? |BANKS LAW
4) mycase

TRIAL LAWYER

A Guide to Your
Client Portal

Everything you need to know about your case:
Communicate and collaborate with your attorney
in one easy-to-use online portal!




The MyCase Client Portal gives you access to critical

case information at any time during your case. With

your own personal login, you can send us secure
messages, comment on case items, share documents
with us, access your invoices, and easily make
payments. All your important case information

is centralized.

In this guide, you'll find step-by-step instructions for

everything you can do in the MyCase Client Portal.
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Home Screen

Once you've setup your account, you'll log in and see this home screen:

‘ [What's New All Cases
- 1 new message

. 7 new documaents

2 unpad inwoices

e
l|u=m.m..m.
—

Meeting 10 discuss case
Oxtaber 3, 10 GOAM - 11-00AM

E Court Appearance

October 36, A8 dey

What's New All Cases ~
View all events

| 3 1 new message
cent Activity

7 new documents
§  Zac Post shared invoice

Sevteree 3 ) iwPw 2 unpaid invoices

§  Inc Post updated invoice #0064 "
Upcoming Events

Septemter 12, 3355w

[  Zac Post deleted document Viking Funaral Plan Mesting to discuss case

Ost 3, 10:00AM - 11:00AM

Septemaer 13, B 48AM

Court Appearance
Oct 26, All day

View all recent activity B

View all events

Recent Activity

Zac Post shared invoice #00163
Sep 25, 2017 258 PM

Zac Post shared invoice #00167
Sep 12, 2017 3:20 PM

III What's New: Che : documents, and in

Upcoming Events: This sectic show any upcomir
MyCase related to your case

Recent Activity: "The Recent Activity” stream shows y it updates to your case.

Menu Tabs: Use these tabs for easy access to the home screen, messages inbox, case documents,
nts, and billing.
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Uploading Documents

Documents
Dacuments for: Miller Last Will and Testament

Miller - Welcome Letter.pdf e o
il - Weizama Lettar st

Miller Trust - DRAFT.dock Ry, 307

hil_Millr_ Ll b
HOME INBOX DOCUMENTS EVENTS BILLING :,.l..::.z::: =

Documants for: Miller Last Will and Testament

B Miller - Welcome Letter.pd!
Willer - Welcome Letter pdf

B Miller Trust - DRAFT.docx
Miller Trust - DRAFT goes

a Phil_Miller_Assets docx
Phi_Miller Assets docn

Document Details 5 nx Document Details
|

l Documant Name

n\ Document Name !uem.m
:[ | Choose File Mo file chosen

| Description

| Choose File No file chosen

To upload a document, simply click the + sign in the Documents tab.
Document Name: The name you'd like to appear in My for th ument

Send to: This fiel
you've upload

top, documents
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Sending Messages

Miser Last Will and Testament ~

Your Property s, 2007
zac Bost

nank e for your messagal
HOME  INBOX NG

Mext mesting 16,2017
Zax Pt

Thanic yous

x New Message
Miller Last Wil and Testament

New Message

n Miller Last Will and Testarment

# Zac Post {Lawyer)

Mello, Ive got an impartant update for you
regarding my case - when are you available to
moat?

] |
B Gase Updata

M |
CANGEL

Helio, I've got an important update for you fegarding my case - whon ane you
available 10 meet?

(oo [

To send a message, simply click on the + sign in the Inbox tab.

dropdo of ou're linked to - choose the one that relates to the
( i Ot appear.

Send to: This fi !
you'd like to share the message with.

(and 4) Subject and Message: Just like an email (but

fJ)mycase
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Paying an Invoice

Biling

HOME INBOX DOCUMENTS EVENTS BILLING SETTINGS LOG OUT

Unowid invcicas & Funds Reauests. NI Gases =

Unpaid invoices & Funds Rsguests AbCasan =

He:--.. i

6 250000 aveaue
e - |

= _ o

aising History

e $1000.00
0 30,7577 - b, 1004

szoanss
Billing Héstory n 2,300 s v
5200795

Wk - Mglrgor MyCiase Deveiooment Fem

¢ Bliing
-
$1,000.00 Arnourt Dverdue
$1,000.00
Invcica Data Jun 30,2017
First Can Dua Date Sop 21,2017 Name on Card

Pt Foes Payment Terms Bue Date e

st G T

B ke $1.000.00
anaa 2
Zausal Code

Clicking on Pay Now takes you to a form where you can input
your payment information, and make a payment on an invoice

III Invoice List: Clic
contents of the in

Pay Now i ! directly to a payment screen, where you'll be able to enter
your payment information and pay your invoice online. It's easy to pay via credit card or eCheck.
0 make an eCheck payment all you need is your bank account and routing number, which you can

find online or on your ch - and there are no fees.
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