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1 Simple File Upload

Simple File Upload, formerly Single File Upload, gives users the ability to add new documents to Relativity.

1.1 Special considerations
Keep the following considerations in mind:
e When you upload a document using Simple File Upload, Relativity imports the following metadata:

* ArtifactlD

e Control Number

» Extracted Text

» Relativity Folder Name

e Has Images

* Has Native

e Relativity Native Type

e Supported By Viewer

e System Created By

e System Created On

» System Last Modified By

e System Last Modified On

» File Name

» File Size

e Simple File Upload does not support operations for encrypted documents, such as uploading and replacing
encrypted documents. You may use Import/Export for that purpose.

e Thedirect upload of EXE, DLL, and HTML files is prohibited in Simple File Upload for security reasons. An error
message will be displayed if you attempt to upload them.

* You can search extracted text with keyword search. However, if Data Grid is enabled on a field, keyword search-
ing is disabled.

1.2 Workspace security permissions

To configure workspace security permissions for Simple File Upload:

1. Navigate to the Relativity Utilities console on the Workspace Details tab.
2. Click Manage Workspace Permissions.

3. Click Edit Permissions for a group on the Group Management tab.
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4. Grant access to the workspace security permissions listed in the table.

Object Security Tab Visibility Other Settings
e Document - ¢ Documents e Admin Operations: Allow
View, Add Import
¢ New Document
(child)
Notes:

e The New Document button will appear in all workspaces. You can only remove the button by removing
the Add Document permission from individual users.

 If you are upgrading from Relativity 9.6 or below, the New Document permission is disabled upon
upgrade.

1.3 Accessing Simple File Upload

Access Simple File Upload within a workspace in the Documents tab. The application functions on the Folders,
Clusters, and Field Tree browsers.

Note: You need to have the Add Document permission to access the New Document button.

1.4 Uploading new documents

To upload a new document to a workspace:

[&

1. Click New Documents icon ("~ ), which is located to the left of the View bar. The New Documents pop-up win-

dow appears.

2. Onthe New Documents dialog, drag and drop or browse for files that you want to upload. The default value is
20 files. See the Note below for how your Admin can increase the default value, if needed.

e

Drop your files here or browse for files.

Select up to 100 files
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Notes:

e The SFUMaxFilesToUpload instance setting determines the maximum number of documents you

can upload using Simple File Upload. Admins can set the maximum number of documents that you
can upload at one time up to 100. When the instance setting is set to 100, you can only upload up to
100 files at one time with Simple File Upload. If you select more than 100 files, Relativity will only
upload the first 100 files you selected. Any files after the first 100 will not upload. A warning message
will be displayed in the pop-up if more than 100 files are selected.

When uploading transcripts via Simple File Upload, Relativity automatically creates a folder to house
all transcripts with sub folders named after the Deponent Name field. Transcripts are stored in these
folders, along with any corresponding attachments. When exhibit folders are uploaded with a tran-
script, the naming convention includes an underscore (_). If there are no exhibits, an exhibit folder is
not created.

The direct upload of EXE, DLL, and HTML files is prohibited in Simple File Upload for security reasons.
An error message will be displayed if you attempt to upload them.

The selected files will be displayed in a list. If you choose not to upload one of the selected files, click the delete
icon next to the file's name in the pop-up.

Drop your files here or browse for files.

Select up to 5 files

1. Control Number: | AZIPPER_00M3508.msg ﬁ
2. Control Number: | AZIPPER_00M3507 . msg ﬁ
3. Control Number: | AZIPPER_0013508.xls ﬁ
4. Control Number: | AZIPPER_00M3508.msg ﬁf
5. Control Number: | AZIPPER_0013510.5s i}
6. Control Number: | AZIPPER_0013511.msg ﬁ'j
7. Control Number: | AZIPPER_0012512.xls ﬁ
8. Control Number: | AZIPPER_0013513.msg ﬁ
9. Control Number: | AZIPPER_00132480.xls ﬁ
10. Control Number: | AZIPPER_0013500.msg ﬁ
11. Control Number: | AZIPPER_0013501.xls ﬁ'j

| Cancel |
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3. Click Upload. When a document uploads successfully, a green check mark appears next to the file name. A pro-
gress bar tracks the progress of all the files selected.

Mew Documents

Uploading (7 of 15)

| 00:00:47
1. Control Number: | A7IPPER_0013508.msg ﬂ
2. Control Number: | AZIPPER_00M3507 . msg ﬁ
3. Control Number: | AZIPPER_0013508.xls Q
4, Control Number: | AZIPPER_0013508.msg ]
5. Control Number: | AZIPPER_0013510.:ds Q
6. Control Number: | AZIPPER_0013511.msg ]
7. Control Number: | AZIPPER_0013512.xls )
8. Control Number: | 47/PPER_0013513.msg )
9. Control Number: | AZIPPER_0012480.xis ﬁ
10. Control Number: | szIPPER_0013500.msg ﬁ
11. Control Number: | A7IPPER_0013501.xs ﬁf
Upload | Cancel |

Note: You cannot upload a document that shares a Control Number with a document that already exists in
Relativity. If you want to replace a document, use the Replace document native icon in the Review Interface. See
Replacing documents below.

1.5 Replacing documents

The Viewer supports the ability to replace natives and images as an option in the Document Actions drop-down
menu. For more information, see the Admin Guide.

Note: You need edit, add, and delete document permissions as well as to access the Replace document native
icon.

To replace a document in the viewer:
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1. Open adocument.

2. Navigate to the layout and click Replace document native. The Replace Document pop-up widow opens.

Replace Document

A

Drop your file here or click to select a file,

3. Drag and drop or select the document that you would like to replace the current document in the viewer with.

On replace, the following meta data is uploaded:

 ArtifactlD

e Control Number

» Extracted Text

e Folder Name

e Has Images

» Has Native

e Relativity Native Type

e Supported By Viewer

e System Created By

e System Created On

e System Last Modified By
o System Last Modified On
* FileName

» FileSize

» FileExtension

If you replace a document with a document that shares the same control number, Relativity overwrites the following
fields:

¢ FileName
* FileSize

* FileExtension
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o Extracted text

e Supported By Viewer

e Relativity Native Type

e Has Native

e System Last Modified On
e System Last Modified By

Relativity aR Simple File Upload



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 lllinois Trade
Secrets Act. Violations can involve substantial civil liabilities, exemplary damages, and criminal penalties,
including fines and possible imprisonment.

©2026. Relativity ODA LLC. All rights reserved. Relativity® is a registered trademark of Relativity ODA
LLC.
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