i tyler.
How To: Claim Your Attorney Number

re:Search
In re:Search, attorney numbers are assigned to licensed attorneys in their associated state.

This How To guide describes how to claim your attorney number so that you can access your cases in
re:Search. The following procedures are included:

* Claiming Your Attorney Number During Onboarding
* Claiming Your Attorney Number Outside of Onboarding

Note: If you need help registering or signing in, you can contact the following:

* Email: support@re-search.zendesk.com
* Phone: 844.307.8720

Claiming Your Attorney Number During Onboarding

To claim your attorney number during onboarding:
1. Read and agree to the terms of use.

The Almost Finished page is opened.
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Figure 1.1 — Almost Finished Page



2. Complete your contact information in the Almost Finished page, and then click Next.

The Onboarding page is opened.
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Figure 1.2 — Onboarding Page
3. Select your primary practice area or job, and then click Continue.
The Want Access to Your Cases? page is opened.
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Figure 1.3 — Want Access to Your Cases? Page

2 ESO-RS-400-5240 v.1



4. Click Yes, Get Access To Your Cases.

The Find Your Name page is displayed.
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Figure 1.4 — Find Your Name Page

5. In the Search field, type your name or attorney number, and then click Search.
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6. Select your name, and then click Next.

The Confirm You Are This Attorney page is displayed.
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<« Confirm You Are This Attorney

Name:
Attorney Number:
Email:

Click "Send Confirmation Email’ to have a verification email sent your
preferred email address.

If the email address displayed above is incorrect, complete a change of contact informatior
form,

After the email address for the altomey record is updated, it will appear on this page the
following day.

‘Send Confirmation Email
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Figure 1.5 - Confirm You Are This Attorney Page

7. Click Send Confirmation Email.

An email is sent to the email address that you have on file with the State Bar.
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Ifthis s NOT correc, please ignore this email

Thanks,
reSearch

Figure 1.6 — Example of a Confirmation Email

8. Click the link provided in the confirmation email to complete the syncing of your bar number to your

re:Search account.

Others in your firm can now access your cases and have free access to the documents on your cases, and

you can also access their cases.
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Claiming Your Attorney Number Outside of Onboarding

To claim your attorney number if you did not link your attorney number during the onboarding process:

1. Go to the re:Search home page, and then either click Sign In to sign in with your eFile credentials, or click
Register if you do not have an eFile account.

The Dashboard page is displayed.
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Figure 1.7 — Dashboard Page
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2. Click the Dashboard icon (B), and then select My Account.
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Figure 1.8 — My Account Option in the Dashboard Drop-Down List

The My Account page is displayed.
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3. Under Link Attorney Number, click Link.
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Figure 1.9 — My Account Page
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The Find Your Name page is displayed.
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Figure 1.10 — Find Your Name Page

4. Inthe Search field, type your name or attorney number, and then click Search.
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5. Select your name, and then click Next.

The Confirm You Are This Attorney page is displayed.
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= Link Attorney Record

<« Confirm You Are This Attorney
Name:
Attorney Number:
Emait:
Click "Send Confirmation Emai to have a verification email sent your
preferred email address.
Ifthe emall address displayed above is incorrect, complete a change of contact information

form,

After the email address for the attomey record is updated, it will appear on this page the
following day.
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Figure 1.11 — Confirm You Are This Attorney Page

6. Click Send Confirmation Email.

An email is sent to the email address that you have on file with the State Bar.
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Figure 1.12 — Example of a Confirmation Email

7. Click the link provided in the confirmation email to complete the syncing of your bar number to your
re:Search account.

Others in your firm can now access your cases and have free access to the documents on your cases, and
you can also access their cases.
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