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How to download notes

Download your notes so you can review when you are offline or retain them for your records. Select the
Download tab from the Review Workspace.

1. Select Download Notes.
2. A pop-up window appears. Choose the notes download format: PDF, Word Document, or Excel

Spreadsheet.
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case, some processing time will be required. You will
receive a popup message letting you know that an e-mail Your notes download is being prepared by us.
. We will send you an email after preparation is complete.
will be sent to you once your notes are ready for Please follow the instructions in the email to download your notes.

download.

Once you receive the email, click the link, to open a browser page. Your notes automatically download.
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noreply@caselines.com
To @ Carmen Margarit (CaseLines) Thu 22/10,
@ We removed extra line breaks from this message.

Dear Mrs Trainer Caselines,

Your notes are now available to download. Please click on the link below to start your download.

https://service.caselines.com/s/s/16b1

The downloaded notes contain:

A summary of the case details: who downloaded the notes and when the notes were
downloaded.

e The front page of the case (only in Word or PDF downloads).

Information about each note you have access to including page number, the text in the note,
the name of the person who made the note, when the note was made, whether it was a
shared or private note, a picture of where on the page the note was made (only in Word or

PDF downloads).

THOMSON REUTERS”

©2021 Thomson Reuters 12/21



