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This document will walk you through how to use the filter function in Relativity.  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 IS FILTERING? 

Filtering is a search that can be performed on columns that are displayed in the current view.  You can apply 
multiple filters, and they are mainly performed in the Document List View and the Batches window to get to 
what you need promptly. 

2 TURNING ON THE FILTER 

2.1 The filter function can be located just above the Column headings.  Here’s what the icon looks like 
when it is turned off or on: 

Off On 

  

2.2 When turned on a new row will appear under the column headings allowing you to apply filters to 
specific columns.  Simply type or select the filter you wish to apply and press Enter on your 
keyboard.  Here’s what the column headings look like when a filter is applied to that column: 

 

2.3 Filters can be applied to as many columns as you require. 

3 DIFFERENT TYPES OF FILTERS 

3.1 Text Filters 

Type in the filter row and hit Enter on your keyboard, as shown in the screenshot above. 

3.2 Date Filters 

3.2.1 When clicking on the dropdown arrow for a Date Filter a date picker calendar will appear. 

3.2.2 Select what type of date you would like, eg an exact date or between two specific dates. 

3.2.3 Use the Month and Year drop downs to show that calendar month.  NOTE: if the year does 
not go far enough, select the earliest year shown, reclick the year drop down and the year 
list will be refreshed to show earlier years. 
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3.2.4 Once the filter is set up click Apply. 

 

3.3 Drop Down Filters 

Drop down filters allow for multiple choice.  Note the connector at the top allows you to choose 
between OR and AND.  Next select the correct option: 

All Selects All options 
Not Set This document does not have an option for this field 
Drop Down Options Select the options which are required 

 

Once the filter is set up click Apply. 

4 REMOVING FILTERS 

4.1 Click within the filter which is applied, delete it and press Enter on your keyboard.  This will remove 
an individual filter. 

4.2 Click the Clear All button on the toolbar to remove all filters. 

 

5 FILTERS IN THE SEARCH PANEL 

When a filter is turned on it will appear in the Search Panel on the left side.  Here you will see a summary of 
all the filters applied, along with the option to turn off one or more of the filters.  For example a filter was 
applied on the Sort Date to show only documents between 1 January 2000 to 9 January 2000.  The column 
shows this filter has been applied as there is the filter icon in the top right corner of the column: 
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In the Search Panel on the left this is what the filter looks like.  Note there is a x in the top right corner of the 
filter allowing you to remove that filer and there is a Clear All Conditions which allows you to remove 
multiple filters. 

 

This completed this guide on Filtering 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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