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Accessing E-Disclosure

Supported browsers are Internet Explorer, Firefox, and Google Chrome.

E-Disclosure can be accessed from the Alberta Justice ACPS site for E-Disclosure

https://www.alberta.ca/electronic-disclosure.aspx or by clicking on this URL:

https://efile.albertaccm.ca

Logging in is a two-step process that uses a secure two-factor authentication process:

Enter your user name and password.

. . Justice and
= S b.e/rf){,‘\_l Solicitor General

e-Disclosure Service

This online service currently allows defence counsel to request and receive disclosure from select Crown offices across the
province up to 3.9 GB.

For larger files please contact the appropriate Crown office.

Criminal E-File Maintenance Windaws

Maintensnce for Criminal [-File £an Geour Betveen the fSowing days 8na times

Evenings from 5 P
Surtday Marnings fram 7-00 AM ta 11:00 AM

PiEace try 10 request Sciasule outside of LhEse MAINtenance windaws whrs passitiie of QlRCioure May Need 1o be requested again cutside the window.

Resources

e:Disclogyre Defence Guids (POF, 840 KB) - full details about the e-Disclosure service.

Feedback
If you have general feedback regarding the o Disclosure Service, vou may contact the Busingss Benswaland Sustainabilitv Unit. For reparming issues with the
wervice, plente contact the JSG-IMT Support Deck thraugh the information Below

re service - for passwords, PINS, phone number resets. changes to your information or any other issues - contact

e sed statutory holidays)
BO43 76957
before the phone number (in Albertal

il jgimi-suncoridesk @poy ab.ca

2. Your primary designated phone rings within 15 seconds requesting you enter your
PIN followed by the pound (#) key. If the first call is unanswered the service will

promptly call your second designated phone number.

A login session times out after two minutes when a PIN is not entered. To re-enter your

credentials, clear your page and access https://efile.albertaccm.ca to start a new login

session.

Telephone PIN is the only supported form of second factor authentication.
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Once authenticated, you are presented with the second Login page:

M Justice and
b&rbﬁ_. Solicitor General

User name

Criminal E-File Maintenance Windows

Password Maintenance for Criminal E-File can occur between the following days and times
Wednesday Evenings from 5:00 PM to 8:00 PM

Sunday Mornings from 7:00 AM to 11:00 AM

- Please try to request disclosure outside of these maintenance windows where possible
Log in k ) . § X .
or disclosure may need to be requested again outside the window.

Remember me

Reset my Secure Password

Reset my Secure Phone PIN

On this page you can use links provided to reset your password and phone PIN:
e Reset my Secure Password
e Reset my Secure Phone PIN

For security reasons, always log out when you finish your transaction on the site.

Requesting Disclosure

After you log in with your user MBS Hberban 22

name and password you are
Acknowledge

nsel, for the soie

presented with the

purpose of making full answer and defence in the prosecution of

Acknowledge

& 7
matenials in controlied congions
user name

D0 you want 1o continue?

Cancel Accept _

By clicking Accept you will presented with the Disclosure Request Page (DRP)

interface
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Hello, CCMTRN.DEFENCE1 (REG) Log off
N

Instruction

= Select a Docket Number from the dropdown list on the Ieft. A list of Accused names for the selected Docket Number will be displayed.

« Foreach Accused name, a hyperiink will be displayed on its right side. The hyperlinks can be -
o REQUEST : Initiates a Disclosure Request workflow in your behalf for the respective Accused.
o READY : Provides access to Disclosure Material (or refated information) that has been requested for this Accused and is already available
o [N PROGRESS : Provides information about Disclosure Material that has been requested for this Accused

» Follow additional instructions that will appear in the Messages box. A confirmation for the Disclosure Request will appear afier you submit it

Docket Number

080002940P1 | Search | | <
Accused Link
MOUNTAIN MAN ) —

e

22020 - Court Case Management - Disclosure Request Page (16.1.0.1) - u-cem-web011 - 2020-03-20 2:27:10 PM

The Instruction section contains instructions on the use of the page as well as

. the various links and a definition of each.

The User Indicator shows the name of the current user and whether or not they

are a registered user of the system.

The Docket Number Search bar is used to search the system by docket number

7 in order to return the associated accused with disclosure status.
The Accused section shows the list of accused for the docket number entered.

The Hyperlinks section contains a link beside each accused:

e Request means disclosure for that accused has yet to be requested by
you.

e In Progress means disclosure is currently being completed for that
accused. If there are any documents/media currently available clicking
the link will open a window to the materials.

¢ Ready means all materials for disclosure are available for download.
Click the link to open a window to the materials.
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Unsupported disclosure requests
When a request is being made for files handled by Public Prosecution Service of
Canada (PPSC) or Specialized Prosecution offices a message appears advising you of

the unsupported Crown office:

Public Prosecution Service of Canada Specialized Prosecutions
(PPSC)
UNSUPPORTED CROWN OFFICE X UNSUPPORTED CROWN OFFICE X
This is a Federal Prosecution that is currently not supported by Criminal This docket is not supported by Criminal eFile, please contact Specialized
eFile. Please contact Federal Crown Office for disclosure requests Prosecutions
- ...... Cancei .......

Docket not available (e.g. homicide)
| UNSUPPORTED CROWN OFFICE *®
Although the docket 150007623P1 is valid, it is not available for the

Electronic Disclosure, please contact the Edmonton Crown Office
| Disclosure Unit

Cancel

Replacement docket number
When a request is being made for files that have been replaced, a message appears

advising you of the replacement docket number to be used:

UNSUPPORTED CROWN OFFICE x

Docket 160007795P1 has been replaced with Docket 160007787P1,
please try again with the 160007787P1

Cancel
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Confirm as replacement counsel
When a request is made for an accused, and disclosure has already been provided to
another counsel, a confirmation message appears advising you of the counsel you are

replacing and asks you to Confirm your submission.

Request Information %

Please confirm using the Confirm Request link below that you would like to
request for Joe Jones.

Cancel Confirm

Print Confirmation 4

Print Confirmation

You have requested the following accused

Request Date and Time 2016/04/04 09:51:56
Request Docket Number 160001301P1

Request Accused Name YOUARE SORRY

Requested By brankica.micevic

Cancel Print

Defence User Guide 8
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Downloading Disclosure Material

You will receive an email notification when your disclosure is ready. The email

notification includes a link to access the Defence portal.

Requested disclosure is ready for:
ACCUSED NAME
006053870P1

Please use the link below to access and download the disclosed material:

https://efile.albertaccm.ca

Please do not reply to this as no responses will be received in this inbox.

Alberta Justice

Log in at https://efile.albertaccm.ca:

Secure Logon

‘A/( Justice and
— e

Em— Solicitor General

e-Disclosure Service

This online service currently allows defence counsel to request and receive disclosure from select Crown offices across the
province up to 3.9 GB.
For larger files please contact the appropriate Crown office.

Criminal E-File Maintenance Windows
Maintenance for Criminal E-File can occur between the following days and times:

Wednesday Evenings from 5:00 PM to 8:00 PM
Sunday Mornings from 7:00 AM to 11:00 AM

Please try to request disclosure outside of these maintenance windows where possible or disclosure may need to be requested again outside the window.

Resources

e-Disclosure Defence Guide (PDF, 840 KB) - full details about the e-Disclosure service

Feedback

Ifyou have general feedback regarding the e-Disclosure Service, you may contact the Business Renewsl and Sustainability Unit. For reporting issues with the
service, please contact the JSG-1MT Support Desk through the information below.

Support

If you require assistance with the e-Disclosure service - for passwards, PINs, phone number resets, changes to your infermation or any other issues - contact
the JSG-IMT Support Desk:

Hours: 8:15 am to 4:30 pm {Monday to Friday, closed statutory holidays)

Phone: 780-427-6057

Toll free: 310-0000 before the phone number {in Alberta)

Email: jsgmt-supportdesk@gov.ab.ca
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Log in for the Disclosure Request Page:  Accept the disclosure acknowledgment:

oy . V7' oot Justica and
Aot 57 S

Acknowledg
o ” = The defence manenial & o the
Criminal E-File Maintenance Windows . s i x| pepceechig
The provided in 5 G
Lo e fIhes The matenats, their contents ana any copees mus! be G688 with i ight of the deterice
counsel as officers of e cout 10 X Wiif respect . 35 hesld by the Supr n SInchcomoe,
‘Wecnasazy Svenings from £:00 PM % 8:00 P 1P Maitn Repor and 7. v LiDe 2001 ABPC 12 and a5 described 0 the Law Society of Alberta's Cooe of Conduct All
futire disciosure peovised on this fe is subject 1o this sams condion
Sunday Mormings from 700 &M 5o 11:00 &M
1 Rememoer e 17 Gounsel s Lnadke or counsel Wil nct e his

g A
TRaely bt SIECUTNIC POCess NOF TTOUGH & YAGNONAl PAPET PIOCESS. father, the: pirvate access
m materials in controded CoNRIOnS.

User name

gl anseer

ST e
Rzt Sooue Pasemos) £ you want i continue

s S P Y [ Accot | omm—

Enter the docket number. When disclosure is available, the Ready link displays:

Justice and Hello, CCMTRN.DEFENCE2 (REG) Log off
bm- Solicitor General

Docket Number

| 170009419P1 |[ Search }
Accused Link
FLOWER MARGCH Ready -
BUG JUNE Request
& 2020 - Court Case - Dis teq) Page (16.1.0.1) - u-com-web011 - 2020-06-08 11:33:31 AM

Click on the Ready link to access the Download Window. Select an option:

Justice and Hello, CCMTRN.DEFENCEZ (REG) L
befbﬂ\- Solicitor General

Docket Number

[ 17000941901 | [ Search ]

Documents
Documents - New Files Only
Media Close

Media - New Files Only
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In the authentication window enter your user name and password:
(=¥ OpenText Authentication Service - Internet Explorer provided by Government of Alberta —
A(bé‘/l’bﬁ\_- Government
Sign in to continue to OTDS UAT
User name
|
Password
FORGOT PASSWORD
The following options are available to you:
e Documents — all documents available for download on the file:
o Disclosure Package(s) in Portable Document Format (PDF).
Download Window x
[ T —— | [ Download Al |
Item Name Item Size Download
(MB) Link
160001301P1 YOUARE SORRY Disclosure 0.557 Download
Package.pdf
160001301P1 YOUARE SORRY Disclosure Record.doc 0.016 Download
Close

o The Disclosure Record in Word format contains the Disclosure History,
Inventory, and Download History:
= The Disclosure History provides a record of the date disclosure was
requested, date when supplemental disclosure started, name of counsel(s)
requesting, date disclosure was completed, email address of counsel

requesting, date and time when disclosure ready notification was sent and
the workflow identifier.

Defence User Guide 11
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= The Inventory provides the list of Disclosure Packages and media, date
available and the number of pages.
= The Download History provides the list of files and media downloaded, the

date downloaded and by whom.

061007302P1

JOHN DOE

Date Requested Counsel Requesting Date Completed =y ET MNotificationSent Workflow |dentifier

2017/05/08 CCMTRM.Defencel 2017/05/09 defencel@shawca 2017/05/08 08:57:58 | 13767948
initial disclosure requested Iy
017,051 . . - 017/05,/1 defence l@shaw.ca /| 2017/05/10 11:10: 7700
2017/05/10 supph ntr ad CCMTRN.Defencel 2017/05/10 I.l,. 2017/05/10 11:10:34 13770086
!
2017/05/11 _ . CCMTRN. Defencel 2017/05/11 defencel@shawca [ 2017/05/1109:18:58 13769015
media recieved f
017,05/ c 017/05/ cez@emailcom! [ ,I 017/05/11 09:41- 70
2017/05/11 change of counsel CCMTRN.Defence? 2017/05/11 defen.eZ@,rnall..:ln;!,. // 2017/05/1109:41:45 | 13770163
nventory H )
Date Available MNumber of Pages
061007502P1 JOHN DOE Disclosure Package.pdf initial disclosure avalable - notification sent to dﬁfﬂnéﬂ f' ;" 2017/05/09 1
!/
77
0E1007502P1 JOHN DOE Disclosure Package 20170510110712. pdf / i 2017/05/10 1

supplement avaiable - notification sent to defence /

100013382pl CCTV less than 2GE.zip 2017/05/11 Media

!
media avalable - notification sent to defence’

Download History

Date Downloaded Downloaded By
DE1007502P1 JOHN DOE Disclosure Package.pdf 2017/05/11 CCMTRN.Defence2
0610072902P1 JOHN DOE Disclosure Package 20170510110712 pdf 2017/05/11 CCMTRN.Defence2
100013382pl CCTV less than 2GB zip 2017/05/11 CCMTRN [refence2

e New Documents
New Documents are documents received after the initial downloaded disclosure.
When using this feature, it is your responsibility to ensure that you have all the
disclosure previously provided. If uncertain, use the Documents options.

Download Window x
| Documents - New Files Onl | l Download All
Item Name Item Size(MB) Download Link
Close
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e Media:
Click Ready for a Download Window. Pick Media or Media — New Files Only:

Download Window

-- select an option --
Documents

Documents - New Files Only
Media

Media - New Files Only

Click Download:

Download Window

Media v
Item Name Item Size(MB) Download Link
151223948P1_FTR-01-DS20151130.zip 570.086 P

Media files are often large and considerable download time may be required — a
minimum of 10Mbps (Mbps) download capability is recommended. Media is usually
available in a zip folder format; check the item size to estimate the length of time you

require.

Download progress can be monitored at the bottom of the web browser window:

Show all

For files 3900MB or higher, please contact the Crown office and they will

provide a disc with disclosure.

Defence User Guide 13
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After download completes, select Extract all files...

File Edit VYiew Tools Help

Organize Extract all files

i Favorites et Type
B Desktop . Public File folder
| Recent Places

4 Downloads

Select a destination and extract files:

() | Btract Compressed ipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder:
\goa\mydecs\B\brankica.micevic\Downloads\151223948P1_FTR-01-D520151130 | Browse...

Select 2 destination =25
Show exty
Select the place where you want to extract the selected
item(s). Then click the OK button.

> W My Music -
b |E] My Pictures a

| My Received Files m
b {2} My Shapes

< il ]

T view subfolders, click the symbol next to a folder.

[ MakenewFader | [ ok ][ canel |

Window appears displaying progress on file extraction from the zip folder:

= Copying 8 items (580 ME) =] = =

Copying 8 items (580 MB) m

from 151223948P... ..\151223948P1 to Downloads ...\Downloads)
Discovered & items (580 ME])...

™) More details

Once extraction (unzipping) completes, the destination folder should open:

——
i) | . ¢ Metwork » goa » mydocs » B » J» Downloads »

File Edit View Tools Help

Organize + Sync - Work offline MNew folder

-

¢ Favorites Mame Date modified Type Size
Bl Desktop 1) 160004966p1 media.zip 9/26/2016 8:42 AM Compressed (zipp... 3,506 KB
=] Recent Places | eFileTest.mpd 6/3/2016 10:31 PM MP4 Video 3531 KB
4 Downloads % Thumbs.db 5/4/2017 7:52 AM Data Base File 14 KB
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Due to different media formats, we can’t provide instructions for all scenarios. In
some cases, it maybe as simple as opening the video files (AVI, MP4) or may
require a player to be installed. Ensure all files associated with the case (Docket)
have been downloaded and extracted as the player may be in a zip file.

If you have issues please contact the JSG IMT Support Desk:
Phone: 780-427-6957

Email: mjsg-imt-supportdesk@qov.ab.ca

Change of Counsel

New counsel can request disclosure directly from the E-Disclosure service. Upon
confirmation by counsel, the service automatically notifies previous counsel by email of

the change of status:

To: Brankica Micevic
Subject: MARTIN FDRSTERI:hange of Cnunselbr:l MOT REPLY

Please note that our system shows that you will no longer be receiving disclosure for:

141205740P1
MARTIN FORSTER

Please do reply to this message.

Alberta Justice

Defence User Guide 15
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Reset PIN or Phone Number

1. Log in the Disclosure Request Page, then select Reset my Secure Phone PIN:

Liser name
Criminal E-File Maintenance Windows
Password Maintenance for Cnmenal £-Flle can occur between the l\:‘:l'o’mnq I‘]a\{s and times
Wednesday Evenings from 5:00 PM to 8:00 PM
s Sunday Momings from 7:00 AM to 11:00 AM

Please Iry to request disclosure outside of (hese maintenance WINGows whers possible

Leg in
|-°8 o dischosune may need o be regquested again outside e window

2. Log in to Multi-Factor Authentication User Log In.

ET T —

Fle Ede Waw Favories  Took  Help

Language: |sr|. English v‘i

Multi-Factor Authentication User Log In =

Usemama

L |

Password

L 1
[Login ]

3. Options supported in E-Disclosure:

e change phone number
e change PIN
Other options available in Multi-

Factor Authentication are not

supported within E-Disclosure.

Choosing options other than
phone number and PIN may not

work to access E-Disclosure.

Defence User Guide 16
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Change PIN

My Account: Change PIN

Speacity & rew FIN mmber

Mew FIN

Confirm PIN

Change phone numbers
Primary and backup phone numbers can be changed by the user at any time. Law firms
can designate one PIN and phone number for the firm by designating the same number

for each lawyer’s primary or backup phone number.

My Account: Change Phone

Specify o new phione momber 1o call for Multi-Factor Authentication.

PRIMARY
New Phone Number

[Unitad Statas & Canada +1
MNew Extension

~|[780 644 osas

Change Language

Activate Mobile App BACKUP
OATH Token Mew Phone Number
Change Securlty Susstions — - e
AT A |Unitea States & Canada +1 ~

Mew Extension

L ]
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1. Log in the Disclosure Request Page, then select Reset my Secure Password:

M Justice and
b@l’bﬁ.‘ Solicitor General

User name
Password

[  Remember me

Reset my Secure Password

Reset my Secure Phone PIN

2. Log in, again.

@ https://efilealbertaccm.ca/+ CSCO+DOT36767633A2F2F532066727 O ~ @ ©

Criminal E-File Maintenance Windows

Maintenance for Criminal E-File can occur between the following days and times:
Wednesday Evenings from 5:00 PM to 8:00 PM
Sunday Mornings from 7:00 AM to 11:00 AM

Please try to request disclosure outside of these maintenance windows where possible
or disclosure may need to be requested again outside the window.

@ efile.albertaccm.ca

Xl

File Edit View

Favorites  Tools Help

Web

Enter your username and password

rver Authentication Required

Username: |

Password: |

l Continue H Cancel

3. When changing your password please note the password policies:

& https://efil a/+C5C0, TEILALF,

& efilealbertacem.ca

File Edit  WView Favertes Teals Help

Change Password:

Enter Old Password |

Enter New Password: |

Re-Enter Mew Password: |

Change Password

Password Policies:

= Must not be with in last 24 passwords.
» Minumum length 10 characters

= Must meet the d co

- Mot contain the usar's account name or parts of the user's full name that axceed two consacutive charactars
- Contain charactars from thraa of the following four categorias.

English uppercase characters (A through Z)
- English lowercase characters (a through 7)
- Contain Base 10 digits (0 through 9)
- Contain ne i (for

8,0, %)

Defence User Guide
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Browser Settings

E-Disclosure is only compatible with Google Chrome, Firefox, and Internet Explorer.

Microsoft Internet Explorer (IE)

Using Internet Explorer (IE), when entering your docket number if there is no return for
your search, check your compatibility settings. Compatibility view mode should be
turned off. Different IE versions display differently, but essentially it should be off. As in

the screen shot below, the Display intranet sites in Compatibility View should be blank.

e | hitps/eficalbenaccmcal - VOTSETETEIMIATEIFT2Y O @G| | Home Bage - by ASENET o Adberts Couate Intranet - Logm o
Justice and Hello, DANIELLE.COULOMBE.ZS (REG) Log off
berteam Soicitor Genera
Instruction [ O Compusity Vet
+ Selecta un@I'Nunhn_rﬁum the dropdown list on the left A PR mber will be displayed.
+ For each Accused name. a hyperlink will be displayed on its ril{  ~rreeye i
" REQUEST : initiates a Disclosurs Request Workfow InYoll . . e comustay vew:
= READY : Provides access to Disclosure Material (or relate iccused and is already avaliable,
= INPROGRESS . Provides inft tion about O M
+ Follow additional instructions that will appear in the Messages Vil appear after you submit it.
Docket Number RO =
e Mcrmsoft compatbdity st
140005 Loam more by resding the et Explorer Drvviacy sTanement
140005638P1 L
¢ 140005000P1 I Ao Paos
140005893P1

B AM

W - e
b AL B el RO - Bttt

Technical Support
Contact the JSG Service Desk at:

JSG IMT Support Desk
Phone: 780-427-6957

Email: [sg-imt-supportdesk@qov.ab.ca
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