QUICK REFERENCE GUIDE

DIGITAL EVIDENCE CENTER

How to register, log on and find a case

To use the system, and gain access to cases, you first need to register an account on Thomson Reuters® Digital
Evidence Center. The system is used globally, including the UK, South Africa, Canada, US, and Dubai. To register
an account just open your applicable Digital Evidence Center website.

Some organizations might also have a specific URL that they use to access Digital Evidence Center, please liaise
with your Organization Admin to confirm what this is.

NOTE: Digital Evidence Center works on all up to date HTML5 compliant Internet browsers, including Google
Chrome, Mozilla Firefox, Microsoft Fdge, and Safari.
Register

From the landing page of the Digital Evidence Center instance you need to use, click on the Register button and
fill in the fields:

Title

First Name

Last Name

Username - use between 5 and 30 characters.

Mobile phone - optional field.

ou s wN

Email - enter a valid primary email, if you've been invited into a case already, make sure you register with the
same email address you were invited with.

7. Confirm email — type in the email address you entered in the primary email address field.

Home | Support

Register: Create a New Caselines Digital Case System Account

Please fillin all the fields.

Account Information

Title (Mr. Mrs. .) i Enteryour title For example r, Mrs, Dr

18D Enteryour first name
Laal b W Enteryour ast name
Wori— © Enterausername

s You wit oniy be avle
1 you nave entered
You will need

<o re you can access case:
Confirm Email Q @ confimation emal does not matcn originat
Confirmation emait must match the

apeve =

8. Hide Email — choose whether you want to show or hide your email address on the list of people fora case you
areinvited to.

9. Usual Role - select your usual role from the drop-down list.

10. Usual Location - choose your usual location from the drop-down list.
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11. Password — create a password which is at least 8 characters and contains an uppercase letter, a lowercase

letter, a number and a special character, for example: Washington82*.

12. Confirm Password — enter the password you created.

13. Read the Data Protection details and the Terms and Conditions of Use and then tick the box if you agree to

be bound by the Terms and Conditions of Use.

14. Once you have filled in all the details correctly, the Register button becomes active. Click on this button to

complete the registration on Digital Evidence Center.

Hide Email 1 Do not display my email address when

showing me on the list of people for a

case.
Usual Role [Please select .. v ) Select your usualrole
Usual Location | Please Select.. ~ |

X Selectyour usualcourt house

Password @ Please enter the password you would like to use.

O Show Password:
Password should be at least 8 characters
and contain an upper case letter, a lower
case letfter, @ number and a special
character. For example: 'Washington82*".

Confirm Password Please type the password again.

e N
Data Protection

Netmaster Solutions Inc (provider of CaseLines) is committed to protecting your privacy. We will only use
your informatien in accordance with our Data Privacy Policy.

If you have consented fo us doing so, from time to time we may contact you by email with details of offers or
promotions about products and services of interest to you or to help us improve our service through
customer research

Terms and Conditions of Use

To protect all our customers use of any Caselines services are governed by the Terms and Conditions of
use.

\ J

() I have read and agree to be bound by the terms and @ Please agree to the terms and conditions.
conditions above.

(] | consent to you providing me with business and

marketing information.

B @ @ Please checkyour entries above.

Verification Email

1. The system will then send you a verification email to confirm your email address. Please wait up to 15 minutes
for the email to arrive and ensure that you have checked both your inbox and junk folder.

Home | Invitelists | View Case List

View Hearings | Support

Account Details

Log Out

Email Verification for CaseLines Digital Case System o

We need to verify your email address. We have sent a verification email to the following address:

witness. com

Please check your email and verify each email that has been sent to you. Note that you will need to verify an approved email address before you can access the case list.

If you would like a repeat verification email please click here.

2. To verify your email address, click on the link included in the email. Once your email address is verified, you can

then access any cases you have been invited to.
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CaseLines Digital Case System Email Verification
Caselines reported 4 minutes ago (Wed, 30 Dec at 4:51 PM) via Email
To:witness.caselines@thomsonreuters.com

Thank you for registering with the CaseLines Digital Case System facility. You used the following email address: witness.casell com

To verify your email address please click on this link:

https://thomsonreutersdemo.caselines.com/s/s/03e0 Ie

This link will expire in two days.

Please note: This e-mail was sent from a notification-only address. Please do not respond directly to this email. If you have any queries, please get in touch|
with the case creator or the user that invited you to this case.

This e-mail and any attachments are intended for the addressee(s)
only. If you are not an intended recipient, any reading, printing,
storage, disclosure, copying or any other action taken in respect of
this e-mail is prohibited and may be unlawful.

Choosing your Organization

When registering an account on the system:

1. If you register with an email domain not associated with any organization set up in the system, then you
will automatically be assigned to an Unknown organization.

2. If you register with an email domain which is associated with T organization set up in the system, then
you will automatically be assigned to that organization.

3. If you register with an email domain which is associated with 2 or more organizations set up in the
system, then once you verify your email address you will be taken to an organization picker page.

Pick Your Organisation

Details

Organisation | Please select an organisation v

4. Select your Organization, and then finalize your registration by clicking on the Continue button.

Pick Your Organisation

Details

Organisation |CaseLines v

[EB]o

5. If you need to select a different organization associated with your email domain, you can change this
from your Account Details page.

% SEE RELATED QUICK REFERENCE GUIDE

e How to manage your account READ NOW


https://answers.legalprof.thomsonreuters.com/gettingstarteddec/how-to-manage-your-a
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Log On

From the Digital Evidence Center landing page, once you click Log On located in the top right corner of the
webpage, you will then be taken to the log on page.

Awn o

Password - type in your password.

Log On

User Name or Email

Password

) Remember me next time

Forgotten password

B0

Don't have an account? Register now

Log On Using Azure Single-Sign On

User Name or Email - type in your user name or email address.

Log On - click on this button to log on to your account.

Remember me next time - tick this box if you want your browser to remember your log on details.

If your organization has enabled Azure Active Directory Single Sign-On for Digital Evidence Center, the following

will be available for you:

1. You can log on via Azure Active Directory and select your organization from the dropdown list.

2. You will then be redirected to the Azure Active Directory log on screen, where you can enter your log on

details.

3. Ifyou are trying to log on using the standard log on option, you will then get an error message, asking
you to log on with your Azure Active Directory account.

Caselines Log On

User Name or Email

) Remember me next time

Forgotten password

Don't have an account? Register now

Welcome to CaseLines

Azure user?
Choose from the directory to log on with Azure.

Active directory

Please Choose v ‘ Azure Log On
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Log On Using OnePass

A OnePass® profile is the online record of the username and password you select to access Thomson Reuters
websites and applications. This gives you more security and control over your log on details.

4. If you are a OnePass user, you can select the OnePass button to log on.

5. You will then be taken to the OnePass log on screen, where you can enter your log on details.

Caselines Log On

User Name or Email

Password

_ Remember me next ime

Forgotten password

Donit have an account? Reislst row

OnePass user?

Saloct 16 b re-irected ta OnoPass log on page.

e

Azure user?
Chanse from the directory ta log on with Azure.

Active diractory

Ploase Chocse ~| [ AzureLogon

THOMSON REUTERS

CaseLines

Sign in using OnePass

Username

Password

Save username

Save username and password

Forgot username?

Forgot password?

[] show

Create OnePass profile

Update OnePass profile

NOTE: 7he OnePass log on option might only be available on some Digital Evidence Center instances.

Forgotten Password

1. If you have forgotten your password, click the Forgotten password link.

2. Enter your user name or email address and then click Submit.

3. Anemail will be sent to you containing a link to reset your password.

Log On

User Name or Email

Password

[ Remember me next time

orgotten password o

T

|

Log On

Don't have an account? Register now

Home | Support

Reset Password

If you have forgotten your password please enter the user name or the email address you used when you registered with CaseLines Digital Case System. We will email you a

password reset link.

User name or email

‘

Register

Log On

Find a Case

1. Ensure you are on the View Case List page. You will then automatically be presented with the case list
containing all of the cases that you have either created or been invited to access.
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2. The case list can then be filtered using the case filter. You can filter on:

e Hearing Date

e Case Name or Reference (in the text field) — you can refine your search by clicking on All Words, so
the filter will only return results that contain all of the words in your search term.

e Training and Completed cases — any cases that have been created and flagged as training or marked
as complete will only show up if you filter using these tick boxes.

e Listing Number ~ this option allows you to sort your results by listing number if there is a value in this
field.

3. Once you have input your search terms, click Apply Filter to show your filtered cases. If you want to clear any
search parameters, click on Clear Filter.

Invite Lists View Case List Support ase Name Se: Account Details

Case List o

Would you like to [SEEIGEREES 7

—
Case Filter:
e (2]
Text: O Auwoerds
Show training cases

h 20 v~ [J Show closed cases g
Show:
) Order by Listing Number

Your cases will show up on this screen with two options:

e Review Evidence - where you can examine the evidence.

e Update Case - primarily for making changes to the case if you have the appropriate case permissions.

Name L Date L Created By

*Demo case December 29, 2020 06:48 AM Netmaster Solutions Inc} " - -
Review Evidence J| Update Case

*Training demo SM 12345 November 17,2020 06:46 AM  Netmaster Solutions Inc] eV
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