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ACCESS CASE CENTER

To access Case Center, go to: thomsonreuters.caselines.com or your state/jurisdiction-specific
website/instance and then select Log On located in the upper right corner.

LOCATE YOUR CASE

o Upon logging in, select the View Case List button ( e ).

9 Use the case filters to locate your case by date, keyword, or other available filters. Below the Case
Filter section is a list of cases to which you have been invited.

9 Select the Update Case button to begin uploading your exhibits.

UPLOAD YOUR EXHIBITS

Thomson Reuters Case Center

Case List

‘Waould you like to EegERE]

QCase Filter:
Hearing Data Fi

rom: n
Hearing Date To: D

LCasename /
referance:

Shaw number of 2 ~|
caseq In case list:

LI Atwords

L Show Lraining cases

LI Show closed cases
[ Order by Uisting Number

Mame t L

* Gl Bowerv DC Corporatlon  3:30-cy- 0024 October 31, 2022 01:51 M Thomson Reuters  [GEREUEGENEY EULECREEE

With Case Center, you can upload exhibits directly into the system, including documents, photographs,
and videos.

Select the Upload button located on the toolbar at the top of the page to retrieve the page where
you will upload your exhibits.

Thomson Reuters Case Center

Case rama ( referance

Gil Bowerv DC Corporation

Change Case Detalls

Case Details
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The court sets up sections for each party to share their exhibits. Select your section from the Select

Section drop-down menu.

9 Select the Add Files button.

Gil BowervDC Corporation
Upload File(s)

Bundle: 01: Master Bundle

Select Section:| Please select a Seclion v

Plaase selact a Section e
Rectitor = 11 - Recpendent
ayin

Evidence

Upload hookmarked PDF into a single section

My Skare Graup

Upload hookmarked PDF into multiple sections

Fiease note ifa fild 2 - Police Report

to fiies. Thi

Select files

Aod e fo

cick iha slar bation

8 ipinat qui

Drag filés bere,
1O add Frmn

Update All Documents View Section Documents

i the Bundle settings.

ad ZTP into multiple sections

i (s
ise this feature to upload one or more files intoe a section within
the case.

Please follow these i ions when uploading d
- Do not upload password protected documents. Remaove
password protection before uploading the document into

Caselines.

- Ifyou have a PDF form, we advise you to use Microsoft ‘Print to
PDF belore attempting to upload.

- Please note all PDFs uploaded will be flattened automatically.
The original version will be available for download.

- For best quality we recommend a document resolution of 300
DPL.

Te Print to PDF:

1. Open your decument in Adobe or similar PDF reader
2. Click "File”

3. Click “Print®

4. Select “Microsoft Print to PDF™ and print

Upload eDiscovery production file

Select the documents/photos/videos from your files that you wish to upload and then select the

Start Upload button.

Gil Bower v DC Corporation

Upload File(s)

ookmarked PDF in

20 2 0 ) R (D 0

ed PDF into multiple

Aud Tles to the uploa we and cick the star bulton.

l Gil Bower v DC Corparation, doce

I Select Section: 01 - Respandant ‘_t| I How to use
Uploading to Section: 01 - Respondent Use this teature to uplead one or more files into a section within
the caze.
Restricted: L
ifa fileis i it witl not display in Please follow i ions when up ing
i . This Bundie settings. Do nol upload password protected documents, Remove
password prolection before uploading the documentinlo
Select files

Casellnes.

- If you have a POF form, we advize you to use Microzoft 'Print to

PDF' hefore attempting to upload

- Please note all PDFs uploaded will be fia

wiill be available for do
For best quality we recommend a document resolution of 300

DPL

ed automatically.

load.

The criginal versia

To Print to PDF:

|. Gpen your document In Adobe ar similar PDF reader
2. k “Flie™

o k “Print*

4. Select *Microsoft Print to PDF" and print

5. Anew PDF is produced

6. Upload new PDF into CaseLines.
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ORGANIZE YOUR DOCUMENTS

o The court may ask that your exhibits conform to specific naming conventions. Rename your exhibits
by selecting the Update All Documents button located on the Upload page.

CIDCDEIE -

Gil Bower v DC Corporation

Upload File(s)

Bundle ster Bundle

Select Section: |01 - Respondent ~| How to use

Uplnad bookmarked PDF into a single section § Upload bookmarked POF into mulbiple sections § Upload Z1P into multiple sections § Upload eDiscovery production file

Uploading to Section: 01- Respondent Use this feature to upload one or more files into a section within

the case.
Restricted:
if  fiie is i i i i Bundies uniess the sub-bundie h i Please follow these i ions when ling d t
to show i files. This can be i th 0 Do not upload password protected documents. Remove
s password protection before uploading the document into
Select files Caselines
Add files 1o he upload quede and cick te star button S

Ilyou have a PDF form, we advise you Lo use Microsoft ‘Print to
PDF* before attempting to upload.
I Gil Bower v DC Corporation,doc 2kt @ - Please note all PDFs uploaded will be flattened automafically.

The original version will be available for download.
- For best quallty we recommend a document resolution of 300
DRI

To Print to PDF:
1. Open your document in Adabe or similar PDF reader
2., Click “File"

M b 3. Click “Print*

4. Select "Microsoft Print to PDF” and print

3. A new PDF is produced
6. Upload new PDF Into Caselines.

Update All Bocuments | View Section Documents

9 On the Update All Documents page, select the Document Title box to begin editing the exhibit
name. Your changes are saved automatically.

-

GilBowerv DC Corporation
Update All Documents

01: Respondent [

Click on an entry to edit, Changes are saved automatically.

Document Number Document Title Document Date

5001 Case Conference Brief {7A~Respandent | 1o oo o0 oo ezt ﬂ m
-Smith- 5

: e
Tobet |

Rustrictect |

0002 Certificate of Financlal Disclosure 134 - January 01, 2021 Includedt m ﬂ
Respondent - Smith - ek

=
Tobea |

Aescoed ]

0003 AFfidavit of Service 68 - Applicant - Smilth - January 06, 2021 Yes Mo -ho-Na m m m
=

Q004 Finarcial Statement 13 - Applicant - Smith— lansary 01, 2021 Yes-No -No-No m m m

PDF
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NAVIGATE THE REVIEW PAGE

Select the Review button on the toolbar to load the Review Page.

Thomson Reuters Case Center A e

Suitch to Varsion 7 Thamaan Reutars | Mauntain Daylight Tima

Invite Lists | ViewCaselist | ViewHearings | Support (Case name / reference Search Cases @ Account Details | LogOut

Gil Bower v DC Corporation

Change Case

Case Details

The Review Page is divided into three panes:

Home Find View Present Motes Download People Redactions Public Markup Analyze ® | Mountain Caydight Time ~ [+
: A 4 Gill Bower Depasition tune 25, 2 B Ew 1) i
- Order Chasge St Ordar

Gll Bower v D€ Carporation Fiter | Colar | Tag | | Docement

7 Bt e change Trps | [ Author | | Dawe
Appicant - Smith -
Ui 01, 202012~
51

b Samgle note.

2 Lsb Anatysis - Plaintill's

Eshitir 2 (jume 2, 2021) |
1212

5 PP under pr
Plastics - Exhibit 51
November 04, 2027} 1-8

& Bawer, Gil R (Navember 04
2027)1-10 - 1-36

7 Eshebit B (November 04,
2021 137

& PP fram D Corp - Exhibit
28 (November 04, 2021) 1-
38-1-32

B PP from Homer Plastics -

Performance lsues

Extuboil 5 (November 14, == Ih'.z.ﬁ.ﬁ
2001) 140 - 191 Wigely Shores Mata
Faply |

Play dump Jump Present  Follow Note Transerigh

0 Index pane: Located on the left side and allows you to navigate between the different exhibits
uploaded by the parties.

Reading pane: Located in the center of the page and allows you to view the exhibits. View
documents, photographs, and videos in the Reading Pane.

Notes pane: Contains notes created by you or others with access to this case. Notes act like
bookmarks or shortcuts and allow you to quickly jump to an exhibit with ease.

Select the Page button in a note and the Reading pane loads the annotated exhibits.

[ — Page |

Cynthia Roth DC Corporation

Ms,
0%:05 AM

[ Repy |
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CREATE NOTES

On the Review page, select the Notes tab to expand its ribbon.

i% Home Find View Present | Notes| Download People
|82 0O|&£|D G
Choose Add 3 Add 3 Add Copy Show Find
Color Casz Mote S3g= Note Pen Motes Text Motes Page

Choose Color: Select a color for the note.

Add a Case Note: Create a general note about the entire case.

Add a Page Note: Create a note attached to a specific page.

Add Pen Notes: Using a touchscreen device, create handwritten notations on an exhibit.

By default, notes are private and visible to the author only. Notes can be private, shared with a select
group of individuals, or widely shared with everyone who has access to the case.

=% Home Find View Present Nomslbownload People Redactions Public Markup  Analyze
Craw a Highiight Draw

o 3 skt
3o Filed 30x Taxt Frechand P P
x 5: PIP under prote

Gil Bower v DC Corporation

Edit Page Note

chacsa
Crlar

Adda
Casa Nebs:

B I ¥ E =

il
]
iii
€
I
il

sample page nate

T Moo Rundle changs

|E| ® Privale Note
O Share Groug Nole

O Widely Shared Nole

Applicant - Smith =
Uanuary 07, 20211 071-38 -
11-61

1: Evidence

® | Mountain Caylight Time -~ ¢

- Cirtler & | Changs Sent Ordar
Filter: [ Goke [ T3 | [ Docameer

1-8

2 Lab Analysis - Plamtiff's
Exhibit 2 (June 29, 20213 1

rt - Plaintitt's Exhibet &
28, 2021)1-3-1-6

4: Gl Bower Depasition (June
29 2021)1-7

=1, Gil R (November 04,

20211 1-10-1-35 INTEROFFICE MEMORANDUM

7: Exhibit 8 (November 04,
2021 1-37 TO: Gil R. Bower
8 PP from DC Corp - Exhibit .
29 (November 04, 2021) 1- FROM: Brett Beck
38-1-39
SUBJECT: Performance Improvement Plan
& PIF from Homer Plastics -
Exlibil 5 (Movernber 04, DATE: March 3, 2005
2021] 1-40 - 1-41
COPES: Employes File

M Gower, Gil B {November
4 20711 1-47 - 168

Sample note.

Page 1

[ e

Performance lssues

0506 AM
Vel Shared Wate

[ ey
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INVITE A WITNESS

Invitations to witnesses are sent through the People tab on the Case Home [ oo | oion | o | socions |}
page. (NOTE: If you do not see a People tab when in Update Workspace, the 0
court/agency will need to invite witnesses to the case.) GllBowervDC Corporation

If you have been given the Permission to Invite, here are the steps to follow:

o From the Case Home page, select the People tab.
Select Invite New Participant on the People Index page.
On the following page, select Invite a Withess.

The Name field is the only required field, but you can enter
Witness 1to keep the name anonymous.

will be sent an email or text message with the PIN.

© 6 000

Select the following box to receive an email copy of the PIN.

Enter an Email or Phone number if you would like the witness to
be sent a PIN. Depending on what field you complete, a witness

People Index 9

Gil BowervDC Corporation o

Mame * o

- (5]

Phane USAGY v

Emal capy of PiNto :u.e T i ricked, po will e aatied  copp o the DIV S s Pitaess

Select Invite. The list of invited witnesses will be displayed on the People Index page.

ADMIT A WITNESS ON A DEDICATED DEVICE

If the witness has a dedicated device, direct the witness to the URL for the witness portal. The witness
will enter their PIN on the first screen and wait in the lobby until admitted.

To admit the witness, begin in the Review Workspace for the case.

Select the People tab.

Select Witnesses. You will see the witnesses Waiting in
Lobby.

Select Admit next to the witness you would like to admit into
the case.

The witness will be moved to Active and see the evidence.
Select Remove to stop their view and admit the next witness.

Select Log Witness into CaseLines to admit a witness listed
under Offline. This allows a witness who was not given a PIN
or has forgotten their PIN to view the Review Workspace.

® 6 0 00

% Home

Find View Present MNotes Download | Peopla | Redactions
A & D9 0
0
Witnesses
change
. Active
Witness 2 o Remaove
Waiting in lobby
Witness 1 0 Admit

01: Mzster Buetie
01: Respondent

f: Evidence
B Police Report

AdciPeople  Share  Witnesses  Juroes
croup

Gil Bower v DC Corporation

Offline

Loy witness into Caselines

This feature is also used when the witness does not have a dedicated device.

ADMIT A WITNESS ON A SHARED DEVICE

When there is a single shared screen for the witness, use the Log witness into Caselines feature to

display the witness view on the shared screen.
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FIND EXHIBITS AND DIRECT PARTICIPANTS TO THE SAME PAGE
o Select the Find tab at the top of the page to expand its ribbon.

' Home | Find View Present Motes Download People Redactions Public Markup  Analyze L] | Mountain Daylight Time  ~

M M ® | 8 & &K & L7 DB
Frevious Tt Showthe Vi lawper ogen  Wimem Ay DiedtOves PogeDinections auna tmch  Semh  Fie
Comont  Dommem  Prewousfage  Hitory Cour it te Face Dieccn G R rag

Gil Bower v DC Corporation Search Case Dacuments

fI: Ewidence

Goo

2 Lah Analysis - Plantifs
Bxhibit 2 Dure 28, 20219 11
i

3 Repart - Plaintis Shibit 6
ure 23 2020 1-3- 15

8 Seerch Index Titles
B show Notes Resuits

B private B Shared B widey
B show Document Text Results

&

" Gill Bower Ceaosition (une
2021)

arder A | Clangn Sort ndee
Fittor: [ Gobiw | “Tg | [ Dlossanen|
Ty | | Sutae | | Datw

sample note,

Find Exhibits

You can find an exhibit by page number or keyword search. Uploaded exhibits are automatically
assigned (by Case Center) and page numbers are in the upper right corner.

@® Tofind an exhibit by:

o Keyword search: Select the Search Case button, enter your keywords into the field provided
and select Search, Search Current Document, or Search Current Section.

e Page humber: Select the Find Page button and enter the desired page number.

Get participants on the same page

You can direct others to a specific page by using real-time page notifications.

9 Select Direct Others to Page and confirm the page direction.

L' Home Find | View Present Notes Download People Redactions Public Markup Analyze

4 P ® D K& &

edvns revt stewthe Visking U e Witnes
Ceurt St

Confirm

Documert  Document  PevioulPass Mtery

Please confirm you would like to direct everyone to page 1-37

- | Mountain Daglight Time  ~ &

October 6, 2005
Mr. G A. Bower
1906 Rosewood Lane
Santa Cnez, CA 95065

Dear Gi,

104 Exhibit & with markup
(Nowember 04, 2021) 1

This latter will sarve as of our employment ofler 1o you as Se. Plastics Enginear, in
umw‘m!mmmumaﬁ-’nm This position repors 1o Kevin Jameson,
wager, with nommal of Bam. to 5 p.m., Monday through Friday.

04 o As you are awars, o offers. ol a physical and drg
scroon. Anw;nmll‘wwmlldhrnammm! manmm
et T Yoy

e s Pl Wi rtll Bl W1l

oo S e
Gil Bower v DC Corporation - Filter: (G (] [ Do
kot ater Burch — B | [ Tiwa | | Mutror | Datn
ot . 1-37 —_—
£33 B
. Sample note
Page 1
| Edn || Remoen |
e
n2reem
P e
e ey
2% (Navember 04, 2021) 1 DC Ccrp
4800 Ferguson 51 | = Fogu |
Wilmingin
Calitomea 90744

Cynthia Rath D Comporatian
R are
Wty Shared Note

Regly |

[ = |

sample page nate
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When receiving a page direction, a notification appears on your screen. Select Yes to accept the page
direction and move to the requested page.

' Home Find View

: Evidence

& Lab Analysis - Phaintifrs
xnibit 2 (June 239, 2027) 1-
1-1:2

i
5

intiff's Exchibit &
{hane 29, 2021) 1-3 - 1-6

&

: Gill Bower Depasitian [june

Movember 04,
21) 1-10 - 1-36

: Exhibit 8 (November 04,
2021) 1-37

o

2P fram O Corp - t
25 {November 04, 20217) 1
5

w

Homer Plastics -
November 04,
-

(Novembes
04, 2021) 1-42 - 1-58

it B (November 04
o

114 Exbbil & with markup
November 04, 202111- %

il Bower v DC Corporation

Present Motes Download People Redactions Public Markup Analyze

Page Direction

Ms has directed you to bundle page '1-38". Do you want to go there?

| Yes H No J Tum off ‘

INTEROFFICE MEMORANDUM

TO: Gil A. Bowsr

FROM: Brott Back

SUBJECT: Performance Improvement Plan
DATE: March 3, 2005

COPIES:  Employae File

Gil, this mema is being presanied to you due 1o your lack of achieving maaningtul resulls
in your assignments as well as overall poor work periormance. Thase perdormance

issues are as follows:

4 Timem bt hmnn memsnral cadathanh; simenls seebunmants uhish u hava fallad tn

1-8

| Mountain Daylight Time  ~ O

Order A | Ghange Son Onar
Filter: [ Cakr | [Tag | | Document
Tops | | Author | | Dats |

sample note,
| Edt | | Remens
[
0215 M
Private Note

Bowrl] (oo

| — Page

Cynthia Rath DC Corporation
Mg
%S AN
VMsiely Shaved Nite

| Reply

Performance Issues

M5
0006 AM
Widely Shared Note

| Fsply
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QUESTION A WITNESS

Use Public Markup if the witness marks a document and the marked document needs to be saved.

o Select the Public Markup tab.

| g Q=)
™

Choose Pen Pen Undo Save Clear Show Public

Color Size Markup Markup Mariup Oniy

Home Find View Present Notes Download People Redactions|Puinc Markup | Analyze

9 Select a color. Instruct the witness to mark the document.

To save the marked document, select the Save Markup button and then the OK button in the pop-

up box.

Home Find View Present Notes Download People RedactionslPublEcMarkupI Analyze

| 9 B X &

Show Public

Choose Pen Pen Undo Save Clear
Mariup Only

Color Size Markup Markup

k= Uinimat TX ¢ .
thomsonreuters caselines.com says

People Stamps

Are you sure you wish o save a new copy of this document with the

markup included?

10
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Once the document is saved, you will see that marked copy of the document as a new entry in the Index
pane.

When guestioning more than one witness, the best practice is to select Clear Markup before showing the
second witness the same document.

Lfﬁ* Home Find View Present Notes Download People Redactions | Public Markup | Analyze

o\

- o

o 19 8[x
Choose Pen Pen Undo Save Clear Show Public
Color Siz= Markup | Markup | Markue Only

USING THE PRESENT FEATURE

When you want to present an exhibit in court, use the Present tab on the Review screen.

i} Home Find View | Present | Notes Download People Redactions Public Markup

® of E 2,
Presentation g’ 90 p [ ? R—b yel
Lawyers, Judges, Witness Jury Start Follow Auto Call Qut

Court Staff Presentation Presenter Follow

Select who you will be presenting to (i.e.: lawyer/judge, witness, jury, or all three).

Li'“ Home Find View IPresentI Notes Download People Redactions Public Markup

2 1R = poi e B3
Presentation R [ [ = - P
Lawyers, judges, Witness Jury Start Follow Auto Call Out
Court Seaff Presantation Presenter Follow

Before presenting, announce that you will be presenting so that all participants can turn on Follow
Presenter or select Auto Follow.

L‘“‘ Home Find View IPresentI Notes Download People Redactions Public Markup

Off -
,Q A o A S} _FT:T R—» B
Presentation
Lawyers, Judges. Witness Jury Start Follow Auto Call Qut
Court Staff Prasentation Prasentar Follow

The Call Out button allows you to emphasize or enlarge text or images within a document as you
present.

L‘“‘ Home Find View IPresentI Notes Download People Redactions Public Markup

p Q ® o -
Q A &K F , @ | B3
Presentation
Lawyers, Judges. Witness Jury Start Follow Auto Call Qut
Courrt Staff Prazantation Prazanter Follow

11



Getting started guide for attorneys QUICK REFERENCE GUIDE
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