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How to manage your account

When you create an account, your details are stored in the Account Details area of the system. From
that page, you can review your details, edit, and set preferences.

My Details

Once logged on, select Account Details located in the top right corner of your toolbar. Account Details
will open the My Details page.

On this page, you can review your data and change your phone number. Use the tabs located at the top
to change details, reset your password and resend verification emails.

Invite Lists View Case List View Hearings Support _ Account Details Log Off

My Details
Details
Title (Mr, Mrs, ..) Ms.
First Name Sample
Last Name Example
Mobile phone 555-555-5555 Change
Display Notifications Yes
Primary Email Sample_email@email.com  Verified
User Name User Name1254
Usual Role Counsel
QOrganization Headquarters
Usual Location Base of Operations
Hide Email No
Language English
Time Zone Detect Automatically
| consent to you providing me with business and marketing information. Yes
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Change Phone Number

Select the Change link across from the Mobile phone field to change your number or add a new
number. If you do not have a number listed, you will be brought directly to the Change Number page.
Select the country code and add your new number. Once you have entered your number, select Save.

Invite Lists View Case List View Hearings Support Account Details

Change Number

Details

Mobile phone

Save

If you have a number in the system and wish to change it, selecting the Change link on the My Details
page will trigger the system to send you an email message with a verification code. Verification codes are
an extra layer of security to protect your information.

Reset Mobile Number Inbox x &
noreply@caselines.com 1:08 PM (33 minutes ago) Yy &
tome =

Please use verification codel 355433 o complete your mobile number reset.

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.

4 Reply ®» Forward

Enter the code in the field required and select Change Number. You will then be able to enter your new
number, as shown above.

Change Number

You have been sent an email with a temporary code. Please enter it below.

Account Information

Enter Code Request new verification code email
Change Number
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Change Details

Return to the My Details page to make changes to your account details, select Change Details.

Home Invite Lists View Case List View Hearings Support Account Details Log Off

Change My Details
Details
Title (Mr, Mrs, ..) Ms.
First Name Sample o
Last Name Example
Primary Email examplesample@email.com

Organization v | °
Hide Email O Hide your Email address
from people outside your

organization.

UserName1243

User Name

Display Notifications Indicate if you have
notifications in the

Banner.
Role
Counsel & °

Location Location () -

Language Y o

Role Note o

Time Zone Detect Automatically ~ o
| consent to you providing

me with business and °

marketing information.

Save

You can make the following changes directly on the Change Details page:
1. Make changes to your title, first name, and last name.

2. Change your organization. You will only see this option if you registered with an email associated
with two or more organizations already set up in the system.

3. Hide your email address on the list of people for a case.

4. Turn on or off the notifications in the banner. Selecting the Display Notifications box turns on
notifications, and a bell will appear in the top banner. Alerts will show here whenever a
document change is made to any of your cases.

5. Select your role and location and add a role note.
6. Select alanguage. This option is not available for all locations.

7. Select a time zone - the system will look at the browser you are using to determine your time
zone automatically, but you can also manually change it. All dates and times will then be
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8. displayed in your local time. The time will show in places such as the audit trail and hearing
times. The time zone will be displayed beside your name in the header on all pages.

9. Choose whether you want to receive business and marketing-related emails by checking or
unchecking the box.

Once you have made edits, select the Save button.
Change Password
From the My Details page:
1. Select Reset Password.
2. On the Change Password page, type in your current password.

3. Typein anew password. It must be eight characters long, containing at least one upper case
letter, one lower case letter, a number, and a special character.

4. Re-enter the new password to confirm it.

5. Select Change Password.
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Change Password
Use the form below to change your password.
Account Information

Your new password should be at least 8 characters and contain an upper case letter, a lower case letter, a number and a special
character. For example: 'LondonBridgeg2™,

Current Passwaord

Mew Password P U

Condirm Mew Passwond ssssssassas U
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