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How to Get Started With Epiq Analytics™  

 

Setup and Data Processing 

Your Epiq project team will manage the initial setup of your database.  There will be a 

planning meeting where the parameters will be discussed and your Project Manager 

will notify you when your data has been processed and loaded into your Epiq Analytics 

assessment database.  You will receive a set of login credentials from the Epiq Support 

team.  For optimal use, Epiq Analytics should be accessed using Internet Explorer, 

versions 9 or 10 or Chrome.   

 

Login Screen 

 

Figure 1 

 

1. Enter your User Name. 

 

2. Enter the Temporary Password sent to you via email. 

 

3. Click LOGIN to enter the application. 
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Figure 3 

Figure 4 

Resetting Your Password 

This feature will allow you to reset your password if you have forgotten it or if your 

account is locked out.  There are two ways you can change your password.  You can 

change by selecting the Password Help link on the login screen or by selecting Change 

Password from the Settings menu within the Epiq Analytics application.  

 

The new password must follow the security parameters set for the system. It must have 

at least: 

 

 8 characters 

 1 upper case letter 

 1 lower case letter 

 1 number 

Login Screen 

 

1. Click on the Password Help link from the Login Screen. 

 

2. Enter your email address and select Send. 

 

 

 

 

 

 

 

  

<email address> 

Figure 2 
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3. An email will be sent to you with a temporary password and instructions for 

changing your password. 

 

4. Type in the temporary password from the email as the Old Password. Then type 

in a new password and confirm. 

 

5. Click on Continue to save the new password and proceed to Epiq Analytics.  

Click Cancel to abort the procedure. 

 

  

Figure 5 
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Settings Menu 

1. Select Change Password from the Settings Menu. 

   

2. Type in your old password then type in a new password and confirm. 

 

 

 

 

  

Figure 6 

Figure 7 
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Getting Help 

1. For application support, please contact: 1-800-794-4430 or 

support@epiqsystems.com 

 

2. For all other requests, please contact your Epiq project team. 

 

Settings Menu 

The settings menu provides access to the following menu items:   

 

 About 

 Contact Us 

 Disclaimer 

 Privacy Statement 

 Terms of Use 

 Log Out 

 

 

System Timeout 
If the database is inactive for longer than 25 minutes, you will see the following 

message: 

 

Click on CONTINUE to stay in the database; click on LOGOUT to leave the system. 

 

 

  

Figure 9 

Figure 8 
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Search – Using Simple Search and the Search Builder 

 

Search Builder 

The Search Builder provides the ability to perform a quick search as well as complex 

compound searches using various logical operators and search conditions.   

 

To access the Search Builder click the Search button  in the upper-right corner of the 

screen. 

Simple Search 

1. Simple Search opens by default. 

 

2. Simply Enter a search in the Search Name field, identify the Scope and Fields to 

search and click  to execute your search. The search will appear 

in the Results queue.  

  

Figure 10 
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Advanced Search Layout 

1. To access Advanced search functionality, click the  button. 

 

2. At the top of the search builder screen the Search Name field is used to select 

an existing saved search from the drop down list, or to type in a new name to 

save a search. 

3. To return to Quick search, click the  button.  

  

Figure 11 
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4. Group Options Dropdown: To toggle between AND, OR, or ADD NEW GROUP, 

click the Group Options dropdown arrow in the upper left corner of the search 

builder.   

Criteria Line: Add or Remove a criteria line by clicking the  button to access 

row and group controls for a search.  

a. Exclude Row marks items to not be included in search 

results. 

b. Add New Row adds a new row. 

c. Add New Group adds a new group. 

d. Delete Row deletes that line. 

5. Rearrange Groups/Criteria: Both groups and individual search 

criteria lines can be dragged and dropped to reorder. 

6. To clear the search builder, click the  button.  

BEWARE: This button will delete all unsaved portions of your search. 

7. Click  to save your search for future use.  

8. Change the Scope parameters between Entire Case and Document List by 

clicking . 

  

Group Options dropdown 

Figure 12 

Figure 13 
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9. Insert or Exclude Attachment Families by clicking . 

a.  indicates Attachment Families will be excluded. 

b.  indicates Attachment Families will be included. 

10. Once the search is built, click  to execute your search. The 

search will appear in the Results queue.  

 

Advanced Text Searching 

Most fields, including text, short text, folders, annotations and categories can be 

searched using keywords, Boolean operators and Proximity operators.  

 

Below is the syntax that must be used when entering a text search string in any wildcard 

text entry box in the Search window. Text search operators can be typed in any case.  

 

There is a limitation of 4,000 characters per text search string. However, multiple text 

search strings can be searched at the same time by putting them on different lines in 

the search form. 

 

Boolean Search Operators 

Boolean operators find words having a simple logical relationship to each other: 

AND, OR, NOT 

 

The default condition is a phrase search when two or more keywords are 

entered with no quotation marks, Boolean or proximity operators. 
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Building an Advanced Search 

1. Fields: In the first data entry field on the search criteria 

line, select a field or field group to search. If you know 

the name of the desired field, you can filter the field list 

by typing a portion of the field name. 

2. Search criteria can be grouped to create a nested 

search, analogous to using parentheses in a logical 

equation. 

 

Each group, including the outer or parent group, will 

display an operator value of AND or OR. 

3. Choose Entire Case to search the entire database or choose Document List to 

restrict your search to the list of documents currently displayed. 

4. Condition Operator: The system will display a list of all operators available and 

the description of each. 

5. Search Value: 

a. In the final field on the search criteria line enter the value to search. 

b. Search values must be valid for the type of field being searched.  For 

example, when searching a date field such as Date Sent, a valid date 

format must be used. 

c. When searching full text fields  such as TEXT OF DOCUMENT, you can use 

the condition operator ‘Contains’ in conjunction with a word, a string of 

words, wildcard characters, and phrases, and search terms grouped with 

Sample Explanation 

Energy 
Returns any document with the word energy in the specified 

field 

Energy or contract Returns any document with either word  

energy contract 

This search is treated as a phrase search.  It returns any 

document with the phrase, as if you had searched for ‘energy 

contract’. 

“energy contract” 

Enclosing the search terms in quotes indicates it should be 

treated as a phrase.  Search returns any document with the 

phrase ‘energy contract’ 

Energy and contract Returns any document with both words 

(energy or contract) and sell Enclosing the search  

Figure 14 
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parentheses. 
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d. Wildcard Search characters:  the following wildcard values can be used in 

a search value: 

 

 ? Use a question mark symbol to retrieve matches with exactly one 

character substituted in its place.  For example, pa?ent may return 

parent or patent.   

 

 Use the asterisk symbol before or after a search string to substitute 

for zero, one or more characters 

in its place.   

 

 For example, *nation matches 

words such as carnation, 

consternation, etc. 

 

 Searching for contr* might return 

contract, contracts, contracting, 

contractor, etc.  See the section 

below on wildcard expansion. 

 

e. Wildcard Expansion  

 

i. Access the Search builder screen.   

NOTE: You can also use the Word Index Taskview for this feature. 

 

ii. Select a text field to search in such as Text of Document 

 

iii. Select the ‘contains’ operator 

  

Figure 16 

Figure 15 
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iv. Click the  to open the value field. 

 

v. In the value field, type a search string with an * as a wildcard, then 

click the  button. 

 

vi. The system will present a link to select 

values matching the search string. Click 

the link to display the 100 most frequently 

used expansion terms.  There may be a 

large # of possible expansions but only the 

first 100 are displayed.  You may want to 

refine your search string to narrow the 

results.  

 

vii. Select specific expansion terms using the 

check boxes. 

 

 

 

 

 

 

6. Finally, click the  to view the results of the search in the Results 

Queue.  

 

7. Saved searches in the Results queue may be pinned, viewed by clicking the eye-

con, removed by clicking the green or red circle. 

 

 

  

Figure 17 

Figure 18 
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Search Reports 

 

View Search History 

The Search History will show a list of all searches that have been run on the database, 

who ran them, the date, and a summary of the results.  There is infinite scrolling in the 

Search History list.   

 

There is an  to the right of each entry in the search history which will display the 

search criteria when the cursor hovers over it. 

 

Remove Search Terms: The system will display all of the current search terms saved in 

that field.  Select some or all to be cleared from the current display. 

 

  

Figure 19 
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Export Search Term Report (Case) 

Run a report on search terms for the entire case.  The report allows the user to choose 

the field that holds the current search terms. The report is generated asynchronously 

and can be found in the results queue, under the Export group.  The system default is to 

include all terms, but the term list can be refined to include only specific terms on the hit 

report.  

 

The field used for your report can be created and coded through the Search Terms 

Taskview by using the Select or Add Field dropdown. 
 

 

 

 

 
 
 
 
 
 
 
 
  Figure 20 
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Doc Hit Count This represents the number of documents that hit on this term.   

Note that if a document hits on the term and another term, it 

is also counted in the Document Hit Count number. 
 

 

Doc Hit / Fam Count 

 

This is the number of documents that hit on the search term, 

including their full families. 
 

 

Unique Hit Count 

 

This represents the number of documents that hit on this term 

and ONLY this term.  Note that if a document hits on the term 

and another term, it is NOT counted in the Unique Hit Count 

number. 
 

 

Unique Hit/Fam Count 

 

This represents the full document families that hit on the 

search term and no other search term. A document family 

will be excluded from this count if one of the documents from 

the family hit on another search term. 

 

 

Generated report's header indicates if the report was generated based on eDMX: 

Custodian or Duplicate Custodian fields.  

 

Figure 21 
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Export Search Term Report (Case, by Custodian) 

Essentially, this is the same report as above, but broken down by individual custodians. 

 

There are two options for a Base Search Term Report for the Search Term Report by 

Custodian report. 

 

 

Figure 22 

 

 eDMX Custodian Radio Button 

This option is selected by default when a case has NO records with data in 

“duplicate custodian”. 

 

 Duplicate Custodian Radio Button 

This option is selected by default if the case has data from duplicate custodians. 

However, the option can be changed to select either of the two.  It is more 

common to process data utilizing the global deduplication option, which eliminates 

multiple copies of duplicate records while updating the ‘Duplicate Custodian’ field 

with the name of all custodians that had a copy of that file. 
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Search Term Highlights 

Search terms coded to a field can be highlighted in distinct colors. NOTE: Fields in this 

section are coded via the Search Terms Taskview. To activate hit highlighting in the 

document text view, access the under the Document Details options menu: 

 

 

Figure 23 

 

 

 

The user can select which terms are visible in the documents, using the Hit Highlighting 

menu: 

 

 

Figure 24 
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In the Text Viewer for the selected document, the Search Hits navigation control in the 

lower right corner allows you to jump to the first highlighted search term hit in the 

document.  You can then navigate forward and back to each hit in the text.   

 

 

Figure 25 

 

If multiple hits are displayed in the same section, the system will use a blue highlight to 

identify the hit and the current location of the cursor in the text.  The other hits in the 

same view will be highlighted with a blue outline.  
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Table of Boolean Search Operators 

 

Operator Description Example 

OR | One or both terms must appear 

cat OR dog 

cat | dog 

Returns documents that contain 

either 'cat' or 'dog' 

AND & Both terms must appear 

cat AND dog 

cat & dog 

Returns documents that contain 

both 'cat' and 'dog' in the same 

field 

NOT ~ 

The term following NOT doesn't appear in 

the same field 

 

Note: use parentheses to exclude multiple 

terms; otherwise NOT applies only to the 

term that immediately follows it. To exclude 

a phrase, put the phrase in quotation marks 

and in parentheses. 

cat NOT dog 

cat ~ dog 

Returns documents that contain 

'cat' but not 'dog' 

 

city NOT ("New York") 

Matches documents that contain 

'city' but not the phrase 'New 

York' 

NearN 

Returns documents where the second term 

is within N words of the first term—that is, the 

terms are N or fewer words apart. 

 

Note: if you don’t specify N, NEAR defaults 

to 5. 

agreement NEAR4 contract 

Returns documents where the 

word agreement is within four 

words of contract 

DnearN 

Directed NEAR. 

Returns documents where the second term 

is within N words of the first term, in the 

specified order. 

 

Note: if you don’t specify N, DNEAR defaults 

to 5. 

agreement DNEAR5 contract 

Returns documents where the 

word agreement appears BEFORE 

contract and within four words of 

contract 

Syn 
Synonym Search allows you to look for 

words that have similar meaning 

Currently, only supported for 

English and French. 

Fuzzy 

The fuzzy search operator allows variations 

on the search terms to be included in your 

results. This feature is particularly useful when 

searching words for which you are unsure of 

the spelling or text converted from images 

using the Optical Character Recognition 

("OCR") process, which may include 

inaccuracies. 

FUZZY(smythe) 

Returns documents where there 

are spelling variations of 

“smythe”, such as smith. 
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Precedence of Operators 

Boolean and proximity operators have the following precedence, from strongest 

to weakest:   NEAR, DNEAR, NOT, AND, OR 

 

Phrase Searches 

Placing double quotes around a phrase, such as "Motion to Dismiss", will find 

records that contain the exact phrase. 

 

When combining phrase searches with Boolean or Proximity operators, enclose 

the whole phrase in parentheses to ensure the operator ties to the whole phrase. 

 

Searching for Operator Words 

Operator words such as “if”, “not”, “or” can be escaped by surrounding the 

word with {curly brackets}.  

 

For example:   "could {not} be found" 

 

Note that some operator words are also stop words so cannot be 

searched. Please see the Stop Words section below. 

 

Searching for Punctuation 

Most punctuation, such as the list below, is treated as a delimiter during indexing 

and cannot be searched.  

 

! " # $ % & ' ( ) * + , - . / : ; < = > ? @ [ \ ] ^ _ ` { | } ~  

 

If your search term contains punctuation replace the punctuation with a space 

and put the whole term in quotes. 

 

For example: To find the term: AT&T 

Use the following search syntax: "AT T" 
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Stop Words 

Stop words are not indexed and cannot be searched. The following words are 

stop words by default.  

 

and, as, at, because, but, furthermore, however, if, indeed, is, moreover, 

no, of, on, or, such, that, the, then, this, was, with 

 

The list of stop words can be customized if required. Please consult your Epiq 

client services representative. 

 

Phrases with Stop Words 

If you would like to search for a phrase that includes a stop word you must still 

include the stop word in the phrase search. Your search results will include 

documents that contain phrases with any word in place of the requested stop 

word. 

 

For example:  Searching for the phrase "contempt of court" may find 

 

"contempt at court" 

 

"contempt federal court" 

 

etc. 

 

Searching for "contempt court" or contempt DNEAR1 court will not find 

documents with the phrase "contempt of court". The stop word must be included 

in the phrase search, or counted as a word for the purposes of calculating 

proximity. 

Accented Characters 

When the database contains indexed text which includes accented characters, such 

as the French language É v E, the accented characters are indexed as different 

characters.  If the database contains versions of a search term where some used the 

accented character and in some instances did not, you may need to use multiple 

variations of the search term, or choose to use a wildcard symbol in place of the 

accented character. 

An oracle text search for  

ÉCRIT   
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V. 

ECRIT 

Would be two different searches.   The accented character is a different character. 

Diacritics should always be treated as-is in terms, and non-diacritic variants included for 

those who type them without.   

Single-character wildcards are an acceptable substitute for instances where there may 

be many variants, but if there are maybe two or three variants per diacritic that would 

need to be tested 

Text Index Status Indicator 

On the Analytics Filter page, an informational indicator may appear in the upper right 

section of the banner referencing the status of the text indexing.  If additional data is 

currently being processed, ingested, and indexed, the indicator will display. 

In addition, while using some features in the application to generate work product and 

update or tag documents, that new data will also be indexed, triggering the status 

indicator to display.  You would only be concerned about this indicator if you are 

executing text search using the ‘contains’ operator, and you know new data is still 

being indexed. 

Additional Information about the Text Indexing: 

The indicator appears if text indexing is incomplete.  Text indexing is necessary in order 

for data to be text searched via the Contains operator.  It does not impact non-

Contains searches.   

In order to trigger text indexing you need to add new values to a case.  Typically, this 

happens via Ingestion or by the user coding new values that did not previously exist in 

the database.   

Once, new values are added it will take some time until those values are 

indexed.  Indexing occurs every 6 minutes, however, if there’s a large backlog of data 

to be indexed it can take a lot longer than 6 minutes to complete the indexing. 

The indicator will disappear once all data is text indexed.   

We only update the indicator every 5 minutes.  Since, data can be ingested or coded 

at any time the icon may appear and disappear many times. 

If you execute a Contains search while new data is still being indexed, then the new 

data may not be hit in the search, since it may not be indexed yet. 
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Tagging documents with Promote or Remove will not trigger the text index since it is not 

creating new values.  Coding search terms will trigger the text index since it is creating 

new values. 

Taskviews 

Epiq Analytics™ has seven distinct workspaces called taskviews. You will find them in 

the Navigator at the top of the screen: 

 

Figure 26 

 

 

 

Clicking on the Taskview menu will show the different taskview options: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Figure 27 
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Summary Taskview 

Here you are presented with each category in a chart view. You can build your queries 

by clicking on slice in the charts, then view them in Analytics with the click of a button. 

 

Filter Taskview 

Select documents by custodian, domains, email address, file extension, file type, 

language, record type, search terms, source, or date.  You can apply tags here or 

export a list into Excel.  Documents can be marked Promote to move them into the 

hosting database or Remove to eliminate them from immediate consideration.  

Documents flagged as Remove are not deleted from your Analytics™ database.  They 

can still be accessed if circumstances change and they satisfy new, relevant, criteria.  

 

Search Terms Taskview 

Use this taskview to build searches for analysis. Search terms can be committed based 

on term, folder location, subfolders, and date range.  

 

Clusters Taskview 

Here, you can explore a case by examining documents clustered by similarity.  There is 

a visual ‘wheel’ view of the clusters as well as a hierarchical folder view.  Top terms 

describing each cluster of documents are displayed. 

 

Concepts Taskview 

Use a sentence or several paragraphs of text to find new terms and conceptually 

relevant documents in this taskview. 

 

Word Index Taskview 

Enter a word or part of a word to see an index of the words matching your search. 

Select the items in the index to build a search. 

 

Conversations Taskview 

This taskview gives a graphical representation of who is talking to whom via emails. 
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Filter Taskview 

The screen shot below displays the key elements on the Filter workspace of the 

application.  

 

1. Product Selector 

2. Case Selector 

3. Taskview Selector 

4. Search Builder 

5. Results Panel 

6. Reports Menu 

7. Settings Menu 

8. Document List Back Button 

9. Taskview Name > Document List Name 

> Document Name 

10. Document List Options Menu 

11. Status Scoreboard 

12. Case Folders Panel 

13. Filter Panel 

15. Panel Resizer 

16. File Viewer 

17. Text Viewer 

18. Details Viewer 

19. Attachments Viewer 

20. Email Viewer 

21. Panel Resizer 

22. Document Details Options Menu  

23. Text Section Navigator 

24. Search Hits Navigator 

25. Document Navigator 

26. Promote Documents Button 

27. Incl. Attachment Families Button 

28. Remove Documents Button 

Figure 28 
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14. Similar Documents Panel 

Key Features 

If you have access to more than one case in the system, select the desired case by 

clicking on Choose a case or the case name appearing in the navigator. 

Use the filter panel features as well as the Quick Search and Search Builder features to 

explore the data and identify documents to be removed from the review set, or 

tagged to promote to the document review phase. 

 

 

 

The Scoreboard in the upper center of the screen displays the count of documents that 

have been tagged for Promote or Remove, as well as Undecided.  The scoreboard 

categories also act as a global filter, setting the context for your search and filter results 

based on the currently selected value.  By default, all documents are set to Undecided 

at the start of the case.  As documents are marked Promote or Remove, the numbers at 

the top of the screen with change.  To set context, click on the circle icons next to each 

category: All, Undecided, Promote, Remove. 

 

Case Folders 

All documents loaded into the Epiq Analytics™ database have been placed in folders 

for you in the Case Folders section, on the left-hand side.  Public Folders are accessible 

by anyone with rights to use the database.  My Private Folders is an area where you 

can create folders that no one else can see, except users with Administrative rights to 

the database.  Other Private Folders can only be seen by users with Administrative 

rights.   
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Click on the + sign next to Public Folders to see the list of custodial or other 

organizational folders.  Each will have a document count next to the name of the 

folder.  Click on any folder to show the list of documents in that folder. 

 

  

Figure 29 

 

The Options Menu in the upper right-hand corner of the Case Folders area will do the 

following: 

 

1. Create a New Folder – Select the parent 

folder for the new item and then click on 

the Folders Action Button and select New 

Folder.  Enter a name for the new folder 

and press Enter.   

 

2. Rename a Folder – Select the folder and 

click on the Folders Action Button.  Select 

Rename Folder and enter a new name 

when prompted and press Enter. 

 

3. Delete a Folder - Select the folder and click 

on the Folders Action Button.  Select Delete Folder and respond to the prompt to 

confirm the choice.  Click on Delete to confirm the process or Cancel to abort it. 

 

Document Lists 

After selecting a folder, the document list will populate in the center of the screen.  

There are columns showing various pieces of information about the documents.  These 

columns are customizable. 

 

Figure 30 
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To change the column layout:  

 

1. Click on the Document List Options 

button just above the upper right-

hand corner of the document list. 

 

2. Select the Set Document List 

Columns. 

 

3. The Column Selector menu will 

appear.  The items already 

displayed will have a blue square 

showing next to them.  In the section 

below, items with white squares 

represent items that are not currently 

shown.  

 

4. Click on a white square to send it to the displayed items or a blue square to 

remove it from the displayed list. 

 

5. Once selection is complete, click on Apply to complete the changes. The screen 

will refresh to display the new format.  

 

Document Icons in the document list grid can be customized to display the columns of 

data you wish to see, in the order that you specify. 

The following fields are special data columns that are used to display an icon in the 

document list to convey information about the document: 

1. File Type displays an icon  if the database record has an associated native 

file. This icon varies according to the file type. Double clicking this icon will open 

a copy of the native file in its original application, if available.  You can open or 

save the file locally to open using an application on your computer. 

2. Attached Document displays a paper clip  icon if the database record is 

attached to another record, has attachments, or both. 

3. Email Thread displays an icon  if the database record has been associated to 

other records in the database according to an email thread. 

4. Exact Duplicates displays an icon  if the database record has exact 

duplicates. 

Figure 31 
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5. Near Duplicates displays an icon  if the database record has near duplicates. 
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Document Tagging 

Promote or Remove 

Use Document Tagging to Promote or Remove your documents to review. 

1. Use the Filter Panel and/or Search features to produce a list of documents that you 

wish to tag as promote or remove. 

a. Select all of the documents in the list and click the button Promote or Remove 

b. An informational message will display to show that the tagging has started 

and again when it is complete. 

c. The status of any document can be viewed expanding the Results panel and 

viewing the status indicator. 

d. When the document tagging action is complete the score board will update 

to reflect the current values. 

e. The Promote and Remove buttons have an option to include the entire 

attachment family in the Promote or Remove operation. 

 

  

Figure 32 

Figure 33 
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2. Document Tagging status can be reset by selecting the documents and using the 

Options menu in the document screen and selecting “Reset Selected to 

Undecided”. 

 

NOTE:  Choose to include the field DMX: ECA Status in the document list grid to view 

the current status of the displayed documents. 

The status values are displayed with 

a colored dot: 

Green = to be promoted to review 

Red  = to be removed 

Yellow  = undecided 

 

 

On the Fly 

A second type of tagging is available in the system.  A set of named document tags 

can be created on the fly that can be used as the document set is reviewed. 

To tag documents on the fly: 

1. Select documents from the document list. 

2. Click on the Document Options menu and 

select Tag Selected.   

3. From the drop down menu, select any of the 

previously created tags or enter a new tag.   

4. Click Apply to add this new tag to the list.   

 

  

 

 

  

Figure 34 
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This field Column DMX: Document Tags can be added to the display. 

 

 

 

  

Figure 36 
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Options Menu 

This menu provides several options for exporting data into different formats and for 

manipulating documents within Epiq Analytics. 

View Documents Summary 

Displays a summary of the current case status and 

the currently displayed document folder. 

Export Report For…  

 Search Terms in List: Export an Excel-formatted 

report of the search term hits in the current 

document list, based on the current search 

terms. 

 Search Terms in List, by Custodian: Same as 

above, but the report can be grouped by 

custodian 

 Domain Analysis: Presents a two-tabbed 

report with summary and detailed analysis of 

the domain information for the listed 

documents. 

Activate Equivio… 

This feature is used by Epiq associates when processing documents through Equivio 

zoom for predictive coding. 

Set Document List Columns 

Change, add or move the columns of information listed as display defaults. 

Create Sample Set 

Create a sample set of searched documents, based on the percentage chosen.  

Attachment families may be included. 

Insert Attachment Families 

Include all members of the attachment families in the current document list. 
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View Document List In… 

 Clusters: This shows groups of documents clustered by relevancy within a search. 

 Conversations: This allows the user to explore who is talking to whom (via emails) 

in the case. 

Export Selected… 

 (For Epiq Associate Use)Export To Concordance or To DMX; or 

 As CSV, RES, TXT, or XLSX. 

View Selected… 

View the Selected Attachment Family, Email Thread, Exact Duplicates, or Near 

Duplicates.  To utilize this feature, mark the check box to select one row in the 

document list for a document displaying the appropriate icon, then access the 

document list options menu, and choose the menu item: 

 View selected \ Attachment Family 

 View selected \ Email Thread 

 View selected \ Exact Duplicates 

 View selected \ Near Duplicates 

To improve usability we have updated an existing feature which allows you to view a 

‘child’ document list displaying the near duplicates, or exact duplicates, for an 

individual record selected from the main document list. 

 

To use this feature, with the document list populated with valid data, click the 

appropriate icon. 

 

This functionality has been implemented for these two icons: 

 Click to view the document’s exact duplicates. 

 Click to view the document’s near duplicates 

 

Note:  for Email Threads and Near Duplicates:  these features require additional data 

processing with Equivio near dupes and threading.  
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Save Selected to Folder 

Save selected documents to a previously created folder or create a new one during 

the save procedure. 

Remove Selected From… 

Remove documents from Similar Documents Set or Folder. 

Tag Selected 

Select a previous tag or create one on the fly. 

Clear Tags from Selected 

Remove one or multiple previously applied tags to selected documents. 

Reset Selected to Undecided 

Resets documents previously marked as Promote or Remove to Undecided. 
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Export Document List to Excel 

 

To export document as an Excel file: 

1. Load the desired documents into the 

Document List. 

 

2. Select the documents to be exported. 

 

3. From the Options menu, select Export 

Selected…, and choose AS .CSV, AS 

.RES, AS.TXT or AS .XLSX file format. 

 

a. If AS .TXT file export is selected, 

delimiter options can be set. 

 

4. Choose a saved template or create a new template by entering a unique 

name. 

 

5. Choose fields to export. Up to 300 fields may be selected. 

 

6. If creating a new template, click Save As Template. 

 

7. Check or uncheck Include Header Row With Field Names to include or exclude 

a header row. 

 

8. Choose the date format. US – MM/DD/YYYY or UK – DD/MM/YYYY may be 

selected. 

 

9. Click Export. 

 

  

Figure 37 

Figure 38 
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Produce a Sample Set 

 

  

 

To create a Document Sample Set: 

1. Load the desired documents into the Document List. 

2. Select the documents from which to create the Sample Set. 

3. From the Options Menu, select Create a Sample Set. 

4. From the Sample Set dialog: 

a. Choose the Percentage of documents to apply to the Sample Set. 

b. Check Include Attachment Families if desired. 

c. Click Create to create the Sample Set. 

5. Upon completion, the Sample Set will be available in the Results queue. 

 

  

Figure 39 
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Document Summary Reports 

 

 

 

The Document Summary report is located under the Options menu in the document 

view window.  The report is generated from the document list options menu and will 

reflect the current document list.  

 

To generate the report: 

 

1. Select the documents from the document list. 

 

2. Click the Options Menu, then click View Document Summary. 

 

  

Figure 40 
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The subtotals displayed are: 

 

1. Emails – search results where record type = email 

 

2. Email Attachments – search results where record type = email attachment 

 

3. Loose files – search results where record type = eDoc or eDoc Attachment 

 

4. Record Type Unknown will display if there are records without a valid record type 

value 

 

5. Total = the total of the search results 

 

6. Full Families:  If the document list was generated using the filter or search builder 

option to include attachments (that is, after obtaining search results, the system 

will then pull in any non – hit attachment family members)…this additional 

section will appear on the report to show the number of attachment family 

members that were added, and the grand total. 

 

There are three additional functions: History, Context and Filter Values. 

 

History 

Shows a list of previous document summary reports which have been created.   

 

Context 

Shows you how many documents in your export selection have been marked for 

promotion, removal or are still undecided. 

 

Filter Value 

You can select one or more categories of data so that you can examine these in 

Excel.  Each category you select will appear as an individual tab in the Excel report 

that the system creates.  You can sort these by count or size and use that 

information as you review your data. 
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Filters 

The filter panel is used to quickly focus on specific data, such as key custodians, email 

domains, file types, etc. 

 

As each section is expanded in the filter panel 

and selections are made, click the Apply 

button to apply the filter.  The items in each 

filter will appear in alphabetical order initially.  

To sort them numerically in descending order, 

click on the  near the bottom of the list.  

Click on the  to include attachments in the 

filter search.  Keep in mind that the 

scoreboard global filter selections apply to 

any filter or search performed.  When the filter 

task is complete, results can be retrieved from 

the Results Queue to display them in the 

document list. 

 

When a filter section is no longer needed, 

close that part of the panel by clicking on the 

filter’s heading. 

 

Using the Filter Panel 

All of the Filter choices operate in the same way: 

 

1. Open the desired Filter by clicking on the 

name.  Multiple filters may be applied. 

 

2. The list of choices display with a total document 

number for each item listed on the right-hand 

side. 

 

3. Check the box to select an item and uncheck 

the box to to deselect it. 

 

4. Once all selections are made, click on Apply at 

the bottom of the Filter panel. 

 

Figure 41 

Figure 42 
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5. Once filters are applied, the list of documents can be reviewed and flagged for 

promotion or removal. 

 

6. A Job Action Alert will display in the lower right-hand of the screen when the 

action is complete. 

 

7. Results appear in the Results Queue  in the upper right corner of the screen. 

A brief description of the search criteria is displayed to make it easy to distinguish 

different results. 

 

8. All results can be displayed graphically in the Summary taskview, as simple 

document list under the Filter taskview, or a Conversation diagram by clicking 

the “Eye-con” menu.   

 

 

 

Figure 43 
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Filter Panel Charts 

 

Any filter can generate a chart based on the counts for the selected items.  Click the 

 in the upper right corner of the filter to create the chart. 

 

 

 

The chart displays the top 20 items; all the rest appear in a sliced called “Other.”  Click 

on any section of the graphic to see a document count for that segment.  Select Show 

All Label Information at the bottom of the screen to display both document counts and 

percentages in gigabytes.   

 

You may also choose to access the Summary (Charts) task view to see all of the charts 

for the current document list on one screen, with the option to zoom in on a single chart 

displaying the top 100 items. 

Figure 44 
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Date Filter Histogram 

 

The Date Filter Histogram creates a bar chart which will display the current document 

list show the volume of emails or loose file per custodian over a particular date range. In 

order to use this feature, the record type and parent date fields must be populated. 

 

To create a Histogram: 

 

1. Access the Filter panel located on the left-hand side of the Filter Taskview. 

 

2. Click on the Date filter. 

 

3. Enter the desired date range plus other desired fields.  

 

4. Finally, click the  to create the Histogram.  

  

 

 

Figure 46 Figure 45 
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After the chart is displayed, hovering over any segment will show the details of that 

portion of the data.  

 

 

Figure 47 

 

 

Click the arrow to the right of the Document volume by custodian label to choose one 

or more custodians for a quick view of the data for specific people. 
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Find Similar Documents 

 

This feature is located on the Filter Taskview in the Filter Panel.  

It uses “seed documents” to instruct the database to find 

documents similar to the examples provided.  

 

In the Options Menu, there are options to create a New Set, 

Edit Set, Concepts of Set, and Delete Set. 

 

1. To create a New Set: 

 

a. Load your seed documents into the document list 

(up to 15 documents may be used). 

 

b. Click the Options Menu, then click New Set. 

 

c. Enter the name and Threshold Percentage of 

Similarity into the Set Details dialog.  Click Save. 

 

d. Click the  to trigger the system to find similar 

documents 

 

2. Click the Similar link to view the result set 

 

3. The Edit Set screen can be used to view the terms that were extracted from the 

seeds. The threshold can be edited and refresh the results set. 

 

4. Click on Concepts of Set to view a list 

of the concepts found in the see 

documents list. 

 

5. To delete a set, simply select the set, 

click the Options Menu, and click 

Delete Set. 

 

  

Figure 48 

Figure 49 
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Summary Taskview 

The displays the features included in the Summary Taskview. 

 

Figure 51 

 

 
 

1. Product Selector 

2. Case Selector 

3. Taskview Selector 

4. Search Builder 

5. Results Panel 

6. Reports Menu 

7. Settings Menu 

8. Taskview Name > 

Case\Document Set Name 

9. Summary Charts 

10. Refresh Charts Button 

11. View Documents Button 
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Key Features 

Summary charts allow you to quickly identify the items you wish to search and create 

searches quickly and efficiently with a graphical selection formation. 

 

Using Summary Charts 

1. Click the Taskview Selector and then click Summary. 

 

2. Charts will automatically load based on your Document List. The top 20 items will 

show for each category. 

 

3. Hover your mouse over a slice to see description, document count, and size. 

 

4. Click the Expand link to view a larger chart with up to 100 items. 

 

5. After clicking the slices you wish to include in your search, click the View 

Documents link to build your search. 

  

Figure 52 
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Search Terms Taskview 

This diagram will show the features included in the Search Terms taskview. 

 

Figure 53 

 
1.  Product Selector 

2.  Case Selector 

3.  Taskview Selector 

4.  Search Builder 

5.  Results Panel 

6.  Reports Menu 

7.  Settings Menu 

8.  Taskview Name > Search Term Group Name 

9.  Options Menu 

10. Choose / Name Group Dropdown 

11. Folder Selector 

12. Exclude Folder Selector 

13. Get Hit Counts Button 

14. Field Selector 

15. Upload Bulk Terms Button 

16. Search Term Selection 

17. Search Term Text Input 

18. Search Term Text Input Expander 

19. Document Count Column 

20. Unique Count Column 

21. Add / Remove Row Buttons 

22. Date Range Selector 

23. No Parent Date Checkbox 

24. Total Document Count Indicator 

25. Reset Button 

26. Save Button 

27. Select / Add Field Dropdown 

28. Append Checkbox 

29. Commit Terms to Fields Button 
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Applying Search Terms 

 

 

1. To apply Search Terms to a case, click the Taskview Selector, then Search Terms. 

 

2. A list of search terms are added in three ways: 

 

a. Create a new list: Once a new list of terms has been entered or uploaded, 

enter a name for this list so it can be used at another time. 

 

b. Select a saved list: Alternatively, an existing list of previously used terms 

can be applied using the drop down list under Choose a Saved 

Group/Title a New Group link at the top of the screen. 

 

c. Upload a list: Use the Upload Bulk Terms link to add a list of terms from a 

saved text file or simply type in the desired words.   

 

3. Select the desired folder of documents to run the terms against from the list at 

the top of the screen. If no folder is selected, the search will run across all 

documents in the database. Once a folder is selected, you may choose to 

include subfolders or not by clicking the dropdown list to the right of folders. 

  

Figure 54 
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4. Click on Get Hit Counts in the upper right-hand corner to retrieve hit counts for 

each search term. 

a. Document Hit Count represents the number of documents that hit on this 

term.   Note that if a document hits on the term and another term, it is also 

counted in the Document Hit Count number. 

b. Unique Hit Count represents the number of documents that hit on this term 

and ONLY this term.  Note that if a document hits on the term and another 

term, it is not counted in the Unique Hit Count number. 

 

c. By default, the system will have a Search 

Term Hits field that is used to code the 

terms.  If a different or additional field for 

terms is desired, select a field or create a 

new one by typing into the dropdown 

from the bottom of the page.  

 

The dropdown list is limited to 100 fields. If 

your case has more than 100 fields, the 

text box will filter the list based on your text entry. 

 

d. Click on the Commit button in the lower right-hand corner of the screen to 

commit these terms to a field and produce a document list.   

 

e. The progress for this procedure will be 

displayed in the Results Queue under the 

Tagging section.  

 

5. After the search terms are committed, you can create Search Term Reports 

through the Reports menu. Please see the Search Reports section of this user 

guide for reporting details. 

 

  

Figure 55 

Figure 56 
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Word Index Taskview 

This displays the features included in the Word Index taskview. 

 

 

Figure 57 

 

 
 

1.  Product Selector 

2.  Case Selector 

3.  Taskview Selector 

4.  Search Builder 

5.  Results Panel 

6.  Reports Menu 

7.  Settings Menu 

8.  Taskview Name 

9.  Options Menu 

10. Word Index Text Input 

11. Begin Word Index Search Button 

12. Word Index Results List 

13. Reset Button 

14. Get Document Counts Button 

15. Field Selector 

16. Search Button 
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Word Index Introduction 

The Word Index allows users to search for words or parts of words to identify the terms 

appearing the most in the case. 

Search Using Word Index 

 

To search using the Word Index: 

 

1. Click the Taskview Selector, then Word Index. 

 

2. Enter a word or part of a word and press Enter or click on Go. 

 

3. A list will appear with all of the expansion words that are in the database.  As 

seen in Figure 58 below, entering “agree” will display every word that begins with 

those letters. 

 

4. Click on the white 

boxes at the left to 

select the words 

needed.  Click on 

Get Document 

Counts to show the 

document 

numbers. 

 

5. Click on Search to 

paste all of the 

select terms into 

the Search Builder 

to apply these 

terms to the 

current document 

list or the entire 

case. 

 

 

  
Figure 58 
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Clusters Taskview 

Introduction 

This feature allows you to explore the case by examining documents clustered by 

similarity.  There is a visual ‘wheel’ view of the clusters as well as a hierarchical folder 

view.  Top terms describing each cluster of documents are displayed. 

 

 

Figure 59 

 

 

1. Product Selector 

2. Case Selector 

3. Taskview Selector 

4. Search Builder 

5. Results Queue 

6. Reports Menu 

7. Settings Menu 

8. Taskview Name > Cluster Name  

9. Graph View Panel 

10. List View Panel 

11. Cluster Wheel 

12. Reset Cluster Button 

13. View Documents Button 
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Using Clusters 

Clusters allows you to perform the following actions. View a picture of the document 

universe by common concepts. 

 

Graph View 

The default view for Clusters is the Graph View. The Graph View displays clusters using a 

graphical wheel. 

 

To build a search from within the Graph View: 

 

1. Click on a cluster of terms to drill down or back out of sub clusters. The Graph 

view will reformat the picture to show the new area. 

 

2. When the desired cluster is identified, select that cluster, then click View 

Documents to create the search. 

 

3. The search results will appear in the Results queue when the search completes. 

Figure 60 
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List View 

Searches may also be built using the List View. Where a cluster appears in the Graph 

View, that cluster will be represented in a folder format view on the List View tab. 

 

Figure 61 

 

To build a search from within the List View:  

 

1. Expand the items to drill down into the cluster. 

 

2. Each folder has a unique identifier for the cluster folder for future reference. 

 

3. The document count for each folder is shown in parenthesis to the right. 

 

4. When the desired cluster is identified, select that cluster, then click View 

Documents to create the search. 

 

5. The search results will appear in the Results queue when the search completes.  

 

To Reset a cluster, simply click the  button in lower left corner of the screen. 
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Concepts Taskview 

This diagram displays the features included in the Concepts taskview. 

 

Figure 62 

 

 

1. Product Selector 

2. Case Selector 

3. Taskview Selector 

4. Search Builder 

5. Results Panel 

6. Reports Menu 

7. Settings Menu 

8. Taskview Name 

9. Concepts Text Input 

10. Begin Concept Search Button 

11. Concepts Results List 

12. Reset Button 

13. Get Document Counts Button 

14. Field Selector 

15. Search Button 
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Concepts Taskview Introduction 

Use the Concepts taskview to identify new search terms by identifying conceptually 

relevant documents based on a sentence or several paragraphs of text. 

 

Using Concepts 

 

1. Select the Concepts Taskview. 

 

2. Paste a sentence or several paragraphs of text from a key document to view a 

list of terms that our analysis engine has identified as conceptually relevant. The 

system will return 100 terms with a score representing conceptual relevancy 

related to the original submission.   

 

3. Select key terms and click Get Document Counts to identify the number of 

documents in the case containing that term.   

 

4. To view a list of documents for a specific term, click on the Document Count 

value. 

 

5. To generate a search builder query for one or more terms, select the terms and 

click the Search button in the lower right.  The search builder screen will appear 

listing the terms, where 

additional search criteria 

can be added and then 

execute the search.  

Retrieve the results from 

the results queue, to view 

the list of documents on 

the filter page.  

 

 

Figure 63 
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Conversations Taskview 

 

 

1.  Product Selector 

2.  Case Selector 

3.  Taskview Selector 

4.  Search Builder 

5.  Results Panel 

6.  Reports Menu 

7.  Settings Menu 

8.  Taskview Name > Document Set Name 

9.  Options Menu 

10. Visualizer Panel 

11. Select Participants Button 

12. Relationships Panel 

13. Refresh Button 

14. Cloud Graph Panel 

15. Ring Graph Panel 

16. Participants 

17. Zoom Navigator 

18. Conversation Visualizer 

19. Selected Contact Name 

20. Sent Count 

21. Received Count 

22. Total Count 

23. Relationship Panel Page Navigator 

24. Date Range Selector 

25. View Documents Button 

 

 

Figure 64 
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Conversations Taskview Introduction 

The Conversations feature is designed to explore who is talking to whom (via emails) in 

the case.  There are a few ways to utilize this feature.   

 

1. First, use key custodians or participants to view a chart based on the key player, 

and to examine which other participants they have been communicating with.   

 

2. Another scenario starts with a set of emails already identified by the use of 

previously run queries to identify key documents or search term hits.  The emails 

from those subsets of documents can be viewed in the conversation analyzer 

feature to understand the network of communications and participants. 

 

Accessing the Conversations Taskview 

1. Cilck on the Conversations taskview in the Taskview Navigator. 

 

2. From the Filter page, with the document list populated, click on the Document 

List Options Menu > View Document List As > Conversations. 

 

a. If the conversation visualizer was accessed from the Filter page for a 

subset of documents, such as a document list that resulted from a specific 

search – the ‘select participants’ screen will be filtered to only display 

emails contained in that subset of documents, instead of for the entire 

case. 

 

3. From the Results Panel, navigate to your search and use the eye-con to Open 

Results In… > Conversations. 
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From the Conversations taskview: 

 

1. Search and select the initial Conversation Participants to display in the visualizer. 

 

2. Click go to display the cloud graph and the relationship table. 

 

a. From the relationships table on the right-hand side, choose additional 

participants. Click Refresh to view them in the graph.  

 

b. The relationship table will display the volume of emails between the 

currently selected primary participant and the relation. 

 

 

 

 

  

Figure 65 



  Epiq Analytics™ ver. 1.10 

Epiq Proprietary and Confidential   67 

Cloud Graph Table 

Click View as Cloud Graph to display the data in a cloud format.  The bars show the 

relationships and between the individuals included in the graph. 

 

 

  

Figure 66 
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Ring Graph Table 

Click View as Ring Graph to display the data in a ring format.  The inner rings indicate a 

higher volume of communication. 

 

 

 

  

Figure 67 
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Options Menu 

 

Use the options menu in the upper right to perform the following actions: 

 

 
 
 

Manage Email Addresses This display allows new email addresses to be added to a filter. Email 
addresses mail also be saved into a Group. 
 

 
Export Relationships Report 

 
Exports a report of Conversations. 
 

 
Reset 

 
This will clear the screen and return you to the ‘select participants’ 
view, so that you can start over with a new participant. 
 

 
View Entire Case Data 

 
Opens the Conversation Participants window to choose new email 
addresses. 

 

 

Figure 68 
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Group Emails 

It is not uncommon in large data sets to see the same person’s email address listed 

multiple times with slight variations in formatting.  Also, one person may have used 

several different email addresses that appear in a data set.  These variations can be 

grouped under a single name and used in the visualizer. 

 

The graph and the relationship table will show a diamond shape indicating an email 

group. 

 

To create a group: 

 

1. Access the options menu in the upper right: Manage Email Addresses. 

 

2. At the top enter the name to search for, and view the list of results. 

 

3. As you select email addresses to add to the group they will ‘bubble up’ to 

the top of the list. 

 

4. Click and drag the group of selected emails into the lower half of the screen 

under ‘email groups’. 

 

5. Enter a name and save the group. 

 

6. Once it is saved you can click ‘reset’ in the lower left to clear the screen and 

search for another email to create additional groups. 
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Email Conversations – Relationship Report 

The conversation screen options menu will include a menu item to export the 

relationship table data to an excel report.  The second tab of the excel report lists the 

email values aggregated for any listed email Group names. 

 

 

Email group details, as shown on the second tab of the report: 

Figure 69 
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Document Viewer 

Document Details 

The Details tab will display the data for all document property fields that contain data. 

 

Multi Value fields 

The system will display a count of the number of records in multi value fields, like the 

screen shot of languages above.  If you point the mouse at the displayed number, a 

hover window will appear to display the details. Clicking on the number will expand the 

field to show all values present in that field. 

 

 

 

 

 

Figure 71 

Figure 72 
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Attachments 

The Attachment Tab will display a hierarchical tree view of the attachment family for 

the row selected in the document list grid. 

 

Attachments can include images attached to documents, such as word processing 

documents, or presentation slides.  It is not necessarily an email attachment. 

 

There are two methods for viewing an attachment family: 

 

1. In the Document List: 

a. Select a document with the  icon from the document list. 

b. Click the Options Menu, then click View Selected…, then Attachment 

Family. 

c. The Document List will update to show only the documents in that 

Attachment Family. 

 

  

Figure 73 



  Epiq Analytics™ ver. 1.10 

Epiq Proprietary and Confidential   75 

 

2. In the File Viewer: 

a. Select a document with the  icon from the document list.  

b. Select the Attachments tab of the document viewer to the attachment 

family for that document. 

c. The document viewer will update to show the attachment family 

documents in an hierarchical format. 

 

Email Threads 

The Email tab will display a hierarchical tree view of the email thread and attachments 

for the row selected in the document list grid. 

 

 

Figure 75 

 

 

View Email Thread by selecting the Email tab in the Document Details window. 

 

1. The window will be refreshed to show only the files in the email thread (with any 

attachments) for the one selected document 

 

Figure 74 
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2. The inclusive emails showing the complete amount of text for a segment of the 

thread will have a star on the envelope icon 

 

3. Click on any other document in the document list to exit the thread and return to 

the full document list 

 

NOTE:  Email threading and near duplicates are only included if Equivio has been 

run on the data. 

 

 


