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This document will walk you through how to create Batches in Relativity.  Batch creation requires certain 
administration rights to create the batches and a saved search.  We hope this guide is helpful and if you need any 
further assistance please feel free to contact our support team at support@epiqglobal.com. 

1 WHAT ARE BATCHES 

Batches are an easier way to perform a document review by splitting the documents to review into more 
manageable sizes so that multiple reviewers can review the documents. 

2 CREATE A SAVED SEARCH 

Batches can either be created using a saved search or batching all the documents loaded into the database.  
By basing a batch on a saved search you can define which documents need to be reviewed in that batch 
instead of all the documents in the database. 

2.1 Saved searches – creating, running and editing can be access clicking the Saved Searches icon which 
can be found at the top of the navigation pane on the right.  By default you will start on the folder 
tree, which is the orange icon in the below screenshot. 

 

2.2 Create a Saved Search by clicking New Search which can be located at the top centre of this window. 

 

2.3 Set the Information for the Saved Search: 

Name: Name for your search, eg 1LR Documents. 

Owner: This will default to your name, if you wish to make this search accessible to everyone 
use the drop down menu and select Public.  If this search says Public and you would 
like to make it private click the Me button. 

Scope: Allows you to select only certain folders to perform the search on. 

Notes: If you want to make a note to remind yourself what this search is for this is the place 
to put it! 
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2.4 Set the Conditions for the Saved Search: 

 

 

2.5 If you select a Field Search a new window will appear allowing you to select the options available on 
the field you selected. 

 

Select the field you require from the Available list and add it to the Selected list using the Select One 
arrow in the middle.  Once the filters have been selected click Apply. 

2.6 Specify which Fields to bring back in the search results 

The fields you select here will be displayed in the search results, eg select the field of Responsiveness 
(I have filtered to this field using the filter bar). 

 

Text search eg search for all documents 
containing the word Credit 

Based the search on an existing Saved Search 

Field search eg search for all documents coded 
as Responsive by selecting the field Responsive 
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2.7 Add a Sort (if required).  The default sort will be Doc ID. 

 

2.8 Save and perform the search to make sure it brings back the correct results using the Save and 
Search button located at the top centre of this window. 

 

3 CREATING BATCH SETS 

3.1 Navigate to Batch Sets which can be found under the Case Administration tab. 

 

3.2 Click New Batch Set in the top right corner. 

 

3.3 Complete the Batch Set Information. 

Name: Name of your Batch Set 

Maximum Batch Size: The maximum number of documents per batch 

Batch Prefix: Relativity creates unique batch names by concatenating the Batch Prefix 
with a unique number 

Batch Data Source: Saved search or all documents 

Batch Unit Field: How the batches are grouped together, the most common option here 
is Custodian 

Family Field: Selecting Group Identifier will keep families together 

Reviewed Field: The field on the coding form which needs to be completed for this 
document to be seen as Reviewed.  Eg, Responsiveness 

 

3.4 Click Save to create the Batch Set. 
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4 CREATING BATCHES 

4.1 Now the Batch Set has been created, whilst within the information for the Batch Set click Create 
Batches which appears in the right navigation pane. 

 

4.2 The batches will be completed, this may take a few moments depending on how many documents 
are being batched out. 

4.3 Click back to return to the Batch Set window.  Here you will see your set has been completed.  To 
view your batches navigate to the Review Batches tab. 

This completed this guide on Creating Batches in Relativity.  We hope this information is helpful and for additional 
assistance please feel free to contact your Project Manager or our support department at support@epiqglobal.com. 
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