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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

(1]
12

©

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

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.

Select the Update Case button to begin uploading your exhibits.

UPLOAD YOUR EXHIBITS

0
Thomson Reuters Case Center L .

Switch to Version 7 Thomson Reuters | Mountain Daylight Time

Invite Lists | View Caselist | View Hearings Case name / reference Search Cases @ | Account Details | Log Out

Case List

Would you like to ¥
ecase Filter:

C]
Casename/ O Allwords
reference: [ Show training cases
Show number of 20 v O show closed cases
cases in case list: [ Order by Listing Number

Clear Fiiter Jl Apply Filter

Name Listi ingDate Las: Created By
*Gil Bower v DC Corporation 3:30-cv-0024 October 31, 202201:51 PM Thomson Reuters e

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 B crveri et

Switch to Version 7 Themson Reuters | Mountain Daylight Time

Invite Lists | View Caselist | ViewHearings | Support Case name / reference Search Cases @ | AccountDetails | LogOut

Gil Bower v DC Corporation

Change Case Details

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.

e Select the Add Files button.

Gil Bowerv DC Corporation

Upload File(s)

Bundle: 01: Master Bundle

- Upload bookmarked PDF into a single section ] Upload bookmarked PDF into multiple sections ]| Upload ZIP into multiple sections ]| Upload eDiscovery production file

Select Section:| Please select a Section v How to use
Please select a Section T A .
) 01 - Respondent Use this feature to upload one or more files into a section within
Restricted: [ |1 gyigence the case.
Please note if a fitg 2 - Police Report tay in unless the has been

te icted files. This can b in the bundle settings. Please follow these instructions when uploading documents:

- Do not upload password protected documents. Remove
Select files poace °

Add files to the upload queue and click the start bution password protection before uploading the document into

Caselines.
Flen sme Staun S - If you have a PDF form, we advise you to use Microsoft 'Print to
PDF' before attempting to upload.
- Please note all PDFs uploaded will be flattened automatically.
The originalversion will be available for download.
- For best quality we recommend a document resolution of 300
DPIL.

Drag files here

To Printto PDF:

1. Open your document in Adobe or similar PDF reader
e 2. Click “File”

3. Click “Print”
Update All Documents View Section Documents 4. Select “Microsoft Print to PDF” and print

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

Gil Bowerv DC Corporation

Upload File(s)

Bundle: 01: Master Bundle

[/ 155 Fupload bookmarked PDF into a single section J upload bookmarked PDF into multiple sections ] Upload ZIP into multiple sections J Upload eDiscovery production file

I Select Section: [07-Respondent v | I How to use
Uploading to Section: 01- Respondent Use this feature to upload one or more files into a section within
the case.
Restricted: OJ
Please note if 2 file is restricted it will not displayin unless the has been. Please follow these instructions when uploading documents:
to it files. This can be in the bundle settings. - Do not upload password protected documents. Remove

password protection before uploading the document into
Select files

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

- Ifyou have a PDF form, we advise you to use Microsoft ‘Print to
PDF"* before attempting to upload.
I Gil Bower v DC Corporation.docx 24kb @ I - Please note all PDFs uploaded will be flattened automatically.

Filename Status Size

The originalversion will be available for download.
- For best quality we recommend a document resolution of 300
DPL.

To Print to PDF:
1. Open your document in Adobe or similar PDF reader
2. Click “File”
0% 24kb 3. Click “Print”
4. Select “Microsoft Print to PDF” and print

Update All Documents | View Section Documents 5. Anew PDF is produced

6. Upload new PDF into CaselLines.
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ORGANIZE YOUR DOCUMENTS

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.

Gil Bower v DC Corporation

Upload File(s)

Bundle: 01: Master Bundle

- Upload bookmarked PDF into a single section J§ Upload bookmarked PDF into multiple sections § Upload ZIP into multiple sections | Upload eDiscovery production file

[ setect section: | Y
Uploading to Section: 01- Respondent Use this feature to upload one or more files into a section within
the case.
Restricted : (J
Please note if a file is restricted it will not displayin unless the has been Please follow these instructions when uploading documents:
to show restricted files. This can be configured in the bundle settings. - Do not upload password protected documents. Remove

password protection before uploading the document into
Select files Casel
/Add files to the upload queue and click the start button asetines.

- Ifyou have a PDF form, we advise you to use Microsoft 'Print to

Filename Status size

PDF' before attempting to upload.

I Gil Bower v DC Corporation.docx 24kb @ I - Please note all PDFs upleaded will be flattened automatically.

The original version will be available for download.
- For best quality we recommend a document resolution of 300
DPI1

To Print to PDF:
1. Open your document in Adobe or similar PDF reader
2. Click “File”

© St Upload 0% 24kb 3. Click “Print”

4. Select “Microsoft Print to PDF” and print

View Section Documents 3. Anew PDFis produced

6. Upload new PDF into CaseLines.

Update All Documents

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

Gil Bowerv DC Corporation
Update All Documents

01: Respondent

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

Document Number Document Title Document Date

0001 Case Conference Brief 17A~Respondent | | 1un.a0y 01, 2021 inctuded:
- Smith- e
Tebbed: ]

Restricted: ]

4

0002 Certificate of Financial Disclosure 13A= | | jan 2 01 2021 nccea
Respondent - Smith - P 0

-
Tebbed: ]

Restricted: ]

)

0003 Affidavit of Service 6B - Applicant - Smith - January 06, 2021 Yes-No -No-No

0004 Financial Statement 13 - Applicant - Smith - January 01, 2021 Yes-Ho-No-No
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NAVIGATE THE REVIEW PAGE

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

Thomson Reuters Case Center

Attorney | Alaska
SwitchtoVersion7 Thomsen Reuters | Mountain Daylight Time

Invite Lists | View Case List

View Hearings

Casename / reference

GilBowerv DC Corporation

Change Case Details

Case Details

Search Cases @ Account Details | Log Out

The Review Page is divided into three panes:

~* Home Find View Present

Notes Download People Redactions Public Markup Analyze

4: Gill Bower Deposition

Gil Bower v DC Corporation

nt
(lanuary D1, 2021) 01-38 -
01-61

* Evidence

2 Lab Analysis - Plaintiffs
Exhibit 2 (June 28, 2021) 1
1-1-2

3 Report - Plai
(lune 29, 202

< Exhibit 6
3-8

50 PIP under protest Homer
Plastics - Exhibit 51
(November 04, 2021) 1-8
19

6 Bower, Gil R (November 04,
2021} 1-10-1-36

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

& PIP from DC Corp - Exhibit
29 {Nevember 04, 2021) 1-
38-1-39

9 PIP from Homer Plastics -
Exhibit 5 (November 04,
2021) 1-40 - 1-41

10: Bower, Gil R (November
04, 2021) 1-42 - 1-68

> o »

11: Exhibit & (November 04, > ® E A [
2021) 169 o . T
Play Jump Jump Presenl  Follow Note Transcript
TTA;  Exhibit & with markup

(November 04, 2021} 1- ¥

| Mountain Daylight Time ~ [+
- Order A | Changa Sot Order

Filter: [ Golor | (Tag | [ Document

[ Type | [ Author | [ Date

|
Sample note,

[ ot || Remove
Mrs.
019 M
st ote

Reply | [ Galor |
[ = Page |
Cynthia Roth DC Corporation

s,
095 AM
Wicely Shared iate

L]
— Page
Performance Issues
r

0996 A1
__Wizkly Shored ote

(=r)

A

Index pane:
uploaded by the parties.

Located on the left side and allows you to navigate between the different exhibits

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.

Cynthia Roth DC Corporation

Ms,
0%:05 AM
____ Widely Shared Note
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CREATE NOTES

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

Home Find View Present Download People

Ik

Copy
Text

@ | [»

Show Find
Motes Page

Choose
Color

i I O

Add 3 Add a Add
Caze Mote Page Mote Pan Motes

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.

sample page note
Gil Bower v DC Corporation

change @

® Private Note

Applica - O Share Group Note
Yenuary 01, 2020 01-38 - O Widely Shared Note
1: Evidenee

Home Find View Present[NotesWDownload People Redactions Public Markup ~Analyze ® | Mountain Daylight Time ~ [
Edit Page Note
Choose Adda IDraw 3| Drawa Highlight Draw Add
Color Case Note Box Filled Box Text Freehand Pen Notes
B I ¥ |55 =|iEviEvE = —
AY X 5: PIP under prote ) = X

Order A | Change Sort Order

Filter: Document

18 (e )t (oo
|

sample note.

Page 1

2 Lab Analysis - Plaintiffs
Exhibit 2 June 29, 2021) 1-
1-1-2

3 Report - Plaintiff's Exhibit 6
(June 29,2021) 13- 1-6

4 Gill Bower Deposition (une
29,2021) 1-7

5 PIP under protest Homer @ Homer
Plastics - Exhibit 51 .
(November 04, 2021) 18 - Plartir
1-9

6: Bower, Gil R (November 04,
2021)1-10-1-36

INTEROFFICE MEMORANDUM

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

& PIP from DC Corp - Exhibit
29 (November 04, 2021) 1-
38-1-39

Gil R. Bower
FROM: Brett Beck

SUBJECT: Performance Improvement Plan
9 PIP from Homer Plastics -

Exhibit 5 (November 04, DATE: March 3, 2005
2021) 1-40 - 1-41
10: Bower, Gil R (November COPIES: Employee File
N4 20211 1-42 - 1-AR v
K »

Mrs.
0279 PM
Note

Cynthia Roth DC Corporation
Ms.

02:05 AM.
... Widely shared Note

Performance Issues

Ms
09:06 AM
... Widely shared Note

() |

MK 3
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will be sent an email or text message with the PIN.

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

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

INVITE A WITNESS
Invitations to witnesses are sent through the People tab on the Case Home [ coscriome | reiew [ aer ] secions [}
page. (NOTE: If you do not see a People tab when in Update Workspace, the (1)
court/agency will need to invite witnesses to the case.) Gil Bower v DC Corporation
People Index e
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.
e On the following page, select Invite a Witness.
@ TheName field is the only required field, but you can enter Giraﬁm& d
Witness 1to keep the name anonymous. o
e Enter an Email or Phone number if you would like the witness to (5]
be sent a PIN. Depending on what field you complete, a witness mw@ R

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.

|'®  Home Find View Present Notes Download[Peoplew Redactions

(1
9 Select Witnesses. You will see the witnesses Waiting in L R P g 0
Lobby. el e
A Y X
9 Select Admit next to the witness you would like toadmitinto | @ e Witnesses
the case. o1 isterBurcle -
@) Thewitness will be moved to Active and see the evidence. i e °
Select Remove to stop their view and admit the next witness. atingnlotey
Witness 1 e
9 Select Log Witness into CaseLines to admit a witness listed Offine
under Offline. This allows a witness who was not given a PIN
or has forgotten their PIN to view the Review Workspace.

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 Notes Download People Redactions Public Markup Analyze ® | Mountain Daylight Time A G
< > © O 8 & A = P2 B
Previous Next Show the Viewing Lowyers Judges,  Witness  Jury  DirectOthers Page Directions Auto Seach  Search  Find
Document Document it Previous Page History Court Staff to Page Directior Help Page

3

Gil Bower v DC Corporation  >23rch Case Documents

p [ J
Qanuary * Clear Search | search current Document Jl Search Current Section

an:
01,2021) 01-38 - 01-61

: Evidence e e ()

2 Lab Analysis - Plaintiffs
Exhibit 2 (June 29, 2021) 1-1 Search Index Titles
S12
Show Notes Results
Private @ Shared @ Widely

Show Document Text Results

3: Report - Plaintiff's Exhibit 6
(June 29,2021) 1-3 - 1-6

4: Gill Bower Deposition (June
29,2021)1-7

5: PIP under protest Homer

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:

e 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 number: 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.

~!  Home | Find ‘ View Present Notes Download People Redactions Public Markup Analyze @ | Mountain Daylight Time -~ [+
< b ©® O A .
] o Confirm
Previous Nt Show the Viewing Lawyers, Judges. witness p
Document  PreviousFage  History Court Staff
[~ o2 Please confirm you would like to direct everyone to page 1-37

: qom o]

[Gil Bower v DC Carporation — Fifter: ((Colo | [ Tog ) [ Document

change

- 1-37

: Master Bundle
29, 2021) -4

5 PIP under protest Homer
Plastics - Exhibit 51
(November 04, 2021) 1-8 -
19

Sample note.
Page 1 o
6 Bower, Gil R (November 04, [(Et ) Ramove
2021)1-10 - 1-26 Y
oz19pm
Private note
& PIP from DC Corp - Exhibit Regly | [ Gaor )
: PIP from DC Corp - Exfibi ey ) S
26 (November 04, 2021) 1- DC Corp
e 4800 Ferguson St. [ = Page |
9 PIP from Homer Plastics - Wilmington

Exhibit 5 (November 04, Califomia 90744
2021) 1-40 - 1-41

M5

10: Bower, Gil R (November 0805 AM
04, 2021) 1-42 - 1-68 October 6, 2005 Wl d Note

11: Exhibit 8 (November 04,

€ynthia Rath DC Corporation

Gil R. Bower
1906 Rosewood —

114:  Exhibit 8 with markup Santa Cruz, CA 95065 P | g
(November 04, 2021) 1 [ Tags [ = Page |

& Dear Gil,

‘ sample page note

12 PIP from DC Corp - Exhibit This letter will serve as confirmation of our employment offer 1o you as Sr. Plastios Engineer, in R
597‘3““93“””“- 2021 our Wilmington facility at an annual rate of $75,500.00. This position reports 1o Kevin Jameson, (st | Remove |

Production Manager, with nommal office hours of 8 am. to 5 p.m., Monday through Friday.
13: PIP from Homer Plastics -
Exhibit 5 (November 04, As you are aware, all offers i upon the ion of a physical and drug [ 1
B R An appointment has been scheduled for 11 a.m. on October 5, 2005, at the North .
Wileminntn Trantmant Nantar 1301 @ Barvil nE 10801

Pewrers wite Cfirie

I Brod Wilminetnn




Getting started guide for attorneys QUICK REFERENCE GUIDE

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 Present Notes Download People Redactions Public Markup Analyze ® Mrs. | Mountain Daylight Time ~ [

5: PIP under prot

Page Direction

- Order A | Change Sort Ordsr

il Bower v DC Corporation Filter: [ Color | [ Tag | [ Document

e change i . . [Ty Auth Dats

R e = E| Ms has directed you to bundle page '1-38'. Do you want to go there? 1-8 (sl (i) (Lose)

Applicant - Smith - - N
01-61

Sample note.
e (= o0 ) [Crmen ]] page 1 I
2 (&) o

“ Lab Analysis - Plaintiff's
Exhibit 2 (June 29, 2021) 1- s
1-12 021520
Private Note

3: Report - Plaintiff's Exhibit &

Uune 29, 2021) 1-3 - 1-6 [ ey | [ color |

4 Gill Bower Deposition (June
29, 202117 =)

: PIP under protest Homer Homcr
bit 51 . Cynthia Roth DC Corporation
ember 04, 2021) 1-8 - Platas
Ms
0905 AM
6 Bower, Gil R (November 04, Widely Shared Note
2021)1-10-1-36

INTEROFFICE MEMORANDUM [ Rely |

7: Exhibit 8 (November 04,
2021) 1-37 TO: Gil R. Bower
& PIPfrom DC Corp - Exhibit
29 (November 04, 2021) 1-

&)

FROM: Brett Beck

38-1-39 Performance Issues
SUBJECT: Performance Improvement Plan
9 PIP from Homer Plastics - Ms
Exhibit 5 (November 04, s 0906 AM
2021) 1-4(0 -1-41 DATE: Mareh 3, 2005 Wigely Shared Note
10: Bower, Gil R (November COPIES: Employee File | Reply |

04,2021) 1-42 - 1-68

Ty oy ovember o Gil, this memo is being presented 1o you due to your lack of achieving meaningful resuts
in your assignments as well as overall poor work performance. These performance
714 Exhibit 8 with markup issues are as follows:
(November 04,2021} 1- 7

1 3 4 Thoes hovn hans sasiasal salathiahs simala ascinnmante urhish uni hava failad tn
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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.

Home Find View Present Notes Download People Redactions | PuincMarkupi Analyze

2 B8 X
[l

Pen Undo Save Clear Show Public

Size Markup Markup Markup Cnly

© 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 Redactions I Public Markup|| Analyze
] =
|9 X
Choose Pen Undo Save Clear Show Public
Color Size Markup Markup Markup Only

Uriifmit

X

thomsonreuters.caselines.com says
People Stamps

Are you sure you wish 1o save a new copy of this decument with the

markup included?

4 erime scene Image [y

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

Home Find View Present Notes Download People Redactions | Public Markup | Analyze
ate 4 [ ] Off ,
@719 ’|x
Choase Pen Pen Undo Save Clear Show Public
Color Size Markup Markup Markup Only

USING THE PRESENT FEATURE

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

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

Presentation

2

Lawyers, Judges.
Court Staff

Fo B

Witness Jury

=

Start
Presentation

A

Follow
Prezenter

Auto
Follow

F3

Call Out

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

" Home Find ViewIPresentINotes Download People Redactions Public Markup

Presentation

2

Lawyers, Judges.
Court Staff

Fo

Witnesz

5o

Jury

=

Start
Presentation

A

Follow
Presenter

Auto
Follow

Call Out

F3

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

Home Find ViewlPresentINotes Download People Redactions Public Markup

Presentation

82

Lawnyers, Judges,
Court Staff

Fo Fo

Witness Jury

s

Start
Presentation

A

Follow
Presenter

Auto
Follow

Call Qut

B3

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

present.

" Home Find ViewIPresenthotes Download People Redactions Public Markup

Presentation

2

Lawyers, Judges.
Court Staff

B Fo

Witness Jury

=

Start
Presentation

2

Follow
Presenter

Auto
Follow

Call Out

r3

11
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[ Feme Find View | Present | Notes Downlosd Pecple

B & & B A

Loy lodges. Wi iy
Com st

® [ Mountsin Daylight Time < B

Presentation

Gil Bower v DC Corporation

o e e £y

1 Bower Gi R (November  *
04,2021) 142 - 1-68

12 PIP from DC Corp - Exhibit
28 (Novemter 04, 2021)
170-1-11

021172173
14: PIP under protest Homer

P Federal law requires proof of identity and employment eligibility within 48 hours of employment.”
by ) - sample page note
B

May 71 2023 riné A

16 jesus-hilaro-h-5u69V16.

17 todd-kent-onnlOfF-skU-
U

18 andrew-coop-
YHPSCErSg.

©2023 Thomson Reuters. 07/23 THOMSON REUTERS”
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