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How to Sync a Notebooks in Brainspace 6 
Notebooks can be thought of as tags or folders in Brainspace 6. They can be used to mark documents 

that should be exported to a review platform or used with integration to Relativity to pull or push tags 

between the platforms. In this document, we will cover Notebooks and how they can be used to pull 

and push documents tagged in Relativity to view in Brainspace or vice versa.  

Example using Responsive tags: 
In this example, the documents are in both Brainspace and Relativity, and a number are tagged as 

Responsive. These are the documents we would like to view in Brainspace. 

1. After logging into Brainspace, click on Notebooks as shown here: 

 
2. Next, if you already have a Notebook that will pull from Relativity defined in Brainspace, skip to 

step 4. If not, select New Notebook as shown below. 

 
3. Enter a Name and an optional Description for the Notebook, and click Create Notebook as 

shown below. 

 
4. Next, find the new Notebook in the window and click on the Synchronize icon as shown below. 
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NOTE: Brainspace may require you to enter your Relativity credentials and select the case. If so, make 

sure to enter your valid Relativity user name and password that is linked between the two cases. 

 
5. Using the pulldown menu, select the field you would like to sync with Brainspace from 

Relativity. 

 
6. Next, with the field selected, use the next pulldown menu to select the tag or choice you would 

like synced. In this example, we have selected the field Responsive and the choice Responsive. 

Once both have been selected, click Next as shown below. 

 
7. Once Next is clicked, Brainspace display the Sync options window. Select if the sync will Push 

which will push documents to a tag in Relativity or Pull which will pull documents tagged from 

Relativity. In this example, we will click Pull as shown below. 
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8. Once the sync is underway, Brainspace will say Synchronizing as shown below.  

 
9. Once complete, click on Search to display your documents in the Dashboard or click a Document 

card to view that document and the list of documents in the Notebook. 

 

Viewing a Notebook 
Once the Notebook is selected, the documents are opened in the Dashboard. However, they can be 

viewed in the Cluster Wheel, Communications Analysis, and used as part of a search. 

1. When a Notebook is selected, Brainspace displays the Notebook name in the breadcrumb 

window at the top of the screen. Here you have options to convert that Notebook into a NOT 

search, Close the Notebook and add additional terms or conditions to the search. 

 
2. The list of documents on the right of the screen can be added to a Focus Set, Tagged and 

opened to view the content of the document. 
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3. Selecting the Cluster Wheel displays all clusters, and displays the Clusters that contain the 

documents from the Notebook in a brighter color then the others.  

 
4. In the Cluster Wheel, on the left of the screen is an option to Show Document Counts For as 

shown below. Using the pulldown display a list of options that can be selected to show 

document counts for. This can include documents that have been tagged in Brainspace. 

 
5. To the right of the screen is an option to select what will be Highlighted. Using the pulldown 

menu options include to highlight the clusters containing your Search or Notebook or 

documents that have been tagged in Brainspace.  
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6. In the document list on the far right notices the Cluster Wheel icon. This function allows you to 

find which cluster that document is found in. As shown below we have clicked the icon from one 

of the documents and the arrow shown in the cluster wheel points to the cluster that document 

can be found in. 

 
7. Clicking on a Cluster slice, drills deeper into that cluster providing a list of terms that cluster is 

grouping together and the number of documents from your search results, in this case 

Notebook, that are contained in that cluster. Clicking the ellipses icon opens a menu that allows 

you to do the following and provides a list of keyboard shortcuts: 

Add Cluster to Search  
Add Cluster to Notebook 
Add Search Hits to Notebook 
Tag This Cluster 
Tag Only Search Hits 
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8. Selecting the Communication Dashboard displays just the communications found in the 

selected Notebook. Here, you can see who is talking to whom based on the Notebook of 

documents. 

 

Using Advanced Query 
A search can be run by either selecting the Notebook, as we have above, or by using the Advanced 

Query function and selecting a Notebook. To select the Notebook from the Advanced Query function, 

follow the steps below. 

1. Click on the Search icon at the top of the screen and select Notebooks from the list of items. 

2. Next, select the Notebook from the list of provided Notebooks, as shown below. 

 
3. To combine Notebooks, simply click away from the list and select a new Notebook. Fields, 

Notebooks and other options can be connected using AND or OR operators. The NOT operator 

is added by clicking on the N for each option or field added to the search as shown below. 

 
For additional assistance contact your Lighthouse team member. 


