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We are pleased to have you join us on your certification
journey. Relativity certifications are designed to validate
your expertise and add value to your professional
growth. Whether you are just starting out or have years of
experience, our certifications offer a unique opportunity
to stand out, enhance your professional profile, and
establish your authority in the field.

Pursuing Relativity certifications is a strategic move
towards advancing your career. We are committed to
supporting you every step of the way. Take full advantage
of the comprehensive resources available to you,
including expert-led training sessions, study guides,
practice questions, community forums, and more. These
tools are designed to help you succeed and make the
most of your certification experience.

Thank you for choosing to invest in your professional
development with Relativity certifications. Welcome
aboard, and best of luck on your certification journey.

Relativity Certification Team



Table of Contents

1. Introduction
1.1 How to use this handbook
1.2 Why certification matters

1.3 Your path to becoming certified

2. Choose your exam
21 Choosing an exam

2.2 Relativity Certification Program

3. Schedule your exam
3.1 Our testing partner — Prometric
3.2 Choosing the exam format
3.3 Registration and scheduling
3.4 Payment methods
3.5 Rescheduling and Cancellation Policy
3.6 Refund Policy

3.7 Special accommodations

4. Prepare and learn
4.1 Relativity learning platforms

4.2 Available study materials

4.3 Exam preparation tips

o o ~ b

N

5. Get certified
5.1 Online exam requirements
5.2 Online exam experience
5.3 In-person exam requirements

5.4 In-person exam experience

6. After the exam
6.1 Understanding your results
6.2 Retake Policy
6.3 Certification maintenance
6.4 Parental Leave Certification Extension

6.5 Relativity Designations

Appendix A: Relativity Policies

Appendix B: Useful Resources

26
26
27
28
29
29

30
35



Introduction

11 How to Use this Handbook

To make the most of this handbook, read it carefully and revisit it as needed throughout your

certification journey.

It is divided into six sections, each designed to walk you through a specific phase - from
understanding the certification structure to preparing for your exam and maintaining your
certification. These sections provide clear guidance, practical tips, and helpful insights to ensure
you feel confident and informed every step of the way.

At the end of this handbook, you will find two appendices. The first appendix includes all

Relativity policies referenced throughout the handbook. The second appendix lists all important

websites and resources.

Section 1

Introduces you to the Certification
Handbook, outlines the key
benefits of earning Relativity
certifications, and walks you

through the step-by-step process
of how to become certified.

Section 6

Clarifies what happens after
completing your exam including
certification maintenance
processes, our retake policy, and

various opportunities for continued

education.

Sections 2 -5

Guides you through choosing the
right exam, understanding how
scheduling works, and preparing
effectively. You will also learn what
happens on exam day.

Appendices

This section includes two
appendices: one with all policies in
a single place and the other with an

array of resource links.

© Relativity. All rights reserved.




Introduction

1.2 Why Certification Matters

Obtaining a Relativity certification demonstrates your expertise, signals your commitment to
advancing in a competitive field, and represents an investment in your future. It opens doors to
new opportunities, career growth, and professional excellence. Take the next step and unlock your
potential with Relativity!

Validate your expertise Strengthen your team and organization
By obtaining a Relativity certification, you Relativity certifications also benefit teams
validate your expertise and demonstrate by promoting consistency, efficiency, and
your commitment trust. Certified professionals
to excellence. This are seen as reliable

recognition sets you apart experts, often stepping into

[ J [ J
from your peers and opens @ o leadership roles to ensure
up new opportunities for : 93% : their team’s skills are aligned
career advancement. ° of certified ° with industry standards.
: professionals :
Advance your career ° recommend the °
Relativity certifications can ® Relativity Certification ®
be a strategic move for : program : Expand your network
those looking to transition 0. : Our certifications connect
into the e-discovery field. ceeereesereees you with a global community
Certified professionals of professionals. Whether
are highly valued in the industry, leading to through the Relativity Community,
increased marketability and credibility. In User Groups, or Relativity Fest events,
fact, 44% of exam takers pursue certification being certified helps you build valuable
specifically to advance their careers. relationships and stay informed about

industry trends.

© Relativity. All rights reserved.




Choose

your exam

Introduction

1.3 Your Path to Becoming Certified

Schedule
your exam

1. Choose your exam

Explore the Relativity certification program
to find the exam that best matches your
professional goals and current expertise.
This step ensures you select a certification
that truly reflects your skills and aspirations.

2. Schedule your exam

Decide whether to take your exam online or
at a testing center. You will receive detailed
guidance on technical requirements, special
accommodations, and how to book your
exam appointment, making the scheduling
process straightforward and convenient.

3. Prepare and learn

Access a variety of study materials and
leverage the Relativity Learning platform to
enhance your preparation for your exam.

and learn

Prepare Get Next

4. Get certified

On exam day, feel confident with clear
instructions on what to expect, what to bring,
and the requirements you need to meet
for both an online or test center proctoring
experience.

5. Next steps

After the exam, understand your results and if
needed, follow the retake policy. Learn how to
maintain your certification and explore steps
to achieve the Relativity Expert or Relativity
Master designation.

© Relativity. All rights reserved.
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@ Choose your Exam

In this section, you will discover how to choose the right certification for you.
We will guide you through options based on your role, career goals, training needs, and
experience. You will also hear about our self-assessment quiz that can pinpoint the best
exam for you and explore the Certification Guide for full details on every certification offered.

2.1 Choosing an Exam

Every certification journey is unique. In order to choose the correct exam, start by thinking about
your existing experience, goals, and what will set you up for success.

Key questions to guide your decision:

o What is your current role?

o Which product areas do you work with most?

o What are your long-term career goals?

o Which processes or workflows would you like to explore?
o How much time can you dedicate to studying?

o What training might you need before attempting the exam?

Read our Certification Guide Take a self-assessment quiz

The Relativity Certification Guide details This short self-assessment quiz can help you

the different levels of certification exams, choose the right certification. Based on your
including the cost, key exam topics, relevant career goals, experience, and interests, you
job roles, recommended preparation time, will get personalized suggestions of which

and sample certification paths. Relativity exams to take.
READ THE TAKE THE
GUIDE QuUlIZ

© Relativity. All rights reserved.




@ Choose your Exam

2.2 Relativity Certification Program

Pro Certifications

These foundational certifications are ideal
for individuals who are new to Relativity or
seeking to validate their core knowledge. Pro
certifications cover the essential features and
functionalities of the platform, ensuring you
have a solid understanding of how to navigate

and utilize Relativity effectively.
\ S

Specialist Certifications

é )

These targeted certifications are tailored

for professionals who want to showcase
their expertise in specific domains, such as
analytics, processing, or project management. LEARN
These exams are designed to highlight your MORE
proficiency in specialized workflows and tools

within the Relativity ecosystem.
\, y

Relativity Certified Administrator (RCA)

é The RCA certification is a comprehensive

certification for professionals who manage

and configure a RelativityOne environment.
It demonstrates your ability to oversee system

settings, manage users and permissions, and
ensure optimal performance and security of the
platform. This certification is widely recognized

as a benchmark for administrative excellence.
\_ )

© Relativity. All rights reserved.




E Schedule your Exam

In this section, you will learn about our testing partner, Prometric, and the testing
options they offer - both in secure testing centers and through remote proctoring. You
will also discover how to schedule or reschedule your exam and learn about the special
accommodations available to ensure an accessible testing experience for all candidates.

3.4 Our Testing Partner — Prometric

Prometric is Relativity’s exam deliver partner. Prometric offers flexible exam options—either
at test centers or online via monitored proctoring. Candidates are able to manage their exam
appointments themselves through Prometric’s scheduling website or contact center.

Key Prometric Resources

o Main Prometric Portal: Learn more about

Prometric’s policies and access test taker resources.

o Relativity Exam Page: Access Relativity-specific

instructions and preparation instructions.

o ProScheduler: Access your exam appointment

confirmation details and payment receipt.

o Score Reports: Access your score report using

your confirmation number and last name.

o ProProctor System Check & App: Install the app

and perform a system check before online exams.

o Candidate Support: Reach out for help with

technical issues, accommodations, or rescheduling.

o Test Center Locations: Check the list of available

test center locations.

Prometric assistance
If you need help with your
exam, please contact Prometric:

o Telephone: 1-888-226-8001
o Availability: Monday to
Friday, 8:30 AM — 5:00 PM (ET)

Need more help?

If Prometric refers you back to
Relativity, please contact the
Certification Team at
certification@relativity.com

© Relativity. All rights reserved.



https://www.prometric.com/
https://www.prometric.com/exams/rel
http://proscheduler.prometric.com
http://scorereports.prometric.com
https://app-proproctor-candidate-portal.proproctor.prometric.com/
http://prometric.com/contact-us

'~ | Schedule your Exam

3.2 Choosing the Exam Format

When preparing to take a certification exam with Prometric, you can choose between two
delivery methods: online proctored exams or in-center testing. Each option offers distinct

advantages and considerations depending on individual preferences, technical capabilities,

and logistical needs. This section provides a comparison of both formats to help you make an

informed decision.

Note: All relevant processes, technical requirements, and documents needed for either option
are detailed in the Take Your Exam section of this Handbook.

The following table compares online proctored exams and in-center testing across multiple key

factors. Understanding these differences will ensure you are well-prepared on exam day, no

matter which format you select.

Location Supervision
& Setup & Security
Taken remotely Live remote
from a private space proctoring with
Online using your own webcam
device. monitoring and a
room scan.
Taken at a Prometric In-person
test center with all proctoring with
Test Center equipment provided. physical security
checks.

Table 1. Comparison between online and in-center testing environments

Environment
& Support

Requires a quiet,
interruption-free
space. Remote tech
support available.

Standardized test-
ing environment.
On-site staff for
assistance.

Scheduling
& Flexibility

Often more
flexible with greater
availability
of time slots.

Limited to
individual test
center hours and
local availability.

© Relativity. All rights reserved.
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E Schedule your Exam

3.3 Registration and Scheduling

To schedule your exam, you will first need to join Relativity Community, the platform used for

exam registration and scheduling. Creating an account is free, and you will need to register with

your professional email following the steps ahead.

Join the Relativity Community

1. Go to the Relativity Community website.

2. Click Login.

3. Click Not a member? if you do not have an account.
4. Create an account using your professional email.

Log into your Community account

1. Go to the Relativity Community website.
2. Click Login.

3. Enter your credentials.

Schedule your exam

1. In the Certification Tracker, find the exam you want to
take.

2. Click the exam card to open its details.

3. Select Schedule the Exam.

4. In the pop-up:

- Enter your legal name (must exactly match your
government-issued photo ID).

- Choose your exam location (online or test center).
5. You will be redirected to Prometric’s website to
complete registration.

- In ProScheduler, scroll down to see more

time slots (AM times show first).

- Your exam time will be confirmed in your

Prometric confirmation email.

3. Select Schedule the Exam.

Scheduling Tips

1. If your name does not
exactly match what is
listed on your ID, email the
Certification team for help.

2. Exam time will be shown in
24-hour format.

3. Schedule only one exam
per day to avoid conflicts.

4. If you choose remote
proctoring, your confirmation
email may list the following
address:

#9403 Remote Proctoring
MYT Virtual, Maryland
21236 US

This is expected and refers to
Prometric’s remote service.

© Relativity. All rights reserved.
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https://community.relativity.com/s/

E Schedule your Exam

3.4 Payment Methods

Follow the scheduling steps and enter your payment details at checkout.

Find your code in the Exam Vouchers section at the bottom of the Certification Tracker.

Follow the exam scheduling steps and enter your voucher code on the payment screen.

Be sure to schedule and take your exam before the voucher expires. Expired vouchers are
invalid and cannot be extended.

3.5 Rescheduling and Cancellation Policy

Log in to the Relativity Community and navigate to the Education Center | Certification
Tracker.

Find the exam you want to schedule and click on the exam card to open the exam details.

Click on the Reschedule the Exam button or the Cancel the Exam button.

You will be redirected to Prometric’s website to complete your reschedule or cancellation. It
may take up to three hours for cancellation to be available on Prometric’s website immediately
after scheduling an exam.

Changes to exam date and time are free.

Changes to exam date and time cost $35. Unfortunately, this is enforced by Prometric. We're
working to make this policy more friendly and more realistic.

If you cancel or miss your exam appointment, you will forfeit the entire exam fee.
Rescheduling is not allowed.
If you used voucher to schedule, it becomes void if you cancel or miss the exam.

© Relativity. All rights reserved.




E Schedule your Exam

3.6 Refund Policy

We understand that emergencies can occur. If you are unable to attend your scheduled exam
and cannot reschedule or cancel it, you may be eligible for a refund under certain conditions.

1. Check whether your situation matches any of the extenuating circumstances listed below.
2. Visit Prometric’s website and complete the Refund Request Form.

3. Prometric and a member of the Relativity Certification team will review your request. Please
note that you may be contacted for supplemental information.

4. Appropriate action will be taken based on the outcome of the review.

Extenuating Circumstances

Refunds may be granted under the following circumstances:

o Medical emergency

o Military deployment

o Death in the immediate family
o lliness in immediate family

o Natural disaster

Extenuating circumstances do not include work-related events.

© Relativity. Al rights reserved. 13




E Schedule your Exam

3.7 Special Accommodations

Eligibility
If you have a disability covered under the ADA Amendments Act (2008), you may request
reasonable accommodations before you schedule your exam.

Available accommodations:
0 25% extra exam time
o A larger monitor

How to request accommodations:
1. Read the full Relativity Examination Disability Policy.
2. Email certification@relativity.com with:

o The exam you plan to take

o Your limitations and requested accommodations

o Supporting documentation (e.g., doctor’s note, clinical report)
3. Requests must be submitted at least 3 weeks before your exam.
4. We will review your request confidentially and if approved, we will instruct you to proceed
with scheduling your exam with the accommodations automatically applied.

Note: If your employer paid for your exam, they may be informed of any accommodations.

14
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https://help.relativity.com/Relativity/Certification/Relativity%20Examination%20Disability%20Policy.pdf

Prepare and Learn

In this section, you will learn about the Relativity Community and the Relativity Learning
platform and how they support your certification journey. You will also learn what study

materials we offer for each exam and where to find them.

41 Relativity Learning Platforms

Relativity Community

Relativity Community is your go-to space for
connecting with peers, accessing support,
and managing certifications.

o Register for exams

o Access study materials

o Join user groups based on your region
or interests.

o Participate in forums to ask questions
and share insights.

o Search the knowledge base for expert-
curated articles and troubleshooting tips.

o Track your RCE credits in the Education
Center.

o Submit product enhancement ideas.

o Register for events

Relativity Learning

Relativity Learning helps you build skills and
prepare for certifications with structured,
role-based training.

o Training Catalogue with self-paced
courses, videos, playbooks, and interactive
tutorials.

o Instructor-led sessions

o Curated learning paths to help you build
expertise step by step.

o Study plans to organize your exam prep
and stay on track.

o Progress tracking to monitor course
completions and milestones.

o RCE credit opportunities for eligible
courses, activities, and learning paths.

© Relativity. All rights reserved.
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@ Prepare and Learn

4.2 Available Study Materials

Each exam comes with its own tailored set of learning materials to help you prepare
effectively.

Pro Specialist RCA Where
Certifications Certifications Certification to find it:
Study Guid Relativity
u uide 3
L M M M Community
Relativity User
D tati a
ocumentation E[ IZ[ E[ Documentation
. Relativit
Practice R
Questions M M M Learnin
Relativity
Digital N 7| : 7‘ Learnin
Study Plan - =earning
Relativity
Workbook .
and Sample Data = - M Communit
Prep Relat|V|t¥
Environment - - Community
Table 2. A list of all available study materials for Pro, Specialist and RCA exams
16
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Prepare and Learn

Study Guide

All Relativity exams are supported by

a Study Guide, which includes key
information about the exam. The guide
provides a topic breakdown of what will
be tested on the exam as well as other
specific exam details to help you prepare
effectively.

Documentation

Relativity Documentation is a free online
database that explains all product features
and processes. While Study Guides include
links to all relevant documentation, you are
encouraged to explore the full database to
expand your understanding of Relativity.

Practice Questions

Practice questions are published on
Relativity Learning and included in each
Study Guide.

o Pro Exams: Study guide includes the
exact questions used in the exam (no
answers provided).

o Specialist & RCA Exams: Study guide
includes sample questions for practice.

Digital Learning Path

Specialist and RCA candidates can access
digital learning paths via Relativity Learning
that are tailored to each exam. These
week-by-week paths include videos, self-
paced modules, documentation links, and
short exercises to reinforce learning.

RCA Workbook

RCA candidates receive a Workbook with
exercises and associated sample data

set that simulate real-world scenarios. It

is designed to help candidates practice
with Relativity workflows before taking the
exam.

RCA Prep Environment

Upon registering for the RCA exam,
candidates receive 12-weeks of access to a
sandbox environment in order to complete
RCA workbook exercises and explore
Relativity features they may not encounter
in their daily work. You can learn more
about the RCA Prep Environment here.

If you need more time in the
RCA Prep Environment, you can
purchase a 2-week or 4-week
extension here.

© Relativity. All rights reserved.
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Prepare and Learn

4.3 Exam Preparation Tips

Every certification journey is unique and depends on your role, experience, and goals. There

are several helpful steps anyone can follow to make exam preparation more effective. This
section outlines practical tips and tools you can use to get started.

Start with the Study Guide
Begin your exam preparation by reading the

dedicated exam Study Guide available in the
Relativity Community. Take time to understand
the exam format, key topics, and how each
section is scored. Knowing

the importance
each topic represented
on the exam will help you

level of

focus your study efforts
and prioritize areas that
need more attention.

Set a study schedule
Break your preparation

into manageable sessions
and set realistic goals
based on your availability.
A consistent study routine
helps you stay focused. Consider using a
calendar or planner to block time for reviewing

materials. If you are preparing for a more
advanced exam like the RCA, allow extra time
for hands-on practice and workbook exercises.

“The Study Guide
was most helpful to
cover all relevant
topics included in the
exam.”

Relativity Processing Specialist exam

candidate’s feedback

Use all available study materials
Your study approach should match the exam

you are preparing for. If you are taking a Pro
exam, review all exam questions and find
the answers in Relativity documentation. For
a Specialist exam, follow
the dedicated study path in
Relativity Learning to guide
your preparation. If you are
preparing for the RCA exam,
leverage the
study path in conjunction
with the RCA workbook and
prep environment access.

associated

Explore Relativity Learning
Take advantage of live

webinars and
sessions led by Relativity
instructors. In addition, make full use of the
self-paced courses, curated study paths, and
interactive tutorials on Relativity Learning.

recorded

© Relativity. All rights reserved.
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@ Get Certified

In this section, you will learn how to get ready for your exam in the days leading up to it and
on the exam day itself. This section contains guidance on which documents to bring and
what to expect depending on whether you are testing at a test center or remotely.

5.1 Online Exam Requirements

Technical requirements

Make sure you meet the technical requirements outlined here before attempting your online
exam. If you experience any technical issues during your exam, please contact Prometric
Candidate Cares.

Identification requirements
To ensure a smooth and secure testing experience, please review the following ID and
environment requirements before your scheduled exam.

Accepted forms of ID include: The ID must be:

o Driver’s license o Original

o Passport or Passport Card o Valid (unexpired)

o Military ID o Include a photo and signature

o National Identification Card unless your country of origin issues

o Green Card / Alien Registration Card identification documents without them.
o Social Insurance Card

o Welfare Card Note: Photocopies, expired IDs, or

o Other government-issued photo ID digital versions are not accepted.

19
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Get Certified

If you are testing remotely, your space must meet the following criteria to avoid exam

termination or invalidation.

Requirement

Private
Indoor Space

No Third Parties

Clutter-Free
Workstation

Pre-Approved
Items Only

Compatible
Laptop

Description

Must be indoors, fully enclosed (no windows or glass
walls/doors), well-lit, and free from noise or interruptions.

No one else (including pets) may enter or be present in
the room during the exam.

Your desk and surrounding area must be clear of papers,
pens, electronics, and any materials that could offer an
unfair advantage.

Only items listed as pre-approved are allowed. These will
be visually inspected by the proctor.

You must use a personal or non-work laptop that can
download and run the ProProctor application before the
exam.

Table 3. Description of online testing requirements

© Relativity. All rights reserved.
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Get Certified

5.2 Online Exam Experience et 0.,
[ J
C. [}
° 24 °
. h -
Step 1: Review the ProProctor User Guide ° °
° o °
. pl' 10 o
Familiarize yourself with the testing platform and ° r °
procedures by reading the ProProctor User Guide. It ®e o’
[ J oo © [

covers everything you need to know about navigating your
exam environment.

Step 2: Watch the Exam Day Expectations Video

Watch this video and learn what to expect with ProProctor.
online exams.

Step 3: Run a System Readiness Check

Ensure your device is compatible and ready to go with a
ProProctor system readiness check.

Step 4: Download & Install ProProctor

Download and install the ProProctor Application ahead of time

by entering your exam confirmation number and the first four
letters of your last name.

21
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@ Get Certified

Step 1: Prepare your Workstation

Before your exam starts, make sure your environment is ready by

disconnecting external monitors and clearing your desk and walls

of any non-essential items such as papers, books, or décor. Turn

off your phone and remove all electronic devices from the testing
area.

Step 2: Launch your Exam

Log in at least 20 minutes before your scheduled exam time.
Visit the and enter your confirmation
number along with the first four letters of your last name.
Connecting with a proctor may take up to 30 minutes. If you are
waiting more than 20 minutes, exit ProProctor and relaunch the
application.

Step 3: Complete the Check-In

Before meeting your Prometric Readiness Agent, complete the
check-in process:
o Face capture: align your face and click CAPTURE.
o ID capture: hold up your valid photo ID and click CAPTURE.
o Checklist review: confirm your workstation setup meets all
requirements before proceeding.

Step 4: Final Pre-Exam Steps

You will have around 20 minutes to review the Terms &
Conditions and exam tutorial screens. The total time allocated
for your exam appointment includes these introductory steps

and your exam time will not be impacted. Also, prepare for
visual checks such as showing your wrists to the proctor.

© Relativity. All rights reserved.
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@ Get Certified

5.3 In-Person Exam Requirements

Test Center policies

Review the security policies outlined here to learn about important security procedures and

the test center check-in process. Familiarizing yourself with these guidelines will help ensure a

smooth and compliant testing experience.

Identification requirements

To ensure a smooth and secure testing experience, please review the following ID requirements

before your scheduled exam.

Accepted forms of ID include:

o Driver’s license

o Passport or Passport Card

o Military ID

o National Identification Card

o Green Card / Alien Registration Card
o Social Insurance Card

o Welfare Card

o Other government-issued photo ID

The ID must be:

o Original

o Valid (unexpired)

o Include a photo and signature
unless your country of origin issues

identification documents without them.

Note: Photocopies, expired IDs, or
digital versions are not accepted.

© Relativity. All rights reserved.
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@ Get Certified

° o ® oo °
5.4 In-Person Exam Experience . .,
[ ] [ J
° 24 °
. h -
Step 1: Review the ProProctor User Guide ° °
° o °
. | . . Prig,
Familiarize yourself with the testing platform and procedures ° r °
by reading the ProProctor User Guide. It covers everything ®e o’

you need to know about navigating your exam environment.

Step 2: Watch the Exam Day Expectations Video

Watch this video and learn what to expect during an
in-person exam.

Step 3: Read about Prometric Security Policies

Review the security policies outlined here.

Step 4: Check Test Center Closures

Check the list of temporary Prometric center closures which is

updated daily, to see if your testing center will be open.

Step 5: Access your Confirmation Number

Review your exam registration confirmation email to obtain
your confirmation number.

24
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@ Get Certified

Step 1: Arrival and Check-In

Arrive at least 30 minutes before your exam to allow enough
time for check-in. Be sure to bring a valid, government-
issued photo ID. Upon arrival, you will be asked to store

personal items in a secure locker, and test center staff will
guide you through the check-in and security procedures.

Step 2: Security Procedures

As part of the security procedures, you may be scanned
with a metal detector wand. You will undergo a brief visual
inspection, which can include checking your pockets, ankles,
ears, and eyeglasses for unauthorized devices.

Step 3: Testing Environment

The testing room is quiet, monitored, and designed to minimize
distractions. Each workstation includes a computer and noise-
reducing headphones. Surveillance cameras will be present to
help staff maintain exam integrity.
Note: You do not need to bring your own computer nor any
auxiliary equipment.

Step 4: During the Exam

Follow all instructions provided by the test center staff during the
completion of your exam.

© Relativity. All rights reserved.
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@ After the Exam

In this section, you will learn about interpreting your exam results, the exam retake policy,
how to maintain your certification, and opportunities to further your certification journey
with the Relativity Expert and Relativity Master designations.

6.1 Understanding Your Results

Preliminary results

Immediately after completing a multiple-
choice exam, you will receive a Topic
Breakdown email. This outlines your
performance by subject area but does not
indicate whether you passed or failed.

Generating a Topic Breakdown
If you would like to generate this breakdown
yourself, you can do so here.

Official results

You will receive your official Pass/Fail result
via email within three business days after
your exam. This result is final and does

not include a numeric score. Exams are
automatically scored by the system, though
Relativity may, at its discretion, conduct

a manual second-pass review to ensure
accuracy.

Certification status disclosure

Your exam result will be shared with

you and your employer if your employer
scheduled or paid for the exam. Relativity

is not responsible for how your employer

or others may share your results. Relativity
may disclose your current certification
status (certified or not certified) to any party
reasonably representing themselves as your
current or prospective employer, regardless
of who paid for the exam.

Certificate and badges

If you pass your exam, you will receive

an electronic certificate along with digital
badges and logos that can be used in your
email signature and on social media. These
credentials will be available in your Relativity
Community profile, making it easy to
showcase your achievement and share your
success.

© Relativity. All rights reserved.
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6.2 Retake Policy

We are committed to maintaining the integrity and fairness of our Certification Program. The
following policy outlines the rules for retaking certification exams:

Retake timing guidelines
o First Attempt Failure: You must wait at least one week before registering for a retake.
o Subsequent Failures: You must wait at least one month before registering again.
o Annual Limit: You may not attempt the same exam more than four times per calendar year.

Note: Information on current and upcoming exam versions is available on the Certification Exam
Updates page and in each exam’s study materials.

Retaking an exam you already passed
If you are already certified and wish to retake the same exam:

o You must wait at least six months before registering again.

o You must retake the exam on a different version than the one on which you are currently
certified.

o If you pass, your certification will be updated to the new version.

o If you do not pass, your existing certification remains valid on the previous version, provided
you continue to meet Relativity Continuing Education (RCE) requirements.

Retake policy enforcement

Any violation of this policy may result in:
o Invalidation of your exam results or certification.
o Denial of future exam registrations.

Note: This policy applies only to retakes of the same type of exam.
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@ After the Exam

6.3 Certification Maintenance

To help you stay up to date with Relativity’s evolving platform and industry best practices, we
require ongoing education through Relativity Continuing Education (RCE) credits for certain
certifications. Specifically, to maintain your Specialist and Relativity Certified Administrator
(RCA) certifications, you must earn a designated number of RCE credits each year. This ensures
that your certified status reflects the latest platform updates and best practices, so you can

continue delivering value with confidence.

Annual Maintenance Requirements
o Relativity Certified Administrator (RCA):
12 RCE credits per year
o Relativity Specialist Certifications:
6 RCE credits per year
o Relativity Pro Certifications:
Do not expire and thus do not require
RCEs

How to Earn RCE Credits

You can earn RCE credits by attending
Relativity-hosted events, joining webinars
and training sessions, publishing authored
content, and completing RCE learning paths.
For a full list of available opportunities, click
here.

Tracking RCE Credits

You can easily track your RCE credits in the
Relativity Community. Your earned credits
will appear on the relevant exam cards in the
Certification Tracker.

Additional Information

o RCE credits must be earned within
12 months following your certification
renewal date.

o You can only receive RCE credits for a
specific self-paced video, and/or type of
authored content once per certification year.

o When registering for events, register with
the same email address Relativity has on
file for you. This will ensure your credits are
properly tracked.

o Allow one week for RCE credits to
appear in the Certification Tracker on
your Community account.

o Relativity reserves the right to grant,
deny, revoke, or change requirements for
RCE credits in its sole discretion.

© Relativity. All rights reserved.
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Relativity supports certified professionals during parental leave by offering a 4-month extension
for your certification maintenance requirements to maintain active certification status. To request

the extension, email the Certification Team at

. You will be asked to

complete, sign, and return a Parental Leave Extension Affidavit to formalize your request.

6.4 Relativity Designations

Take your Relativity skills to the next level and gain industry recognition with the Relativity
Expert and Relativity Master Designations. Both designations validate your deep technical
knowledge and hands-on experience across multiple areas of the Relativity platform.

Designation Requirements

o Relativity Certified Administrator
(RCA) certification

MBI o Any 2 Specialist certifications
Expert
o Relativity Certified Administrator
Relativity (RCA) certification
Master o Any 4 Specialist certifications

Benefits

o Join a community of Relativity
Experts
o Expand your professional network
o Showcase your badge on LinkedIn
and email

o All Expert-level benefits
o Access to exclusive Relativity
Masters Community group
o Early access to new programs and
events
o Annual complimentary perks: 1
Pro exam, 1 Specialist exam, and 1
training course

Table 4. Explanation of Relativity Expert and Relativity Master benefits and requirements

© Relativity. All rights reserved.
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Appendix A: Relativity Policies

1. Exam Terms and Conditions:
Please refer to

2. Full Privacy Policy:
Please refer to

3. Biometric Policy:
Relativity does not require, enable, or allow the collection of any biometric data in
connection with remote certification testing.

4. Prometric Cancellation & Reschedule Policy:

Rescheduling 30+ days before your exam
- Changes to exam date and time are free.

Rescheduling 5-29 days before your exam
- Changes to exam date and time cost $35.

Rescheduling within 5 days of your exam
- Canceling or not showing up means you forfeit the full exam fee.
- Rescheduling is not allowed.

- If you are using a complimentary voucher, it becomes void if you cancel or miss the exam.

5. Refund Policy:
If you are unable to attend your scheduled exam and cannot reschedule or cancel it, you
may be eligible for a refund under specific conditions.

1. Check whether your situation matches any of the extenuating circumstances (medical

emergency, military deployment, death in the immediate family, illness in immediate

family, or natural disaster). Please note that the extenuating circumstances do not include

work-related emergencies.

2. Visit Prometric’s website and complete the
3. Prometric and a member of the Relativity Certification team will review your request.
Please note that you may be contacted for supplemental information.
4. Appropriate action will be taken based on the outcome of the review.

© Relativity. All rights reserved.
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Appendix A: Relativity Policies

6. Retake Policy
General Rules
o First Attempt Failure: You must wait at least one week before registering to retake the
exam.
o Subsequent Failures: You must wait at least one month before registering again.
o Annual Limit: You may not attempt the same exam more than four times per calendar
year.

Retaking an Exam You’ve Already Passed
If you are already certified and wish to retake the same exam:
o You must wait at least six months before registering again.

o You must retake the exam on a different version than the one on which you are currently

certified.

o If you pass, your certification will be updated to the new version.

o If you do not pass, your existing certification remains valid on the previous version,
provided you continue to meet Relativity Continuing Education (RCE) requirements.

Retake Policy Enforcement

Any violation of this policy may result in:
o Invalidation of your exam results or certification.
o Denial of future exam applications.

Note: This policy applies only to retakes of the same type of exam.

7. Relativity Examination Disability Policy
Please refer to
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8. Certification Maintenance Policy
Annual RCE Credit requirements:
o Relativity Certified Administrator (RCA): 12 RCE credits per year
o Relativity Specialist: 6 RCE credits per year
o Relativity Pro Certifications: Do not require RCE credits and do not expire

How to earn RCE Credits

You can earn RCE credits by attending Relativity-hosted events, joining webinars and training
sessions, publishing authored content, and completing RCE Learning Paths. For a full list of
available opportunities, click

Additional Information

o RCE credits must be earned within 12 months following your certification renewal date.

o You can only receive RCE credits for a specific self-paced video, type of authored
content once per certification year.

o When registering for events, register with the same email address Relativity has on file
for you. This will ensure your credits are properly tracked.

o Allow one week for RCE credits to appear in the Certification Tracker on your Community
site account.

o Relativity reserves the right to grant, deny, revoke, or change requirements for RCE
credits in its sole discretion.

9. Parental Leave Certification Extension Policy
Relativity supports certified professionals during parental leave by offering a 4-month
extension to maintain active certification status.

o To request an extension, please email prior to your
certification expiring.

o You will be asked to complete and sign a Parental Leave Extension Affidavit to formalize
your request.

10. RCA Prep Environment Access Policy
Please refer to

11. RCA Prep Environment Extension Policy
Please refer to
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Appendix A: Relativity Policies

12.

Relativity Expert and Relativity Master Benefits Policy

The certifications and requirements that make up the Relativity Expert and Master
designations are determined by Relativity and re-evaluated regularly. Any benefits provided
in connection with the Relativity Expert or Relativity Master designations are re-evaluated
regularly and subject to change without notice. For more information on Relativity Expert and
Relativity Master designations, refer to the

. Challenging Exam Item and Exam Score Policy

Relativity is committed to maintaining the integrity and fairness of its certification exams. This
policy outlines the process for candidates who wish to contest an exam score or specific
exam item.

Exam Review and Feedback

o All Relativity exams are reviewed and approved by Subject Matter Experts to ensure
accuracy and relevance.

o Candidate feedback on both the exam content and the testing experience is welcomed
and encouraged.

o General comments or suggestions may be sent to . While
all feedback is reviewed and considered for continuous improvement, responses to such
comments are at Relativity’s discretion and may not be provided individually.

o All feedback and contest submissions are used to improve the quality and fairness of the
certification process.

o Relativity reserves the right to update exam content and policies without prior notice.

Contesting an Exam Item or Result
o Candidates may formally contest their exam score or a specific exam item by submitting
a written notice to within three (3) business days of completing
the exam.
o The written notice must include:

o Candidate’s full name and employer (if applicable).

o Date and time of the exam.

o The specific exam item(s) being contested.

o The grounds for objection, clearly stating the reason for the challenge.
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Review Process

o Relativity will review all contest submissions in accordance with internal quality standards.
o Exam questions are subject to change without notice and at Relativity’s sole discretion.

o Relativity may respond to contest submissions at its discretion; a direct reply or detailed
explanation may not be provided.

34

© Relativity. All rights reserved.




Appendix B: Useful Resources

. Certification Website

« Certification FAQ

o Certification Guide

. Self-assessment Quiz

. Relativity Community

. Certification Tracker

o Relativity User Documentation

Main Prometric Portal

Find Your Exam

ProScheduler

Score Reports

ProProctor System Check & App

Candidate Support

« Relativity Learning

« Study Plans

« RCE Credit Opportunities

« RCE Learning Paths

« Exam Practice Quizzes

Test Center Locations

Request a Refund Form

© Relativity. All rights reserved.



https://www.relativity.com/resources/certification/ 
https://www.relativity.com/resources/certification/faqs/
https://help.relativity.com/Relativity/Certification/relativity-certification-guide.pdf
https://www.research.net/r/relativity_certification_quiz 
https://community.relativity.com/s/ 
https://community.relativity.com/s/certification
https://help.relativity.com/
https://learning.relativity.com/ 
https://learning.relativity.com/page/certification-study-plans
https://learning.relativity.com/page/rce-credits
https://learning.relativity.com/page/certification-rce-learning-paths
https://learning.relativity.com/page/exam-practice-quizzes 

http://www.prometric.com
http://prometric.com/find-your-exam
http://proscheduler.prometric.com
http://scorereports.prometric.com
https://app-proproctor-candidate-portal.proproctor.prometric.com/
http://prometric.com/contact-us
https://www.prometric.com/files/2022-03/test_center_list_web.pdf
https://www.prometric.com/request-refund

	Introduction
	1.1 How to use this handbook

	1.2 Why certification matters

	1.3 Your path to becoming certified
	Choose your exam
	3.1 Our testing partner - Prometric
	3.2 Choose your exam format
	3.3 Registration and scheduling
	3.5 Rescheduling and cancelation policy
	3.4 Payment methods
	3.7 Refund policy
	3.8 Special accommodations
	Prepare and Learn
	4.3 Exam preparation tips
	Get Certified
	5.2 Online exam experience
	5.3 In-Person Exam Overview
	5.4 In-Person exam experience
	After the Exam
	6.2 Retake policy 

	6.3 Certification maintenance
	6.5 Relativity Expert and Master designations
	6.4 Parental Leave Certification Extension
	Appendix A: Relativity Policies
	Appendix B: Useful Resources

	Button 8: 
	Button 6: 
	Button 3: 
	Button 4: 
	Button 5: 


