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NICE

e The State’s Attorney’s Office for Charles County (SAO) will be providing discovery
primarily through NICE beginning May 2024.

e NICE is a cloud based system used to securely store and share digital evidence
between persons and entities.

e While transitioning to NICE, discovery for existing cases may continue to be provided
through Sharefile, and mail/hand-delivery for USB or CDs. Additionally, certain types of
digital media will continue to require an unopened USB for discovery purposes.

e Discovery will include your initial discovery packet and any supplemental discovery.

e Child pornography and confidential informmant discovery will be provided via current
procedures and not through NICE.




MDEC NOTIFICATION

* The State will continue to file and serve through MDEC the Discovery

Notice and any Supplemental Discovery Notice(s) indicating that
discovery has been sent to you.

e The Discovery Notice and any Supplemental Discovery Notice(s) will
indicate the method of discovery.




NICE NOTIFICATION

e An attorney will be added to a defendant’'s case only when the SAO has
received d pleading, motion, or written entry of appearance as authorized

pursuant to Maryland Rule 4-214(ii) via mail, hand delivery or file and serve
through MDEC.

 When discovery for a case is available to download, a defendant’s
attorney will receive an email notification from NICE. The attorney will have
45 days from the date of the discovery notification to download the
related discovery.

e Be sure to check your junk mail for the NICE email notification. They are
sent directly from the website.




DEFENSE EMAIL ADDRESS

The SAO will only use the email address that you have listed on the
pleadings, motion, or written entry of appearance that you file with the
court. You must enter the email that is listed on your pleadings because
NICE requires that you utilize the same email that the SAO used to set up
your account.

The SAO will only change your email in NICE if you update it on your court
documents and send the SAO written notification of the change.



NICE NOTIFICATION
PRE-ACTIVATION

When discovery for a case is
available to download, a defendant’s
attorney will receive an email
notification from NICE.




ease exercise caution when opening attachments and hover over any links before clicking.

State's Attorney's Office for

NICE NOTIFICATION
PRE-ACTIVATION

Open emCIiI, then CIiCk the red items from Charles County SAQ.
hype rI | N k IG be I ed ”| | N k". Please followth p access the items which will expire on 4/29/2024.

. This is a message from Charles County SAQ.
Click here.

Please do not reply to this email.

Confidentiality: This communication and any attachments are intended for the above-named
persons only and may be confidential and/or legally privileged. If this communication has come
to you in error you must take no action based on it, nor must you copy or show it to anyone;
please delete/destroy and inform the sender by e-mail immediately.

S Equl@EMTHAL




arles County SAD

Authenticate to access your share

Please choose from one of the available authentication options

ACTIVATING YOUR

Login or register as a new user to access shared content If you know the passcode, enter it below to access the share.

Click “Login” on the left hand side.




NICE Investigate Download Portal

Login or register here to view your share links.

Welcome to the Download Portal login and registration page. You should have arived at this page by clicking a URL link to a

shared item

Login Register as a new user
Ac C o U N If you have an account, please enter your login details In order to use this service, you are required to
I below to view your shared link have registered for an account

Email If you do not already have an account, please

click the "Register” button below

If you are a new user click
“Register” under Register as Register
new user on the right hand

Privacy - Terma

Click here.

22024 - NICE Ltd.
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ACTIVATING YOUR
ACCOUNT

.Enter the email that you have
listed on your pleadings,
motions, or written entry of
appearances.

2.Choose a password and
confirm the password.

3.Check the box that says “I'm
not a robot”.

4.Click “Register”.

Register




ACTIVATING YOUR
ACCOUNT

1. You will be brought to a
verification page.

2. A code will be sent to
your email to verify your
account.

3.Type that code into the
Code Box on the
verification page.

Email address verification required

3CCess 1o your email account. We have sent you an ema

The code emailed to you is valid for 59 minutes, 53 seconds

enter that code below

ail may go into your spam folder, please check this folder as well as your

protected by reCAPTCHA |

sender. Please exercise caution when opening attachments and hover over any links before clicking,

NICE - Investigate

Registration code

Thank you for registering with NICE Investigate Downloads.
Please enter the code below into your browser to complete the registration process.

This code is valid for 80 minutes.

kKQYCEqQ

You are receiving this email because you registered with NICE Investigate Downloads. If you
were not expecting this email you can safely ignore and delete it

powered by NICE *Investigate
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Success - Email address verified

Ac I IVA I I N G ' o U R Your registration has been validated successfully
Acco U NT If you came to this page after pre-registering an account, your registration is now
complete and you can safely close this browser window

If you came to this page following a shared URL link, please clicg here t

Once you have successfully verified access the multimedia
your account, click “here” to be brought click here.
back to the log in page.

22024 - NICE L.
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ACCESSING YOUR
ACCOUNT

On the left hand side, log in with your
email and password you created.

NICE Investigate Download Portal

Login or register here to view your share links.

Welcome to the Download Portal login and registration page. You should have arrived at this page by clicking a URL link to a

shared item

Login Register as a new user

If you have an account, please enter your login details In order to use this service, you are required to
below to view your shared link have registered for an account

Email If you do not already have an account, please

click the "Register” button below

Password .
Register

protected by reCAPTCHA Ny
Privacy - Terms

22024 - NICE Ltd.
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ACCESSING CASE
FOLDER

Click on the hyperlink for your case -
(Example: C-08-CR-24-00001).

STy DAY

-
Your shares / S

Shared cases

Evidence from one or more cases have been shared with you by

"Charles County SAD on 3/15/2024 11:08 AM.

Message from sharer
TEST TEST TEST

You can access this evidence until 4/29/2024 11:59 PM after which it will no longer be available

Case name Evidence items Last viewed online Last downloaded Size Download

C-08-CR-24-0000 Never Never 2MB

Downloads (1) -

Click here. IR
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Your shares / Shared cases / Case evidence files
ACCESSING CASE case evidence flles — C08-CR-24:00001
The following evidence files have been shared with you by "Charles County SAQO on 3/15/2024 11:08 AM.
F O I D E R You can access these these files until 4/29/2024 11:59 PM after which they will no longer be available

Evidence name Media type Size

]. Click “Downloads” and image
then the drop-down ~ (5
option to download the
evidence.

2. All evidence that was
shared for the case will
be displayed.
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ACCESSING CASE
FOLDER

Evidence will then download onto your
device. You will have 45 days from the
date of the discovery notification to
access the file and download the
related discovery.

1es County SAD

Case evidence files — C-08-CR-24-00001

The following evidence files have been shared with you by Charles County SAO on 3/15/2024 11:08 AM

I You can access these these files until 4/29/2024 11:59 PM after which they will no longer be available

Evidence name Media type Size View Download

Photo of license Image 2 MB View Downloads
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NEW DEFENSE ATTORNEY
ENTERS ON CASE

e When the new defense attorney enters on a case, they will receive an email
notification giving them access to the discovery. They will have 45 days to
download any discovery that is available for that case.

e For any discovery material that was provided outside of NICE, it is the
responsibility of the new defense attorney to retrieve the material from the
previous defense attorney.
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ShareFile

» The State’s Attorney’s Office for Charles County (SAO) will be providing
discovery primarily through ShareFile beginning September 17, 2018.

» ShareFileis a cloud based system used to securely transfer and share files
between persons and entities.

» Only discovery that i1s being provided starting September 17, 2018 will be
availlable through ShareFile. Any discovery previously provided will not be
added to ShareFile.

» Discovery will include your initial discovery packet and any supplemental
discovery.

» Child pornography and confidential informant discovery will be provided via
current procedures and not through ShareFile.
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MDEC Notification

» The State will continue to file and serve through MDEC the Discovery
Notice and Supplemental Discovery Notice indicating that discovery has
been sent to you.

» The Discovery Notice and Supplemental Discovery Notice will indicate
whether discovery has been provided via ShareFile.
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ShareFile Notification

» An attorney will be added to a defendant’s case only when the SAO has
received a pleading, motion, or an entry of appearance as authorized
pursuant to Maryland Rule 4-214(i1) via mail, hand delivery or MDEC File
and Serve.

» When discovery for a case is available to download, a defendant’s attorney
will receive an email notification from ShareFile.

» Be sure to check your junk mail for the ShareFile email notification. They
are sent directly from the website.
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ShareFile Notification-
Pre-Activation

Justice Bird <ma

» If you have never accessed
ShareFile, the system will
send you a pre-activation
email notification requiring
you to activate your account
before you can access the
discovery.

» That email will list the
Defendant’s name and case
number.

» You will need to click on
“Click here to activate your
account and view this folder”.

Jusfice Bird has shared the flded Bogus Defendant CASETESTIZI Discovery with you.

s f-notifications como

Citrix ShareFile

Justce Brd has shared the folder| Bogus Defendant CASETEST!ZI Discovery
with you.

Mol From Justice

I've ao0ed you 10 a folder

To access this folder, you must first activate your acoount and el Your personal passwond

>

ShareFie is a ool for sending, receiving, and ofganizing your Dusineéss files onling, It can be
used as a password-prolected area for shaning information with clients and pariners, and is
an easy way io send files thal are too large to e-mail

Troubla wilh fha above lnk? You can copy and paste the following URL inlo your web Erowser
Riltpas i haiescountymd. sharefi ATcRBaA30 150774 4 Bhdel1i] 257 a=403500a T 7 5880
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Activating your Account

» Next, confirm that your first name and
last name are correct.

» Click Continue.

@®
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Activating your Account

» Next, you will need to create a
password based on the listed
requirements.

» Your username is your e-mail
address.

Click Save and Sign In.

All access to ShareFile will
require your username and
password.

@

Your username is bogusattomey@gmail.com

Please create a password.

Please create a password that meets the following requirements

Back Save and Sign In
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Activating your Account

ShareFile Confirmation Email wes =

» You will receive a
ShareFile Confirmation

successfully activated your

ElCCDllHt. Bogus

ShareFile Support <madifsdf -notifications coms

A Diriad UGS Do b e

» Save the ShareFile
Confirmation Email as a
reference to the ShareFile
sign in page and your
registered email. oy tnd st Wi RNV LR o o et e
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Accessing Case Folder via
Email Notification

» After activating your Bogus Deendant CASETESTIZ3 > Bogus Delendant. CASETESTIZ3 Discovery
account, you will
automatically be taken to (= Bogus Defendant CASETEST123 Discovery Mare Options
the Discovery folder for
the case that 1s listed 1in
the email.

™ tems in thic Enlder n* Pegple on this Eolder
hed LS BLE AR BRI = EARLIRE LN LRI UL

» When you are brought to i
the Discovery folder, you
will be able to view and Ao
download any discovery
available in the case
fD ld@' I. Fmail me w

» Downloading Instructions
are provided within the
Discovery folder.




ShareFile Notification-
Post Activation

Justice Bird has shared the folder| ‘Fred Bogus TESTCASES21 Discovery” with you.

» After you have i Bid <mab@staafcaions con
activated your o
ShareFile account, you
will receive a general
email notification that
lists the Defendant’s
name and case number.

» Click on “Click here to
view this folder”.

Citrix ShareFile

Justice Bird has shared the folden Fred Bogus TESTCASE321 Discovery
with you.

Mote From Justice

' acdaded you 10 a fokder

ShareFie is a 100l for sending, recéiving, and OrJanizing your business files online. It Can be
used as a passwond-protected area for shanng information with clients and partners, and it's
an easy way o send files that are loo large 1o e-mail

Troubie with the above Bnk? You can copy and pasts the following URL intd your web browser
hitps:/icharescountymd, sharefile com i oas0a . 5d15 473c-85dbd11bocebd 729
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Accessing Case Folder via Email Notification-

Post Activation

» Next, you will need to sign
in on the right side of the
login screen.
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Accessing Case Folder via Email Notification-
Post Activation

» You will
autamatically be B Bogus CASETEST321 Discovery More Options
taken to the
Discovery folder for
the case that 1s listed
in the e-mail.

» When you are brought Downloading Instructions.pdf
to the Discovery e
folder, you will be
able to view and cmail me when a fleis: B Uploaded to this foder
download any
discovery available in
the case folder.




Downloading Supplemental Discovery
from Email Notification

Justice Bird Has Created a Mew Item in ShareFile see s

» When supplemental
discovery is added to

ShareFile, you will receive
an email notification Citrix ShareFile
listing the Defendant’s

name and case number
and the discovery that 1s
available.

Justice Bird <mail@sf-nofifications. com>

Bogus,

Justice Bird has uploaded a file to the folder{911 Audio.

* Click he

Cases » Bogus Defendant CASETEST1 23> Bogus Defendant CASETEST 123 =911 Audio

Name: 5173630462 (3).wav

Size: 1.31 MB T Created: &'16/18 9016
Creator: J. Bird

Dates are dapleyed in UTE 2

Troubla with tha abowve link? You can copy and pashe the following URL indo your web browser:
Click heve to change how oflen ShaneFie sends emaits




Downloading Supplemental Discovery

from Email Notification

» Click on “Click here to
download...”.

Justice Bird Has Created a New Item in ShareFile ke«

Justice Bind <maili@isi-notifications com

Citrix ShareFile

Bogus,

Justice Bird has uploaded a file to the folder 911 Audio.

?

(Cases » Bogus Defendant CASETEST123> Bogus Defendant CASETEST 123 = 911 Audio

Name: 5173630462 (3).wav

Sipe: 1 Credbed: 161
Creator: J. Bird

Trouble with the abowve link? You can copy and pasta the following URL inbo your wab browsar:
hitps:chanescouniymd. sharefile comidar Mol ded 364a6d
Chok hera o changs how glten Shanefile sends emaits

31



Downloading Supplemental Discovery

from Email Notification

» You will need to sign in on
the right side of the login
screen.

Sign In

Sign In
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Downloading Supplemental Discovery

from Email Notification

» You will be brought to the files available to download.

» Click Download.
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Downloading Supplemental Discovery
from Email Notification- Multiple Files

Citrix ShareFile

_ (@

» If there is more than one file to download, you will need to select
all files and download them together.

» Check the box for “Select All” and click Download.




Downloading Digital Evidence

» It is imperative to download all files associated with the digital evidence
from ShareFile to ensure that you have included the required player to view
the evidence.

» As you receive discovery through ShareFile, do not only view the files but
download the files. Access to the files will not be permanent.
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Accessing ShareFile via Website

You alsocan access a file to view
and download discovery by signing
into ShareFile via the hyperlink
from the ShareFile Confirmation
Email.

Openthe ShareFile Confirmation
Email that you received when you
activated your account.

Click on the hyperlink next to
“Sign-In Page”.

After signingin, you can open and
download discovery from the case
folders available to you.

ShareFlle Confirmation Email

ShareFile Support <malied-notifcat

ke

Bogus

You have successiully setup your account for Charle

& Tew things 10 remem b

in Page Jhmps:Ucharkescountymd sharefile, com

Emal DOgRREID My B Omail Com
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Accessing ShareFile via Website

» You also can save the
hyperlink as a favorite.
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Accessing ShareFile via Website

» When you sign in, you Citrix Sharefile
will have a menu tree to
the left of the screen O] ot

where you can access
any case folder to which
you currently are
assigned.




Accessing ShareFile via Website

» If you sign in using the Citrix ShareFile '
hyperlink, you may be
bl‘D-ng]_lt tD thE‘ laSt f(:}]_d@]'_‘ Liashooarg : coqus Ueendamt Aot bl 143 = Dogus Uekendant LAct HEol 140 Lestovery
you Dp@ll@d. (7 Folders = Bogus Defendant CASETEST123 Discovery Mare Options
=Y i iny :
» Click on “Folders” or e ~ t

“Shared Folders”, and you
will be brought to a list of
cases you are currently
assigned.




Accessing ShareFile via Website-
Display of Case Folders

Citrix ShareFile

= Folders

[_:| Folders

Shared Folders

1

» After clicking “Folders” or “Shared Folders”, you will see the
list of cases available for you to access.




Case Folder Favorites

Citrix ShareFile

Dashboard r-_ Folders

L_ Folders

Shared Folders

r Favomntes
P~  Fred Boous TESTO A &
°
Workflows . s e s s
. =  Bogus Defendant CASETEST 123 Discowery

- t
Personal et ngs

» To mark a case folder as a favorite, click on the “f{” next to the case folder.




Case Folder Favorites

After clicking on the
“AS a prompt appears
stating “Item
favorited”.

Citrix ShareFile

Folders

[ Folders

Shared Folders

1
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Case Folder Favorites

» On the Menu Tree,
click on Favorites
from the Folders
options.

» The case(s) you
marked as a
favorite will be
listed here.

Citrix ShareFile

(] Folders

Shared Folders
a[ed e

Favorites

P> Favorites

—

Name

Size

+F
¢ ak

Uploaded  Creator
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Case Folder Favorites

» If you no longer
want a case marked
as a Favorite, check

the *"

Citrix ShareFile

P~ Favorites

'_LLI Folders Name

—

Snared Foloers
Favorites t

Size

Uploaded  Creator
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Case Folder Favorites

» You will receive a
prompt stating “Item
removed from
favorites”.

Citrix ShareFile

™ Favorites
("] Folders

Shaned Folders

Favorites
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Dashboard

You will find Shortcuts and
any recently accessed files on
the Dashboard.

Citrix ShareFile

#
Dahbogrd

@)

charlescountymd sharefile com

G Bo Shuied Folderi
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Folders

Shared Folders-displays Citrix ShareFile
Discovery folders to which

Dashboard r‘--- :I:"llf'cri
you have been added.
[] rolders
Favorites-displays cases you
. Shared Folders
have marked as favorites . -




Personal Settings

To update your personal Citrix Sharefile
information (ie. password ) omssonr
and email address), click on
“Personal Settings”.
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Personal Settings

» Edit Profile

You can update your name, password
and email address.

Your listed email 1s what has been
provided to the SAO from your
pleadings.

You cannot use one email address for
several attorneys in your company.

It 1s your responsibility to keep your
profile updated.

Citrix ShareFile

Eda

Prafie

e

BA

Ui
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Personal Settings

Citrix ShareFile

s rar Varih e atiee
Two-5tep Verification
Two-5tep Werification

secury for v bt e, AR you g o, yiona will b ol T erter 3
| “a [ Codde tha® w i i r phone via bed messaoe SRS

» Click on Two-Step Verification.

» You can set up a phone number where a verification code will be sent to your designated
phone number as an extra layer of protection to signing into ShareFile.
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Account Lock-Out

» If you get locked out of your account, the SAO cannot unlock you.

p Contact ShareFile Support at 1-800-424-8749 to get unlocked.
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New Defense Attorney Enters on Case

p If a new defense attorney enters on a case where discovery has already been
provided to the previous defense attorney, the previous defense attorney
will be removed from the discovery folder and the new defense attorney will

be added.

» When the new defense attorney is added, they will receive an email
notification giving them access to the discovery folder and they will be able
to download any discovery that is in that folder.

» For any discovery material that was provided outside of ShareFile, it is the
responsibility of the new defense attorney to retrieve the material from the
previous defense attorney.
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