the latest file. For example, the following file path will
import the most recently dated file:
/export/nightlyexport/*yyyy*-*MM*-*dd*_HRIS_export.csv

https://community.relativity.com/s/contactsupport
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o Wildcards are case sensitive.
o The wildcard feature only pulls data from a file name with the current date.
o You can also use hh:MM:ss for hours, minutes, and seconds, with capital M's for minutes. When
using times, only file names within the last hour are found.

2. Click Next to advance to the Map Fields layout, which contains a list of Relativity fields from their destination
RDO as well as attributes that the source provider pulled back.

5.4.3.3 Map fields
Map the attributes or fields so that Integration Points imports the targeted data into specific Relativity fields.

1. In theMap Fields wizard, you have the following options for mapping fields:
n Click theMap All Fields button to automatically map all Source fields with matching Destination field

names, except single and multiple object fields.

n Use the Shift+click and Ctrl+click method to select multiple fields at a time.

n Use the single and double arrow buttons or double-click a field to move the selected fields between
columns.

n If you have Destination Fields that are mapped to fields in the Field Catalog, Relativity tries to find name
matches between these Catalog Fields, as well.

n The field names in the Destination columns include the type of each field listed.

When mapping fields, here are some issues to note:

n If the WebAPIPath instance setting in kCura.IntegrationPoints is not configured correctly after upgrade or
installation, the Source Fields list will be empty because it cannot return any attributes. As a result, you
cannot map fields.

n When importing the Entity object:

n You need to map the First Name and Last Name fields. In case the Full Name field is not being mapped,
those two fields are combined for the Full Name value, which is then written to the Entity object.

n You can link the imported entity to a manager if the manager also exists in the entity database. To pro-
ceed with linking them, you must map the Manager field on the Field Mappings page. Previously this was
done via the Entity Manager Contains Link option, which has been deprecated.
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n We recommend setting the Unique Identifier field to UniqueID.

2. Complete the following import Settings on theMap Fields layout:
n Overwrite—determines how the system overwrites records once you promote data to the review work-

space. This field provides the following choices:
o Append Only—promote only new records into the review workspace.
o Overlay Only—update existing records only in the review workspace. Any documents with the
same workspace identifier are overlaid. This field acts as a link indicating to Relativity where to
import the data. When you select this or Append/Overlay, you must complete the Multi-Select
Field Overlay Behavior field described below.

o Append/Overlay—adds new records to the review workspace and overlays data on existing
records. When you select this or Overlay Only, you must complete the Multi-Select Field Overlay
Behavior field described below.

n Multi-Select Field Overlay Behavior—determines how the system overlays records when you promote
documents to the review workspace. This field is only available if you have selected either Overlay Only
or Append/Overlay above. This field provides the following choices:

o Merge Values—merges all values for multi-choice and multi-object fields in the source data with
corresponding multi-choice and multi-option fields in the workspace, regardless of the overlay
behavior settings in the environment.

o Replace Values—replaces all values for multi-choice and multi-object fields in the source data
with corresponding multi-choice and multi-option fields in the workspace, regardless of the overlay
behavior settings in the environment.
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o Use Field Settings—merges or replaces all values for multi-choice and multi-object fields in the
source data with corresponding multi-choice and multi-option fields in the workspace according to
the overlay behavior settings in the environment.

n Unique Identifier—this option is only available when the Overwrite mode is set to Overlay Only.
o Enter a unique value that no other item in the workspace contains. For example, use the GUID or
distinguishedName attribute.

o If the value is not unique in the workspace, it may lead to unintentional overwriting of existing data.

Note:We recommend setting the Unique Identifier field to UniqueID. Using a name field can
cause an error because there is the possibility of having two custodians with the same name.

3. Click Save to save the Integration Point.

Once you save the Integration Point, you can run the import job. For more information, see the Integration Points
guide.

5.4.4 Importing LDAP
Before importing LDAP (Lightweight Directory Access Protocol), the Integration Points LDAP Provider needs to be
connected to the LDAP server. To connect successfully, open the standard network ports for both RelativityOne and
the LDAP Server for outgoing connections from RelativityOne's Web and Agent servers and for listening (LDAP
Server). To connect these ports, contact Relativity Support.

Note: To successfully connect Integration Points LDAP Provider to the LDAP server, the standard network ports
should be open on both RelativityOne and the LDAP Server for outgoing connections from RelativityOne's Web and
Agent servers and for listening (LDAP Server). LDAP connection requires using 636 (Secure Socket Layer) network
ports. Custom ports are not supported and may not work correctly. Please be aware that firewall solutions may
impact the connectivity between RelativityOne and LDAP server.

5.4.4.1 Setup
To create an integration point for importing LDAP:

https://community.relativity.com/s/contactsupport


Data Transfer Guide 243

1. In the Setup layout, complete the following fields:

General:

n Name—the name of your integration for reference purposes.

n Type—select Import to designate the job as a data import. Selecting Import makes all of the possible
import sources available for selection in the Source field below.

n Source—select LDAP here, since you want to import data from a Lightweight Directory Access Protocol
source. For example, use this source provider to import an organization's people directory.

n Destination—by default, this is set to Relativity and is uneditable when you select Import as the type.
n Transferred Object—select the specific Relativity Dynamic Object to which you want to import the data.

It is typical to use the LDAP source to sync the Entity object.

n Profile—complete the remaining Integration Points settings based on the settings of a saved profile. This
includes all of the fields in the Connect to Source layout, as well as field mappings. If no profiles exist in
the workspace, you do not have the option of selecting them. To apply a profile that you have already cre-
ated, select it from the drop-down list. For more information on profiles, see the Integration Points guide.

Advanced:
n Email Notification Recipients—enter the email addresses of those who should receive notifications of

whether the integration point export succeeded or failed. Use semi colons between addresses.
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n Log Errors—select Yes or No to denote whether Relativity tracks item level errors.
o If you select Yes, each job also logs any item level errors.
o If you select No, Relativity doesn't log these item level errors.
o Regardless of your selection, job-level errors are always recorded in Relativity.

Scheduling:
n Enable Scheduler—gives you the option of scheduling additional imports. Selecting Yes makes the following

fields available:

n Frequency—the interval at which Relativity syncs this integration point. Select one of the options below:
o Daily—select this option to sync once every day.
o Weekly—select this option to sync on a weekly basis. Then, enter data in the following fields:

l Reoccur—enter a numeric value in the Every # week(s) field for how often you want it to
occur weekly.

l Send On—specify on which day of the week (Monday through Sunday) the sync will take
place by selecting any of the days of the week listed.

o Monthly—select this option to sync on a monthly basis. Then, enter data in the following fields:
l Reoccur—enter a numeric value in the Every # month(s) field for how often you want it to
occur monthly.

l Send On—select the Day # of the month that you want this integration point to sync.
n Start Date—the date that you want Integration Points to start syncing the data.

n End Date—(Optional) the date that you want Integration Points to stop syncing the data. Leaving the
End Date blank causes the Integration Point to run indefinitely at the scheduled interval.

n Scheduled Time—the time at which this integration point syncs. This time is local to your PC, not to the
server.

n Time Zone—select the appropriate time zone.

2. Click Next to advance to the Connect to Source layout.

5.4.4.2 Connect to source
Continue create your import integration point by connecting Relativity to the data source. Follow the steps below.
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1. In the Connect to Source layout complete the following fields:

n Connection Path—the URL used to locate the directory. For example, “Relativity.com.” You will need to
add 636 to the URL to access that port. Also, note that you can optionally include specific organizational
unit references by adding a forward slash (/) after the server. The following example looks up items in the
Relativity.com domain within the Employees organizational unit:ldap.Relativity.com:636/OU-
U=Employees,OU=Accounts,OU=Relativity,DC=Relativity,DC=corp

Note: Contact Relativity Support to open port 636.

n Object Filter String—this string specifies certain attributes that the requested LDAP entries must con-
tain that Integration Points considers for import. For example, if you want to import users, you would use
an object filter string such as (objectClass=user). For more information on search filter syntax, refer to
this Microsoft article: Search Filter Syntax.

n Authentication—Secure Socket Layer is the only applicable authentication type for port 636.

n Username—if required by the server’s authentication, enter a username to connect to the server (con-
nection path). For external SaaS LDAP instances, the username may need to include user ID (UID),
organization unit (ou), organization's distinguished name (o) and the connection path:
uid=johndoe,ou=Users,o=6065d44947314c4eb10ca904,dc=somesaasldap,dc=com

n Password—if required by the server’s authentication, you can enter a password to connect to the server
(connection path).

n Import Nested Items—select Yes for the import to include all sub directories in the specified connection
path. Select No for the import to include only the first level items brought back in the connection path.

2. Click Next to advance to the Map Fields layout, which contains a list of Relativity fields from their destination
RDO as well as attributes that the source provider pulled back.

5.4.4.3 Map fields
Map the attributes or fields so that Integration Points imports the targeted data into specific Relativity fields.

https://community.relativity.com/s/contactsupport
https://docs.microsoft.com/en-us/windows/win32/adsi/search-filter-syntax
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1. In theMap Fields wizard, you have the following options for mapping fields:
n Click theMap All Fields button to automatically map all Source fields with matching Destination field

names, except single/multiple object fields.

n Use the Shift+click and Ctrl+click method to select multiple fields at a time.

n Use the single and double arrow buttons or double-click a field to move the selected fields between
columns.

n If you have Destination Fields that are mapped to fields in the Field Catalog, Relativity tries to find name
matches between these Catalog Fields, as well.

n The field names in the Destination columns include the type of each field listed.
When mapping fields, here are some issues to note:

n If the WebAPIPath instance setting in kCura.IntegrationPoints is not configured correctly after upgrade or
installation, the Source Fields list will be empty because it cannot return any attributes. As a result, you
cannot map fields.

n When importing the Entity object:
o You need to map the First Name and Last Name fields. In case the Full Name field is not being
mapped, those two fields are combined for the Full Name value, which is then written to the Entity
object.

o You can link the imported entity to a manager if the manager also exists in the entity database. To
proceed with linking them, you must map the Manager field on the Field Mappings page. Pre-
viously this was done via the Entity Manager Contains Link option, which has been deprecated.
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2. Complete the following import Settings on theMap Fields layout:
n Overwrite—determines how the system overwrites records once you promote data to the review work-

space. This field provides the following choices:
o Append Only—promote only new records into the review workspace.
o Overlay Only—update existing records only in the review workspace. Any documents with the
same workspace identifier are overlaid. This field acts as a link indicating to Relativity where to
import the data. When you select this or Append/Overlay, you must complete the Multi-Select
Field Overlay Behavior field described below.

o Append/Overlay—adds new records to the review workspace and overlays data on existing
records. When you select this or Overlay Only, you must complete the Multi-Select Field Overlay
Behavior field described below. You are able to create folders or re-folder documents when you
select Append/Overlay.

n Multi-Select Field Overlay Behavior—determines how the system will overlay records when you push
documents to the review workspace. This field is only available if you have selected either Overlay Only
or Append/Overlay above. This field provides the following choices:

o Merge Values—merges all values for multi-choice and multi-object fields in the source data with
corresponding multi-choice and multi-option fields in the workspace, regardless of the overlay
behavior settings in the environment. 

o Replace Values—replaces all values for multi-choice and multi-object fields in the source data
with corresponding multi-choice and multi-option fields in the workspace, regardless of the overlay
behavior settings in the environment.
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o Use Field Settings—merges or replaces all values for multi-choice and multi-object fields in the
source data with corresponding multi-choice and multi-option fields in the workspace according to
the overlay behavior settings in the environment.

n Unique Identifier—this option is only available when the Overwrite mode is set to Overlay Only. Enter a
unique value that no other item in the workspace contains. For example, use the GUID or dis-
tinguishedName attribute. If the value is not unique in the workspace, it may lead to unintentional over-
writing of existing data.

3. Click Save to save the Integration Point.

Once you save the Integration Point, you can run the import job. For more information, see the Integration Points
guide.

5.4.5 Importing a document load file

Note: Before creating an integration point to import a load file, you must first place the load data in the
\\Fileshare\StructuredData folder. Otherwise, you will not be able to select that data for the Import Source field.

5.4.5.1 Setup
To create an integration point for importing a document load file, follow the steps below.

1. In the Setup layout, complete the following fields:

General:
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n Name—the name of your integration for reference purposes

n Type—select Import to designate the job as a data import. Selecting Import makes all of the possible import
sources available for selection in the Source field below.

n Source—select Load File here, since you want to import a load file into a workspace. On the Connect to
Source layout, you'll have the option of specifying whether your importing a document, image, or production
load file.

n Destination—by default, this is set to Relativity and is uneditable when you select Import as the type, since
you've already designated that you want to import into a Relativity workspace. You'll select the specific work-
space on a subsequent layout.

n Transferred Object—select the specific Relativity Dynamic Object to which you want to import the data. Since
you're importing the document object, select Document here.

n Profile—complete the remaining Integration Points settings based on the settings of a saved profile. This
includes all of the fields in the Connect to Source layout, as well as field mappings. If no profiles exist in the work-
space, you do not have the option of selecting them. To apply a profile that you've already created, select it from
the drop-down list. For more information on profiles, see Integration Points profiles on page 230.

Advanced:
n Email Notification Recipients—enter the email addresses of those who should receive notifications of

whether the integration point export succeeded or failed. Use semi colons between addresses.

n Log Errors—select Yes or No to denote whether Relativity tracks item level errors.
o If you select Yes, each job also logs any item level errors.
o If you select No, Relativity doesn't log these item level errors.
o Regardless of your selection, job-level errors are always recorded in Relativity.

Scheduling:
n Enable Scheduler—gives you the option of scheduling additional imports. Selecting Yes makes the following

fields available:

n Frequency—the interval at which Relativity syncs this integration point. Select one of the options below:
o Daily—select this option to sync once every day.
o Weekly—select this option to sync on a weekly basis. Then, enter data in the following fields:

l Reoccur—enter a numeric value in the Every # week(s) field for how often you want it to
occur weekly.

l Send On—specify on which day of the week (Monday through Sunday) the sync will take
place by selecting any of the days of the week listed.

o Monthly—select this option to sync on a monthly basis. Then, enter data in the following fields:
l Reoccur—enter a numeric value in the Every # month(s) field for how often you want it to
occur monthly.

l Send On—select the Day # of the month that you want this integration point to sync.
n Start Date—the date that you want Integration Points to start syncing the data.

n End Date—(Optional) the date that you want Integration Points to stop syncing the data. Leaving the
End Date blank causes the Integration Point to run indefinitely at the scheduled interval.

n Scheduled Time—the time at which this integration point syncs. This time is local to your PC, not to the
server.

n Time Zone—select the appropriate time zone.
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2. Click Next to advance to the Connect to Source layout.

5.4.5.2 Connect to source
Continue to create your import integration point by connecting Relativity to the data source. Follow the steps below.

1. In the Connect to Source layout complete the following fields.

Load File Settings:

n Import Type—select the type of load file you'd like to import to the workspace. Select Document Load
File from the drop-down list.

n Workspace Destination Folder—select the specific folder within the destination workspace in which
you want to place the documents you are importing. The folder tree you see when you click this drop-
down menu is identical to the folder structure in the destination workspace.

n Import Source—click the down arrow and select a load file from the workspace's DataTransfer import
location in the fileshare.

o These locations are hard-coded into Relativity and cannot be changed. You cannot load or export
data to a different location than is listed here.

o For reference purposes, the folder(s) displayed in the Import Source field actually reside in the fol-
lowing generic path: \\Fileshare\StructuredData. Accordingly, when an admin adds data to the
Import folder inside the DataTransfer folder inside the folder displaying the workspace's artifact ID,
that data then becomes available for selection in the Import Source field.

n Start Line—select the line number in the load file where you want the import process to begin. The
default value is 1, which results in loading the entire file.

File Encoding:
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The following fields are only available if you selected Document Load File for the Import Type field above.
n File Encoding—select an encoding for the document load file. (Consult your processing vendor or

department to determine the correct encoding option, if necessary.) If your file contains a language other
than English, choose a Unicode option. Note the following details about encoding:

o Relativity immediately applies any changes that you make to the encoding of a load file, and dis-
plays these changes in the column header preview.

o Relativity provides you with the ability to audit the encoding of a load file.

n Column—select the character used to separate columns.

n Quote—select the character used as the text qualifier.

n Newline—select the character used to indicate the end of a line in any extracted text or long text field.

n Multi-Value—select the character used to separate choices within a field.

n Nested Value—select the character used to separate the different levels of a multi-choice hierarchy. For
example, you might import a field with following values: “Hot\Really Hot\Super Hot; Look at Later”. Using
a semi-colon (;) as a multi-value delimiter, and a backslash (\) as a nested value delimiter, Relativity dis-
plays the choices

n File Column Headers—displays the load file's column headers. Relativity automatically updates this
section of the Load File tab when you select the file encoding. Note the following details about file column
headers:

o After you select an encoding, this section displays the fields in the load file. The column headers in
the file display as vertical list. The fields display in alphanumeric order. The numeric value in par-
entheses indicates the position of the field within the file.

2. Click Next to advance to the Map Fields layout, which contains a list of Relativity fields from their destination
RDO as well as attributes that the source provider pulled back.

5.4.5.3 Map fields
Map the attributes or fields so that Integration Points imports the targeted data into specific Relativity fields.

1. In theMap Fields wizard, you have the following options for mapping fields:
n Click theMap All Fields button to automatically map all Source fields with matching Destination field

names, except single/multiple object fields.

n Use the Shift+click and Ctrl+click method to select multiple fields at a time.

n Use the single and double arrow buttons or double-click a field to move the selected fields between
columns.

n If you have Destination Fields that are mapped to fields in the Field Catalog, Relativity tries to find name
matches between these Catalog Fields, as well.

n The field names in the Destination columns include the type of each field listed.
When mapping fields, here are some issues to note:

n If the WebAPIPath instance setting in the kCura.IntegrationPoints section is not configured correctly after
upgrade or installation, the Source field list is empty because it cannot return any attributes, and you are
not able to map fields.

n When the load file data is being imported to Entity RDO, then Full Name, First Name and Last Name
fields in the destination workspace must be mapped.
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2. Complete the following import Settings on theMap Fields layout:
n Overwrite—determines how the system overwrites records once you promote data to the review work-

space. This field provides the following choices:
o Append Only—promote only new records into the review workspace.
o Overlay Only—update existing records only in the review workspace. Any documents with the
same workspace identifier are overlaid. This field acts as a link indicating to Relativity where to
import the data. When you select this or Append/Overlay, you must complete the Multi-Select
Field Overlay Behavior field described below.

o Append/Overlay—adds new records to the review workspace and overlays data on existing
records. When you select this or Overlay Only, you must complete the Multi-Select Field Overlay
Behavior field described below. You are able to create folders or re-folder documents when you
select Append/Overlay.

n Multi-Select Field Overlay Behavior—determines how the system will overlay records when you push
documents to the review workspace. This field is only available if you've selected either Overlay Only or
Append/Overlay above. This field provides the following choices:

o Merge Values—merges all values for multi-choice and multi-object fields in the source data with
corresponding multi-choice and multi-option fields in the workspace, regardless of the overlay
behavior settings in the environment. 

o Replace Values—replaces all values for multi-choice and multi-object fields in the source data
with corresponding multi-choice and multi-option fields in the workspace, regardless of the overlay
behavior settings in the environment.
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o Use Field Settings—merges or replaces all values for multi-choice and multi-object fields in the
source data with corresponding multi-choice and multi-option fields in the workspace according to
the overlay behavior settings in the environment.

n Copy Native Files—this Yes/No field is only visible when you select the Documents RDO, and lets you
indicate whether Integration Points should import any native files in the sync.

o Native File Path—this field appears if you select Yes to import the native files. From the drop-
down menu, select the source provider attribute containing the file path links to the natives that you
want to import.

n Use Folder Path Information—use a metadata field to build the folder structure for the documents that
you promote to the review workspace.

o Select Yes to use a metadata field to build the folder structure for the documents that you promote
to the review workspace. Selecting Yes makes the Folder Path Information field required below.

o Select No if you do not want to build a folder structure based on metadata. In this case, Relativity
loads all documents directly into the folder indicated by the promote destination, and you create no
new folders in the destination workspace.

o You have the option of creating folders or re-foldering documents when you select Append/Over-
lay for the Overwrite field.

o You have the option of re-foldering documents for the Overwrite field through the Move Existing
Documents field below.

n Folder Path Information—specify a metadata field to build the folder structure for the documents that
you promote to the review workspace. For the purposes of ECA and Investigation, select the Processing
Folder Path option.

n Move Existing Documents—re-folder documents that were previously imported into the destination
workspace, but were only placed in the root case folder and not to any subfolders. This field is useful for
situations in which you want to add new data to the destination workspace while overlaying existing data.

o Select Yes to move existing documents into the folders provided in the previous Folder Path
Information field. For example, you previously imported custodian Sally Smith's files into the des-
tination workspace's root folder. Now, in addition to placing the documents from the saved search
specified in this integration point in their subfolder, you also want to move those previously
migrated documents into Sally Smith's subfolder, so you would select Yes.

o Select No if you do not want to re-folder existing documents.
n Extracted Text—select the destination field that is mapped to a path to Extracted Text files. The content

of these files will be read into the selected field. Note that only Long Text destination fields that are
mapped will show up as options in the Extracted Text drop-down. You can select an encoding type for
the extracted text files as well.

n Cell contains file location—select this option if your extracted text is in document-level text files, and
your load file contains a path to those text files.

n Encoding for undetectable files—select an encoding for the text file.

n Entity Manager Contains Link—this Yes/No field is visible for all import sources when the Entity RDO
is selected as the destination of the imported data. Some import sources populate the manager field with
a link to the manager’s profile on their internal system. Set this field to No if the Document Load File
source is selected.

3. Click Save to save the Integration Point.
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Once you save the Integration Point, you can run the import job. For more information, see Manually running the
import job on page 266.

5.4.6 Importing an image load file

Note: Before creating an integration point to import a load file, you must first place the load data in the
\\Fileshare\StructuredData folder. Otherwise, you will not be able to select that data for the Import Source field.

5.4.6.1 Setup
To create an integration point for importing an image load file, perform the following steps:

1. In the Setup layout, complete the following fields:

General:

n Name—the name of your integration for reference purposes

n Type—select Import to designate the job as a data import. Selecting Import makes all of the possible import
sources available for selection in the Source field below.

n Source—select Load File here, since you want to import a load file into a workspace. On the Connect to
Source layout, you'll have the option of specifying whether your importing a document, image, or production
load file.

n Destination—by default, this is set to Relativity and is uneditable when you select Import as the type, since
you've already designated that you want to import into a Relativity workspace. You'll select the specific work-
space on a subsequent layout.
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n Transferred Object—select the specific Relativity Dynamic Object to which you want to import the data. Since
you're importing the document object, select Document here.

n Profile—complete the remaining Integration Points settings based on the settings of a saved profile. This
includes all of the fields in the Connect to Source layout, as well as field mappings. If no profiles exist in the work-
space, you do not have the option of selecting them. To apply a profile that you've already created, select it from
the drop-down list. For more information on profiles, see Integration Points profiles on page 230.

Advanced:
n Email Notification Recipients—enter the email addresses of those who should receive notifications of

whether the integration point export succeeded or failed. Use semi colons between addresses.

n Log Errors—select Yes or No to denote whether Relativity tracks item level errors.
o If you select Yes, each job also logs any item level errors.
o If you select No, Relativity doesn't log these item level errors.
o Regardless of your selection, job-level errors are always recorded in Relativity.

Scheduling:
n Enable Scheduler—gives you the option of scheduling additional imports. Selecting Yes makes the following

fields available:

n Frequency—the interval at which Relativity syncs this integration point. Select one of the options below:
o Daily—select this option to sync once every day.
o Weekly—select this option to sync on a weekly basis. Then, enter data in the following fields:

l Reoccur—enter a numeric value in the Every # week(s) field for how often you want it to
occur weekly.

l Send On—specify on which day of the week (Monday through Sunday) the sync will take
place by selecting any of the days of the week listed.

o Monthly—select this option to sync on a monthly basis. Then, enter data in the following fields:
l Reoccur—enter a numeric value in the Every # month(s) field for how often you want it to
occur monthly.

l Send On—select the Day # of the month that you want this integration point to sync.
n Start Date—the date that you want Integration Points to start syncing the data.

n End Date—(Optional) the date that you want Integration Points to stop syncing the data. Leaving the
End Date blank causes the Integration Point to run indefinitely at the scheduled interval.

n Scheduled Time—the time at which this integration point syncs. This time is local to your PC, not to the
server.

n Time Zone—select the appropriate time zone.

2. Click Next to advance to the Source Information layout.

5.4.6.2 Source information
Continue create your import integration point by connecting adding the source information. Follow the steps below.
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1. In the Source Information layout, complete the following fields.

Load File Settings:

n Import Type—select the type of load file you'd like to import to the workspace. Select Image Load File
from the drop-down list.

n Workspace Destination Folder—select the specific folder within the destination workspace in which
you want to place the documents you're importing. The folder tree you see when you click this drop-down
menu is identical to the folder structure in the destination workspace.

n Import Source—click the down arrow and select a load file from the workspace's DataTransfer import
location in the fileshare.

o These locations are hard-coded into Relativity and cannot be changed. You cannot load or export
data to a different location than is listed here.

o For reference purposes, the folder(s) displayed in the Import Source field actually reside in the fol-
lowing generic path: \\Fileshare\StructuredData. Accordingly, when an admin adds data to the
Import folder inside the DataTransfer folder inside the folder displaying the workspace's artifact ID,
that data then becomes available for selection in the Import Source field.

n Start Line—select the line number in the load file where you want the import process to begin. The
default value is 1, which results in loading the entire file.

Import Settings:

The following fields are only available if you selected Image or Production Load File for the Import Type field
above.

n Numbering—determines the numbering scheme of the images you're importing.
o Use load file page IDs—select this to use the default setting to number the images, which is the
control number.

o Auto-number pages—select this option if page IDs in the production or image load file are not
unique. For example, you might import a set of TIFFs that share a page identifier for each record.
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The page identifiers are shared per document and are not unique. The Auto-number pages option
appends the 01, .02, and so on to the page-level identifier, creating a unique number per page.
Auto-numbering pages is useful if you are importing productions or image load files that use doc-
ument-level numbering without page numbers, and include documents that contain multiple
pages.

n Import Mode
o Append Only—select this to load only new records. Select this option to import the extracted text
and natives from a .dat file.

o Overlay Only—select this to update existing records only. When you select this, the required
Overlay Identifier field appears below This field acts as a link indicating to Relativity where to
import the data. Select this option when overlaying production images onto the existing doc-
uments.

o Append/Overlay—select this to add new records and overlay data on existing records.

n Overlay Identifier—select a field that stores overlaid document-level Bates information on the doc-
ument. This is only available if you selected Overlay Only for the import mode.
The fields in the drop-down menu are fixed-length fields with a manually-applied SQL index. Note that
this is NOT the same as adding the field to the full-text index. Contact your SQL database administrator
to apply an index to a field.

n Copy Files to Document Repository—determines whether or not Relativity will copy files from the loc-
ation in the image load file field to a selected document repository.

o Yes—select this to copy files to a document repository that you select in the File Repository field
below.

o No—select this if the native files already reside in their final location, which is accessible by Relativ-
ity. This option is not available for selection in RelativityOne because all files must be copied to a
selected File Repository.

n File Repository—select the file repository to which you want to copy the files in the image load file. This
field is only visible if you selected Yes for the Copy Files to Document Repository field above. Click
Default to switch this value to the default file repository used by the workspace.

n Load Extracted Text - determines whether or not Relativity will load new text for Production documents
that may be revised based on redactions.

o The text files must have .txt extensions, be stored in the same directory as the TIFF files, and be
named in the same as the TIFF files.

o This field is only available for image load files.
o When you select this, the required Encoding for undetectable files field appears below.

n Encoding for undetectable files—select an encoding for the new text file that Relativity loads, per your
enabling of the Load Extracted Text field above.

2. Click Save to save the Integration Point.

Once you save the Integration Point, you can run the import job. For more information, see Manually running the
import job on page 266.

5.4.7 Importing a production load file
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Note: Before creating an integration point to import a load file, you must first place the load data in the
\\Fileshare\StructuredData folder. Otherwise, you will not be able to select that data for the Import Source field.

5.4.7.1 Setup
To create an integration point specifically for importing a production load file, follow the steps below.

1. In the Setup layout, complete the following fields:

General:

n Name—the name of your integration for reference purposes

n Type—select Import to designate the job as a data import. Selecting Import makes all of the possible import
sources available for selection in the Source field below.

n Source—select Load File here, since you want to import a load file into a workspace. On the Connect to
Source layout, you'll have the option of specifying whether your importing a document, image, or production
load file.

n Destination—by default, this is set to Relativity and is uneditable when you select Import as the type, since
you've already designated that you want to import into a Relativity workspace. You'll select the specific work-
space on a subsequent layout.

n Transferred Object—select the specific Relativity Dynamic Object to which you want to import the data. Since
you're importing the document object, select Document here.
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n Profile—complete the remaining Integration Points settings based on the settings of a saved profile. This
includes all of the fields in the Connect to Source layout, as well as field mappings. If no profiles exist in the work-
space, you do not have the option of selecting them. To apply a profile that you've already created, select it from
the drop-down list. For more information on profiles, see Integration Points profiles on page 230.

Advanced:
n Email Notification Recipients—enter the email addresses of those who should receive notifications of

whether the integration point export succeeded or failed. Use semi colons between addresses.

n Log Errors—select Yes or No to denote whether Relativity tracks item level errors.
o If you select Yes, each job also logs any item level errors.
o If you select No, Relativity doesn't log these item level errors.
o Regardless of your selection, job-level errors are always recorded in Relativity.

Scheduling:
n Enable Scheduler—gives you the option of scheduling additional imports. Selecting Yes makes the following

fields available:

n Frequency—the interval at which Relativity syncs this integration point. Select one of the options below:
o Daily—select this option to sync once every day.
o Weekly—select this option to sync on a weekly basis. Then, enter data in the following fields:

l Reoccur—enter a numeric value in the Every # week(s) field for how often you want it to
occur weekly.

l Send On—specify on which day of the week (Monday through Sunday) the sync will take
place by selecting any of the days of the week listed.

o Monthly—select this option to sync on a monthly basis. Then, enter data in the following fields:
l Reoccur—enter a numeric value in the Every # month(s) field for how often you want it to
occur monthly.

l Send On—select the Day # of the month that you want this integration point to sync.
n Start Date—the date that you want Integration Points to start syncing the data.

n End Date—(Optional) the date that you want Integration Points to stop syncing the data. Leaving the
End Date blank causes the Integration Point to run indefinitely at the scheduled interval.

n Scheduled Time—the time at which this integration point syncs. This time is local to your PC, not to the
server.

n Time Zone—select the appropriate time zone.

2. Click Next to advance to the Connect to Source layout.

5.4.7.2 Source information
Continue create your import integration point by connecting adding the source information. Follow the steps below.
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1. In the Source Information layout complete the following fields.

Load File Settings:

n Import Type—select the type of load file you'd like to import to the workspace. Select Production Load
File from the drop-down list.

n Workspace Destination Folder—select the specific folder within the destination workspace in which
you want to place the documents you are importing. The folder tree you see when you click this drop-
down menu is identical to the folder structure in the destination workspace.

n Import Source—click the down arrow and select a load file from the workspace's DataTransfer import
location in the fileshare.

o These locations are hard-coded into Relativity and cannot be changed. You cannot load or export
data to a different location than is listed here.

o For reference purposes, the folder(s) displayed in the Import Source field actually reside in the fol-
lowing generic path: \\Fileshare\StructuredData. Accordingly, when an admin adds data to the
Import folder inside the DataTransfer folder inside the folder displaying the workspace's artifact ID,
that data then becomes available for selection in the Import Source field.

n Start Line—select the line number in the load file where you want the import process to begin. The
default value is 1, which results in loading the entire file.

Import Settings:
The following fields are only available if you selected Image or Production Load File for the Import Type field above.

n Numbering—determines the numbering scheme of the production you're importing.
o Use load file page IDs—select this to use the default setting to number the production, which is
the control number.

o Auto-number pages—select this option if page IDs in the production or image load file are not
unique. For example, you might import a set of TIFFs that share a page identifier for each record.
The page identifiers are shared per document and are not unique. The Auto-number pages option
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appends the 01, .02, and so on to the page-level identifier, creating a unique number per page.
Auto-numbering pages is useful if you are importing productions or image load files that use doc-
ument-level numbering without page numbers, and include documents that contain multiple
pages.

n Import Mode
o Append Only—select this to load only new records. Select this option to import the extracted text
and natives from a .dat file.

o Overlay Only—select this to update existing records only. When you select this, the required
Overlay Identifier field appears below This field acts as a link indicating to Relativity where to
import the data. Select this option when overlaying production images onto the existing doc-
uments.

o Append/Overlay—select this to add new records and overlay data on existing records.

n Overlay Identifier—if you selected Overlay Only for the import mode, select a field that stores overlaid
document-level Bates information on the document.
The fields in the drop-down menu are fixed-length fields with a manually-applied SQL index. Note that
this is NOT the same as adding the field to the full-text index. Contact your SQL database administrator
to apply an index to a field.

n Copy Files to Document Repository—determines whether or not Relativity will copy files from the loc-
ation in the image load file field to a selected document repository.

o Yes—select this to copy files to a document repository that you select in the File Repository field
below.

o No—select this if the native files already reside in their final location, which is accessible by Relativ-
ity.

n File Repository—select the file repository to which you want to copy the files in the image load file. This
field is only visible if you selected Yes for the Copy Files to Document Repository field above. Click
Default to switch this value to the default file repository used by the workspace.

n Production—select a Relativity production that you want to upload images to. Only new production sets
without a production source appear in this list.

2. Click Save to save the Integration Point.
Once you save the Integration Point, you can run the import job. For more information, see Manually running the
import job on page 266.

5.4.8 Importing from Microsoft Entra ID

Note: Microsoft has renamed Azure Active Directory (Azure AD) to Microsoft Entra ID. This site has been updated
to reflect the name change, where applicable. Refer to Microsoft documentation for more information.

The Integration Points Microsoft Entra ID Provider is a separate and standalone application that is not in the Relativity
Application Library. For assistance in getting the Microsoft Entra ID Provider installed into your workspace, contact
Relativity Support. For more information, see the Integration Points guide.

You will need the following to complete the setup in Integration Points:

n Application ID fromMicrosoft Azure

n Application Secret Value from Microsoft Azure

n Domain address of Microsoft Azure instance

https://learn.microsoft.com/en-us/entra/fundamentals/new-name
https://community.relativity.com/s/contactsupport
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n Any filtering requirements that will be used to filter imported data

n Field Mappings to map fields between Relativity and Microsoft Entra ID.

5.4.8.1 Setup
To create an integration point for importing from Microsoft Entra ID:

1. Complete the following fields in the Setup layout:
General:

n Name—the name of your integration for reference purposes.

Note: Name the application in Integration Points the same as you did in Microsoft Entra ID for easy loc-
ation of application when needing to make updates.

n Type—select Import to designate the job as a data import. Selecting Import makes all the possible import
sources available for selection in the Source field below.

n Source—all possible third-party systems that you can import data from. SelectMicrosoft Entra ID
(formerly known as Azure AD).

n Destination—by default, this is set to Relativity and is not editable when you select Import as the type,
since you've already designated that you want to import into a Relativity workspace. You'll select the spe-
cific workspace on a subsequent layout.

n Transferred Object—the Relativity Dynamic Object (RDO) to which you want to import the data. Select
the Entity object.

n Profile—complete the remaining Integration Points settings based on the settings of a saved profile. This
includes all of the fields in the Connect to Source layout, as well as field mappings. If no profiles exist in
the workspace, you do not have the option of selecting them. To apply a profile that you've already cre-
ated, select it from the drop-down list.

Advanced:
n Email Notification Recipients—enter the email addresses of those who should receive notifications of

whether the integration point export succeeded or failed. Use semi colons between addresses.

n Log Errors—select Yes or No to denote whether Relativity tracks item level errors.
o If you select Yes, each job also logs any item level errors.
o If you select No, Relativity doesn't log these item level errors.
o Regardless of your selection, job-level errors are always recorded in Relativity.

Scheduling:
n Enable Scheduler—gives you the option of scheduling additional imports. Selecting Yes makes the fol-

lowing fields available:

n Frequency—the interval at which Relativity syncs this integration point. Select one of the options
below:

o Daily—select this option to sync once every day.
o Weekly—select this option to sync on a weekly basis. Then, enter data in the following
fields:

l Reoccur—enter a numeric value in the Every # week(s) field for how often you want
it to occur weekly.
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l Send On—specify on which day of the week (Monday through Sunday) the sync will
take place by selecting any of the days of the week listed.

o Monthly—select this option to sync on a monthly basis. Then, enter data in the following
fields:

l Reoccur—enter a numeric value in the Every # month(s) field for how often you
want it to occur monthly.

l Send On—select the Day # of the month that you want this integration point to
sync.

n Start Date—the date that you want Integration Points to start syncing the data.

n End Date—(Optional) the date that you want Integration Points to stop syncing the data. Leaving
the End Date blank causes the Integration Point to run indefinitely at the scheduled interval.

n Scheduled Time—the time at which this integration point syncs. This time is local to your PC, not
to the server.

n Time Zone—select the appropriate time zone.

2. Click Next to continue to the Connect to Source layout.

5.4.8.2 Connect to source
Continue to create your import integration point by connecting Relativity to your Microsoft Entra ID data source. You
can select to import from your commercial or government Microsoft Entra ID profile. Follow the steps below.

1. Complete the following fields in the Connect to Source layout:
n Version—select either a Commercial or Government Microsoft Entra ID version to import from.

n Application ID—the ID of the application was created in the Azure Portal. For more information, see the
Integration Points guide.

n Password—the associated Application Secret Value, not the Secret ID, is the password for the applic-
ation that was created in the Azure Portal. For more information, see the Integration Points guide.

n Directory ID—the Microsoft Entra ID tenant domain the Azure application resides in.

n Filter By—you can limit the records imported by limiting import to specific users or groups.

n Filter—the filter condition used to identify Users or Groups that should be imported. Filters must be writ-
ten using the Graph query syntax (for example, department eq ‘Engineering’). For more information on
using Graph query syntax, see Microsoft's Graph REST API documentation.

o Microsoft supports two kinds of filtering for Microsoft Entra ID: Filters and Advanced Filters.
o Currently, Relativity's Entra ID Provider only supports filters. It does not support advanced filters.
o In Microsoft's documentation, on the Use the $filter query parameter page, you can find filters and
advanced filters, with advanced filters marked with **.

n MS-Graph Version—determines which version of the Graph API Integration Points will be used when
interfacing with Azure AD. Defaults to version 1.0 of the Graph API if left blank. Another available option
is Beta.

https://learn.microsoft.com/en-us/graph/filter-query-parameter?tabs=http
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2. Click Next to continue to the Map Fields layout.

Note: A warning message appears at the top of page if information is not valid, and you will not be able to con-
tinue to the next step until the error is resolved.

5.4.8.3 Map fields
Map the attributes or fields so that Integration Points imports the targeted data into specific Relativity fields.

1. In theMap Fields wizard, you have the following options for mapping fields:
n Click theMap All Fields button to automatically map all Source fields with matching Destination field

names, except single/multiple object fields.

n Use the Shift+click and Ctrl+click method to select multiple fields at a time.

n Use the single and double arrow buttons or double-click a field to move the selected fields between
columns.

n If you have Destination Fields that are mapped to fields in the Field Catalog, Relativity tries to find name
matches between these Catalog Fields, as well.

n The field names in the Destination columns include the type of each field listed.

When mapping fields, here are some issues to note:

n If the WebAPIPath instance setting in kCura.IntegrationPoints is not configured correctly after upgrade or
installation, the Source Fields list will be empty because it cannot return any attributes. As a result, you
cannot map fields.

n When importing the Entity object:
o You need to map the First Name and Last Name fields. In case the Full Name field is not being
mapped, those two fields are combined for the Full Name value, which is then written to the Entity
object.

o You can link the imported entity to a manager if the manager also exists in the entity database. To
proceed with linking them, you must map the Manager field on the Field Mappings page. Pre-
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viously this was done via the Entity Manager Contains Link option, which has been deprecated.

2. Complete the following import Settings on theMap Fields layout:
n Overwrite—determines how the system overwrites records once you promote data to the review work-

space. This field provides the following choices:
o Append Only—promote only new records into the review workspace.
o Overlay Only—update existing records only in the review workspace. Any documents with the
same workspace identifier are overlaid. This field acts as a link indicating to Relativity where to
import the data. When you select this or Append/Overlay, you must complete the Multi-Select
Field Overlay Behavior field described below.

o Append/Overlay—adds new records to the review workspace and overlays data on existing
records. When you select this or Overlay Only, you must complete the Multi-Select Field Overlay
Behavior field described below.

n Multi-Select Field Overlay Behavior—determines how the system overlays records when you promote
documents to the review workspace. This field is only available if you have selected either Overlay Only
or Append/Overlay above. This field provides the following choices:

o Merge Values—merges all values for multi-choice and multi-object fields in the source data with
corresponding multi-choice and multi-option fields in the workspace. These merge regardless of
the overlay behavior settings in the environment.

o Replace Values—replaces all values for multi-choice and multi-object fields in the source data
with corresponding multi-choice and multi-option fields in the workspace. These merge regardless
of the overlay behavior settings in the environment.

o Use Field Settings—merges or replaces all values for multi-choice and multi-object fields in the
source data with corresponding multi-choice and multi-option fields in the workspace according to
the overlay behavior settings in the environment.
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n Unique Identifier—this option is only available when the Overwrite mode is set to Overlay Only. Enter a
unique value that no other item in the workspace contains. For example, use the GUID or dis-
tinguishedName attribute. If the value is not unique in the workspace, it may lead to unintentional over-
writing of existing data.

3. Click Save to save the Integration Point.

Once all of the settings have been entered the Integration Points job will run according to the schedule that was set. If
you would like to run the job ahead of that time. For more information, see the Integration Points guide.

5.4.8.4 Reporting on Microsoft Entra ID imports
Reporting on Microsoft Entra ID imports can be done in Integration Points. For more information, see the Integration
Points guide.

5.4.9 Manually running the import job
Once you have created an Integration Point, you can manually run an integration point by selecting the Integration
Point, and clicking Run from the console. This lets you run an integration point instantly, as opposed to scheduling an
integration point to run.

ClickOK on the run confirmation message.

The Run button turns to red and gives you the option of stopping the job you just kicked off, as long as that job has a
status of Pending or Processing.

If necessary, monitor the progress of the promote job by viewing the Status field in the Status view at the bottom of
the layout. You will see any of the following status values:

n Pending—the job has yet to be picked up by an agent.
n Validation—an agent is validating the job to make sure it has the required settings, such as access to the

source and destination objects (saved searches, workspaces, etc.). If validation fails, the status changes to
"Validation failed," and Relativity logs an error. If the validation succeeds, the job moves on to a status of
"Processing."

n Validation failed—the job validation has failed, resulting in an error, the details of which are saved in the Job
History Errors tab.

n Processing—the agent has picked up the job and is in the process of completing it.
n Completed—the job is complete, and no errors occurred.
n Completed with errors—the job is complete and errors have occurred.
n Error - job failed—a job-level error occurred and the job did not complete because it failed.
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n Stopping—you clicked the Stop button, and the stop job has yet to be picked up by an agent.
n Stopped—the job has been stopped.

5.4.10 Downloading the error file
If your integration point encounters any errors during its run, the Download Error File link on the Transfer Options
console is activated. This gives you the option of downloading an Excel (csv) file containing all the errors found in the
integration point.

Note: This option is available for load file imports only and is not visible for other providers.

1. To download this file, click the Download Error File link in the Transfer Options console.

2. Open the downloaded Excel file to review the errors.

3. If desired, manually fix the errors. Once fixed, save the modified file and create a new integration point to import
the fixed files, since they were not imported during the original transfer. Be sure that the Import Source field of
the new integration point refers to the file you just added.

5.4.11 Disabling a scheduled Integration Point job
To disable a scheduled integration point , simply turn off the scheduler.

1. From the Integration Points landing page, click the Integration Point Name that you wish to disable.

2. Click Edit.

3. In the Scheduling section, select No for Enable Scheduler. The integration point is no longer scheduled to run.

5.4.12 Scheduler date format considerations
The integration points scheduler accepts U.S. and non-U.S. date formats based off the default language setting in
your browser settings.

For example, if the language setting is English (Australian), the date format would be Day/Month/Year instead of
Month/Day/Year.
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Relativity properly displays the date for the Start and End Date fields when setting up Scheduling.

This date format appears in Relativity wherever a date is displayed, such as on the saved Integration Point Details
layout and the Date Last Modified field on the Document list.

5.4.13 Automatically stopping a scheduled job that repeatedly fails
In some cases, a scheduled job may fail each time it is executed, and it may take some time before you become aware
of the failed attempts. To mitigate this situation, you can configure an instance setting to specify the maximum number
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of consecutive failed attempts encountered before the job is automatically stopped. For example, you may want to
stop the scheduled job after four consecutive failed attempts at running.

1. Navigate to the Instance Settings page.

2. Create a new instance setting with the following settings.
n Name—enterMaxFailedScheduledJobsCount.
n Section—enter kcura.IntegrationPoints.
n Value Type—select Integer 32-bit.
n Value—enter the number of consecutive failed attempts to be executed before the scheduled job is

stopped.

The integration point's Scheduling tab displays the failed jobs with a Job Type of "Scheduled Run," Job Status of
"Error - job failed," Items Transferred of "0," and Total Items based on the number of items in that job. The system will
attempt one more run after the configured maximum number of consecutive failed attempts before it stops the
scheduled job. The Total Items column will be blank.

The "Next Scheduled Runtime (UTC)" field on the Scheduling tab will be blank to let you know that the job is not
scheduled to run again. You must correct the error(s) before it will run again as scheduled.

The Job History page displays the system-generated error description explaining why the scheduled job was stopped.
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5.5 Exporting data through Integration Points

Note:We’ve streamlined our Staging boundaries to more effectively separate staging data from workspace and
system data. With this change, you can no longer write to or access data outside of the four defined staging area
folders. The four defined staging area folders: ARM, ProcessingSource, StructuredData, and TenantVM.
Folders removed in the update include FTA, Temp, Export, and dtSearch. In addition to any other folders you
manually created. Refer to the Staging Area FAQ in Community for more details.

Integration Points provides you with the ability to export data directly from your workspace. This includes exporting
saved searches, case folders, and productions directly from your workspace, and scheduling future or recurrent
export jobs.

n Although importing and exporting a load file is possible in Integration Points, Import/Export is the main applic-
ation recommended for a stable and efficient load file import and export.

n When you export data to a load file through Integration Points, your files are saved to a \StructuredData folder
on the fileshare. To access this file share, look at the AppID in the URL of your Relativity environment and loc-
ate the folder on the fileshare.

5.5.1 Exporting a folder to load file
To create an integration point specifically for exporting a folder, perform the following steps:

1. Navigate to the Integration Points tab.

2. Click New Integration Point.

https://community.relativity.com/s/article/Staging-Area-FAQ?
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3. Complete the following fields in the Setup category of the Create Integration Point layout:

n Name—the name of your integration for reference purposes.

n Type—select Export to designate this as an export job. Selecting this sets the Source field to be Relativ-
ity.

n Source—this is automatically set to Relativity since you are exporting data out of a Relativity work-
space.

n Destination—select Load File.
n Transferred Object—select Document.

n Profile—use this to complete the remaining Integration Points settings based on the settings of a saved
profile. This includes all of the fields in the Connect to Source layout, as well as field mappings. If no pro-
files exist in the workspace, you do not have the option of selecting them. To apply a profile that you pre-
viously created, select it from the drop-down list. For more information on profiles, see Integration Points
profiles on page 230.

n Email Notification Recipients—enter the email addresses of those who should receive notifications of
whether the integration point export succeeded or failed. Use semi colons between addresses.
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n Log Errors—select Yes or No to denote whether Relativity tracks item level errors.
o If you select Yes, each job also logs any item level errors.
o If you select No, Relativity does not log these item level errors.
o Regardless of your selection, job-level errors are always recorded in Relativity.

n Enable Scheduler—gives you the option of scheduling additional exports. Selecting Yesmakes the fol-
lowing fields available:

o Frequency—the interval at which Relativity promotes data using this integration point.
l Daily—select this option to promote data once every day.

l Weekly—select this option to promote data on a weekly basis. You can specify how often in
the Reoccur field, in which you will provide a number value in the Every # week(s) choice.
You can then specify on which day of the week the data promotion will take place by check-
ing any of the days of the week listed.

l Monthly—select the day of the month that you want this integration point to promote data
once every month.

l Reoccur—enter the number of month(s) in which this integration point recurrently promotes
data.

l Send On
l Day __ the month—select the day of the month that you want this integration point
to promote data.

l The __ of the Month—select this option for this integration point to promote dataon
the chosen day of every month. For example, "The Second Friday of the month."

o Start Date—the date that you want Integration Points to start promoting the data.
o End Date—(Optional) the date that you want Integration Points to stop promoting the data. Leav-
ing the End Date blank causes the Integration Point to run indefinitely at the scheduled interval.

o Scheduled Time—the time at which this integration point promotes date. This time is local to your
PC, not to the server.

4. Click Next to advance to the Source Information layout.
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5. Complete the following fields on the Source Information layout:

n Source—select Folder from the drop-down list. Specify that you want to select a folder, from which you
want export the data in your load file. You will select this folder below from the folder structure in the
Folder field. You will also need to select a View from the Views field.

n Folder—click on the down arrow and expand the folder structure, locate the folder from which you want
to export the data, and select it. This field is only available if you selected Folder + Subfolders as the
source above.

Note:When creating an integration point based on a profile, if you change the saved search, folder, or
production set on the Setup layout, the fields listed in the Selected Fields window below are not
updated to reflect the new source that you selected. If you're not using a profile to create the integration
point, these fields are updated to reflect the newly selected source.

n Views—click on the down arrow and select a view for the data that you want to export. This is only avail-
able if you selected Folder or Folder + Subfolders as the source above.

n Start Export at Record—select a record number that identifies the initial document for export. Integ-
ration Points exports the document with this record number and continues exporting documents with sub-
sequent record numbers.

n Source Fields | Selected Fields| Renamed Fields—choose the fields that you want to export by mov-
ing them to the Selected Fields box. The box on the left displays all available source fields. The fields
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listed in the Selected Fields column are determined by what you select for the Source field above, as well
by the folder, production set, or saved search that you select. Only the fields in the Selected Fields box
on the right will be exported when you run the integration point. If you wish to rename the fields in your
load file before exporting them, you can do so through the Rename option described below. The fields
whose names you change are displayed in the Renamed Fields column.

n Rename—gives you the option of renaming the fields in your load file before exporting them. When you
click this button, you are presented with the following settings and buttons in the Rename Fields window:

o Selected Field—displays the current name of the field that you selected from the Source Fields
column. To change its name, use the Renamed Field below.

o Renamed Field—enter the new name for the Selected Field. This name will appear in the
Renamed Fields column of the layout once you click the Update or Update and Next button below.
If you do not change the original name of the selected field, then the Renamed Fields column con-
tains an empty row for that field.

o Update button—click this button to update the selected field to the name you entered in the
Renamed Field setting. When you do this, the renamed field appears in the Renamed Field
column.

o Update and Next button—click this button to update the selected field to the name you entered in
the Renamed Field setting and then move to the next field in the Selected Field column. When you
do this, the renamed field appears in the Renamed Field column and the next field appears in the
Selected Field setting.

o Cancel button—click this to exit the Rename Fields window without applying any changes to cur-
rent field names.

6. Click Next to advance to the Destination Information layout.
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7. Complete the following fields on the Destination Information layout:

Load File Options
n Export Type—this field reflects the type of export job you are running, which you specified on the Setup

layout. By default, Load File is selected as the base configuration for your export job. You also have the
option of enhancing the load file by selecting Images, Natives, and Text Fields as Files, depending on
the makeup of your data. Selecting any of these options makes additional corresponding output settings
available, which are described below.

o The Text Fields as Files option determines the export of the extracted text or OCR. Select this
option if you want to export files as individual document-level text files, with one file per document.
Integration Points includes text as part of your load file if you deselect this option and if a long text
field is included in the selected fields that you mapped in the Source Information layout.

n Destination Folder—specify the folder into which you want to export the data from the load file. This
reads the Default File Repository and lets you select a subfolder of that location.
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n Create Export Folder—check this box to create an export folder named after the existing Relativity
Integration Point job and the timestamp in your export folder. This will prevent the overwriting of any pre-
vious Relativity Integration Point exports to your export folder. When you check this box, the value dis-
played in the Destination Folder field is updated to reflect the [JobName]_[RunTimeStampUTC]
information.

n Image File Format—select one of these formats for image-level load file:
o Opticon
o IPRO
o IPRO (Full Text)

n Data File Format—select the format for the document-level load file you are exporting:
o Relativity (.dat)—load file exports with the standard Concordance delimiters.
o HTML (.html)—load file is in HTML and contains hyperlinks to launch any exported files.
o Comma-separated (.csv)—load file exports as delimited text file that uses a comma to separate
values.

o promote data—load file exports with the custom delimiters that you select.

n Data File Encoding—select an encoding for the document-level load file from the drop-down box.

n File Path—controls how the export path for the files is referenced. Select one of the following options:
o Use absolute paths—paths to exported files are represented as absolute paths. For example, C:\
Desktop\VOL001\NATIVE001\AS000001.msg

o Use relative paths—paths to exported files are represented as relative paths. For example,
.\VOL001\NATIVE001\AS000001.msg

o Use prefix—a prefix is added to the relative path, such as a CD drive letter. For example,
D:\VOL001\NATIVE001\AS000001.msg

n Include Native Files Path—check this box if you want to include the native file path in your data once
you export it. Note that in the load file, for example a Relativity.dat file, there will be file path information
added for every record you are exporting.

n Export Multiple Choice Fields as Nested—select this option to maintain the hierarchy of Relativity mul-
tiple-choice lists, when applicable. The nested value delimiter, a backslash, separates child choices.

n Name Output Files After—select one of the following naming convention for exported files:
o Identifier—select this option to name the files after the identifier for your workspace.
o Begin production number—select this option to name the files after the production number.
(This number may be the Bates number for a production.) Relativity names files after the pro-
duction number only if you select Produced Images as the Production Precedence below.

n Append Original File Name—select this option to append the original name of the file to the end of the
exported file name.

Image—the following fields are only available if you selected Images for the Export Type field above.
n File Type—select one of these file types:

o Single-page TIF/JPG
o Multi-page TIF
o PDF
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n Production Precedence—select one of the following groups of produced documents for export instead
of the original images:

o Original Images—exports only the original, non-produced images.
o Produced Images—exports a produced version of the images. When you select this, the fol-
lowing fields become available:

l Image Productions—select the produced images that you want to act as the precedence.

l Include Original Images If Not Produced—exports only the original images in the event
that they have not been produced.

n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported images. By
default, this is set to IMG.

Native
n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported native files. By

default, this is set to NATIVE. This field is only available if you selected Natives for the Export Type field
above.

Text—the following fields are only available if you selected text Fields As Files for the Export Type field above.
n Text File Encoding—select the encoding for the document-level text files

n Text Precedence—select and assign an order to long text fields that Relativity checks for text when per-
forming an export. You must select one or more long text fields to use this functionality. Click the ellipsis
to display the Pick Text Precedence pop-up. To move fields between columns, highlight them and click
the Right or Left single or double arrows. Use the Up and Down arrows to order the precedence of the
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fields.

n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported text files. By
default, this is set to TEXT.

Volume
n Prefix—enter the alpha prefix for the volume identifier. By default, this is set to VOL.

n Start Number—select the first number used for the numeric section of the volume identifier. Multiple
volumes increment numbers during export creating unique volume identifiers.

n Number of Digits—select the number of digits attached to the prefix. (For example, if you select 3, the
output is VOL001, VOL002, and so on.)

n Max Size (MB)—select the maximum size allowed for each volume in MBs.
Subdirectory

n Start Number—select the starting number for the subdirectories.

n Number of Digits—select the number of digits of the subdirectory prefix (For example, if you select 3,
the output is IMG001, IMG002, and so on.)

n Max Files—select the number of files to store in each subdirectory.
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8. Click Save to save this integration point with these export settings.
Once Relativity saves the integration point, you will be able to run it and export the data based on the settings you spe-
cified. See Running the export job on page 303 for details.

5.5.2 Exporting a folder and subfolders to a load file
To create an integration point specifically for exporting a folder and subfolders, perform the following steps:

1. Navigate to the Integration Points tab.

2. Click New Integration Point.

3. Complete the following fields in the Setup category of the Create Integration Point layout:

n Name—the name of your integration for reference purposes.

n Type—select Export to designate this as an export job. Selecting this sets the Source field to be Relativ-
ity.

n Source—this is automatically set to Relativity since you are exporting data out of a Relativity work-
space.
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n Destination—select Load File.
n Transferred Object—select Document.

n Profile—use this to complete the remaining Integration Points settings based on the settings of a saved
profile. This includes all of the fields in the Connect to Source layout, as well as field mappings. If no pro-
files exist in the workspace, you do not have the option of selecting them. To apply an existing profile,
select it from the drop-down list. For more information on profiles, see Integration Points profiles on
page 230.

n Email Notification Recipients—enter the email addresses of those who should receive notifications of
whether the integration point export succeeded or failed. Use semicolons between addresses.

n Log Errors—select Yes or No to denote whether Relativity tracks item level errors. Regardless of your
selection, job-level errors are always recorded in Relativity.

o If you select Yes, each job also logs any item level errors.
o If you select No, Relativity does not log these item level errors.

n Enable Scheduler—gives you the option of scheduling additional exports. Selecting Yesmakes the fol-
lowing fields available:

o Frequency—the interval at which Relativity promotes data using this integration point.
l Daily—select this option to promote data once every day.

l Weekly—select this option to promote data on a weekly basis. You can specify how often in
the Reoccur field, in which you will provide a number value in the Every # week(s) choice.
You can then specify on which day of the week the data promotion will take place by check-
ing any of the days of the week listed.

l Monthly—select the day of the month that you want this integration point to promote data
once every month.

l Reoccur—enter the number of month(s) in which this integration point recurrently promote
data.

l Send On
l Day __ the month—select the day of the month that you want this integration point
to promote data.

l The __ of the Month—select this option for this integration point to promote data on
the chosen day of every month. For example, "The Second Friday of the month."

o Start Date—the date that you want Integration Points to start promoting the data.
o End Date—(Optional) the date that you want Integration Points to stop promoting the data. Leav-
ing the End Date blank causes the Integration Point to run indefinitely at the scheduled interval.

o Scheduled Time—the time at which this integration point promotes data. This time is local to your
PC, not to the server.

4. Click Next to advance to the Source Information layout.
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5. Complete the following fields on the Source Information layout:

n Source—select Folder + Subfolders from the drop-down list and specify that you want to select a folder
and subfolders from which you want export the data in your load file. You will select this folder below from
the folder structure in the Folder + Subfolders field. You will also need to select a View from the Views
field.

n Folder + Subfolders—click on the down arrow and expand the folder structure, locate the folder and
subfolders from which you want to export the data, and select it. This field is only available if you selected
Folder + Subfolders as the source above.

Note:When creating an integration point based on a profile, if you change the saved search, folder, or
production set on the Setup layout, the fields listed in the Selected Fields window below are not
updated to reflect the new source that you selected. If you're not using a profile to create the integration
point, these fields are updated to reflect the newly selected source.

n Views—click on the down arrow and select a view for the data that you want to export. This is only avail-
able if you selected Folder or Folder + Subfolders as the source above.
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n Start Export at Record—select a record number that identifies the initial document for export. Integ-
ration Points exports the document with this record number and continues exporting documents with sub-
sequent record numbers.

n Source Fields | Selected Fields | Renamed Fields—choose the fields that you want to export by mov-
ing them to the Selected Fields box. The box on the left displays all available source fields. The fields lis-
ted in the Selected Fields column are determined by what you select for the Source field above, as well
by the folder, production set, or saved search that you select. Only the fields in the Selected Fields box
on the right will be exported when you run the integration point. If you wish to rename the fields in your
load file before exporting them, you can do so through the Rename option described below. The fields
whose names you change are displayed in the Renamed Fields column.

n Rename—gives you the option of renaming the fields in your load file before exporting them. When you
click this button, you are presented with the following settings in the Rename Fields window:

o Selected Field—displays the field that you have selected from the Source Fields column, the
name of which you can change in the Renamed Field below.

o Renamed Field—enter the desired new name for the field. This name will appear in the Renamed
Fields column of the layout once you click the Update or Update and Next button below. If you do
not change the original name of the selected field, then the Renamed Fields column contains an
empty row for that field.

o Update button—click this button to update the selected field to the name you entered in the
Renamed Field setting. When you do this, the renamed field appears in the Renamed Field
column.

o Update and Next button—click this button to update the selected field to the name you entered in
the Renamed Field setting and then move to the next field in the Selected Field column. When you
do this, the renamed field appears in the Renamed Field column and the next field appears in the
Selected Field setting.

o Cancel button—click this button to exit the Rename Fields window without applying any changes
to current field names.

6. Click Next to advance to the Destination Information layout.
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7. Complete the following fields on the Destination Information layout:

Load File Options
n Export Type—this field reflects the type of export job you are running, which you specified on the Setup

layout. By default, Load File is selected as the base configuration for your export job. You also have the
option of enhancing the load file by selecting Images, Natives, and Text Fields as Files, depending on
the makeup of your data. Selecting any of these makes additional corresponding output settings avail-
able, which are described below.

o The Text Fields as Files option determines the export of the extracted text or OCR. Select this
option if you want to export files as individual document-level text files, with one file per document.
Integration Points includes text as part of your load file if you deselect this option and if a long text
field is included in the selected fields that you mapped in the Source Information layout.

n Destination Folder—specify the folder into which you want to export the data from the load file. This
reads the Default File Repository and lets you select a subfolder of that location.
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n Create Export Folder—check this box to create an export folder named after the existing Relativity
Integration Point job and the timestamp in your export folder. This will prevent the overwriting of any pre-
vious Relativity Integration Point exports to your export folder. When you check this box, the value dis-
played in the Destination Folder field is updated to reflect the [JobName]_[RunTimeStampUTC]
information.

n Image File Format—select one of these formats for image-level load file:
o Opticon
o IPRO
o IPRO (Full Text)

n Data File Format—select a the format for the document-level load file you are exporting:
o Relativity (.dat)—load file exports with the standard Concordance delimiters.
o HTML (.html)—load file is in HTML and contains hyperlinks to launch any exported files.
o Comma-separated (.csv)—load file exports as delimited text file that uses a comma to separate
values.

o Custom (.txt)—load file exports with the custom delimiters that you select.

n Data File Encoding—select an encoding for the document-level load file from the drop-down box.

n File Path—controls how the export path for the files is referenced. Select one of the following options:
o Use absolute paths—paths to exported files are represented as absolute paths. For example, C:\
Desktop\VOL001\NATIVE001\AS000001.msg

o Use relative paths—paths to exported files are represented as relative paths. For example,
.\VOL001\NATIVE001\AS000001.msg

o Use prefix—a prefix is added to the relative path, such as a CD drive letter. For example,
D:\VOL001\NATIVE001\AS000001.msg

n Include Native Files Path—check this box if you want to include the native file path in your data once
you export it. Note that in the load file, for example a Relativity.dat file, there will be file path information
added for every record you are exporting.

n Export Multiple Choice Fields as Nested—select this option to maintain the hierarchy of Relativity mul-
tiple-choice lists, when applicable. The nested value delimiter, a backslash, separates child choices.

n Name Output Files After—select one of the following naming convention for exported files:
o Identifier—select this option to name the files after the identifier for your workspace.
o Begin production number—select this option to name the files after the production number.
(This number may be the Bates number for a production.) Relativity names files after the pro-
duction number only if you select Produced Images as the Production Precedence below.

n Append Original File Name—select this option to append the original name of the file to the end of the
exported file name.

Image—the following fields are only available if you selected Images for the Export Type field above.
n File Type—select one of these file types:

o Single-page TIF/JPG
o Multi-page TIF
o PDF



Data Transfer Guide 285

n Production Precedence—select one of the following groups of produced documents for export instead
of the original images:

o Original Images—exports only the original, non-produced images.
o Produced Images—exports a produced version of the images. When you select this, the fol-
lowing fields become available:

l Image Productions—select the produced images that you want to act as the precedence.

l Include Original Images If Not Produced—exports only the original images in the event
that they have not been produced.

n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported images. By
default, this is set to IMG.

Native
n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported native files. By

default, this is set to NATIVE. This field is only available if you selected Natives for the Export Type field
above.

Text—the following fields are only available if you selected text Fields As Files for the Export Type field above.
n Text File Encoding—select the encoding for the document-level text files

n Text Precedence—select and assign an order to long text fields that Relativity checks for text when per-
forming an export. You must select one or more long text fields to use this functionality. Click the ellipsis
to display the Pick Text Precedence pop-up. To move fields between columns, highlight them and click
the Right or Left single or double arrows. Use the Up and Down arrows to order the precedence of the
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fields.

n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported text files. By
default, this is set to TEXT.

Volume
n Prefix—enter the alpha prefix for the volume identifier. By default, this is set to VOL.

n Start Number—select the first number used for the numeric section of the volume identifier. Multiple
volumes increment numbers during export creating unique volume identifiers.

n Number of Digits—select the number of digits attached to the prefix. (For example, if you select 2, the
output is VOL001, VOL002, and so on.)

n Max Size (MB)—select the maximum size allowed for each volume in MBs.
Subdirectory

n Start Number—select the starting number for the subdirectories.

n Number of Digits—select the number of digits of the subdirectory prefix (For example, if you select 3,
the output is IMG001, IMG002, and so on.)

n Max Files—select the number of files to store in each subdirectory.
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8. Click Save to save this integration point with these export settings.

Once Relativity saves the integration point, you will be able to run it and export the data based on the settings you
specified. See Running the export job on page 303 for details.

5.5.3 Exporting a production to a load file
To create an integration point specifically for exporting a production set, perform the following steps:

1. Navigate to the Integration Points tab.

2. Click New Integration Point.

3. Complete the following fields in the Setup category of the Create Integration Point layout:

n Name—the name of your integration for reference purposes.

n Type—select Export to designate this as an export job. Selecting this sets the Source field to be Relativ-
ity.

n Source—this is automatically set to Relativity since you are exporting data out of a Relativity work-
space.
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n Destination—select Load File.
n Transferred Object—select Document.

n Profile—use this to complete the remaining Integration Points settings based on the settings of a saved
profile. This includes all of the fields in the Connect to Source layout, as well as field mappings. If no pro-
files exist in the workspace, you do not have the option of selecting them. To apply an existing profile,
select it from the drop-down list. For more information on profiles, see Integration Points profiles on
page 230.

n Email Notification Recipients—enter the email addresses of those who should receive notifications of
whether the integration point export succeeded or failed. Use semi colons between addresses.

n Log Errors—select Yes or No to denote whether Relativity tracks item level errors. Regardless of your
selection, job-level errors are always recorded in Relativity.

o If you select Yes, each job also logs any item level errors.
o If you select No, Relativity does not log these item level errors.

n Enable Scheduler—gives you the option of scheduling additional exports. Selecting Yesmakes the fol-
lowing fields available:

o Frequency—the interval at which Relativity promotes data using this integration point.
l Daily—select this option to promote data once every day.

l Weekly—select this option to promote data on a weekly basis. You can specify how often in
the Reoccur field, in which you will provide a number value in the Every # week(s) choice.
You can then specify on which day of the week the data promotion will take place by check-
ing any of the days of the week listed.

l Monthly—select the day of the month that you want this integration point to promote data
once every month.

l Reoccur—enter the number of month(s) in which this integration point recurrently promotes
data.

l Send On
l Day __ the month—select the day of the month that you want this integration point
to promote data.

l The __ of the Month—select this option for this integration point to promote data on
the chosen day of every month. For example, "The Second Friday of the month."

o Start Date—the date that you want Integration Points to start promoting the data.
o End Date—(Optional) the date that you want Integration Points to stop promoting the data. Leav-
ing the End Date blank causes the Integration Point to run indefinitely at the scheduled interval.

o Scheduled Time—the time at which this integration point promotes data. This time is local to your
PC, not to the server.

4. Click Next to advance to the Source Information layout.
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5. Complete the following fields on the Source Information layout:

n Source—select Production from the drop-down list. specify that you want to select a production set,
from which you want export the data in your load file. You will select this folder below from the folder struc-
ture in the Folder + Subfolders field. You will also need to select a View from the Views field.

n Production Set—click on the down arrow and select the production set that you want to act as the
source for the load file. This field is only available if you have selected Production as the source above.

Note:When creating an integration point based on a profile, if you change the saved search, folder, or
production set on the Setup layout, the fields listed in the Selected Fields window below are not
updated to reflect the new source that you selected. If you're not using a profile to create the integration
point, these fields are updated to reflect the newly selected source.

n Start Export at Record—select a record number that identifies the initial document for export. Integ-
ration Points exports the document with this record number and continues exporting documents with sub-
sequent record numbers.

n Source Fields | Selected Fields| Renamed Fields—choose the fields that you want to export by mov-
ing them to the Selected Fields box. The box on the left displays all available source fields. The fields lis-
ted in the Selected Fields column are determined by what you select for the Source field above, as well
by the folder, production set, or saved search that you select. Only the fields in the Selected Fields box
on the right will be exported when you run the integration point. If you wish to rename the fields in your
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load file before exporting them, you can do so through the Rename option described below. The fields
whose names you change are displayed in the Renamed Fields column.

n Rename—gives you the option of renaming the fields in your load file before exporting them. When you
click this button, you are presented with the following settings in the Rename Fields window:

o Selected Field—displays the field that you have selected from the Source Fields column, the
name of which you can change in the Renamed Field below.

o Renamed Field—enter the desired new name for the field. This name will appear in the Renamed
Fields column of the layout once you click Update or Update and Next below. If you do not change
the original name of the selected field, then the Renamed Fields column contains an empty row for
that field.

o Update button—click this button to update the selected field to the name you entered in the
Renamed Field setting. When you do this, the renamed field appears in the Renamed Field
column.

o Update and Next button—click this button to update the selected field to the name you entered in
the Renamed Field setting and then move to the next field in the Selected Field column. When you
do this, the renamed field appears in the Renamed Field column and the next field appears in the
Selected Field setting.

o Cancel button—click this button to exit the Rename Fields window without applying any changes
to current field names.
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6. Click Next to advance to the Destination Information layout.

7. Complete the following fields on the Destination Information layout:

Load File Options
n Export Type—this field reflects the type of export job you are running, which you specified on the Setup

layout. By default, Load File is selected as the base configuration for your export job. You also have the
option of enhancing the load file by selecting Images, Natives, and Text Fields as Files, depending on
the makeup of your data. Selecting any of these makes additional corresponding output settings avail-
able, which are described below.

o The Text Fields as Files option determines the export of the extracted text or OCR. Select this
option if you want to export files as individual document-level text files, with one file per document.
Integration Points includes text as part of your load file if you deselect this option and if a long text
field is included in the selected fields that you mapped in the Source Information layout.

n Destination Folder—specify the folder into which you want to export the data from the load file. This
reads the Default File Repository and lets you select a subfolder of that location.
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n Create Export Folder—check this box to create an export folder named after the existing Relativity
Integration Point job and the timestamp in your export folder. This will prevent the overwriting of any pre-
vious Relativity Integration Point exports to your export folder. When you check this box, the value dis-
played in the Destination Folder field is updated to reflect the [JobName]_[RunTimeStampUTC]
information.

n Image File Format—select one of these formats for image-level load file:
o Opticon
o IPRO
o IPRO (Full Text)

n Data File Format—select a the format for the document-level load file you are exporting:
o Relativity (.dat)—load file exports with the standard Concordance delimiters.
o HTML (.html)—load file is in HTML and contains hyperlinks to launch any exported files.
o Comma-separated (.csv)—load file exports as delimited text file that uses a comma to separate
values.

o Custom (.txt)—load file exports with the custom delimiters that you select.

n Data File Encoding—select an encoding for the document-level load file from the drop-down box.

n File Path—controls how the export path for the files is referenced. Select one of the following options:
o Use absolute paths—paths to exported files are represented as absolute paths. For example, C:\
Desktop\VOL001\NATIVE001\AS000001.msg

o Use relative paths—paths to exported files are represented as relative paths. For example,
.\VOL001\NATIVE001\AS000001.msg

o Use prefix—a prefix is added to the relative path, such as a CD drive letter. For example,
D:\VOL001\NATIVE001\AS000001.msg

n Include Native Files Path—check this box if you want to include the native file path in your data once
you export it. Note that in the load file, for example a Relativity.dat file, there will be file path information
added for every record you are exporting.

n Export Multiple Choice Fields as Nested—select this option to maintain the hierarchy of Relativity mul-
tiple-choice lists, when applicable. The nested value delimiter, a backslash, separates child choices.

n Name Output Files After—select one of the following naming convention for exported files:
o Identifier—select this option to name the files after the identifier for your workspace.
o Begin production number—select this option to name the files after the production number.
(This number may be the Bates number for a production.) Relativity names files after the pro-
duction number only if you select Produced Images as the Production Precedence below.

n Append Original File Name—select this option to append the original name of the file to the end of the
exported file name.

Image—the following fields are only available if you selected Images for the Export Type field above.
n File Type—select one of these file types:

o Single-page TIF/JPG
o Multi-page TIF
o PDF
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n Production Precedence—select one of the following groups of produced documents for export instead
of the original images:

o Original Images—exports only the original, non-produced images.
o Produced Images—exports a produced version of the images. When you select this, the fol-
lowing fields become available:

l Image Productions—select the produced images that you want to act as the precedence.

l Include Original Images If Not Produced—exports only the original images in the event
that they have not been produced.

n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported images. By
default, this is set to IMG.

Native
n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported native files. By

default, this is set to NATIVE. This field is only available if you selected Natives for the Export Type field
above.

Text—the following fields are only available if you selected text Fields As Files for the Export Type field above.
n Text File Encoding—select the encoding for the document-level text files

n Text Precedence—select and assign an order to long text fields that Relativity checks for text when per-
forming an export. You must select one or more long text fields to use this functionality. Click the ellipsis
to display the Pick Text Precedence pop-up. To move fields between columns, highlight them and click
the Right or Left single or double arrows. Use the Up and Down arrows to order the precedence of the
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fields.

n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported text files. By
default, this is set to TEXT.

Volume
n Prefix—enter the alpha prefix for the volume identifier. By default, this is set to VOL.

n Start Number—select the first number used for the numeric section of the volume identifier. Multiple
volumes increment numbers during export creating unique volume identifiers.

n Number of Digits—select the number of digits attached to the prefix. (For example, if you select 2, the
output is VOL001, VOL002, and so on.)

n Max Size (MB)—select the maximum size allowed for each volume in MBs.
Subdirectory

n Start Number—select the starting number for the subdirectories.

n Number of Digits—select the number of digits of the subdirectory prefix (For example, if you select 3,
the output is IMG001, IMG002, and so on.)

n Max Files—select the number of files to store in each subdirectory.
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8. Click Save to save this integration point with these export settings.

Once Relativity saves the integration point, you will be able to run it and export the data based on the settings you
specified. See Running the export job on page 303 for details.

5.5.4 Exporting a saved search to a load file
To create an integration point specifically for exporting a saved search, perform the following steps:

1. Navigate to the Integration Points tab.

2. Click New Integration Point.

3. Complete the following fields in the Setup category of the Create Integration Point layout:

n Name—the name of your integration for reference purposes.

n Type—select Export to designate this as an export job. Selecting this sets the Source field to be Relativ-
ity.

n Source—this is automatically set to Relativity since you are exporting data out of a Relativity work-
space.
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n Destination—select Load File.
n Transferred Object—select Document.

n Profile—use this to complete the remaining Integration Points settings based on the settings of a saved
profile. This includes all of the fields in the Connect to Source layout, as well as field mappings. If no pro-
files exist in the workspace, you do not have the option of selecting them. To apply a profile that you pre-
viously created, select it from the drop-down list. For more information on profiles, see Integration Points
profiles on page 230.

n Email Notification Recipients—enter the email addresses of those who should receive notifications of
whether the integration point export succeeded or failed. Use semi colons between addresses.

n Log Errors—select Yes or No to denote whether Relativity tracks item level errors. Regardless of your
selection, job-level errors are always recorded in Relativity.

o If you select Yes, each job also logs any item level errors.
o If you select No, Relativity does not log these item level errors.

n Enable Scheduler—gives you the option of scheduling additional exports. Selecting Yesmakes the fol-
lowing fields available:

o Frequency—the interval at which Relativity promotes data using this integration point.
l Daily—select this option to promote data once every day.

l Weekly—select this option to promote data on a weekly basis. You can specify how often in
the Reoccur field, in which you will provide a number value in the Every # week(s) choice.
You can then specify on which day of the week the data promotion will take place by check-
ing any of the days of the week listed.

l Monthly—select the day of the month that you want this integration point to promote data
once every month.

l Reoccur—enter the number of month(s) in which this integration point recurrently promote
data.

l Send On
l Day __ the month—select the day of the month that you want this integration point
to promote data.

l The __ of the Month—select this option for this integration point to promote data on
the chosen day of every month. For example, "The Second Friday of the month."

o Start Date—the date that you want Integration Points to start promoting the data.
o End Date—(Optional) the date that you want Integration Points to stop promoting the data. Leav-
ing the End Date blank causes the Integration Point to run indefinitely at the scheduled interval.

o Scheduled Time—the time at which this integration point promote data. This time is local to your
PC, not to the server.

4. Click Next to advance to the Source Information layout.

5. Complete the following fields on the Source Information layout:



Data Transfer Guide 297

n Source—select Saved Search from the drop-down list. specify that you want to select a saved search,
from which you want export the data in your load file. You will select this folder below from the folder struc-
ture in the Folder + Subfolders field. You will also need to select a View from the Views field.

n Saved Search—click on the down arrow and select the saved search that you want to act as the source
for the load file. This field is only available if you selected Saved Search as the source above.

Note:When creating an integration point based on a profile, if you change the saved search, folder, or
production set on the Setup layout, the fields listed in the Selected Fields window below are not
updated to reflect the new source that you selected. If you're not using a profile to create the integration
point, these fields are updated to reflect the newly selected source.

n Start Export at Record—select a record number that identifies the initial document for export. Integ-
ration Points exports the document with this record number and continues exporting documents with sub-
sequent record numbers.

n Source Fields | Selected Fields| Renamed Fields—choose the fields that you want to export by mov-
ing them to the Selected Fields box. The box on the left displays all available source fields. The fields lis-
ted in the Selected Fields column are determined by what you select for the Source field above, as well
by the folder, production set, or saved search that you select. Only the fields in the Selected Fields box
on the right will be exported when you run the integration point. If you wish to rename the fields in your
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load file before exporting them, you can do so through the Rename option described below. The fields
whose names you change are displayed in the Renamed Fields column.

n Rename—gives you the option of renaming the fields in your load file before exporting them. When you
click this button, you are presented with the following settings in the Rename Fields window:

o Selected Field—displays the field that you selected from the Source Fields column, the name of
which you can change in the Renamed Field below.

o Renamed Field—enter the desired new name for the field. This name will appear in the Renamed
Fields column of the layout once you click Update or Update and Next below. If you do not change
the original name of the selected field, then the Renamed Fields column contains an empty row for
that field.

o Update button—click this button to update the selected field to the name you entered in the
Renamed Field setting. When you do this, the renamed field appears in the Renamed Field
column.

o Update and Next button—click this button to update the selected field to the name you entered in
the Renamed Field setting and then move to the next field in the Selected Field column. When you
do this, the renamed field appears in the Renamed Field column and the next field appears in the
Selected Field setting.

o Cancel button—click this to exit the Rename Fields window without applying any changes to cur-
rent field names.
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6. Click Next to advance to the Destination Information layout.

7. Complete the following fields on the Destination Information layout:

Load File Options
n Export Type—this field reflects the type of export job you are running, which you specified on the Setup

layout. By default, Load File is selected as the base configuration for your export job. You also have the
option of enhancing the load file by selecting Images, Natives, and Text Fields as Files, depending on
the makeup of your data. Selecting any of these makes additional corresponding output settings avail-
able, which are described below.

o The Text Fields as Files option determines the export of the extracted text or OCR. Select this
option if you want to export files as individual document-level text files, with one file per document.
Integration Points includes text as part of your load file if you deselect this option and if a long text
field is included in the selected fields that you mapped in the Source Information layout.

n Destination Folder—specify the folder into which you want to export the data from the load file. This
reads the Default File Repository and lets you select a subfolder of that location.
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n Create Export Folder—check this box to create an export folder named after the existing Relativity
Integration Point job and the timestamp in your export folder. This will prevent the overwriting of any pre-
vious Relativity Integration Point exports to your export folder. When you check this box, the value dis-
played in the Destination Folder field is updated to reflect the [JobName]_[RunTimeStampUTC]
information.

n Image File Format—select one of these formats for image-level load file:
o Opticon
o IPRO
o IPRO (Full Text)

n Data File Format—select a the format for the document-level load file you are exporting:
o Relativity (.dat)—load file exports with the standard Concordance delimiters.
o HTML (.html)—load file is in HTML and contains hyperlinks to launch any exported files.
o Comma-separated (.csv)—load file exports as delimited text file that uses a comma to separate
values.

o Custom (.txt)—load file exports with the custom delimiters that you select.

n Data File Encoding—select an encoding for the document-level load file from the drop-down box.

n File Path—controls how the export path for the files is referenced. Select one of the following options:
o Use absolute paths—paths to exported files are represented as absolute paths. For example, C:\
Desktop\VOL001\NATIVE001\AS000001.msg

o Use relative paths—paths to exported files are represented as relative paths. For example,
.\VOL001\NATIVE001\AS000001.msg

o Use prefix—a prefix is added to the relative path, such as a CD drive letter. For example,
D:\VOL001\NATIVE001\AS000001.msg

n Include Native Files Path—check this box if you want to include the native file path in your data once
you export it. Note that in the load file, for example a Relativity.dat file, there will be file path information
added for every record you are exporting.

n Export Multiple Choice Fields as Nested—select this option to maintain the hierarchy of Relativity mul-
tiple-choice lists, when applicable. The nested value delimiter, a backslash, separates child choices.

n Name Output Files After—select one of the following naming convention for exported files:
o Identifier—select this option to name the files after the identifier for your workspace.
o Begin production number—select this option to name the files after the production number.
(This number may be the Bates number for a production.) Relativity names files after the pro-
duction number only if you select Produced Images as the Production Precedence below.

n Append Original File Name—select this option to append the original name of the file to the end of the
exported file name.

Image—the following fields are only available if you selected Images for the Export Type field above.
n File Type—select one of these file types:

o Single-page TIF/JPG
o Multi-page TIF
o PDF
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n Production Precedence—select one of the following groups of produced documents for export instead
of the original images:

o Original Images—exports only the original, non-produced images.
o Produced Images—exports a produced version of the images. When you select this, the fol-
lowing fields become available:

l Image Productions—select the produced images that you want to act as the precedence.

l Include Original Images If Not Produced—exports only the original images in the event
that they have not been produced.

n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported images. By
default, this is set to IMG.

Native
n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported native files. By

default, this is set to NATIVE. This field is only available if you selected Natives for the Export Type field
above.

Text—the following fields are only available if you selected text Fields As Files for the Export Type field above.
n Text File Encoding—select the encoding for the document-level text files

n Text Precedence—select and assign an order to long text fields that Relativity checks for text when per-
forming an export. You must select one or more long text fields to use this functionality. Click the ellipsis
to display the Pick Text Precedence pop-up. To move fields between columns, highlight them and click
the Right or Left single or double arrows. Use the Up and Down arrows to order the precedence of the
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fields.

n Subdirectory Prefix—enter the alpha prefix for the subdirectory that stores exported text files. By
default, this is set to TEXT.

Volume
n Prefix—enter the alpha prefix for the volume identifier. By default, this is set to VOL.

n Start Number—select the first number used for the numeric section of the volume identifier. Multiple
volumes increment numbers during export creating unique volume identifiers.

n Number of Digits—select the number of digits attached to the prefix. (For example, if you select 2, the
output is VOL001, VOL002, and so on.)

n Max Size (MB)—select the maximum size allowed for each volume in MBs.
Subdirectory

n Start Number—select the starting number for the subdirectories.

n Number of Digits—select the number of digits of the subdirectory prefix (For example, if you select 3,
the output is IMG001, IMG002, and so on.)

n Max Files—select the number of files to store in each subdirectory.
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8. Click Save to save this integration point with these export settings.

Once Relativity saves the integration point, you will be able to run it and export the data based on the settings you
specified. See Running the export job below for details.

5.5.5 Exporting to a Relativity workspace
In addition to exporting to a CSV and load file, you have the option of exporting data from one Relativity workspace to
another Relativity workspace. For more information on this capability, see Transferring (promoting) data between
workspaces on page 308.

5.5.6 Running the export job
To export your load file based on the export settings you specified above, click Run on the Transfer Options console
on the saved integration point.

Note: All Integration Points jobs are fully editable after run.

Note that you also have the option of saving this integration point as a profile through the Save as Profile button on the
Transfer Options console. For more information on profiles, see Integration Points profiles on page 230.

ClickOK on the run confirmation message, which informs you of where your documents will be placed.

The Run button turns to red and gives you the option of stopping the job you just kicked off, as long as that job has a
status of Pending or Processing.

If necessary, monitor the progress of the promote job by viewing the Status field in the Status view at the bottom of
the layout. You will see any of the following status values:

n Pending—the job has yet to be picked up by an agent.
n Validation—an agent is validating the job to make sure it has the required settings, such as access to the

source and destination objects (saved searches, workspaces, etc.). If validation fails, the status changes to
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"Validation failed," and Relativity logs an error. If the validation succeeds, the job moves on to a status of
"Processing."

n Validation failed—the job validation has failed, resulting in an error, the details of which are saved in the Job
History Errors tab.

n Processing—the agent has picked up the job and is in the process of completing it.
n Completed—the job is complete, and no errors occurred.
n Completed with errors—the job is complete and errors have occurred. You can view error details in the Job

History Errors tab. See Monitoring job history and errors on page 323 for details.
n Error—job failed—a job-level error occurred and the job did not complete because it failed. You can view error

details in the Job History Errors tab. See Monitoring job history and errors on page 323 for details.
n Stopping—you clicked the Stop button, and the stop job has yet to be picked up by an agent.
n Stopped—the job has been stopped.

5.5.6.1 Stopping and restarting an export job
Relativity gives you the option of stopping an export job from proceeding in the event that you need to re-prioritize it or
because you made a mistake when creating it. You can only do so when that job has a status of Pending or
Processing.

Note the following about stopping an Integration Points job:

n You can also stop a scheduled job if it has a status of Pending or Processing.
n A job is cannot be stopped if it has any status other than Pending or Processing, or the point at which Relativity

starts promoting documents with such as information as the user who tagged them and the source workspace.
n When you click Stop, Relativity immediately stops creating new errors for that job.
n When you click Stop on a run-now job, Relativity marks all errors associated with the current job history as

Expired.
n When you click Stop on a retry job, Relativity marks all errors associated with the current job history and the

previous job as Expired.
n You can start a scheduled job after you have already stopped it.
n The item counts on the Integration Points layout reflect all items promoted before the agent received the signal

to stop the job.

To stop an export job, follow the steps below.
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1. Click Stop on the console.

Relativity then informs you that you will not be removing any data by stopping the transfer and that you should
check to make sure that the overwrite setting you previously entered is still appropriate for the re-run.

2. Click Stop Transfer to proceed.

Once Relativity stops the job, the Job Status field on the Status view reflects the stopped job.

To re-start a stopped job, click Run. When you do this, Relativity begins to transfer data again from the beginning but
does not remove any data already transferred.

5.5.7 Stopping (disabling) an Integration Point from promoting data
To stop, or disable, an integration point from promoting data, simply disable, or turn off, the scheduler option.
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1. From the Integration Points landing page, click the Integration Point Name that you wish to disable.

2. Click Edit.

3. From the Import Scheduling section under Enable Scheduler, select No.This disables the scheduling mech-
anism for that integration point.

5.5.8 Scheduler date format considerations
The integration points scheduler accepts non-U.S. date formats to further accommodate, for example, users in
Australia.

In this case, the default language in your browser settings is set to English (Australian) or any other language that
would display a non-U.S. date format of Day/Month/Year instead of Month/Day/Year.

Relativity then properly displays the date when you select it for the Start and End Date fields in the Scheduling
category.
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This date format will also appear anywhere else in Relativity where a date is displayed, such as on the saved
Integration Point Details layout and the Date Last Modified field on the Document list.

5.5.9 Automatically stopping a scheduled job that repeatedly fails
In some cases, a scheduled job may fail each time it is executed, such as when a job needs reconfiguring, and it may
take some time before you become aware of these failed attempts. To mitigate this situation, you can configure an
instance setting which will specify the maximum number of consecutive failed attempts encountered before the job is
automatically stopped. For example, you may want to stop the scheduled job after four consecutive failed attempts at
running.

1. Navigate to the Instance Settings page.

2. Create a new instance setting with the following settings.
n Name—enterMaxFailedScheduledJobsCount.
n Section—enter kcura.IntegrationPoints.
n Value Type—select Integer 32-bit.
n Value—enter the number of consecutive failed attempts to be executed before the scheduled job is

stopped.

The integration point's Scheduling tab will display the failed jobs with a Job Type of "Scheduled Run," Job Status of
"Error - job failed," Items Transferred of "0," and Total Items based on the number of items in that job. The system will
attempt one more run after the configured maximum number of consecutive failed attempts before it stops the
scheduled job and the Total Items column will be blank.
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The "Next Scheduled Runtime (UTC)" field on the Scheduling tab will be blank, letting you know that job is not
scheduled to run again. You will need to correct the error(s) before it will run again as scheduled.

When you go to the Job History page to view the job, you will see the system-generated error description explaining
why the scheduled job was stopped.

5.6 Transferring (promoting) data between workspaces

Note:We’ve streamlined our Staging boundaries to more effectively separate staging data from workspace and
system data. With this change, you can no longer write to or access data outside of the four defined staging area
folders. The four defined staging area folders: ARM, ProcessingSource, StructuredData, and TenantVM.
Folders removed in the update include FTA, Temp, Export, and dtSearch. In addition to any other folders you
manually created. Refer to the Staging Area FAQ in Community for more details.

You can use Integration Points to transfer (promote) data from one Relativity workspace to another Relativity
workspace. This can be thought of as a one-way sync process from a source workspace to a destination workspace
and not a back and forth syncing process between them.

Once you have tagged documents for inclusion in or exclusion from the data you want to transfer to review, you can
access Integration Points to start the job or jobs that will send those documents to the review workspace.

This topic provides details on Integration Points as it is used to transfer data between workspaces. For information,
see the Integration Points GuideIntegration Points on page 226.

5.6.1 Considerations
For large data transfer workflows, we recommend configuring integration point jobs into batches. The following
suggestions can be used when creating job batches:

n When using Tag Documents with Job Name option, the job document count should be no more than 500,000.

n When Tag Documents with Job Name is not selected, no limit on document count applies.

n The recommended number of fields to be mapped should not exceed 100. Additionally, it is best to map as few
long text fields as possible.

https://community.relativity.com/s/article/Staging-Area-FAQ?
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n The following file types cannot be transferred to a Relativity workspace:
o Stored/Searchable PDFs
o Native redactions—the native file will be transferred without redactions.
o Produced natives and PDF—the production flow allows the transfer of images only.

5.6.2 Exporting to a Relativity workspace
In addition to exporting to a CSV and load file, you have the option of transferring, or exporting, data from a source
workspace to a destination workspace in Relativity. You can do this by selecting Relativity as the destination for the
data that you intend to transfer and then selecting a specific workspace where you want that data to go. This is the
most efficient way to move documents from one workspace to another. Since it's a one-step process, it does not
require you to export and re-import your data.

5.6.2.1 Considerations
Consider the following when exporting data from a source to a destination workspace using Integration Points:

n You can transfer document objects and non-document object metadata to a destination workspace. The non-
document object must already exist in the destination workspace for non-document object metadata to be trans-
ferred.

n You can move original images, native documents, or metadata. You are not required to have Integration Points
installed on the destination workspace.

n The data transfer process supports transfer of non-document objects linked to the Relativity Applications
installed in the destination workspace. For example, if you want to push entities object to another workspace,
make sure that the proper application is installed there, for example Legal Hold. You need to have the Relativity
Application permission in both the Workspace Security and Object Security sections set to View.

n The export process sorts documents and images by name, which is typically the Control Number. This process
takes into account entire names, which means that for names with numbers, it is advised to preserve the num-
ber of digits in the names by filling with leading zeros. For example:

o Test2_1, Test2_2, Test2_10 will be sorted as: Test2_1, Test2_10, Test_2
o Test2_01, Test2_10, Test2_02 will be sorted as : Test2_01, Test2_02, Test2_10

n If transferred fields have associative objects, these objects need to be transferred first to ensure successful pro-
motion of fields having references to them.

n The data transfer process will not transfer custom objects created by users in a workspace.

n The data transfer process cannot transfer complex objects that have relationships to other objects, such as
Search Terms Report (STR), structured analytics sets, and Integration Points profiles, because related objects'
ArtifactIDs may be different in the source and destination workspaces.

n When the Copy Images radio button is selected, the field mapping section is disabled because only the control
number is required and available in this scenario. If you want to transfer other field metadata, you must create a
new integration point without choosing to copy images.

n Integration Points uses the following delimiters to configure the Import API for the destination workspace. Other
delimiters typically configured with the Import API are not utilized:

o Multi-value delimiter: ASCII 029
o Nested-value delimiter: ASCII 030

5.6.2.2 Setup
To create an integration point specifically for exporting a workspace, follow the steps below:
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1. Navigate to the Integration Points tab.

2. Click New Integration Point.

3. Complete the fields in the Setup layout. For more information, see Setup fields below.

4. Click Next to advance to the Connect to Source layout.

Setup fields
Complete the following fields in the Setup layout:
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n Name—the name of your integration for reference purposes.

n Type—select Export to designate this as an export job. Selecting this sets the Source field to be Relativity.
n Source—this is automatically set to Relativity since you are exporting data out of a Relativity workspace.
n Destination—select Relativity.
n Transferred Object—select the available Document or non-document object meta data you want to transfer to

the destination workspace. The non-document object must already exist in the destination workspace. The data
transfer process will not transfer custom objects created by users in a workspace. Refer to the Notes above for
additional information.

Note: You will need to create a new integration point for each object type that you want to export to the des-
tination workspace.

n Profile—use this to complete the remaining Integration Points settings based on the settings of a saved profile.
This includes all of the fields in the Connect to Source layout, as well as field mappings. If no profiles exist in
the workspace, you do not have the option of selecting them. To apply a profile that you have already created,
select it from the drop-down list. For more information on profiles, see Integration Points profiles on page 230.

n Email Notification Recipients—enter the email addresses of those who should receive notifications of
whether the integration point export succeeded or failed. Use semi colons to separate email addresses.

n Log Errors—select Yes or No to denote whether Relativity tracks item-level errors.
o If you select Yes, each job also logs any item-level errors.
o If you select No, Relativity does not log these item-level errors.

Regardless of your selection, job-level errors are always recorded in Relativity.

n Enable Scheduler—gives you the option of scheduling additional exports. Selecting Yesmakes the following
fields available:

n Frequency—the interval at which Relativity runs this integration point.
o Daily—select this option to transfer data once every day.
o Weekly—select this option to transfer data on a weekly basis. You can specify how often in the Reoccur
field, in which you will provide a number value in the Every # week(s) choice. You can then specify on
which day of the week the data transfer will take place by checking any of the days of the week listed.

o Monthly—select the day of the month that you want this integration point to transfer data once every
month.

o Reoccur—enter the number of month(s) in which this integration point repeatedly transfer data.
o Send On:

l Day __ the month—select the day of the month that you want this integration point to transfer
data.

l The __ of the Month—select this option for this integration point to transfer data on the chosen
day of every month. For example, "The Second Friday of the month."

n Start Date—the date that you want Integration Points to start transferring the data.

n End Date—(Optional) the date that you want Integration Points to stop transferring the data. Leaving the End
Date blank causes the integration point to run indefinitely at the scheduled interval.
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n Scheduled Time—the time at which this integration point transfers data. This time is local to your PC, not to the
server.

5.6.2.3 Connect to Source
Continue to create your import integration point by connecting Relativity to the data source by following the steps
below:

1. Complete the fields in the Connect to Source layout. For more information, see Connect to Source fields
below.

2. Click Next to advance to theMap Fields layout.

Connect to Source fields
Complete the following fields in the Connect to Source layout:
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Source—select Document as the transferred object during setup, then select Saved Search or Production from the
drop-down list. If you select any other object as the transferred object during setup, this is automatically set to View.

n Saved Search/Production/View—depending on the selected Transferred Object, one of the following fields
displays:

o Saved Search—select an existing saved search to use from the drop-down list or click the ellipsis button
for an alternative way to select a saved search.

o Production Set—select an existing production set to use from the drop-down list.
o View—select an existing view to use from the drop-down list.

n Destination Workspace—select an existing workspace to export your saved search or production to.

Note: Relativity will validate whether the selected object is available in the destination workspace and trans-
fer only objects linked to Relativity Applications installed in the destination workspace. If the selected object is
not available in the destination workspace, an error message will appear.

n Location—select a folder or production set as the destination location.
o Folder—select the drop-down menu to expand the folder structure, locate the folder from which you want
to export the data, and select it. This field is only available if you have selected Folder.

Note:When creating an integration point based on a profile, if you change the saved search, folder, or
production set on the Setup layout, the fields listed in the Selected Fields window below are not
updated to reflect the new source that you selected. If you're not using a profile to create the integration
point, these fields are updated to reflect the newly selected source.

o Production Set—select a production set to export the data to. Click the plus sign to create a new pro-
duction set. For successful operation, transfer Production Set with Append/Overlay mode.

n Create Saved Search—select Yes to create a saved search in the destination workspace. This saved search's
name will take the name given to the integration point. This choice is enabled only if Yes is selected for the Tag
Documents with Job Name field.

n Tag Documents with Job Name—select one of the following options below. See Considerations on page 308
for document count considerations:

o Yes (Source and Destination Workspaces)—to tag all documents in the scope of the job with a unique
ID in both the source and destination workspaces, which allows you to easily identify these documents in
both workspaces. This is the default option.

o Yes (Destination Workspace Only)—to tag all documents in the scope of the job with a unique ID in the
destination workspace only, which allows you to easily identify these documents in the target workspace.

o No—to not tag documents with a unique ID in either workspace.
o The following fields are populated when you select Yes:

l Relativity Destination Case

l Relativity Source Case

l Relativity Source Job

5.6.2.4 Map Fields
Map the attributes or fields so that Integration Points imports the targeted data into specific Relativity fields by
following the steps below:



Data Transfer Guide 314

1. Map fields in the Field Mappings wizard. For more information, see Field Mappings below.

2. Complete the fields in the Settings category. For more information, see Settings fields on the next page.

3. Click Save to save this integration point with these export settings.

Field Mappings
In the Field Mappings wizard, you have the following options for mapping fields:

n Use the Shift+click and Ctrl+click method to select multiple fields at a time.

n Use the text search boxes above the Source and Destination lists to find a particular field.

n Use the single and double arrows or double-click a field to move selected fields between columns.

n Use the horizontal scroll bar in each column as needed to fully view long field names.

n Each column displays the total number of fields available in that column. This allows you to quickly compare the
number of mapped fields to ensure they match. If they do not match, an error will display when you attempt to
save the Integration Point.

n The field names in the Destination column include the type of each field listed.

n Click theMap All Fields button between the Source and Destination columns to automatically map all fields
with matching names, except single or multiple object fields. If you have Destination fields that are mapped to
Fields in the Field Catalog, Relativity also tries to find name matches between these Catalog Fields.

n The Field Mappings process excludes certain fields that are used internally by the Integration Points applic-
ation. The following fields are excluded from the Source and Destination lists: Relativity Source Case, Relativity
Source Job, Relativity Destination Case, ErroredDocuments, Job History, and Document.ProcessingFileID.
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n If the WebAPIPath instance setting in the kCur.IntegrationPoints section is not configured correctly after
upgrade or installation, the Source field list will not be able to display any attributes and will be empty. As a res-
ult, you will not be able to map fields.

n You do not need to map all attributes or fields. Only the Unique Identifier and Object Identifier are required. The
Unique Identifier should contain a value that no other item in the workspace contains. For example, use the
GUID or distinguishedName attribute. The Object Identifier is the specific field on the object that holds the dis-
played identifier, which might not be unique. For example, the Full Name field is the Object Identifier of the
Entity RDO but it might not be unique. These two identifier values can be the same.

n Click theMap Saved Search button between the Source and Destination columns to automatically map fields
that were configured in the Saved Search, which was selected as a data source on the previous screen. If you
have Destination fields that are mapped to Fields in the Field Catalog, Relativity also tries to find name matches
between these Catalog Fields.

Note: The Map Saved Search functionality only supports searches created with a Keyword Search. Other
search conditions, such as dtSearch and Analytics Indexes, are not yet supported for this functionality.

Settings fields
Complete the following fields in the Settings category:

n Overwrite—determines how the system overwrites records once you transfer data to the review workspace.
o Append Only—transfer only new records into the review workspace.
o Overlay Only—update existing records only in the review workspace. Any documents with the same
workspace identifier are overlaid. When you select this option, you must complete the Multi-Select Field
Overlay Behavior field described below.
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o Append/Overlay—adds new records to the review workspace and overlays data on existing records.
When you select this option, you must complete the Multi-Select Field Overlay Behavior field described
below.

n Multi-Select Field Overlay Behavior—determines how the system will overlay records when you push doc-
uments to the review workspace. This field is only available if you've selected either Overlay Only or
Append/Overlay above. This field provides the following choices:

o Merge Values—merges all values for multi-choice and multi-object fields in the source data with cor-
responding multi-choice and multi-option fields in the workspace, regardless of the overlay behavior set-
tings in the environment.

o Replace Values—replaces all values for multi-choice and multi-object fields in the source data with cor-
responding multi-choice and multi-option fields in the workspace, regardless of the overlay behavior set-
tings in the environment.

o Use Field Settings—merges or replaces all values for multi-choice and multi-object fields in the source
data with corresponding multi-choice and multi-option fields in the workspace according to the overlay
behavior settings in the environment.

n Copy Images—determine whether you want to copy images to the destination workspace:
o Yes—click if you want to copy images to your destination workspace. Then select options in the Image
Precedence and Copy Files to Repository fields.

l When you click Yes to copy images, it removes the option to include natives in your job.

l To get transfer images and natives to your other workspace, you must run two separate Integ-
ration points.

l The first job where you select images.

l The second job where you select natives. The second job you will just need to select
Append/Overlay.

l No—click if you do not want to copy images to the destination workspace. Then select options in
Copy Native Files and Use Folder Path Information fields.

n Image Precedence—this field appears when Yes is selected for Copy Images. SelectOriginal Images or Pro-
duced Images to copy to the destination workspace.

n Copy Files to Repository—determine if you want to copy physical image files to the destination workspace:
o Yes—click if you want to copy physical image files to the destination workspace.
o No—click if you want to add reference links in the destination workspace directing to images located in
the source workspace. Links to the images will be accessible in the destination workspace Viewer.

n Production Precedence—this field displays when Produced Images is selected for Image Precedence. Use
the pop-up screen to select and order the productions, and clickOK on the screen to save.

n Include Original Images If Not Produced—this field displays when Produced Images is selected for Image
Precedence. Select this checkbox to include the original image.

n Copy Native Files—if No was selected for Copy Images, determine how to copy native files to the destination
workspaces by selecting one of these radio buttons:

o Physical files—select to copy any physical native files from the source workspace to the destination
workspace.
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o Links Only—select to add only reference links in the destination workspace that direct back to the
source workspace documents. No physical files will be copied to the destination workspace, but native
files will be accessible in the destination workspace Viewer.

Note:We do not recommend overlaying documents’ native files with Links Only option from Review workspace
back to Repository workspace. This action may lead to overlaying the original native file with its link, that has been
previously sent to Review workspace. And that will result in deleting the native file and the data loss. When choosing
this option to transfer documents by only using links from repository to review workspace, be aware that the links to
the transferred documents will be broken in the review workspace if you delete the native files in the repository work-
space or if you delete or archive the repository workspace itself. In this situation, if you wanted to maintain the files in
the review workspace, you first need to transfer the physical files to that workspace before deleting them from the
repository workspace or before deleting or archiving the repository workspace. For details on transferring subsets of
data, see the Admin Guide.

Note: Be aware that when a non-administrator user copies native files by selecting the Links Only option, the
System Created by column on the Job History tab will list the system administrator’s name instead of the non-
administrator user's name.

n No—select to not create additional copies of your native files. No physical native files or links will be pushed to
the destination workspace. You will not be able to look at native files in the Viewer. Only metadata, such as
extracted text or coding decisions, will be pushed. For example, if you have a document with native files and
coding decisions, and you select the No option, only metadata (the coding decisions) will be transferred to the
destination workspace. Refer to additional notes below regarding this choice:

o  Doing this maintains a single copy of that data file no matter how many times you use the document in
your workspace.

o You have the option of selecting No for an initial run of an integration point and then Yes for a subsequent
run. Doing this saves you time on the initial job while then retaining copies of the native files on the final
job. 

o The benefit of selecting No for this field is that you save on storage and speed. 

n Use Folder Path Information—use a metadata field to build the folder structure for the documents that you
transfer to the review workspace.

o No—select if you don't want to build a folder structure based on metadata. In this case, Relativity loads
all documents directly into the folder indicated by the transfer destination, and you create no new folders
in the destination workspace.

o Read From Field or Read From Folder Tree—select to use a metadata field to build the folder struc-
ture for the documents that you transfer to the review workspace.

o Folder Path Information—specify a metadata field to build the folder structure for the documents that
you transfer to the review workspace.

l You have the option of creating folders or re-foldering documents when you select Append/Over-
lay for the Overwrite field.

l You have the option of re-foldering documents for the Overwrite field through the Move Existing
Documents field.

n Move Existing Documents—re-folder documents that were previously imported into the destination work-
space, but were only placed in the root case folder and not to any subfolders. This field is useful for situations in
which you want to add new data to the destination workspace while overlaying existing data.
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o Select No if you don’t want to re-folder existing documents.
o Select Yes to move existing documents into the folders provided in the Folder Path Information field. For
example, you previously imported custodian Sally Smith's files into the destination workspace's root
folder. Now, in addition to placing the documents from the saved search specified in this integration point
in their subfolder, you also want to move those previously migrated documents into Sally Smith's sub-
folder, so you would select Yes.

During the mapping process, Relativity validates whether the selected objects are available in the destination
workspace in the final step of the wizard. When fields cannot be mapped from the Source to the Destination, a pop-up
modal displays them. You can either choose to keep the fields in the Source column or skip them and remove them.

Another solution that Integration Points data transfer provides is automatically remapping fields when the destination
workspace is changed. When you change the destination workspace in either the integration point or integration point
profile, fields can vary between the source and destination workspace. When the destination workspace is changed,
the new fields in the workspace are automatically mapped.

The artifacts are mapped based on their names only if the ArtifactIDs are different in the new destination workspace.
They are mapped so that the integration points job will not fail. This means that if the source workspace fields cannot
match to the new destination workspace fields, those unmatched fields are presented at the end of the mappings list
for easy identification. Relativity also informs the you that the original source fields from the profile were mapped with
corresponding fields from the destination workspace. The message will be similar to this, "We restored the fields
mapping as destination workspace has changed."

5.6.3 Mapping saved searches
TheMap Saved Searches button automatically maps the fields from the saved search. It also maps the object
identifier fields, even when such field is not selected in the saved search. If any unsupported fields are manually
mapped, clicking the Save button displays a pop-up modal stating that the job might fail.
Once Relativity saves the integration point, you will be able to run it and export the data based on the settings you
specified. See Running the export job on page 303 for details.

5.6.4 Working with transferred documents
To view the documents you transferred to the destination workspace, for which Tag Documents with Job Name option
was enabled:

1. Navigate to the destination workspace.

2. Click the Documents tab and make sure you are on the Folders browser.
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3. Note the following fields on Documents view (if these fields are not yet added to the view, edit it and add them in
the Fields tab):

n Relativity Source Case—the name of the workspace from which the tagged documents were trans-
ferred to the destination workspace.

n Relativity Source Job—the name of the Integration Point job that you used to transfer the tagged doc-
uments to the destination workspace.

4. If option Create Saved Search had been selected for the transferred documents, you can also view them in the
created saved search. To do so:

I. Navigate to the Saved Search browser.

II. Locate Integration Points folder and expand it.

III. Click on the saved search with the name of the Integration Point job that transferred the documents.

You can now review these documents and apply coding decisions for responsiveness and/or issues designation.

5.6.4.1 Reusing coding decisions
You can re-use the coding decisions you made on reviewed documents and transfer them back into the source
workspace through another Integration Point. For example, you could run another transfer job to conduct a privilege
overlay on documents in the source workspace.

To do this, follow the steps below:

1. Select the saved search you created to transfer documents back to the source workspace.

2. Navigate to the Integration Points tab.

3. Create a new integration point that specifies the following values, which differ from those you entered for the
transfer job you ran previously:

n Destination Workspace—select the original source workspace, specifically the workspace from which
you previously transferred documents to the review workspace.

n Saved Search—select the saved search you created to transfer documents back to the source work-
space.

n Field Mappings—map only Control Number (Object Identifier) and Privilege Designation.
n Overwrite—selectOverlay Only.

4. Click Run.

5.6.5 Calculating integration point job statistics on-demand
You can calculate the number of documents, as well as images and natives if applicable, to be transferred in the scope
of a particular Integration Point.

1. Navigate to theGeneral tab of Integration Points > Integration Points Details for a particular integration
point job.
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Note: Before the first calculation for this integration point, you will see the "Press 'Calculate statistics' button"
message in the Total of Documents field.
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2. Click the Calculate statistics button under Transfer Options in the right-hand panel.

A message box displays indicating that this action will launch the calculation of Saved Search or Production con-
tent, depending on the chosen Integration Point, and that this operation can be time consuming, depending on
the size of the content. The statistics calculation will run in the background so you can still use other Transfer
Options or leave this page and return to it for the results later.

Calculation results appear on the details page and depend on Integration Point content. The total number of
documents with a date/time mark of the last calculation will display. Depending on the transferred content, the
total number and size of images or natives may also display.

5.7 Viewing destination workspaces

Note:We’ve streamlined our Staging boundaries to more effectively separate staging data from workspace and
system data. With this change, you can no longer write to or access data outside of the four defined staging area
folders. The four defined staging area folders: ARM, ProcessingSource, StructuredData, and TenantVM.
Folders removed in the update include FTA, Temp, Export, and dtSearch. In addition to any other folders you
manually created. Refer to the Staging Area FAQ in Community for more details.

You can go to the Destination Workspace tab to view all of the workspaces that are designated as destinations for
documents that you push through integration points.

https://community.relativity.com/s/article/Staging-Area-FAQ?
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The default All Destination Workspaces view provides the following fields:

n Name—the name given to the workspace, plus the artifact ID of the actual destination workspace.

n Destination Workspace Name—the name given to the destination workspace.

n Destination Workspace Artifact ID—the identifier of the destination workspace.

n Job History—a list of all the Job History entries associated with the destination workspace.

An individual destination workspace layout provides the following information in the associated Document (Relativity
Destination Case) view.

n ArtifactID—the identifier of the document.

n Control Number—the control number of the document.

n Relativity Destination Case—a list of all the destination workspaces in which the document can be found.

n Job History—a list of audited actions associated with the document.
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5.8 Monitoring job history and errors

Note:We’ve streamlined our Staging boundaries to more effectively separate staging data from workspace and
system data. With this change, you can no longer write to or access data outside of the four defined staging area
folders. The four defined staging area folders: ARM, ProcessingSource, StructuredData, and TenantVM.
Folders removed in the update include FTA, Temp, Export, and dtSearch. In addition to any other folders you
manually created. Refer to the Staging Area FAQ in Community for more details.

After you create an integration point and initiate the import process, you can monitor the job status on the Job History
tab and resolve errors on the Job History Errors tab.

5.8.1 Job History
This tab lists an entry for each integration point job, and also provides you with the ability to view additional details for a
specific job.

The Job History tab lists the following information that you can use to monitor the status of an integration point job:

n Start Time (UTC)—the date and time that a job started running in Coordinated Universal Time (UTC).

n Artifact ID—the artifact ID of the workspace.

n Name—the name for a specific job run by the integration point.

n Integration Point—the name of the integration point used to run the job.

n Job Status—the current status of an integration point job. The following job statuses are available:
o [blank]—the job has not started or was not run.
o Pending—the job has been submitted but an agent hasn't picked it up, so the import process hasn't star-
ted.

o Suspending—the system is performing the application update. The job prepares for being suspended,
completing the current task.

o Suspended—the system is performing the application update. The job has been suspended, and waits
for the Integration Points agent to pick it up.

o Validation—an agent is validating the job to make sure it has the required settings, such as access to
the source and destination objects (saved searches, workspaces, etc.). If validation fails, the status
changes to "Validation failed," and Relativity logs an error. If the validation succeeds, the job moves on to
a status of "Processing."

o Validation failed—the job validation has failed, resulting in an error, the details of which are saved in the
Job History Errors tab.

o Processing—the job is currently running.
o Error - Job Failed—a job-level error occurred and the import wasn't completed. The integration point
may have been able to import some of the records before the error occurred.

https://community.relativity.com/s/article/Staging-Area-FAQ?
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o Completed with Errors—the import job completed but at least one item-level error occurred. If you set
the Log Errors field to Yes for the integration point, you can view the item-level errors in the section called
Job History Errors on the Job Details layout. See Viewing job history details below.
When transferring custodians and associating them to managers, errors can occur. If transferring cus-
todians and the manager isn't associated with a manager, the custodian transfer is completed suc-
cessfully. It will show up as Completed with Errors even though the Items Transferred field and Total
Items field will match, while the Items with Errors field states zero errors. This is because the custodian
has been imported correctly, but the manager wasn't associated correctly.

o Completed—the import job completed without any item-level errors.

n Destination Workspace—the workspace specified as the destination for the transferred files.

n Items Read—the number of records successfully read from the job source and passed for transferring.

n Items Transferred—the number of records successfully transferred when the job ran.

n Total Items—the total number of items originally designated to be transferred, including those that ended up
having errors.

n Items with Errors—the number of records that the integration point failed to import due to item-level errors.

5.8.1.1 Viewing job history details
To view additional history information, click the name of a specific job listed on the Job History tab. The Job Details
layout displays basic job information, import statistics, and a detailed list of errors.

The Job History Error section always logs job-level errors. If you set the Log Errors field to Yes, then it also logs item-
level errors. For more information on setting the Log Errors field, see Importing data through Integration Points on
page 235.
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The Job Details layout includes many of the same fields displayed on the Job History tab. The following list includes
the additional fields displayed in this layout:

n End Time (UTC)—the date and time that a job completed in UTC.

n Source Unique ID—the unique identifier for the record in the source that caused an error.

n Error—a brief description of the error that occurred.

n Timestamp—the date and time that a job error occurred in UTC.

n Error Type—indicates whether the error occurred at the job or item level.

5.8.2 Job History Errors
In the Job History Errors tab, you can use the condition lists at the top of the view to find errors based on any error-
related metadata fields, such as Artifact ID, Error, Error Status, Error Type, JobHistory, Name, Source Unique ID,
Stack Trace, System Created By, System Created On, System Last Modified On, and Timestamp (UTC).
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Once you specify your conditions, you can search for the targeted errors by clicking Search on the right side of the
condition lists.

You can then open any of the individuals errors returned in the list by clicking the Name value.

The Job History Error Layout provides the following fields:

n Name—the system-generated name of the error.

n Source Unique ID—the identifier of the item in which the error occurred.

n Job History—the name of the integration point containing the file in which the error occurred.

n Error—the error message.

n Error Status—the current state of the error. You'll see any of the following values for the status field:
o New—the error is new and no action has been taken on it yet.
o Expired—the state assigned to an item level error in either of the following scenarios:

l You received an item-level error on a job, you didn't retry the error, and the job ran on a schedule,
meaning the Enable Scheduler field is set to Yes on the integration point.

l You received an item-level or a job-level error, you didn't retry the error, and you click Run Now on
the integration point, or it is a scheduled job.

o In Progress—the error is currently in the process of being retried.
o Retried—the item level error in a job has been retried, meaning you clicked Retry Errors on the integ-
ration point and the retry job is complete.

n Error Type—an indicator of whether the error is item or job-level.
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n Full Error—the error message with details, including a stack trace of the error, when available.

n System Created On—the date and time at which the error was created by the agent during the integration
point job.

n System Created By—the agent that created the error during the integration point job.

n System Last Modified By—the agent that last updated the status value of the error.

With the information provided in the Job History Errors Layout, you can identify those files on which errors occurred.
You can then access those files to manually address the causes of those errors. From there, you can return to the
integration points console and retry the errors.

5.8.2.1 Item-level errors versus job-level errors
Note the following differences in the way Relativity handles item-level and job-level errors.

Relativity handles a mix of item-level and job-level errors in the following way:

n When you click Run on an integration point that contains item- and job-level errors, the entire job is re-run.
n When you click Retry Errors on an integration point that contains item- and job-level errors, the entire job is re-

run.

Relativity handles item-level errors in the following way:

n When you click Run, the entire job is re-run.
n When you click Retry Errors, a retry job starts, including only those documents that caused errors.

Relativity handles job-level errors in the following way:

n It registers only one job-level error for an integration point.

n When you click Run, the entire job is re-run.
n The Retry Errorsbutton is not available.

Clicking the Retry Errors button starts a new job only for documents that caused errors in the previous run. If you edit
an integration point settings before running the retry job, they will be applied to the retry job (except data source
changes).

You can change, for example, Fields Mapping or Overwrite settings to allow the documents that caused errors to be
transferred successfully.

Note: When you run Retry Errors for a job configured to copy physical files like natives or images in Append mode,
the retry job mode is automatically set to Append/Overlay.
This intended behavior is to ensure consistency between copied metadata and native and image files. It may
happen that during a job that has failed, only part of a given document (either metadata or files) has been
transferred successfully. In such case, Append/Overlay mode allows transferring all the document data.
If you want to have the documents that caused errors transferred in other mode, you need to edit the integration
point before running the Retry Errors job.

5.8.3 Troubleshooting job history errors
Relativity provides informative and actionable error messages when you attempt to save and run an integration point
in any of the following situations:



Data Transfer Guide 328

n The destination workspace is missing.

n The destination field is missing.

n You do not have permissions to a saved search, production, or destination workspace.

n The destination field has missing child object data.

n The production is missing from the destination workspace.

The following table provides some of the errors you could encounter when attempting to run an Integration Points job,
along with information on how to resolve them:

Error Likely resolution

Destination field(s) mapped
has different type. Review
the mapping for the fol-
lowing field(s): field_1,
field_2

Review the fields listed in the error message, and check if you have the same type as
expected. If the reason for changing the type was to delete the file and re-create it,
then it will be un-mapped. Correct the mapping saved in the Integration Point job, and
run the job again.

Destination field(s) mapped
may no longer be available
or has been renamed.
Review the mapping for the
following field(s) [field
name].

Review if the failing field(s) still exist in the destination workspace, correct the mapping
saved in the Integration Point job, and run the job again.

Destination workspace is
not available.

Verify if destination workspace exists.

Failed to copy source field
into destination field due to
missing child object. Review
the following destination
field(s): [field names]

Review the list of failing fields, create the child/parent relation in the destination work-
space as it is in the source workspace and try again.

Saved search is not avail-
able or has been secured
from this user. Contact your
system administrator.

Verify that you have the required permissions for the saved search, or check to see if
the saved search has been deleted. If needed, contact your system administrator to
verify the saved search configuration.
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Error Likely resolution

User does not have suf-
ficient permissions to
access destination work-
space. Contact your system
administrator.

Confirm that you still have access to the destination workspace. It is also required that
a System Admin account is present (used by an Integration Points Agent) and has
access to the destination workspace.

Verify if a folder in des-
tination workspace selected
in the Integration Point
exists or if a user has a
proper permission to access
it.

Verify that the folder used for the integration point still exists. Also, check the per-
mission settings for the folders in destination workspace to confirm that it's not secured
for the user's group.

Verify if a Production Set
used as the location in des-
tination workspace exists or
if a user has a proper per-
mission to access it.

Verify that the production set used as the location in the destination workspace still
exists. Also, check the permission settings for productions in the destination work-
space to confirm that it's not secured for the user's group.

Verify if a Production Set
used as the location in des-
tination workspace is in
New status.

Verify that the production set used as the location in the destination workspace still
has a status of New. Only productions with a status of New can be used as a pro-
duction set in an integration point. If the production set was already staged or run, it
isn't a eligible to be used for the integration point.

Verify if production, which is
the data source of this Integ-
ration Point, still exist or if
user has required per-
missions for it.

Check to see if the production used as the data source of the integration point still
exists. Also, verify that you have the required permissions for the production used as
the data source. If needed, contact your system administrator to verify your production
permissions.

Verify if the user still has per-
mission to create saved
search on destination work-
space.

Verify that you have the required permissions for creating a saved search in the des-
tination workspace for this integrated point job. If needed, contact your system admin-
istrator to verify your production permissions. One of missing permissions could be
Search in Object Security and Advanced & Saved Searches in Other Settings, both of
which are set in the group permission on destination workspace.

5.9 Microsoft Entra ID provider

Note: Microsoft has renamed Azure Active Directory (Azure AD) to Microsoft Entra ID. This site has been updated
to reflect the name change, where applicable. Refer to Microsoft documentation for more information.

Relativity can import Entity (Employee/Custodian) data from Microsoft Entra ID (formerly known as Azure Active
Directory) through Integration Points. The following prerequisites must be established:

1. In Relativity:
a. You will need to install Integration Points into your workspace. See Installing Integration Points for

details.

b. Once Integration Points is installed, you will then need to install the Entra ID provider application. To do
so, follow the steps:

https://learn.microsoft.com/en-us/entra/fundamentals/new-name
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I. Go to the Files tab in Community and click Relativity Applications.

II. Locate in the library and download Azure AD Provider for Integration Points ZIP file (old naming
convention is temporary).

III. Extract the downloaded archive.

IV. Use the extracted RAP file for installing Entra ID application provider in your Application Library in
Relativity. The application name is RIP AAD Provider (old naming convention is temporary).

Completing these two installations adds Integration Points to your workspace and adds Microsoft Entra ID as a
source within Integration Points.

2. In Microsoft Azure:
n Set up an application in Microsoft Azure which can be used to configure an Integration Point in Relativity.

Only an Application Administrator with access can create an application, find credentials, and delete an
application. If you do not have permissions, contact your admin. For more information on Application
Administrators, see Microsoft’s documentation.

3. The final step is to import Microsoft Entra ID into Relativity. For more information, see Importing from Microsoft
Entra ID on page 261.

Note: This documentation contains references to third-party software, or technologies. While efforts are made to
keep third-party references updated, the images, documentation, or guidance in this topic may not accurately rep-
resent the current behavior or user interfaces of the third-party software. For more considerations regarding third-
party software, such as copyright and ownership, see Terms of Use.

5.9.1 Registering an Azure application and credentials
To create your application ID and secret, you must have Application Administrator privileges to log into your Azure
Portal and register an app.

Start with registering your application in the Azure portal by following the steps below. For more information on
registering an application in the Azure portal, refer to documentation on Microsoft's site.

Note: These steps must be completed by a Microsoft 365 administrator.

1. Open your Azure Portal.

2. ClickMicrosoft Entra ID (formerly known as Azure Active Directory).

3. Click App registrations.

4. Click New Registration to display the Register an application page.

5. Enter an application name in the Name field.

6. Accept the default setting, Accounts in this organizational directory only, as the supported account type.

7. Click Register.

8. Once the application is registered, make note of the Application (client) ID and Directory (tenant) ID for use
later when configuring the data source in RelativityOne Collect.

Next, from the app's page, add permissions to the web API by following the steps below:

1. Click API Permissions.

2. Click Add a permission.

https://community.relativity.com/s/files
https://www.relativity.com/terms-of-use/
https://portal.azure.com/
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3. ClickMicrosoft Graph.

4. Select Application Permissions.

5. Select the following options from the Application Permissions section:
n Directory – Directory.Read.All
n Group –Group.Read.All
n User – User.Read.All

Note: This permission is required if Filter by Group functionality is used.

6. Click Add Permission.

7. ClickGrant Permission.

Finally, grant Admin consent for the API by following the steps below:

1. Click the API Permissions tab.

2. ClickGrant admin consent for [tenant].

3. In the pop-up window, click Accept.

5.9.2 Finding Azure credentials
If an application is already created and you need to find the application information to complete the Source Connection
step, follow the steps below in the Azure Portal. For more information, see relevant Microsoft documentation on the
Microsoft site.

1. Open your Azure Portal.

2. ClickMicrosoft Entra ID (formerly known as Azure Active Directory).

3. Navigate to Enterprise applications.

4. In the list of applications, locate and click on your application.The application page displays.

5. Navigate to Properties.

6. Click the copy icon next to the Application ID. The ID is copied to your clipboard to use as needed.

5.9.3 Removing application access
Removing access to an application can be done outside of Relativity in Microsoft Entra ID. To remove access, follow
the steps below in the Azure Portal:

https://portal.azure.com/
https://portal.azure.com/
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1. ClickMicrosoft Entra ID(formerly known as Azure Active Directory).

2. In the navigation menu, click Enterprise applications.

3. In the list of applications, locate and open the desired application.

4. In the application, click Delete.
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6 Staging Explorer
For information on Staging Area folders, refer to the Staging Area topic and Staging Area FAQ article in Community.

Staging Explorer enables you to rapidly transfer large amounts of data to and from RelativityOne to jump-start and
sustain the data pipeline for critical projects. Use it to upload files to a staging area for RelativityOne or to download
files from your RelativityOne storage location to a local computer.

Below are the top-level directories included in the Staging Area within each tenant or client domain storage area:

n ARM—a folder for archiving workspaces and for staging restores via the ARM application.

n StructuredData—a folder for importing and exporting workspace data using Import/Export and Integration
Points. Refer to Import/Export and Integration Points documentation for more information.

n ProcessingSource—a folder for storing files you want to process into your RelativityOne workspace.

n TenantVM—a folder to temporarily store Utility Server virtual machine (UVM) workflows. Refer to Utility Server
documentation for more information.

You can view data for a new matter, quickly load newly discovered data, or quickly download produced documents.
This makes accessing data in the cloud as quick and seamless as if it was contained within your own environment.

Refer to these sections to set up Staging Explorer:

n Permissions on the next page

n Installing, launching, and updating Staging Explorer on page 342

n Navigation on page 348

n Best practices, limitations, and data transfer performance considerations on page 340

6.1 Staging Explorer
For information on Staging Area folders, refer to the Staging Area topic and Staging Area FAQ article in Community.

Staging Explorer enables you to rapidly transfer large amounts of data to and from RelativityOne to jump-start and
sustain the data pipeline for critical projects. Use it to upload files to a staging area for RelativityOne or to download
files from your RelativityOne storage location to a local computer.

Below are the top-level directories included in the Staging Area within each tenant or client domain storage area:

n ARM—a folder for archiving workspaces and for staging restores via the ARM application.

n StructuredData—a folder for importing and exporting workspace data using Import/Export and Integration
Points. Refer to Import/Export and Integration Points documentation for more information.

n ProcessingSource—a folder for storing files you want to process into your RelativityOne workspace.

n TenantVM—a folder to temporarily store Utility Server virtual machine (UVM) workflows. Refer to Utility Server
documentation for more information.

You can view data for a new matter, quickly load newly discovered data, or quickly download produced documents.
This makes accessing data in the cloud as quick and seamless as if it was contained within your own environment.

Refer to these sections to set up Staging Explorer:

n Permissions on the next page

n Installing, launching, and updating Staging Explorer on page 342

https://help.relativity.com/RelativityOne/Content/Relativity/Staging_Area.htm
https://community.relativity.com/s/article/Staging-Area-FAQ
https://help.relativity.com/RelativityOne/Content/Relativity/Staging_Area.htm
https://community.relativity.com/s/article/Staging-Area-FAQ
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n Navigation on page 348

n Best practices, limitations, and data transfer performance considerations on page 340

6.2 Permissions

Note: As of February 2025, the new Feature Permissions redefines Relativity's security management by shifting the
focus from Object Types and Tab Visibility to feature-based permissions. This new method is simply another option;
any feature-specific permissions information already in this topic is still applicable. This new interface enables
administrators to manage permissions at the feature level, offering a more intuitive experience. By viewing granular
permissions associated with each feature, administrators can ensure comprehensive control, ultimately reducing
complexity and minimizing errors. For details see Instance-level permissions andWorkspace-level permissions.

The following minimum security permissions are required to use the Staging Explorer. All permissions are set in
Instance security

Object security Tab visibility Admin operations

Not applicable n Data
Transfer

n Staging
Explorer

n Access Staging
Explorer

n View Admin
Repository*

n Send Email Noti-
fication**

n View Staging
Report***

* this permission is needed for non-admin users only.

** this permission is not required to run Staging Explorer, but is required to send and receive an email notification
when a transfer finishes or fails. For more information, see Updating Transfer Settings on page 372.

*** this permission is needed to utilize Calculate folder size function in Staging Explorer. For more information, see
Calculating folder size.

Note: If a user has access to multiple client domain workspaces and you only want them to be able to view specific
fileshares in the Staging pane of the Staging Explorer, the user must be in a group, other than the System
Administrator group. That group must be added to at least one workspace built on the resource pool with the
associated fileshares. Refer to User access permissions to fileshares below for more information.

6.3 User access permissions to fileshares

Note: As of February 2025, the new Feature Permissions redefines Relativity's security management by shifting the
focus from Object Types and Tab Visibility to feature-based permissions. This new method is simply another option;
any feature-specific permissions information already in this topic is still applicable. This new interface enables
administrators to manage permissions at the feature level, offering a more intuitive experience. By viewing granular
permissions associated with each feature, administrators can ensure comprehensive control, ultimately reducing
complexity and minimizing errors. For details see Instance-level permissions andWorkspace-level permissions.

https://help.relativity.com/RelativityOne/Content/Relativity/RelativityOne_Staging_Explorer/Calculating_folder_size.htm
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In the default RelativityOne setup, users can access fileshares if they're in a group that is added to a workspace that's
associated with a resource pool with fileshares. In some cases, if a user has access to multiple client domains, you
may only want that user to see fileshares for his own client domain in the Staging pane and not any fileshares from
other client domains to which he has access. Refer to the following sections for more information on each scenario.

6.3.1 Default workflow in RelativityOne for user access to fileshares
The normal workflow in RelativityOne is that a group and its users will inherit access ability to any fileshares within the
resource pool that is associated with the workspace to which the group has access, as shown on the Figure 1.

For example, User A is in Group A that is added to Workspace A, which is associated with a Resource Pool containing
fileshares. As a result, User A can view and access all fileshares in the Staging pane via the group's access.

Figure 1: User able to view resource pool fileshares

In this scenario:

n User is in a group, other than ‘System Administrators,” that is added to at least one workspace that is asso-
ciated with the resource pool containing the fileshares. Once the user is assigned to the group, they will have
access to any fileshares associated with resource pools in the workspace to which the group is associated. For
more information on adding users to groups, see Adding users to groups.

n Instance Setting of StagingPaneOnlyPerClientDomain either does not exist or, if it exists, it’s set to False.

6.3.2 Granting user access to specific fileshares
If you have a user who has access to multiple client domain workspaces and you only want them to be able to access
fileshares for his own client domain in the Staging pane, then you must configure the proper permissions. The process



Data Transfer Guide 336

involves setting the StagingPaneOnlyPerClientDomain instance setting to True and configuring groups with item-level
permissions to the resource pool that contains the fileshares to be accessed.

Based on the default workflow in RelativityOne, as described above, a group and its users will inherit access ability to
any fileshares within the resource pool that is associated with the workspace to which the group has access.
Therefore in this workflow, if a user has access to multiple client domain workspaces, then that user will be able to
view their fileshares.

For example, User A has access to his own Client A Domain, but he can also access the workspace for Client B
Domain if he’s added to Group B in Client B Domain, as shown below. As a result of being added to Group B, he’ll be
able to view the fileshares associated with Workspace B in Client B Domain. In this situation,
StagingPaneOnlyPerClientDomain instance setting either does not exist or it is set to False, and item-level
permissions to the resource pool are not configured.

Figure 2: User able to view other client domain fileshares.

To ensure that User A only views and accesses fileshares from his own domain in the Staging pane and still retain
access to the workspace for another client domain but not view its fileshares, you must:

1. Set the StagingPaneOnlyPerClientDomain Instance Setting to True.

2. Add the user to a group that has been given item-level permissions to the resource pool and its associated file-
shares, as shown in Figure 3.

In this scenario, User A is added to Group A, which has been given item-level permissions to the resource pool and
associated fileshares in their Client A Domain. By being added to Group B2, User A is still able to viewWorkspace B
but cannot view its fileshares. For User B to only view her client domain’s fileshares, User B is added to Group B1,
which has been given item-level permissions to Client B’s resource pool so User B can view her domain’s fileshares.
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Figure 3: User prevented from viewing other client domain fileshares.

Note: Access to the resource pool does not automatically make the Resource Pool object visible to users. In order
to see the resource pool, users must have access granted to the Resource Pool object tab in Admin Mode settings.

For more information on how security and permissions operate in RelativityOne, see Security and permissions.

To grant access to specific fileshares, the user must be in a group, other than the System Administrator group, that is
given item-level permissions to the resource pool containing the associated fileshares.

Step 1 Configure the StagingPaneOnlyPerClientDomain Instance Setting
The default RelativityOne set up does not contain the Instance setting StagingPaneOnlyPerClientDomain. Therefore,
the application will respond as described in the Default workflow in RelativityOne for user access to fileshares on
page 335 section. So, you must add the StagingPaneOnlyPerClientDomain instance setting and configure it as
indicated below.

1. Navigate to Instance Settings.

2. Click New Instance Setting.
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3. Enter the following information in the fields specified:

n Name—enter StagingPaneOnlyPerClientDomain.
n Section—enter Relativity.DataTransfer.
n Value Type—select True/False.
n Value—select True.

Note: This value must be set to True if you want to prevent users from accessing fileshares in other cli-
ent domain workspaces. If it is set to False, the opposite occurs and users will inherit access to any file-
shares associated with workspaces to which they have access, as shown in Figure 2.

4. Click Save.

Step 2 Create the Group
Although you can use any existing group, we recommend creating a new, specific group for these users so you can
better manage the fileshare access permissions.

1. Navigate toGroups.

2. Click New Group.

3. Enter the fields as needed. For more information on creating groups, see Creating and editing groups.

4. Click Save. This group will be added to the resource pool in a later step.
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Step 3: Add Users to the Group
Next, add users to the group who need to access the fileshares in the Staging pane of the Staging Explorer.

1. From theGroups tab, click Add.

2. Select one or more users to add to the group as needed and click Apply. For more information on adding
users, see Adding users to groups.

3. Click Apply.

Note: If a user belongs to more than one group with item-level access to other resource pools, they will inherit
access to all fileshares associated with those resource pools. Review the item-level permissions for each
resource pool to ensure only the desired groups have been granted access to the associated fileshares.

Step 4: Add the Group to the Resource Pool with Item-level Permissions
Finally, add the group to the resource pool with item-level permissions.

1. Navigate to Resource Pools.

2. Select the Resource Pool associated with the client domain that contains the fileshares you want to allow
users to access.

3. Click the File Repositories tab to review the available fileshares assigned to the selected resource pool.

4. Click the box next to the desired fileshare from the list and click Edit Permissions.
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5. Click the Add/Remove Groups button on the Groups tab of Item Security.

Note: If the Add/Remove Groups button is not displayed, toggle theOverride Inherited Security option ON.

6. Select the group that you added in the previous section and click the arrow to move it to theGroups in Work-
space pane.

7. Click Save.

The group and the users within it now have item-level permission to the resource pool and its associated fileshares.
They will only be able to access the specific fileshares configured and will still retain access to workspaces for another
client domain but not be able to view their fileshares. See Security and permissions for Item-level permissions for
more information.

n Access to the resource pool does not automatically make the Resource Pool object visible to the users. To see
the resource pool, they will need to also have access granted to the Resource Pool object tab in Admin Mode
settings.

n The resource pool will not be assigned to the new workspace if you move the workspace to another client
domain or delete the workspace.

6.4 Best practices, limitations, and data transfer performance con-
siderations
The following are some good practices, limitations, and performance factors to consider when using Staging Explorer.

For information on Staging Area folders, refer to the Staging Area topic and Staging Area FAQ article in Community.

https://help.relativity.com/RelativityOne/Content/Relativity/Staging_Area.htm
https://community.relativity.com/s/article/Staging-Area-FAQ
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6.4.1 Best practices
The following are some best practices to consider when using Staging Explorer:

n Depending on your system and network connection, it may be beneficial to separate substantially large data
sets into smaller batches for transmission in order to improve speed and processing workflow.

n When downloading huge data sets, be sure to use a local drive as the destination. External drives are not
recommended.

n When transferring huge data sets, we recommend using a local drive where the Staging Explorer is installed as
the transfer source and destination to avoid additional transfer steps. Transferring to and from a mapped net-
work drive is not recommended as it introduces an extra connection between it, Staging Explorer, and Relativ-
ityOne. This may cause slowness and connection issues.

n Relativity does not store any information about file paths due to privacy concerns.

6.4.2 Limitations
The following are some limitations to consider when using Staging Explorer:

n Only oneWindows user can run an instance of Staging Explorer on a machine at a time.

n The maximum number of active transfers for one instance of the Staging Explorer is 3. See Updating Transfer
Settings on page 372.

n The Client Domain Admin group does not have Staging Explorer access by default. A System Admin needs to
add the correct permissions.

n Enforced FIPS Policy may block some encryption algorithms which may cause errors in applications. We recom-
mend using validated cryptographic algorithms approved by Windows Platform FIPS.

n Transfers from mounted disk images are not supported.

6.4.3 Data transfer performance considerations
There are many variables that can degrade or improve the performance of data transfers for desktop applications,
such as Staging Explorer. Transfer rates when using desktop applications are influenced by several variables and
results may vary based on factors such as RAM, CPU, local drive specifications, network drive specifications, and
available bandwidth at the time of the transfer.

Review the list of performance considerations below before beginning to use Staging Explorer.
If you experience issues despite following the information below, please contact Support for assistance. For additional
information, refer to the Community article Performance considerations for data transfers.

n Run on local machine: Staging Explorer should not be run on a RelativityOne Utility VM. See Utility Server for
more information. It has been designed and tested as a desktop application being run on a user’s local
machine.

n Read access: Ensure that Staging Explorer has read access to all files/folders. Remove system / hidden attrib-
utes.

n Port 443: Ensure that port 443 is open and is not blocked or traffic is restricted to it. See the Community article
Performance considerations for data transfers for more information.

n Internet connection: Use a strong and stable internet connection for data transmission. Wi-Fi is not recom-
mended.

https://community.relativity.com/s/article/Performance-Considerations-for-Data-Transfers
https://community.relativity.com/s/article/Performance-Considerations-for-Data-Transfers
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n Internet speed: Transfer speeds are dependent on your internet speeds. Check your internet connection using
Speedtest or any other bandwidth testing website. Make note of the upload speed in megabits per second. Also
refer to Updating Transfer Settings on page 372for the Limit bandwidth setting.

n Local storage speed: Transfers to and from network drives or external disks, such as thumb drives/USB
drives, will degrade performance and/or cause issues maintaining a connection. It is most effective to copy data
to and from a fast local storage.

n Local machine specs: Ensure your local machine and browser adheres to the Staging Explorer minimum sys-
tem requirements and is operating the latest version of the software.

n Level of data fragmentation: Due to bandwidth sharing, avoid performing large and highly fragmented trans-
fers in parallel. The more fragmented the dataset, the lower the transfer performance.

n Concurrent transfers: Number of concurrent transfers that are happening at the same time within the network
by various tools, services, and users.

n Concurrent utilization: Level of concurrent utilization of the user's computer resources, that is CPU, RAM,
I/Os, by other processes on that computer.

n Compressed datasets: Avoid compressing datasets with ZIP, 7z, etc. The faster transfer time due to fewer
multi-part files is negated by the time and effort to compress and decompress data. However, compressing data-
sets without decompressing in the destination folder (staging directory) can be considered when all the fol-
lowing are true:

o Dataset consist of fragmented data
o Destination folder is a Processing source location
o The dataset uploaded is going to be processed by Relativity Processing

n VPN usage: Using a VPN can potentially slow down internet traffic. When workstations use a VPN session, it
can interfere with transfers from that workstation. RelativityOne is hosted in a public cloud and does not require
VPN to use. See the Community article Performance considerations for data transfers for more information.

n Traffic monitoring and data protection software: These types of software tools influence data transfer. See
the Community article Performance considerations for data transfers for more information on each of these:

o Firewall: Firewall configuration may require special tuning to use the Staging Explorer.
o Antivirus software: Antivirus software may disrupt the transfer protocol in Staging Explorer.
o Anti-malware software: An exception should be created for Staging Explorer in Windows Defender or in
other anti-malware software installed on the user's machine.

6.5 Installing, launching, and updating Staging Explorer
For information on Staging Area folders, refer to the Staging Area topic and Staging Area FAQ article in Community.

Use the sections below to learn how to install Staging Explorer as well as how to launch and update it.

Before you begin using Staging Explorer, review Best practices, limitations, and data transfer performance
considerations for information to keep in mind.

6.5.1 System requirements
The following minimum system requirements are required to use the Staging Explorer.

Required item Requirement

Operating system Windows 8.1 or above

https://www.speedtest.net/
https://community.relativity.com/s/article/Performance-Considerations-for-Data-Transfers
https://community.relativity.com/s/article/Performance-Considerations-for-Data-Transfers
https://help.relativity.com/RelativityOne/Content/Relativity/Staging_Area.htm
https://community.relativity.com/s/article/Staging-Area-FAQ
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Required item Requirement

Windows Server operating
system

Windows Server 2012 R2, Windows Server 2016, Windows Server 2019, or Win-
dows Server 2022

Systemmemory 4 GB RAM

Software .NET version 4.7.2

Transport Layer Security TLS 1.2

6.5.1.1 Recommended browser settings
Ensure the Relativity instance is configured as a trusted site and the following settings are enabled or allowed in the
browser on the user's machine running Staging Explorer. Refer to your browser’s help documentation or contact your
IT department for the specific location of these settings if they differ from these steps.

1. Open the browser's Control Panel.

2. Go to Network and Internet > Internet Options.

3. For Security settings:
n Enable File Download
n Enable JavaScript
n Add *.relativity.com as a Trusted site

4. For Privacy settings:
n Allow First party Cookies
n Allow Third party Cookies

6.5.1.2 Supported browsers
RelativityOne supports the following internet browsers*.

Browser requirements Supported Version

Chrome Latest release**

Firefox Latest release**

Safari Latest release**

Edge v79+ (Chromium-based)
*Screen resolutions of 1366x768 (minimum) to 2560x1440 (maximum) are supported

**Recent earlier versions will likely still function as expected but full support is reserved for the latest release

n Using your internet browser to zoom to any size other than 100% while using the Viewer is not supported and
can cause unexpected behavior.

n Internet Explorer is not supported.

6.5.1.3 Port requirements
To ensure that transfers can occur, you must make firewall changes to allow outbound connections to the server on
the following port:

n TCP port 443—required to be open.

n Staging Explorer does not support proxy servers.
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The opening of the required port for the Windows firewall is typically handled on the end user's machine. However, if
you use any third party firewalls, you must manually open the port referenced above. Improperly configuring the port
results in transfer failures. For more information, contact Customer Support.

See RelativityOne network access in the RelativityOne technical overview for detailed information about all of the
network considerations for data transfer in RelativityOne, including firewall privacy considerations and a list of FQDN.

6.5.2 Installing Staging Explorer
Depending on your organization's requirements, Staging Explorer can be installed via an executable (.exe) file or a
Microsoft Software Installer (.msi) file.

To install Staging Explorer, follow these steps.

n You must have the minimum security permissions to launch Staging Explorer. See Permissions for more
details.

n You must be a local admin on your machine to install Staging Explorer or have the installer pushed via a Group
Policy Object (GPO) to install the application.

n Be sure to use the most recent version of the application to maintain optimal performance and security.

1. Launch RelativityOne, and log in with your RelativityOne credentials.

2. Navigate to Staging Explorer.

3. In the Relativity Downloads console, click the appropriate download file format for your organization: Download
Staging Explorer (exe) or Download Staging Explorer (msi).

4. Once the download is complete, launch the .exe or .msi file to run the installation wizard.

5. Click Install to begin the installation wizard and follow the prompts.

6. Accept the default installation Destination Folder displayed.

7. You must select (check) the Enable firewall rules on this computer check box on Firewall Settings dialog,
and then click Next.

8. Click Install to begin the installation process.

9. Click Finish when the setup is complete.

6.5.3 Launching Staging Explorer
To launch Staging Explorer, follow these steps:

n You must have the minimum security permissions to launch Staging Explorer. See Permissions for more
details. The Client Domain Admin group does not have Staging Explorer access by default. A System Admin
needs to add the correct permissions.

n Before you begin using Staging Explorer, review Best practices, limitations, and data transfer performance con-
siderations on page 340 for information to keep in mind.

n See Uploading files or Downloading files to begin transferring files.

n Only oneWindows user can run an instance of Staging Explorer on a machine at a time.

https://community.relativity.com/s/contactsupport
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1. Navigate to the installation path and click RelativityOne Staging Explorer. If you saved its shortcut to your
desktop, then click its icon.

2. Enter the desired Instance URL in the Instance Selection dialog box and select one of the options:
n Connect with a browser
n Connect with a login window

Note: Domain URL is sufficient, for example: https://kcura.relativity.one or https://relativity-uk.relativity.one.

3. In the newly opened page, enter your credentials and log in – the same way that you would log in directly to
RelativityOne. If you have already been logged in to the selected instance within the open browser session, you
will not have to authenticate again and will be redirected to the authentication completion page automatically.

Note: Users log in with the same provider method as they have with Relativity. The Staging Explorer browser
log in method now supports all of Relativity authentication providers, such as password, Integrated Authentic-
ation, OpenID Connect, and SAML.

4. Next, you will be redirected to the authentication completion page, informing you that the login has been
successfully completed. If the authentication process does not complete successfully, a page is displayed with
additional guidelines to follow to complete the authentication.

5. If a browser message box appears, asking to allow the site to open Staging Explorer, clickOpen RelativityOne
Staging Explorer to proceed. If you do not do this, then Staging Explorer will not be able to complete the
authentication process.

Note: To always allow your system to open the link to Staging Explorer, select the "Always allow" checkbox,
and the message box will not appear anymore.
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6. If applicable, the New Option Available window is displayed. Select Do not show this in the future if you do
not want the window to be displayed the next time Staging Explorer is opened.

7. When you open Staging Explorer, a connection status icon will indicate if you are connected to Relativity and/or
the internet.

n The system checks for connectivity to the fileshare and will display a message if an error is encountered.
Follow the information on the message to correct it. Otherwise, you will not be able to access the file-
share and its contents.

n If applicable, Staging Explorer will open to the last Staging fileshare you visited.

n If the fileshare does not exist, the root folder of that fileshare will open.

Icon Status Description

Connected to the internet and Relativity

Connected to the internet but not Relativity
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Icon Status Description

Not connected to the internet or Relativity

6.5.4 Manually updating Staging Explorer
To manually update Staging Explorer:

n You must have the minimum security permissions to update Staging Explorer. See Permissions for more
details.

n Be sure to use the most recent version of the application to maintain optimal performance and security.

n If the current version of Staging Explorer you are using is marked critical, it will no longer run and you will be
prompted to update to the newest version.

n If a new version of Staging Explorer is available for download, a blue banner is displayed at the top of the applic-
ation. If the version update is critical, a yellow banner appears.

n If you have Automatic Update enabled in Settings, the update will be completed automatically.

1. Launch RelativityOne, and log in with your RelativityOne credentials.

2. If a message appears indicating a new version is available, click the download and installation link. The
update will be completed automatically.

3. Launch Staging Explorer. See Launching Staging Explorer on page 344 for more details.

6.5.5 Automatically updating Staging Explorer
You can configure the application to automatically apply software updates instead of having to update it manually.
This ensures that you are using the most recent version of the application to maintain optimal performance and
security.
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1. Launch the Staging Explorer.

2. Click the Settings button in the user drop-down menu next to your name. The Settings window is displayed.

3. Select Enable Automatic Update to automatically have Staging Explorer update to the newest version avail-
able. If you change your mind and want to do the updates manually, clear the checkbox.

4. Click Save.

6.6 Navigation
For information on Staging Area folders, refer to the Staging Area topic and Staging Area FAQ article in Community.

6.6.1 User drop-down menu
When you open Staging Explorer, there is user drop-down menu next to your name.

https://help.relativity.com/RelativityOne/Content/Relativity/Staging_Area.htm
https://community.relativity.com/s/article/Staging-Area-FAQ
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Use the drop-down menu to do the following:

n View the logged in email address.

n View the current Instance’s name.

n Throughput Check—opens the Throughput Check window.

n Settings—opens the Settings window where you can configure the Transfer Settings and Automatic update
option.

n Help—launches the Staging Explorer documentation on the Relativity Documentation website.

n Change Instance—opens the Instance Selection dialog box that allows you to enter a new Instance. Changing
the Instance will log you out of the current session of the Staging Explorer.

6.6.2 General navigation
Use these options in either the Local or Staging panes:
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1 - Click the up arrow button to go up a folder level in the drive. Repeat as many times as folder levels available.

2 - Click the circling arrows to refresh the list.

3 - Paste a UNC path directly into the browser field.

4 - Use the Search box to locate a particular item in the list by typing all or part of the name and matching files will
display.

5 - Click the New Folder plus button to create a new folder on the selected drive.

6 - Click the Rename pencil button to rename a folder on the selected drive.
See also:

File and folder operations (copy, move, delete, zip, unzip) on page 359

Calculating folder size in Local/Staging panes on page 374

6.6.3 Sorting file lists
When opening Staging Explorer, file and directory lists for the Local and Staging panes are displayed. By default, the
lists are sorted in ascending order by the Name column. Click on any column header to sort its list in ascending (up
arrow) or descending (down arrow).
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6.6.4 Pagination
You can page through a large list of items in a particular folder in the Local or Staging pane. Each page contains 100
items. The system will load up to 10 pages of items, which equates to 1000 items, at a time if available. If there are
more items, the Load more link displays. By clicking Load more, the next 1000 items will load, and so forth, until all
pages of items are loaded.

The total page count loaded and current page number you're on displays in the "Page # of #" area.

To advance through the pages, click a particular page number or click the left and right arrows for Next Page, Previous
Page, First Page, and Last Page.

Note: Using the Search by name box to locate a filename will automatically begin loading all items that are available
in the selected folder.

6.7 Transfer workflows
For information on Staging Area folders, refer to the Staging Area topic and Staging Area FAQ article in Community.

Refer to the sections below for the various transfer workflows available in Staging Explorer.

See Best practices, limitations, and data transfer performance considerations on page 340 for additional information
to be aware of before transferring files.

https://help.relativity.com/RelativityOne/Content/Relativity/Staging_Area.htm
https://community.relativity.com/s/article/Staging-Area-FAQ
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Note: The maximum number of active transfers for one instance of the Staging Explorer is three. See Updating
Transfer Settings on page 372.

6.7.1 File and folder naming rules
Follow the rules below referring to names of files and folders you upload to and later use in Staging Explorer:

n File and folder names are case-preserving and case-sensitive.

n File and folder component names must be no longer than 255 bytes.

n File and folder paths must be no longer than 1,024 bytes.

n The following characters are not allowed: " \ / : | < > * ?

n Control characters, for example, U+0001-U+001F, U+007F-U+009F, are not allowed. Note that this includes
the tab character.

n Code points, for example, U+E000, are not valid Unicode characters and are not valid in Staging Explorer.

n File and folder names must not end with a dot character (.).

n The following file and folder names are not allowed: LPT1, LPT2, LPT3, LPT4, LPT5, LPT6, LPT7, LPT8, LPT9,
COM1, COM2, COM3, COM4, COM5, COM6, COM7, COM8, COM9, PRN, AUX, NUL, CON, CLOCK$, dot
character (.), two dot characters (..), or space character.

n File and folder names must not start with .fuse_hidden. This is a reserved filename prefix.

n We strongly discourage use of the following bidi control characters:
o U+200E Left-to-right mark (LRM)
o U+200F Right-to-left mark (RLM)
o U+202A Left-to-right embedding (LRE)
o U+202B Right-to-left embedding (RLE)
o U+202C Pop directional formatting (PDF)
o U+202D Left-to-right override (LRO)
o U+202E Right-to-left override (RLO)

6.7.1.1 Unsupported characters
See which characters in names of files and folders are not supported in Staging Explorer
The following characters in names of files and folders are rejected in Staging Explorer:

n U+002F (/)

n U+005C (\)

n U+007F

n U+0081

n U+008D

n U+008F

n U+009D

n U+D800 to U+DFFF
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n U+FDD0

n U+FDDD

n U+FFFE

n U+FFFF

n U+4FFFE

n U+4FFFF

n U+8FFFE

n U+8FFFF

n U+CFFFE

n U+CFFFF

n U+10FFFE

n U+10FFFF

If you encounter issues with unsupported characters in file and folder names while working in Staging Explorer, you
may do the following:

1. Review the naming rules and the list of unsupported characters.

2. Rename file and/or folders accordingly.

3. Retry the operation or start a new job.

4. If the problem still occurs, contact Relativity Support.

6.7.2 Uploading files
To upload files:

1. Launch the Staging Explorer.

2. In the Staging pane, navigate to the location where you want to upload the files from your local drive.

https://community.relativity.com/s/support
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3. In the Local pane, navigate to the location on your local drive containing the files for uploading to Staging and
click Upload. If the Auto Start checkbox is selected, the transfer begins immediately. If not, click the Start but-
ton. For more information, see Starting and canceling a transfer on page 356. If the system detects a potential
issue with the transfer job, a warning window is displayed. Click Cancel to cancel the transfer or click I want to
proceed anyway to continue with the transfer.

n You may also hold down CTRL to select multiple files or SHIFT to select all the files between the first one
you selected and the next.

n The Upload button will be grayed out (inactive) if no items are selected, if the destination folder is a list of
fileshares, or if the destination folder is a root of the fileshare.

n If you plan for this data set to be later processed in Relativity, make sure the dataset folder name is
unique. Data sources are not case sensitive. If you have data sources with duplicate names, you may
see processing errors. For example, \\[file.share]\Processing Source[SOURCE.NAME] and \\
[file.share]\Processing Source[Source.Name] would be considered duplicate names since the system
does not differentiate between capital and lower case letters. To make them unique, you could rename
the folders [SOURCE.NAME1] and [Source.Name2].

4. From the Transfers tab, monitor upload progress via the Progress and Status columns displayed for the trans-

fer. When the transfer successfully completes, a circled green check mark is displayed. You can click the
expand plus button to next to a transfer row to view the transfer details. See Transfer workflows on page 351.

Note: Uploading overwrites existing files only if it already exists in the destination folder and its metadata and
contents differ. Otherwise, the file will be skipped.

6.7.3 Downloading files
To download files:
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1. Launch the Staging Explorer.

2. In the Local pane, navigate to the location into which you want to download the files from Staging.

3. Next, in the Staging pane, navigate to the location containing the folder or files that you want to download to
your local drive and click Download. If the Auto Start checkbox is selected, the transfer begins immediately. If
not, click the Start button. For more information, see Starting and canceling a transfer on the next page. If the
system detects a potential issue with the transfer job, such as inadequate space on the destination drive or
impact on performance, a warning window is displayed. Click Cancel to cancel the transfer or click I want to
proceed anyway to continue with the transfer.

n You may also hold down CTRL to select multiple files or SHIFT to select all the files between the first one
you selected and the next.

n The Download button will be grayed out (inactive) if no items are selected or if the destination folder is a
list of local drives.
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4. From the Transfers tab, monitor upload progress via the Progress and Status columns displayed for the trans-

fer. When the transfer successfully completes, a circled green check mark is displayed. You can click the
expand plus button to next to a transfer row to view the transfer details. See Transfer workflows on page 351.

Note: Downloading overwrites existing files only if it already exists in the destination folder and its metadata
and contents differ. Otherwise, the file will be skipped.

6.7.4 Starting and canceling a transfer

Note: Staging Explorer does not alter metadata while transferring files. All metadata remains untouched.

You can manually start a canceled/failed transfer or cancel a transfer that is in progress.

n Manually start a transfer: To manually start a transfer, highlight the transfer job in the Transfers tab and click

the Start button or simply click the two-way arrow icon in the Actions column of the desired job. These
options are only available if you do not have the Auto Start checkbox selected in the lower left portion of the
application.

Note: To start multiple transfers, you may also hold down CTRL to select multiple individual transfers. You
may also hold SHIFT to select all the transfers between the first one you selected and the next before ini-
tiating the start action. The next transfer starts automatically when the previous transfer finishes.

n Automatically start a transfer: To automatically start a transfer, select the Auto Start checkbox in the lower
left portion of the application.

n Cancel a transfer: To cancel a transfer, click the circle with the line through it icon in the Actions column of
the Transfers tab. The transfer completes the most recent file in progress and stops immediately after that.

6.7.5 Retrying a transfer

The Retry button is enabled if the transfer was stopped (Canceled) or it failed due to an error. When you click this
button, the status reverts to "Transferring" once the transfer is starts. Be aware that the transfer will continue from the
point it was stopped. Any files that were successfully transferred prior to the cancellation or failure will not be re-
transferred, and any incomplete transferred files will be re-transferred in their entirety.

Note: Transfer jobs that completed successfully are not eligible for retry.

6.7.6 Deleting a transfer
Individual transfers with the status New, In Queue, Canceled, Finished, or Failed can be deleted by clicking the Trash

button under the Actions column. To delete multiple transfers, you may also hold down CTRL to select multiple
individual transfers. You may also hold SHIFT to select all the transfers between the first one you selected and the
next and click the Trash button.

Note: Once a transfer is deleted, it is removed from both the Transfers tab and the user's machine.

6.7.7 Viewing transfer history
When opening Staging Explorer, all of the transfers you previously ran are displayed in the Transfers tab.
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1. Launch the Staging Explorer.

2. Click on the Created On column header to sort the transfers by the creation time in the ascending or des-
cending order. When a new transfer is created, the transfer is added at the beginning of the Transfers tab list,
provided no sorting has been selected.

3. Hover over a column heading to view the Filter icon and click it. You can filter the column by selected Filter
Rules and Filter Values, which will vary depending on the column selected. The sample image displays the fil-
ter options for the Type column. To filter on the transfer created date, click the filter icon next to the Created On
column heading and use the Filter Values tab to select a date.

4. You can filter the Transfers list by using CTRL+F. Type in filtering criteria in the filter box and press Enter to dis-
play only matching transfers.

6.7.8 Viewing and editing transfer details
Refer to the sections below for how to view and edit transfer details.

6.7.8.1 Viewing transfer details
To view details for a transfer, click the expand plus button for the transfer in the Transfers tab. When you extend the
details of a transfer, all folders/files that are in scope of that transfer are highlighted in gray in the source directory in
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the Local or Staging pane depending on the transfer type—upload or download.

The following information is displayed about the transfer:

n Status—status of the transfer.

n Remaining Time—how long the transfer will take.

n Duration—how long the transfer took.

n Started On—the date and time the transfer started.

n Finished On—the date and time the transfer completed.

n Job ID—unique number of a transfer.

n Settings—this section displays the options selected on the Transfer Settings page. See Updating Transfer Set-
tings on page 372 for more information.

o Limit Bandwidth—Yes indicates the Limit bandwidth setting is selected in Transfer Settings and No
indicates it was not.

o Overwrite Files—Yes indicates the Overwrite Files setting is selected in Transfer Settings and files that
have the same name in the destination folder will be overwritten. No indicates the setting was not selec-
ted and files will not be overwritten.

o Transfer Empty Directories—Yes indicates the Transfer Empty Directories setting is selected in Trans-
fer Settings and empty folders will be recreated in the destination folder. No indicates the setting was not
selected and empty folders will be ignored.

n Transferred Data—the size of the data currently transferred in reference of the total size of the transfer. If the
Transferred Data shows more data than requested, for example 6 GB / 4.5 GB, it might mean that some of doc-
uments were modified after the transfer was started.

n Transferred Items—the number of files currently transferred in reference to the total amount of files and empty
directories of the transfer.
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Note: The Transferred Data and Transferred Files total values increase while the Calculation phase is in pro-
gress.

n Incl. Empty Directories—the number of empty directories included in Transferred Items.

n Skipped files—the number of skipped files in the transfer.

n Failed files—the number of failed files in the transfer.

n icon indicates the transfer Failed with failed path issues.

n icon indicates the transfer finished with skipped paths, but no failed paths, in the transfer.

n For active transfer, if there are any path issues, failed or skipped, the icon is displayed. However, if the

transfer finishes with failed paths the icon is displayed.

n Click Skipped/Failed details link to download a CSV file to your local drive containing

n Auto Retry—based on the value set for Maximum Number of Auto Retry in Transfer Settings, this field will dis-
play the number of attempts completed out of total number of attempts set. For example, if the maximum num-
ber of auto retries is set to 3, then this field will update consecutively, for example 1/3 for one out of three
attempts, 2/3 for two out of three attempts, and 3/3 for three out of three attempts. See Updating Transfer Set-
tings on page 372 for more information.

n Email Recipients—by default this field will be populated with the email addresses entered in Transfer Email
Notification Recipients field. If applicable, remove or add email recipients for a particular transfer. This field will
only be visible to users who have the Send Email Notification permission on. They will only receive an email
notification when a transfer finishes or fails.

n Error—text box displays error messages.

6.7.9 Saving the path issues report
The path issues report is generated for each transfer that has at least one skipped or failed path. The report can be

saved during and after the transfer completes by clicking on the Skipped / Failed details
button. The saved file contains information about the phase when the issue occurred, that is Calculation or Transfer,
the error message, and the path that was skipped or failed.

6.8 File and folder operations (copy, move, delete, zip, unzip)
File operations are available for files and folders in the Local and Staging panes.

n There is no need to log in to Utility Server virtual machine (UVM) to copy, move, delete, zip or unzip files and
folders from Staging.

n Due to the inherent distinctions in storage technologies between traditional Windows file shares, such as on
your local drive, and cloud-based file shares, there are differences in the behavior of file and folder operations.
These differences are noted where applicable in this topic when they occur between Local pane and Staging
pane functionality.

n You can only copy and move files and folders between different fileshares that you are permitted to use.

Below are the top-level directories included in the Staging area within each tenant or client domain storage area:

#Job%20Settings
#Job%20Settings
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n ARM—a folder for archiving workspaces and for staging restores via the ARM application.

n ProcessingSource—a folder for storing files you want to process into your RelativityOne workspace.

n StructuredData—a folder for importing and exporting workspace data using Import/Export and Integration
Points. Refer to Import/Export and Integration Points documentation for more information.

n TenantVM—a folder to temporarily store Utility Server virtual machine (UVM) workflows. Refer to Utility Server
documentation for more information.

For information on Staging Area folders, refer to the Staging Area topic and Staging Area FAQ article in Community.

6.8.1 Button legend
The list below identifies the buttons in Staging Explorer.

— Add a new folder to the path location

— Rename the folder

— Copy the selected folders or files

—Move the selected folders or files

— Delete the selected folders or files

— Compress (zip) files

— Extract (unzip) files

—Move up one folder level

— Refresh list

6.8.2 Copying files and folders
To copy one or more folders or files in Staging Explorer:

1. Select the folder or file in the Local or Staging pane, and click the Copy button. To select multiple individual
folders or files, hold down the CTRL button on your keyboard as you click each one. To select a group of
sequential folders or files, select the first one, then hold down the SHIFT button on your keyboard and select the
last file in the group.

Note: The Copy operation overwrites existing files and folders on the destination location. If a file or folder
that is being copied exists on the destination location, it will be overwritten. This applies to the Local and Sta-
ging panes.

https://help.relativity.com/RelativityOne/Content/Relativity/Staging_Area.htm
https://community.relativity.com/s/article/Staging-Area-FAQ
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2. In the Copy dialog box, open the destination folder to copy the folder or file and click Place.

Note: From this dialog, you can also create a new folder by clicking the plus button, as well as rename an
existing one by clicking the pencil button.
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3.  Monitor the copy progress via the Progress and Status columns displayed in the File Operations tab. When

the copy process is complete, you can click the expand plus button to view the copy details.

n Status—status of the copy.

n Duration—how long the copy took.

n Started On—the date and time the copy started.

n Finished On—the date and time the copy completed.

n Job ID—unique number of a copy operation.
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n Copied Data—the size of the data currently copied in reference to the total size of the selected data to
be copied. This field only applies to the Local pane.

n Copied Files—the number of files currently copied in reference to the total amount of files selected to be
copied.

Note:When copying items in the Staging pane, the number of Copied Items only represents the num-
ber of items, that is folders and/or files, selected and not the total number of files in the folders copied.
For example, if two folders containing 100 files each and one other separate file were selected and
copied, the Copied Items value would be 3/3, meaning three items were copied (2 folders + 1 file). It
would not indicate 201 files were copied (100 files + 100 files +1 file). This is not the case when copying
items in the Local pane. In that scenario using our example, the Copied Items value would be 201/201,
meaning 200 files from the two folders and one other file were copied.

n Path issues—the number of skipped and/or failed files with the option to save the details.
o icon indicates the operation Failed with failed path issues.

o
icon indicates the operation finished with skipped paths, but no failed paths.

o
For active operations, if there are any path issues, failed or skipped, the icon is displayed.

However, if the operation finishes with failed paths, the icon is displayed.

6.8.3 Moving files and folders
To move one or more folders or files in Staging Explorer:

1. Select the folder or file in the Local or Staging pane, and click theMove button. To select multiple individual
folders or files, hold down the CTRL button on your keyboard as you click each one. To select a group of
sequential folders or files, select the first one, then hold down the SHIFT button on your keyboard and select the
last file in the group.

Note: For the Local pane, the Move operation overwrites any existing files and folders on the destination loc-
ation. However, for the Staging pane, the Move operation will fail and not replace any existing files and
folders that already exist on the destination location.
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2. On the Move dialog box, open the destination folder to move the folder or file and click Place.

Note: From this dialog, you can also create a new folder by clicking the plus button, as well as rename an
existing one by clicking the pencil button.
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3. Monitor the move progress via the Progress and Status columns displayed in the File Operations tab. When

the move process is complete, you can click the expand plus button to view the move details.

n Status—status of the move.

n Duration—how long the move took.

n Started On—the date and time the move started.

n Finished On—the date and time the move completed.

n Job ID—unique number of a move operation.
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n Moved Data—the size of the data moved in reference to the total size of the selected data to move. This
field only applies to the Local pane.

n Moved Items—the number of items currently moved in reference to the total items selected to be
moved.

Note:When moving items in the Staging pane, the number of Moved Items only represents the num-
ber of items, that is folders and/or files, selected and not the total number of files in the folders moved.
For example, if two folders containing 100 files each and one other separate file were selected and
moved, the Moved Items value would be 3/3, meaning three items were moved (2 folders + 1 file). It
would not indicate 201 files were moved (100 files + 100 files +1 file). This is not the case when moving
items in the Local pane. In that scenario using our example, the Moved Items value would be 201/201,
meaning 200 files from the two folders and one other file were moved.

n Path issues—the number of skipped and/or failed files with the option to save the details.

n icon indicates the operation Failed with failed path issues.

n icon indicates the operation finished with skipped paths, but no failed paths.

n For active operations, if there are any path issues, failed or skipped, the icon is displayed.

However, if the operation finishes with failed paths, the icon is displayed.

6.8.4 Deleting files and folders
To delete one or more folders or files in Staging Explorer:

1. Select the folder or file in the Local or Staging pane, and click the Delete button. To select multiple individual
folders or files, hold down the CTRL button on your keyboard as you click each one. To select a group of
sequential folders or files, select the first one, then hold down the SHIFT button on your keyboard and select the
last file in the group.



Data Transfer Guide 367

2. Click Delete on the delete confirmation dialog.

3. Monitor the deletion progress on the File Operations tab via the Progress and Status columns. When the dele-

tion process is complete, you can click the expand plus button to view the delete details.

n Status—status of the delete.

n Duration—how long the deletion process took to complete.

n Started On—the date and time the deletion process started.

n Finished On—the date and time the deletion process completed.

n Job ID—unique number of the delete operation.

n Deleted Data—the size of the data deleted in reference to the total size of the selected data to delete.
This field only applies to the Local pane.

n Deleted Files—the number of files or folders deleted in reference to the total number of files or folders
selected to delete.

Note:When deleting items in the Staging pane, the number of Deleted Files only represents the num-
ber of items, that is folders and/or files, selected and not the total number of files in the folders deleted.
For example, if two folders containing 100 files each and one other separate file were selected and
deleted, the Deleted Files value would be 3/3, meaning three items were deleted (2 folders + 1 file). It
would not indicate 201 files were deleted (100 files + 100 files +1 file). This is not the case when delet-
ing items in the Local pane. In that scenario using our example, the Deleted Files value would be
201/201, meaning 200 files from the two folders and one other file were deleted.

n Path issues—the number of skipped and/or failed files with the option to save the details.
o icon indicates the operation Failed with failed path issues.

o
icon indicates the operation finished with skipped paths, but no failed paths.

o
For active operations, if there are any path issues, failed or skipped, the icon is displayed.

However, if the operation finishes with failed paths, the icon is displayed.

6.8.5 Zipping (compressing) and unzipping (extracting) files and folders
You can compress archive data for uploading to the Staging Explorer by using the Zip option in the Staging pane. The
file extension for the compressed files will be ".zip." Conversely you can extract the files from a zipped file or folder by
using the Extract (unzip) option in the Staging pane. Zipping and unzipping files and folders in this manner preserves
metadata, enables faster importing time, and improves data management.
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6.8.5.1 Considerations and Limitations
The following are some considerations and limitations when zipping (compressing) and unzipping (extracting) in
Staging Explorer:

n Compression and Extractions usage factors with Zip, 7z, and RAR:

Zip 7z (7-zip) RAR

Compression (Zip) Plain ✔ ✗ ✗

Password protected ✔ ✗ ✗

Multipart (Split type) ✔ ✗ ✗

Multipart (Span type) ✗ ✗ ✗

Compression level ✔ ✗ ✗

Extraction (Unzip) Plain ✔ ✔ ✔

Password protected ✔ ✔ ✗

Multipart (Split Type) ✔ ✔ ✔

Multipart (Span Type) ✗ ✗ ✗

Preserve metadata ✔ ✔ ✔

n Execution time varies according to the number and size of input files.

n Source data for compression must not exceed 1 TB. For datasets near or above this limit, we recommend split-
ting the compressed data and executing multiple jobs. A similar limit applies to extraction—ZIP files should also
be under 1 TB.

n Compress/extract jobs cannot exceed 48-hour runtime. Jobs running longer are automatically canceled.

n RelativityOne instance limits:
o Maximum 20 concurrent jobs at the same time
o Maximum 100 jobs per 24 hours

n Split (multipart) zip file option is turned off by default. Minimum part size is 500 MB (10242 bytes).

n Two compression levels are available: 6-Normal and 0-Store. By default, the Compression Level is set “6-
Normal,” which means a parity between performance and compression. Compression Level "0-Store" adds files
to zip archive with maximum possible speed, but without any compression.

n Any empty directories and empty files are not included during compression.

n A canceled extraction job will leave partially extracted files/directories.

n During extraction, any filenames containing special or unsupported characters will be replaced with underscore
character “_” (U+005F).

6.8.5.2 Zipping (compressing) files and folders
To zip (compress) files and folders:

1. In the Staging pane, select the file or folder to be zipped (compressed), and click the ZIP button.

Note: You cannot zip files at the root directory level.
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2. Do the following:

n Create a name—type a unique name for the zip file.

n Compress Level—select whether or not to compress the files in the archive zip file. Every compression
method supports several levels of compression. Staging Explorer uses two levels: 6-Normal and 0-Store.
The zip extraction (unzipping) process is the same for both options.

o Normal—this is the default value. The files will be compressed using the standard zip com-
pression process. There will be parity between performance and compression. Typically, com-
pressed files are smaller, take up less storage space, and can be easier to transport than
uncompressed files; however, the compressing process may take longer, depending on the files
being compressed.

o Store—select this option to group multiple files together into a single archive zip file without com-
pressing them. This option adds files to the zip archive with maximum possible speed, but without
compression. It can be used when compressing files is not necessary or when the compression
process will take too long and use too much RAM.

n Split zip file (multipart zip files)—this toggle is off by default. Toggle it on if you want to compress the
data into multiple smaller zip files. Files are zipped with the maximum possible speed, but without any
compression. If selected, enter the appropriate size (integer value) for each file in the Split to size field
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and choose MB (10242 bytes) or GB (10243 bytes) from the drop-down list. The minimum split part size is
500 MB. The filename format for each zip file will be <Filename>.zip.001, <Filename>.zip.002, <File-
name>.zip.003, and so forth. Splitting large zips files into smaller zip files can:

o improve the transfer process and time.
o avoid difficulty transferring large zip files.
o help if you have size limitations for transferring, sharing, or storing data.
o help in the event of an interruption during the transfer process, as only the parts (files) that did not
transfer will need to be resent, instead of having to resend a very large zip file.

n Set a password—this toggle is off by default. Toggle it on if you want to password protect the file. Then,
enter a password in the Password field that appears. AES-256 is used for encryption.

3. Monitor the progress on the File Operations tab via the Progress and Status columns. When the compressing

process is complete, you can click expand plus button to view more details.

n Status—the status of the process (such as, In Queue, In Progress, Finished, Canceled, Failed).

n Duration—the length of time the process took to complete.

n Started On—the date and time the process started.

n Finished On—the date and time the process completed.

n Job ID—the unique identification number of the operation.

n Compressed Files—the total number of compressed files out of the total number of files in the job.

n Failed Files—the total number of files that failed to compress.

Note: During compression, the service creates temporary directory "tmp_Zippy_DoNotRemove_..." in the current
working directory. It is essential for the compression operation and cannot be removed manually. The temporary
directory is automatically deleted when the job is finished.

6.8.5.3 Unzipping (extracting) files and folders
To unzip (extract) files and folders:

1. In the Staging pane, select the file or folder to be unzipped (extracted).

Note: You can only perform this function for one item at a time.
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2. Click the Extract button at the top of the Staging pane.

3. For protected archives, enter password. Otherwise, leave this field empty.

Note: You can only enter a password for 7-Zip (7z) archives.

4. Click Extract.

5. Monitor the progress on the File Operations tab via the Progress and Status columns. When the extracting

process is complete, you can click expand plus button to view more details.

n Status—the status of the process, such as, In Queue, In Progress, Finished, Canceled, Failed.

n Duration—the length of time the process took to complete.

n Started On—the date and time the process started.

n Finished On—the date and time the process completed.



Data Transfer Guide 372

n Job ID—the unique identification number of the operation.

n Extracted Files—the total number of extracted files out of the total number of files in the job.

n Failed Files—the total number of files that failed to be extracted.

6.9 Requesting a Throughput Check
Throughput Check is used to provide reference transfer throughput based on your current connection.

n The Throughput Check runs automatically when users click Throughput Check in the user drop-down menu
next to your name.

n If applicable, click Close to cancel the Throughput Check.
n The Throughput Check performs a sample transfers (upload) of 500 files, each 500kB.

n The Throughput Check test results are shown under Throughput Check summary.

n The green number is your current network's speed available upload to RelativityOne.

6.10 Updating Transfer Settings
Complete the following steps to update various transfer settings and apply automatic updates.

1. Launch the Staging Explorer.

2. Navigate to Settings by clicking the down arrow next to your username, then click Settings.
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3.  On the Settings window, configure the following Transfer Settings fields as needed:

n Limit bandwidth—select this option if your organization has slow internet speeds and there are issues
with job transfer stability. By default, this option is not selected.
Some organizations may have slow internet speeds and experience issues with file transfer stability caus-
ing transfers to fail due to connection timeouts. In this situation, it may be necessary to limit bandwidth so
that it's shared with Staging Explorer transfers and other business activities to improve the efficiency and
stability of file transfers. When Limit bandwidth is enabled, transfers will be slower, but more stable.

n Overwrite Files—select this option to overwrite files that have the same name in the destination folder or
leave it blank to not overwrite same name folders. This option is selected by default.

n Transfer Empty Folder—select this option to recreate corresponding empty folders in the destination
folder that may exist in the source folder or leave it blank to ignore empty folders and not copy them to the
destination folder. This option is selected by default.

n Maximum Active Transfers—select from the drop-down list the number of active transfer jobs per-
mitted to run at the same time. The default value is 1 and maximum value is 3.

n Maximum Number of Auto Retry—select from the drop-down list the number of times the system will
automatically retry a failed transfer job before it displays a failed error message. The default value is 1
and maximum value is 3.

n Transfer Email Notification Recipients—if applicable, enter the default email addresses in the field.
Email notifications will only be sent to recipients when a transfer job finishes or fails.

o This field will only be visible to users who have the Send Email Notification permission on.
o When opening Staging Explorer for the very first time, the user’s email address from the current
instance will be inserted into the Transfer Email Notification Recipients field by default.
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4. Optionally, select Enable Automatic Update to automatically permit Staging Explorer to update to the newest
version when it's available.

5. Click Save.

6.11 Calculating folder size in Local/Staging panes
For information on Staging Area folders, refer to the Staging Area topic and Staging Area FAQ article in Community.

6.11.1 Calculating folder size

Note: You must enable View Staging Report permission in Admin Operations to be able to utilize the Calculate Size
function.

To calculate the size of a folder in the Local or Staging panes, complete the following steps:

1. Launch the Staging Explorer.

2. Select and open the drive that contains the folders for which you want to calculate size.

3. Hover over the folder you want to calculate and click the Calculate (binoculars) button that is displayed
under the Size column. The Calculating… status appears briefly under the Size column during calculation.
When finished, the size of the folder is displayed in that column. Click the binoculars icon again to recalculate
the column, if needed. More detailed information about the calculated folder, size, number of folders, and files
appear at the bottom of the pane.

n You can hold down CTRL to select multiple individual folders or SHIFT to select all the folders between
the first one you selected and the next. With the folders selected, you can click any of their binocular
icons to begin the calculation.

n Calculated data is not persistent. When you change the directory or refresh it, all calculated size data is
lost, and you will have to use the Calculate button again to view the data.

n If the binocular icon has a slash through it and is grayed out, then the calculate size functionality is not
available. This occurs when the selected folder is at the root level of the folder structure, because you
cannot calculate the size at the root folder level. Simply select a folder at least one level lower to enable
the icon and functionality.

https://help.relativity.com/RelativityOne/Content/Relativity/Staging_Area.htm
https://community.relativity.com/s/article/Staging-Area-FAQ
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Proprietary Rights
This documentation (“Documentation”) and the software to which it relates (“Software”) belongs to Relativity ODA
LLC and/or Relativity’s third party software vendors. Relativity grants written license agreements which contain
restrictions. All parties accessing the Documentation or Software must: respect proprietary rights of Relativity and
third parties; comply with your organization’s license agreement, including but not limited to license restrictions on
use, copying, modifications, reverse engineering, and derivative products; and refrain from any misuse or
misappropriation of this Documentation or Software in whole or in part. The Software and Documentation is
protected by the Copyright Act of 1976, as amended, and the Software code is protected by the Illinois Trade
Secrets Act. Violations can involve substantial civil liabilities, exemplary damages, and criminal penalties,
including fines and possible imprisonment.

©2025. Relativity ODA LLC. All rights reserved. Relativity® is a registered trademark of Relativity ODA
LLC.
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