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Logging In

The first thing you will receive is a welcome email from MyCase requesting for you to
create an account, there will be a link provided prompting you to add your personal
password. Once your account is created, you can access the portal at anytime from the
MyCase website at www.mycase.com OR through Widlast Legal's website at
www.widlastlegal.com using the “Client Portal” button located in the upper left hand
corner of the home page. If you forget your password, click “Forgot Password” on the
MyCase login screen and follow the prompts. Your username will be your email address
associated with your case.

Mobile App
If you will be logging in from a smart phone or tablet, MyCase has a mobile app for your

iPad, iPhone, or Android device. Downloading the MyCase app is recommended for ease
of use.

Set Your Log Out Preferences

Automatically logging out inactive viewers is a security feature of MyCase. Set your log out
preferences for the amount of time most convenient for you, as shown below:

HOME [NBOX DOCUMENTS EVENTS BILLING \\ ” ')I \l\ I I I ( I\I SETTINGS LOG OUT

My Profile 2. € Wy Freferences

Time Zone

{GMT-08:00) Pacifc Time (US & Canada)

Automatic Logout

# Automaticzlly log me out zfier a pered of inactivity

Log me cut zfler 3.-$

10 minutas of nactivity

10 minutes of mactivity
30 minutes of inactivity
60 minutas of inactivity

Access Old Clisnt Fortal

Clicking the button below wll rediract you to the previous version of the client portal.

ACCESS OLD CLIENT PORTAL
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http://www.petrushalaw.com/
http://www.petrushalaw.com/
http://www.petrushalaw.com/
http://www.petrushalaw.com/

Home Screen

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

HOME [NBOX DOCUMENTS EVENTS BILLING 4

What's New
1 ,
ﬁ 1 NEw MeEEage
n 7 new documants

© 2unpaid imvoices

1 2 Upcoming Events

B Maating to discuss case
Gctober 3, WED0AM - 11:004K

B Court AppRarance

October 38, AN day

3 IRel:er-l Activity

$ Zac Fost shared invoice #00157

Septermer 13, Sibiu

&  Zac Post updated invoice #00164
Saplember 12, FTEW

E Zac Post deleted documant Viking Funeral Plan

Septerribe: 12, SABAM

SETTINGS LOG OUT

All Cases =

What's New All Cases ~
Wiew all events
1 new message

. 7 new documents

e 2 unpaid invoices

N—E

Upcoming Events

B Meeting to discuss case
Oct 3, 10:00AM - 11:00AM

Court Appearance
Oct 26, All day

Wiew all recent activity El

=Y

View all events

Recent Activity

&  Zac Post shared invoice #00163
Sep 25, 2017 Z:58 PM

Zac Post shared invoice #00157
Sep 12, 2017 3:29 PM

What's New: You will receive email notifications when you receive new messages, documents,

—— and invoices we've recently shared with you. This will prompt you to login to MyCase.

N

—— in MyCase related to your case.

=
|

documents, events, and billing.
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Upcoming Events: This section will show any upcoming events that have been shared with you

Recent Activity: “The Recent Activity” stream shows you recent updates to your case.

Menu Tabs: Use these tabs for easy access to the home screen, messages inbox, case




Uploading Documents

Miller - Wetcoms Latter. pdf
Miter - Weleome Litter.pat

Miller Trust - DRAFT.docx
Mo Trest - DRAFT.dosx

Phil_Miller_Assats.docx
BNl Assats. docn

HOME [NBOX DOCUMENTS EVENTS BILLING

Documants for: Miller Last Wil and Testamand

B Miller - Welcome Letter.pdf
Miller - Welcome Letier,pdl

E Millgr Trust - DRAFT.docx
Miller Trust - DRAFT docx

B PhRIl_Miller_Assets docx
Phi Miller Agpets. dodn

Document Details X g oo
'ﬂ' Document Name
| 1 2 Description
Document Name w _
3 Choose File No file chosen

|
| 2 Description

—f

Choose File | No file chosen

To upload a document, simply click the + sign in the Documents tab.

‘ 1 Enter Document Name: Type the title of the name you'd like to appear in MyCase for this document

2 ‘ Enter Description: Describe the document - it helps to know what you've uploaded when we're notified!

Add File: Click “Choose File" to select the document from your devices files (e.g. your desktop, documents

folder, photo roll, etc).

Whenever you upload documents, please be sure to send a message letting us know!
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Sending Messages

Miller Last Will and Testament =

Your Property 8, 2017
2ae Pt

Thanik you for your message!

Next mawting
Zac Poat

HOME INBOX DOCUMENTS EVENTS BILLING

M G T

Your Case
Ewsibui

X New Message

"1

_n Miller Last Will and Testament

Hew Message | 2 = % hom
@ Lawyer)
| |

Mg Last Wil s Tostarmant : |3 Case Updata

—1 Hello, 've gatan important update for you
» Zac Post |Lawper) | regarding my ¢ase - when are you available to
meet?

EX ove

Case Update

Madia, T'vo 9ot an important update for you regarding 7y CAse - whan 408 You
arvalabig o most?

o0 R

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

| T Case Link: You'll be given a dropdown menu of cases you're linked to - choose the one that relates to
= the message you're sending. Note: If you only have a single case, this dropdown does not appear.

| 2 Send to: This field populates with everyone at your firm who is working on your case. Choose which
=== people you'd like to share the message with.

| 3 (and 4) Subject and Message: Just like an email (but way more secure)!

Remember, whenever you upload documents, please be sure to send a message letting us know!
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Paying an Invoice or Retainer Deposit

HOME MNBOX DOCUMENTE EVENTS BLLING

SETTBGE LOG OUT

[T S Y [ e— Al Ci
‘ 1 @ 000

*Retainer Deposit request

*Invoice

ArCane Davaicomenst Firm

: N Invslce FO0164
&0
$1.000.00 - E‘??a\J .
N $1,000.00
L O
d e ‘(\e \-(-\.-_-... s Date Jun 30, 2007
- "\(\.\5 r(o( * T e Sep 21, 2017
. a0 oue Date
Miller Last Wil and Testament
Flat Fees
(RN AS T HEGAL AT iR —
o Rt 70,0011

Click on Pay Now to get to a form where you can input your payment

information, and make a payment.

‘ 1 Invoice or Retainer Deposit List: Click on an individual invoice or retainer request
—— and it will take you into the detail view, and allows you to view the contents of the

invoice.

2 \ Pay Now: Selecting this button will take you directly to a payment screen, where you'll

be able to enter your payment information.

Make Payment: Enter your payment information, credit card or eCheck, select
‘ 3 preferred tab for type of payment and click make payment to pay your invoice or

Unpaid invoices & Funds Foequests Al Casea =

1 |e 250000
e 3100000

Bating Histary

SE02195

[

Payment Request #R-00331

Name on Card

TEST-Shawna Grove

Card Number

Expiration

(AWIDLAST LEGAL
WIDLAST LEGAL

eCheck

Zip/Postal Code

ow

ROUTING  AGCOUNT

Bank Account Type
Pessondl Checking

Hotes

TESTShawna Grove

Balance Due

retainer deposit online. It's easy to pay via credit card or eCheck.

*To make an eCheck payment, you will need to log into your MyCase account, then click on the
eCheck tab, all you need is your bank account and routing number, which you can find online or

10000

Amount to Pay

on your checks. When you pay via eCheck, there are no credit card service fees.

PLEASE NOTE: Our Firm offers the option to pay fees, costs and retainer deposits via credit cards, as this enables those clients who
are unable to pay our fees in cash to nevertheless retain our legal services. However, paying by credit card is not the normal or usual
method of paying legal fees or of providing a retainer deposit to the Firm to apply toward payment of legal fees. The credit card
companies impose a service fee on each transaction, typically 3%-4% of the total amount charged, with the fee deducted prior to the
client's payment being credited to the invoice for our services or to being deposited to the attorney-client trust account to apply
toward future legal fees and costs. To avoid raising our rates for legal services to all clients to cover this overhead expense, the Firm
passes through the credit card service fee like any other third-party expense that the Firm incurs in providing services to the individual
client, with the expense shown on the next invoice to the client. Further, please note that, for those clients who charge the required
retainer deposit for the Firm's future fees and costs, the total amount of the deposit into the attorney-client trust account will be the

net amount the client put on the credit card less the credit card service fee on that transaction.
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