QUICK REFERENCE GUIDE

How to upload documents from a request

A case participant without registered access to the system will receive an email, text message, or both requesting
the upload of case materials. The messages will contain the sender’'s name, the case name, and a direct link to
the case section to upload files. The message will also contain the date and time the link will expire.

1. Open the link in the message on a device that contains your files. You can also open the link on
your mobile phone and take pictures of your materials or upload files stored on your phone.

This is an official request from Mrs Jessie Smithly to Mr. Fred Sample to upload documents into "Sample v. Sample: DefendantRespondent Materials".

Click here to upload ﬁIesI https:/irelease.caselines.com/s/s/e035 o

All files shared will be available for review by parties involved in this case.

This upload facility will expire on 07 January 2022 12:21 PM (Central Standard Time)

2. You will be brought to the Upload your documents page. Select the Add Files button, browse for
the files on your device, or drag and drop your files into the Select Files window.

3. Once you select the files, select Start Upload.

4. Do not leave the page until the status bar reads 100%. The requestor will receive an email to notify
them that files have been uploaded.

Upload your documents

Mr. Fred Sample has been requested to upload documents relevant to the following case: Sample v. Sample
('Defendant_Respondent Materials').

This request has been made by Mrs Jessie Smithly

Choose from your existing files/photos to upload or take a new photo.

Restricted : (J

Please note if a file is restricted it will not display in sub-bundles unless the sub-bundle has been configured to show restricted files.

This can be configured in the bundle settings.

Select files

Add files to the upload queue and click the start button.

Filename Status Size

Drag files here.

© Add Files © Start Upload

Expired Link

If your link has expired, you can request that the link be re-activated. Select the link included in the email or text
message you received. You will be prompted to request additional time. Select the New Request button. A
message will be displayed to confirm your request has been sent.
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