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Case Center Task Guide - How to Upload Exhibits 
Follow the steps below to upload your exhibits into Case Center. These instructions are 
designed to be clear, simple, and user-friendly for all court participants. 

Steps to Upload Exhibits 
1. Save your exhibits with appropriate file names. Each exhibit must have a title. Exhibit 

titles must be neutral and cannot include language that is biased, argumentative, or 
expressing an opinion. 

Examples of Acceptable Exhibit Titles: 
• Medical Report dated 7/1/20 
• Picture of Smith Living Room taken 8/13/20 

 
2. Search your case by entering the case number, check the All Words box, and click 

Apply Filter button. 

 
 
 
 
 
 
 
 



3. Log in to your case and click on Update Case button. 

 

 

4. Click the Sections tab located on the second line, under the Thomson Reuters Case 
Center title. 

 
 
5. In the Sections window, under your case caption, open the Bundle dropdown menu 

and select your party (e.g., Plaintiff/Petitioner, Defendant/Respondent). 

 
 
 
 
 
 
 



6. Once in your party’s bundle, click Upload File(s) button. 

 

7. In the Select Files box, you can either drag and drop your files, or click the Add Files 
button at the bottom to choose your documents you wish to upload. 
 
Drag and drop option:  

 

Add Files button option:  

 



8. Once all files have been selected, click Start Upload button. 

 
 

9. After uploading completes, go to the Index tab. Confirm you are in your bundle and 
verify that all materials appear correctly. 
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