CHmS CAMS Manudl

powered by eCourt .
Version 2.2

November 25, 2021



CAMS MANUAL C H m S

A CCOUNTS Lttt e e e e ee ettt ree e e e e e e eeeeeeeeeeeasastss e aaaaeaaaaeaaaaesssssssssnsnns 3
Y =1 T g ] =Y o 7AYo oo 11 | o L 4
(o= o 2= Y T Yo oo 1 1 o | P 7
ReQUEST @ NEW PaSSWOIU . ...iiuiiieiiiie it e e s et e e e e e s e s e e e ea e s eae s enn e e ean s e eanseennsennns 9
Law Firm Administrator ACCOUNT ... ciuu i iii it e e s e e e e e e e 11
RequeSt ACCESS 10 AN APPEAL...uu ittt r e e e e e e e e s e ena e e eeean 15
RV LRt AT Y o1 ¢ L= = 16

FI NG ettt e r e e e e 21
File A New Civil NOtiCe Of APPEAI ....iiieeeeeiee ettt e e e e e e e e eees 22
File A New Civil Application for Permission to Appeal ........ceeiieiivieiiiiieeeiicee e eeees 31
File A New Criminal NOtiCE Of APPEAI ..vivuiiieiiii et rea e e e e e e e e enns 40
File A New Criminal Application for Permission t0 Appeal ....ccevevrieiiieeiiiii i eeeeenees 51
File a Document on an EXIStiNg APPEAI ... iieniiieiiii ettt e 62
File Application Materials on an EXisting AppPeal .....cceuiviiiiieiiiii et 66
RESTOIE @N APPEAI .o e e e e ra e ra e rraa, 70
Payment of Fees in CiVil Matters... ..ottt e e 74

FOIMIOTTING oot 80
Electronic Filing Formatting Requirements OVEIVIEW .........uueuuiieieereee e eeeeeeeeeeeeeeeeeeeeens 81
Convert a Word Document to @ PDF DOCUMENT ....c.uuuiiiiiiiiecee et 85
Combine Several Documents into a Single PDF File ....cocoeuiriiiici e, 89
OCR (Optical Character Recognition) - Recognize Text in PDF Documents.........ccccceeee... 94
LOTo T 0 a] o £ ST STR= T o L o S 97
Add a Colour Background to @ PDF DOCUMENT.......ciiiiiiieeeeiieeeriiee e ee e e e 101
Apply Page Numbers 10 @ PDF DOCUMENT.....ccuuiiiiiie et 106
Add a Bookmark 10 @ DOCUMENT......ceeeiieiieeeeiee et e e e e e e e e e s e e e e e e e e e enaeeenneeeen 111
Add a Hyperlink t0 @ DOCUMENT ... ceeii e e e e e e e e e e e e e e s 122

TIPS & GUIAEINES ..ot e e e e e e e e e e 126
Document Preparation TIPS e iecieeeereie e et sereee e e e s e e e e s e e s s era e s e enansennaneaees 127
Document Formatting GUIAEIINES .......oeeeeeieeee et e e e eeae e 130

2

Version 2.2


file://CJUDBCC_CNSJF2_SERVER/CNSJF2/PROVCOMMON/CA/Registry/Projects/CAMS%20Project/Training/LESA/CAMS%20Manual%20FINAL.docx#_Toc46749583
file://CJUDBCC_CNSJF2_SERVER/CNSJF2/PROVCOMMON/CA/Registry/Projects/CAMS%20Project/Training/LESA/CAMS%20Manual%20FINAL.docx#_Toc46749590
file://CJUDBCC_CNSJF2_SERVER/CNSJF2/PROVCOMMON/CA/Registry/Projects/CAMS%20Project/Training/LESA/CAMS%20Manual%20FINAL.docx#_Toc46749599
file://CJUDBCC_CNSJF2_SERVER/CNSJF2/PROVCOMMON/CA/Registry/Projects/CAMS%20Project/Training/LESA/CAMS%20Manual%20FINAL.docx#_Toc46749609

CAMS MANUAL

CHmS Accounts

powered by eCourt

Version 2.2



COURT OF APPEAL OF ALBERTA

Registerforan Account

In order to file documents electronically and to access your appeals on CAMS, you must
register for an account. To obtain a CAMS account, you must be a lawyer, work in a law firm
or be a self-represented litigant with a matter before the Court of Appeal. Accounts are not

available to the media or members of the public.

Register foran Account

1. Visit https://cams.albertacourts.ca/public-portal/ and click on the “To register for an
account, click here”.

COURT OF APPEAL OF ALBERTA

CI?\IMS Home  Practice Direction Terms of Use FAQ's Contact Us Manual / Tip Sheets

CAMS Home

Welcome to CAMS — The Court of Appeal Management System

CAMS (Court of Appeal Management System) is a case management, document management and electronic filing system designed to better serve the
administration of justice, litigants, the Bar and the public at large. It automates many of the Court’s procedures and permits lawyers and litigants to initiate an
appeal, file materials, pay applicable fees and view case information including the full text of all filed documents electronically.

To register for an account, you must be a lawyer, work in a law firm or be a self-represented litigant with a matter before the Court of Appeal. Accounts are not
available to the media or members of the public.

~ITo register for an account, click here l

« If you already have an account, log in.

Electronic filing is available for Court of Appeal matters only. Documentation related to matters in any other court cannot be accepted
If you wish to contact or file documentation with the Court of Queen’s Bench, click here.

If you wish to contact or file documentation with the Provincial Court, click here.

2. The User Account registration form
will appear. User accounts fall under
one of two categories: Law Firm or
Self-Represented Litigant.

Type of User

Select your role in the appellate process *
Law Firm

Self Represented Litigant
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Litigants who do not have a lawyer should register as a Self-Represented Litigant
account. Lawyers (and support staff within a law firm) should register as a Law Firm
Account. However, if a Law Firm will have multiple users within the firm, that firm can
be assigned a Law Firm Administrator account which will enable the holder of that
accountto create and manage individual accounts for other users within the law firm
without having to obtain approval of the Regisirar. Before a lawyer registers for an
account, he or she should first determine whether their law firm already has a Law
Firm Administrator account. See further information at the end of this document.

3. All areas marked with an asterisk
must be completed.

4. Acknowledge that you have read and (J I'agree with the terms. *
accepted the Terms of Use, enter the
required CAPTCHA and then click the
Create new account button. CAPTCHA

TAKLX

What code is in the image? *

===
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5. The following message will appear at the top of the screen:

User account

Thank you for applying for an account. Your account is currently pending approval by the site administrator.
In the meantime, a welcome message with further instructions has been sent to your e-mail address.

When you submit a request to become a registered user, you will receive an email
acknowledgement of that request. Best efforts will be made to review and approve
the request on the same day that the request is received (provided the request is
received during business hours). When your request is approved, you will receive
another email with log in instructions. Emails will be sent from
CAMSInqguiries@albertacourits.ca. Please ensure that your spam filters do not block
these email addresses.

Law Firm Administrator Accounts

A Law Firm Administrator account is a law firm user account with the following elevated
privileges:

e the ability to create and manage accounts for other users within that law firm; and
e the ability to grant (or remove) access to that firm’s appeals to other users within that law
firm.

If you do not know if your law firm has a Law Firm Administrator, or if you do not know the name
of your Law Firm Administrator, please email CAMSInquiries@albertacourts.ca.

To obtain a law firm administrator account, a member of the law firm must become a registered
user. That person does not necessarily have to be a lawyer and can be an assistant, paralegal or
other support staff. Then, the holder of that account must email CAMSInquiries@albertacourts.ca
to request that the account be elevated to a Law Firm Administrator Account.

For further information see the instruction sheet entitled “Law Firm Administrator Account”.
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Log in to an Account

In order to file documents electronically and to access your appeals on CAMS, you must log in
to your CAMS account.

Login to an Account

1. Visit https://cams.albertacourts.ca/public-portal/ and click on the “If you already have an
account, log in”.

COURT OF APPEAL OF ALBERTA

C'lj\'Ms Home  Practice Direction  TermsofUse FAQ's ContactUs  Manual/ Tip Sheets

CAMS Home

Welcome to CAMS — The Court of Appeal Management System

CAMS (Court of Appeal Management System) is a case management, document management and electronic filing system designed to better serve the
administration of justice, litigants, the Bar and the public at large. It automates many of the Court’s procedures and permits lawyers and litigants to initiate an
appeal, file materials, pay applicable fees and view case information including the full text of all filed documents electronically.

To register for an account, you must be a lawyer, work in a law firm or be a self-represented litigant with a matter before the Court of Appeal. Accounts are not
available to the media or members of the public.

« To register for an account, click here.
| + If you already have an account, log in. |

Electronic filing is available for Court of Appeal matters only. Documentation related to matters in any other court cannot be accepted
If you wish to contact or file documentation with the Court of Queen’s Bench, click here.

If you wish to contact or file documentation with the Provincial Court, click here.

Request new p;

2. Enterthe email address and
password associated with the
account along with the required
CAPTCHA. Once all fields are
completed, click on Log In.

CAPTCHA

Qdigy

[Whatcode is in the image? * J

Login I
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Once logged in, you will be directed to your My Account page from which you can initiate new
appeals, view and file documents on existing appeals, update your account information and
more.

Update Accountinformation

To change your password, log in to your
account, click on My Account, and then My Account
choose the Account tab.

Account My Appeals

Account Personal Information

E-mail address
A valid e-mail address is required. All e-mails from the system will be sent to this address. The e-mail
notifications by e-mail.

Confirm e-mail address *

Please re-type your e-mail address to confirm it is accurate

Current password

Enter your current password to change the E-mail address or Password. Reguest new password

Password
Password strength:

Confirm password

To change your name or contact
information, log in to your account, click
on My Account and then choose the
Personal Information tab.

My Account

Account My Appeals

Account Personal Information

Personal Information

Law Firm Name

First Name

Please enter the First Name
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Request a New Password

If you have forgotten your password for your CAMS account, follow these steps.

Requesta New Password

1. Visit https://cams.albertacourts.ca/public-portal/ and click on the “If you already have an
account, click here”.

COURT OF APPEAL OF ALBERTA

CZ\'MS Home Practice Direction Terms of Use FAQ's Contact Us Manual / Tip Sheets

CAMS Home

Welcome to CAMS — The Court of Appeal Management System

CAMS (Court of Appeal Management System) is a case management, document management and electronic filing system designed to better serve the
administration of justice, litigants, the Bar and the public at large. It automates many of the Court's procedures and permits lawyers and litigants to initiate an
appeal, file materials, pay applicable fees and view case information including the full text of all filed documents electronically.

To register for an account, you must be a lawyer, work in a law firm or be a self-represented litigant with a matter before the Court of Appeal. Accounts are not
available to the media or members of the public.

| If :ou already have an account, log in. I

Electronic filing is available for Court of Appeal matters only. Documentation related to matters in any other court cannot be accepted

If you wish to contact or file documentation with the Court of Queen’s Bench, click here.

If you wish to contact or file documentation with the Provincial Court, click here.

2. On the User Account page, click on the Create new account  Login | [ Reques: nw paseword
Request new password tab. Enter the email
address associated with the account along Emall”
with the required CAPTCHA. Once all fields
are completed, click on E-mail new CAPTCHA

password.

p pdmX

rWhat code is in the image? *

E-mail new password
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3. The following message will appear at the
top of the screen: USGF account

Further instructions have been sent to your e-mail address.

Once you submit a request for a new password, you will receive an email providing
further instructions. Emails will be sent from CAMSInquiries@albertacourts.ca. Please
ensure that your spam filters do not block this email address.

10
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Law Firm A dministrator Account

A Law Firm Administrator account is a law firm user account with the following elevated
privileges:

e the ability to create and manage accounts for other users within that law firm; and
e the ability to grant (or remove) access to that firm’s appeals to other users within that
law firm.

If you do not know if your law firm has a Law Firm Adminisirator, or if you do not
know the name of your Law Firm Administrator, please email
CAMSInquiries@albertacourts.ca.

Obtain a Law Firm Administrator Account

To obtain a Law Firm Administrator account, you must first become a registered user (See the
separate instruction sheet entitled “Register for an Account”.) That person does not
necessarily have to be a lawyer and can be an assistant, paralegal or other support staff.
Then, the holder of that account must email CAMSInquiries@albertacourts.ca to request that
the account be elevated to a Law Firm Administrator Account

Create and Manage Accounts for Other Users

A Law Firm Administrator can create accounts for new users within the law firm without having to
obtain the approval of the Registrar. To do so, follow these steps.

1. Loginto your CAMS account.

2. On the gold-coloured menu bar at the
top of the page, click on Manage/Add
Users.

##% COURT OF APPEAL OF ALBERTA

CA_:MS Home . Practice Direction Terms of Use FAQ's Contact Us Manual / Tip Sheets Manage Appeal Access

Manage/Add Users

11
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3. Click on +Add User. People

List Expired accounts

[+ Add us:

4. Complete the necessary fields and
then at the bottom of the page, click
on Create New Account.

NOTE: The name and contact information for the new user will be populated with
the name and contact information of the law firm adminisirator. These fields
will need to be changed to insert the name and contact information of the
new user.

The new user will receive an email with log in instructions.

Share Accessto Appeals with Other Law Firm Users

A Law Firm Administrator can share access to appeals with other registered users within that
law firm without having to obtain the approval of the Registrar. To do so, follow these steps.

1. Loginto your CAMS account.

2. On the gold-coloured menu bar at the
top of the page, click on Manage
Appeal Access.

k.’.’m COURT OF APPEAL OF ALBERTA

”;e'-i-' Pﬁit;t'ic'e Direction  Terms of Use  FAQ's ContactUs  Manual/ Tip Sheets | Manage Appeal Access | Manage/Add Users

Version 2.2

12


https://cams.albertacourts.ca/public-portal/

CAMS MANUAL

. . User Appeal Associations
3. Enterthe email address associated ep

with the registered user with whom

you want to share access. It is not
necessary to complete the First name

and Last name fields. Click on Search. e

irst name

4. Click on +Add New Appeal.
= Add New Appeal

are sharing and then click on Search.

The fields entitled eCourt Reference

Number, eFiling Title and Submitted by ecourt Reference Number
(Email) are not in use.

5. Enterthe Appeal Number to which you [ J
CAMS Appeal Number

eFiling Title

Submitted by (Email)

Clear Back

6_ Check the bOX next to the Appea| CAMS Appeal Number 4 eCourt Reference Number
Number. If you want the user to be 2103-0152A

notified that they have been granted
access to an appeal, check the “Notify  Showing 1 to 1 of 1 entries
user of new case association” box.
Then, click on +Add.

Notify user of new case association
n email will be sent notifying this user they now have access to this case.

-
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If you encounter difficulties with sharing access to appeals with other law firm users, please
contact CAMSInquiries@albertacourts.ca for assistance.

Version 2.2

14


mailto:CAMSInquiries@albertacourts.ca

COURT OF APPEAL OF ALBERTA

Request Accessto an Appedl

Registered users can access the electronic court file and other information about their
appeals including documents, deadlines, hearing dates, results and more.

Automatic Access

If you are the initiating party (i.e., you filed a Notice of Appeal or an Application for Permission
(Leave) to Appeal), you will automatically have access to the appeal by logging in to your CAMS
account and clicking on “My Appeals”.

IMPORTANT NOTE: Automatic access is given only to the user who was logged in
when the commencementdocument was filed. If that user was a
legal assistant, then the lawyer on that file will not have automatic
access. In that case, the lawyer (and anyone else in the law firm
that requires access to the appeal), should request that access
through their Law Firm Administrator. (See the separate insiruction
sheet entitled “Law Firm Administrator Account”.) If you do not
know if your law firm has a Law Firm Administrator, or if you do not
know the name of your Law Firm Adminisirator, please email
CAMSInquiries@albertacouris.ca.

Requesting Access

If you do not have automatic access to the appeal (e.g., you are a respondent), and you do not
have a Law Firm Administrator, you must first become a registered user (see the separate
instruction sheet entitled “Register for an Account”) and then request access to the appeal by
sending an email to CAMSInquiries@albertacourts.ca providing;

e your name

e the email address associated with your account

e your role in the appeal (e.g., respondent, counsel, etc.)
e theappeal number to which you require access.

If your request is granted, you will receive an email confirming that access has been granted.

15
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View My Appeals

Lawyers, support staff and self-represented litigants who are registered users can access their
appeals, the electronic court file and information about their appeals including documents,
deadlines, hearing dates, outcomes and more. To obtain access to your appeals, see the separate
instruction sheet entitled “Request Access to an Appeal”.

Find Your Appeals

1. Login to your CAMS
account.

2. Select the My Appeals tab. A list of all of the appeals that you have initiated in CAMS or for
which you have been granted access will be displayed. If you have not initiated any appeals
in CAMS or have not been granted access to any appeals, the list will be blank. Law firm
users will also have a tab called My Organization Appeals which will display all the appeals
that all users within that law firm have access to.

My Account

Account My Appeals My Organization Appeals

Q Appeal Search

Appeal Number Style of Cause Date Filed Appeal Status Action

2003-0128A Regina (R} v. 072212020 ACTIVE .
Select Action v

1903-0148AC 06/07/2019 CLOSED .
Select Action v

Filter Your Appeals

1. Ifyour list of appeals I\/Iy Account
is long, you can filter

your appeals by Account My Appeals My Organization Appeals
clicking on Appeal

2. The following search criteria can be used:

16
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e Appeal Number - use this field to search for an appeal by appeal number (e.g., 1803-

0000AC)

Style of Cause - use this field to search for an appeal by name (e.g., Jones)

Reference Number - not in use

eFiling Title - not in use

Status - use this field to search for all active appeals or all closed appeals. Leaving the

selection blank will search for both.

e Filing Date From/To - use these fields to search for all appeals that were filed between a
given date range (e.g., 2019/06/01 - 2019/12/31).

My Account

Account My Appeals My Organization Appeals

Q Appeal Search

Appeal Number
Style of Cause
Reference Number
eFiling Title

Status
ACTIVE
CLOSED

Filing Date From

Use format yyyy/mm/dd

Filing Date To

Use format yyyy/mm/dd

Clear Cancel

17
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Once your filters are complete, click Search to view a list of appeals that match your search
criteria.

View Your Appeals

1. On your My Appeals page, find the particular appeal that you wish to view. From the Select
Action drop-down menu, choose View Summary.

Appeal Number Style of Cause Date Filed Appeal Status Action
2003-0128A Regina (R) v. 0712212020 ACTIVE

Select Action l

1903-0148AC 06/07/2019 CLOSED Select Action

‘ View Summary

File Document

Appeals Per Page

2. A page will appear displaying information about the appeal beginning with an Appeal
Summary. Below the Appeal Summary section are sections for Parties/Representation, Lower
Court Information, Charge and Sentence Information (criminal only), Documents, Hearings
and Deadlines. Click on the arrow to the left of each section to expand it. Click on the arrow
again to collapse the section.

Appeal Summary

~ 1903-0181A - Regina (R) v.

Appeal Number: 1903-0181A
Appeal Location: Edmonton
Appeal Type: Sentence
Appeal Filing Date: 2019-07-17

Ban / Restricted Access:

> Parties / Representation

> Lower Court Information

> Charge and Sentence Information

>
Documents Search

> Hearings

> Deadlines

18
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Appealinformation
Appeal Summary

Appeal Number

Style of Cause

Appeal Location (Edmonton or Calgary)

Appeal Type

Appeal Filing Date

Ban/ Restricted Access (Any restricted access
orders or publication bans associated with the
appeal will be listed. If there are none, this section
will either be blank or will display “No Ban on
Publication”.

Parties/Representation

Names of all parties to the appeal
Names of lawyers for each party (if applicable)

Lower Court Information

o

Criminal

Name of the judge or justice whose decision is
under appeal

Trial court location

Date of conviction (or decision)

Date of sentence (if applicable)

Trial court file number

Name of the justice whose decision is under
appeal

Date of the decision that is under appeal

Charge and Sentence
Information (Criminal only)

Charge file number

Charge

Criminal Code or other statutory section number
Sentence

Documents

Link to download the document for viewing,

Date the document was filed

Name of the document

Type of hearing to which the document applies (if
applicable)

Name of the party that filed the document
(Documents created by the Court will be displayed
as filed by “Court”.)

Version 2.2
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Hearings e Date
o Time
e Type
e Result (once known)

Note: The names of the judges hearing a matter will be available on the Hearing List
posted on the Court’'s website approximately 1 week before the hearing takes
place orin the clerk’s notes that are posted in the Documents section once
the hearing is concluded.

Deadlines Pending deadlines for:
e Appeal Record
e Appellant’s Factum
e Respondent’s Factum
e Reply Factum (if any)

20
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COURT OF APPEAL OF ALBERTA

File A New CivilNotice of Appeal

All documents must be in PDF in order to be filed electronically and must comply with the
formatting requirements set out in the Practice Direction on Electronic Filing. If you need tofile a
photo or video file or another document in a format other than a PDF (e.g., JPEG, MP3, MP4, etc.),

send it ona USB or CD to the Registry and ensure that it can be easily viewed or played using a
standard Windows Media Player.

File a New Civil Notice of Appeal

1. Log in to your CAMS account.

2. Select File a New Civil Appeal/Permission

to Appeal on the left-hand side of the page. o My Account
On the next page, select New Civil Notice of
Appeal. o My Appeals

e File a New Criminal
Appeal/Permission to Appeal

o File a New Civil
Appeal/Permission to Appe

o File a Document or Application
Materials on an Existing Appeal

e File a Transcript on an Existing
Appeal

o Request Access to an Appeal

e Log out

Civil Appeal Types

< New Civil Notice of Appeal >
New CIvi cation for Permission to Appeal

22

Version 2.2


https://cams.albertacourts.ca/public-portal/files/practiceDirection.pdf
https://cams.albertacourts.ca/public-portal/

CAMS MANUAL

After reading the instructions, begin completing the fields. All fields with an asterisk
must be completed.

Registry Office

3. Select the appropriate Registry Office (Calgary or Edmonton). For appeals arising in the
judicial centres of Calgary, Drumheller, Lethbridge, Medicine Hat or Red Deer, select Calgary.
For appeals arising in all other judicial centres, select Edmonton.

Registry Office” > || B

v Parties Calgary
Edmonton

Appellant Information

4. Enterthe name of the Appellant exactly as it appears in the order, judgment or decision that
is being appealed. Use Last Name, First Name, Middle/Initial if the appellant is an individual.
Use Corporate/Organization Name if the appellant is not an individual.

Note: If there is more than one appellant, click on +Appellant and repeat the steps
below for each appellant. If there are more than three appellants, you need
only enter the first three. The Registry will enter the remaining appellants.

~ Appellant (1)

Enter the name exactly as it appears in the order, judgment or decision that is being appealed.
If there are more than three appellants, you need only enter the first three. The Registry will enter the remaining parties.
Last Name

First Name

Middle Name / Initial

Corporate / Organization Name

5. If necessary. use the Other Description field to complete the appellant’s description (e.g.,
Carrying on Business As, Operating As, By Her Litigation Representative, etc.)

23
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~ Other Description (1) CN+]

Example: Carrying on Business As, Operating As, By Her Litigation Representative.

Other Description

6. Select the appropriate status in the court appealed from for the appellant.

A 4

Status in the court appealed from

Is the appellant self-represented?” Plaintiff

Defendant

Applicant

© Appeliant Respondent

Intervenor

7. Select either yes or no to the question “Is the appellant self-represented?

Is the appellant self-represented?” ) Yes ) No

a. Ifthe appellant is not self-represented, in the Appellant lawyer section, begin typing the
last name of the lawyer for the appellant and then make the appropriate selection from
the names that appear. If the lawyer’'s name does not appear, type their first and last
name in the fields and continue.

/Appellant Lawyer (1) @ @

Enter the last name of the lawyer and make the appropriate selection from the names that appear. If the lawyer's name does not appear, enter their first and last
name and proceed.

\brking...

First Name

Middle Name

© Appellant Lawyer

d a ame ame
| 94689 McDevitt Bobbi Jo Anne

Note: If there is more than one appellantlawyer, click on +Appellant Lawyer and
repeat the steps above for each lawyer.

24
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b. If the appellant is self-represented, enter the appellant’s address and contact
information, including an email address.

~ Appellant Address ~ Appellant Contact Information

Please provide all that appl;
Country Canada P PPy

~ Telephones (1)
Address 1"
Address 2
Telephone Type
City / Town'
Telephone Number -
Province® Alberta

Postal Code”

© Telephones

Email*

Respondent Information

8. Enterthe name of the Respondent exactly as it appears in the order, judgment or decision
that is being appealed. Use Last Name, First Name, Middle/Initial if the respondent is an
individual. Use Corporate/Organization Name if the respondent is not an individual. Follow
the same steps re: status in the court appealed from and representation that you did for the
appellant above.

Other Court/Previous Decision

9. Make the appropriate selection for What type of order, judgment or decision are you
appealing: Provincial Court (Civil Trial Court), Court of Queen’s Bench (Civil Trial Court),
Board, Tribunal or Prof. Disc. Body, Reference.

~ Other Court / Previous Decision

What type of order, judgment or decision are you appealing?* » D
Provincial Court (Civil Trial Court)
Court of Queen's Bench (Civil Trial Court)

~ Publication Ban/Access Restriction Information Board, Tribunal, or Prof. Disc. Body
Reference (Civil)

Appeal from the Provincial Court of Court of Queen’sBench

10.Enter the name of the judge or justice whose decision is being appealed. Begin typing the
last name of the judge or justice and then make the appropriate selection from the names
that appear.

25
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Enter the first three letters of the Judge's last name and make the appropriate selecti ear.
Gerl
[o2Worki g...

Justice Last Name

Justice First Name

Justice Middle Name / Initial

Vereti irst Name
100631 Mr. Justice Germain Ada

© Court of Queen's Bench Justice Information <

11.Enter the Trial Court File Number. If there is
more than one file number, click on +Trial The Trial Court File Number should not contain any dashes (e.g., 4803 123456)
Court File # Trial Court File #

© Trial Court File #

12.Enter the Provincial Court Location or Judicial Centre. Begin typing the first three letters and
make the appropriate selection. If there is more than one option, hover your mouse over the
name to select the correct one.

'd
Enter the first three letters of the Court of Queen's Bench location and make the appropriate selection. If there is more than one option, hover your mouse over the
name to select the correct one.

Judicial Centre I edm I

[ ] \
Name Address 1 Address 2 City State Zip Fax

QB Edmonton - B... Law Courts Buil... 1A Sir Winston ... Edmonton Alberta T5J 0R2 (780) 422-6689
QB Edmonton - ... Law Courts Buil... 1A Sir Winston ... Edmonton Alberta T5J OR2 (780) 422-9742

Judicial Centre

13.Enter the date that the order, judgment or decision that is being appealed was made
(pronounced) by clicking on the calendar icon and choosing the date from the calendar.
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Date order, judgment or decision was made (pronounced)

\ 4

. < |May v[2020 ~+| >

Su Mo Tu We Th Fr Sa

26| 27| 28| 29{ 30|12
3 4 5 67| 8| 9

10 11 12 13 14 15 16
17|--18|-19(--20|-21|[-22(- 23
24| 25| 26| 27 28 29 30
31 1| 2 3 4| 5| 6

14.1f there is a neutral citation, enter it.

Neutral Citation # »
T ————————————————————————

15.Select either yes or no to the question Did the matter originate with a Master or in the

Provincial Court of Alberta and was then subsequently appealed to the Court of Queen’s
Bench?

Did the matter originate with a Master or in the Provincial Court of Alberta and was then subsequently appealed to the Court of Queen’'s Bench?

No - '

If the answer to the above question is yes:

a. Enterthe name of the master or judge. Begin typing the last name of the master or
judge and then make the appropriate selection from the names that appear.

b. If there is a neutral citation for the decision of the master or judge, enter it.

Appeal from a Decision of a Board, Tribunal or Professional Discipline Body

16.Complete the following fields:

Version 2.2



CAMS MANUAL

Board, Tribunal or Prof. Discipline Body File #

Name of Board, Tribunal or Prof. Discipline Body

Location

Date decision was made 8]
Second date of decision (if any) )

Neutral Citation #

Publication Ban/Access Resiriction Information

17.Answer the 5 questions about Publication Ban/Access Restriction Information.

Is there a sealing or confidentiality order that affects the file?" Yes
Is there a court-ordered or statutory ban on the publication of evidence or the names or identity of a party or witness that affects the file?" Yes
Is there information in the file that is classified as confidential under legislation?” Yes
Is there a restriction on public access to information in the file in a lower court?” Yes
May the full names of individuals named in the style of cause be published?* Yes

No
No
No
No
No

If questions 1-4 have been answered in the affirmative, or if question 5 was answered in the negative, please provide a copy of any relevant order. If the order was pronounced

orally, please provide the relevant excerpt from the transcript of the hearing in which the order was pronounced. If applicable, please also provide a copy of the legislation under

which a publication ban or access restriction applies along with the specifics of the information that is to be protected.

Note: If questions 1-4 have been answered in the affirmative, or if question 5 was

answered in the negaltive, please provide a copy of any relevant order. If the

order was pronounced orally, please provide the relevant excerptfrom the
franscript of the hearing in which the order was pronounced. If applicable,
please also provide a copy of the legislation under which a publication ban

or access restriction applies along with the specifics of the information that is

to be protected.

Upload Documents

18.Upload the Notice of Appeal, the Order, Judgment or Decision under appeal and any other

relevant documents by clicking on Choose File under the appropriate heading.
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All documents must be in Adobe (PDF) format.

~ Notice of Appeal

Document Upload”® Choose File | No file chosen

~ Order, Judgment or Decision under appeal (not the written or oral reasons for decision)

Document Upload Choose File | No file chosen

19.When the dialogue box opens, find the file that you want to upload. Select it and then click

on Open.
o T letter-2019-04-04.pdf 2019-04-04 1:50 PM Adobe Acrob
" L MEMOARG 2020-07-06.pdf 2020-07-06 2:40 PM Adobe Acrob
" MISC 2 2020-07-06.pdf 2020-07-06 4:15 PM Adobe Acrob
T MISC 2020-07-06.pdf 2020-07-06 2:56 PM Adobe Acrob
DE
Wi >

File name: ‘ MEMOARG 2020-07-06.pdf w | All Files (%) ~
| Open l | |

Note: It does not matter how you named your document when you saved it. Once
the document is uploaded and approved, the Registry will verify and select
the correctdocumentname.

20.0nce the document is uploaded, click on
Proceed.
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Note: Documents cannot exceed 100MB. The larger the document, the longer the
upload will take.

21.You will be returned to your My Appeals
page, and the following message will
appear at the top of the screen:

Your documents are being sent to the Registry for review.

The new appeal will appear in your My

Appeals page, but it will bear an appeal

number with EF at the end. This is a Appeal Number
temporary number only and should never 1903-0069EF
be used on documents. A permanent

appeal number will be assigned once the

notice of appeal has been filed.

Pay Filing Fee

When you submit a document, you will receive an email acknowledgement of the
submission. That email will include a link for the online payment of the $600.00 filing
fee. Payment must be made immediately. Your document will notbe processed until
payment is made. Neither the Regisiry nor the Court will be responsible for a missed
limitation period caused by a failure to make the required payment on time.

Once payment is made and your document is reviewed, you will receive another
emailindicating whether the document wasrejected, filed, filed on conditions or filed
non-compliant. Emails will be sent from CAMSInquiries@albertacourts.ca. Please
ensure that your spam filters do not block this email address.

IMPORTANT NOTE

The email acknowledgements will be sent to the email account of the user who
was logged in when the document was submitted. For example, if a legal assistant
was loggedinto his or her account and submitted a document for filing, the email

acknowledging the receipt of the document will be sent to the email address
associated with the legal assistant and not to the lawyer’s email address.
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File A New Civil Application forPermissionto Appedl

All documents must be in PDF in order to be filed electronically and must comply with the
formatting requirements set out in the Practice Direction on Electronic Filing. If you need to file a

photo or video file or another document in a format other than a PDF (e.g., JPEG, MP3, MP4, etc.),
send it ona USB or CD to the Registry and ensure that it can be easily viewed or played using a
standard Windows Media Player.

File a New Civil Application for Permission to Appeal

1. Login toyour CAMS account.

2. Select File a New Civil Appeal/Permission
to Appeal on the left-hand side of the page.
On the next page, select New Civil
Application for Permission to Appeal.

e My Account
o My Appeals

e File a New Criminal
Appeal/Permission to Appeal

o File a New Civil
Appeal/Permission to Appe

o File a Document or Application
Materials on an Existing Appeal

e File a Transcript on an Existing
Appeal

o Request Access to an Appeal

e Log out

Civil Appeal Types

New Civil Notice of Appeal

@ Civil Application for Permission to A@

Version 2.2
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After reading the instructions, begin completing the fields. All fields with an asterisk
must be completed.

Registry Office

3. Select the appropriate Registry Office (Calgary or Edmonton). For appeals arising in the
judicial centres of Calgary, Drumheller, Lethbridge, Medicine Hat or Red Deer, select Calgary.
For appeals arising in all other judicial centres, select Edmonton.

Registry Office” > || B

v Parties Calgary
Edmonton

Applicant Information

4. Enterthe name of the Applicant exactly as it appears in the order, judgment or decision that
is being appealed. Use Last Name, First Name, Middle/Initial if the applicant is an individual.
Use Corporate/Organization Name if the applicant is not an individual.

Note: If there is more than one applicant, click on +Applicant and repeat the steps
below for each applicant. If there are more than three applicants, you need
only enter the first three. The Registry will enter the remaining applicants.

~ Applicant (1)

Enter the name exactly as it appears in the order, judgment or decision that is being appealed
If there are more than three appellants, you need only enter the first three. The Registry will enter the remaining parties.
Last Name

First Name

Middle Name / Initial

Corporate / Organization Name

5. If necessary. use the Other Description field to complete the applicant’s description (e.g.,
Carrying on Business As, Operating As, By Her Litigation Representative, etc.)
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~ Other Description (1) -]

Example: Carrying on Business As, Operating As, By Her Litigation Representative.

Other Description

6. Select the appropriate status in the court appealed from for the applicant.

A 4

Status in the court appealed from

Is the appellant self-represented?” Plaintiff

Defendant

Applicant

© Appeliant Respondent

Intervenor

7. Select either yes or no to the question “Is the applicant self-represented?

Is the applicant self-represented?* ) Yes () No

a. Ifthe applicant is not self-represented, in the Applicant lawyer section, begin typing the
last name of the lawyer for the applicant and then make the appropriate selection from
the names that appear. If the lawyer’'s name does not appear, type their first and last
name in the fields and continue.

Applicant Lawyer (1) @ ©

Enter the last name of the lawyer and make the appropriate selection from the names that appear. If the lawyer's name does not appear, enter their first and last

name and proceed
medevitt
UL LG

Last Name

First Name

Id v Last Name _First Name
94689 McDevitt Bobbi Jo Anne

Middle Name
© Applicant Lawyer

Note: If there is more than one applicantlawyer, click on +Applicant Lawyer and
repeat the steps above for each lawyer.
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b. Ifthe applicant is self-represented, enter the applicant’s address and contact
information, including an email address.

v Applicant Address ~ Applicant Contact Information

Country Canada Please provide all that apply

Email®
Address 1"
~ Telephone (1)
Address 2

City / Town*
Telephone Type

Province” Alberta
Telephone Number B i 3

Postal Code” [

© Telephone

Respondent Information

8. Enterthe name of the Respondent exactly as it appears in the order, judgment or decision
that is being appealed. Use Last Name, First Name, Middle/Initial if the respondent is an
individual. Use Corporate/Organization Name if the respondent is not an individual. Follow
the same steps re: status in the court appealed from and representation that you did for the
appellant above.

Other Court/Previous Decision

9. Make the appropriate selection for What type of order, judgment or decision are you
appealing: Court of Queen’s Bench (Civil Trial Court), Board, Tribunal or Prof. Disc. Body,
Reference.

~ Other Court / Previous Decision

For what type of order, judgment or decision are you seeking permission to appeal ?* : \ D

Court of Queen's Bench (Civil Trial Court)
Board, Tribunal, or Prof. Disc. Body

Permission to Appeal fromthe Court of Courtof Queen’s Bench

10.Enter the name of the justice whose decision is being appealed. Begin typing the last name
of the justice and then make the appropriate selection from the names that appear.
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Enter the first three letters of the Judge's last name and make the appropriate selecti ear.
Gerl
[“Zworkifg...

Justice Last Name

Justice First Name

Justice Middle Name / Initial

Vereti irst Name
100631 Mr. Justice Germain Ada

© Court of Queen's Bench Justice Information <

11.Enter the Trial Court File Number. If there is
more than one file number, click on +Trial The Trial Court File Number should not contain any dashes (e.g., 4803 123456)
Court File # Trial Court File #

© Trial Court File #

12.Enter the Judicial Centre. Begin typing the first three letters and make the appropriate
selection. If there is more than one option, hover your mouse over the name to select the
correct one.

-
Enter the first three letters of the Court of Queen's Bench location and make the appropriate selection. If there is more than one option, hover your mouse over the
name to select the correct one.

Judicial Centre I edm I

[ ] \
Name Address 1 Address 2 City State Zip Fax

QB Edmonton - B... Law Courts Buil... 1A Sir Winston ... Edmonton Alberta T5J 0R2 (780) 422-6689
QB Edmonton - ... Law Courts Buil... 1A Sir Winston ... Edmonton Alberta T5J OR2 (780) 422-9742

Judicial Centre

L

13.Enter the date that the order, judgment or decision for which permission to appeal is being
sought was made (pronounced) by clicking on the calendar icon and choosing the date from
the calendar.
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Date order, judgment or decision was made (pronounced)

\ 4

. < |May v[2020 ~+| >

Su Mo Tu We Th Fr Sa

26| 27| 28| 29{ 30|12
3 4 5 67| 8| 9

10 11 12 13 14 15 16
17|--18|-19(--20|-21|[-22(- 23
24| 25| 26| 27 28 29 30
31 1| 2 3 4| 5| 6

14.1f there is a neutral citation, enter it.

Neutral Citation #

»

15.Select either yes or no to the question Did the matter originate with a Master or in the

Provincial Court of Alberta and was then subsequently appealed to the Court of Queen’s
Bench?

Did the matter originate with a Master or in the Provincial Court of Alberta and was then subsequently appealed to the Court of Queen’'s Bench?

No - I

If the answer to the above question is yes:

a. Enterthe name of the master or judge. Begin typing the last name of the master or
judge and then make the appropriate selection from the names that appear.

b. If there is a neutral citation for the decision of the master or judge, enter it.

Permission to Appeal from a Decision of a Board, Tribunal or Professional Discipline
Body

16.Complete the following fields:
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Board, Tribunal or Prof. Discipline Body File #

Name of Board, Tribunal or Prof. Discipline Body

Location

Date decision was made 8]
Second date of decision (if any) )

Neutral Citation #

Publication Ban/Access Resiriction Information

17.Answer the 5 questions about Publication Ban/Access Restriction Information.

Is there a sealing or confidentiality order that affects the file?" Yes
Is there a court-ordered or statutory ban on the publication of evidence or the names or identity of a party or witness that affects the file?" Yes
Is there information in the file that is classified as confidential under legislation?” Yes
Is there a restriction on public access to information in the file in a lower court?” Yes
May the full names of individuals named in the style of cause be published?* Yes

No
No
No
No
No

If questions 1-4 have been answered in the affirmative, or if question 5 was answered in the negative, please provide a copy of any relevant order. If the order was pronounced

orally, please provide the relevant excerpt from the transcript of the hearing in which the order was pronounced. If applicable, please also provide a copy of the legislation under

which a publication ban or access restriction applies along with the specifics of the information that is to be protected.

Note: If questions 1-4 have been answered in the affirmative, or if question 5 was

answered in the negaltive, please provide a copy of any relevant order. If the

order was pronounced orally, please provide the relevant excerptfrom the
franscript of the hearing in which the order was pronounced. If applicable,
please also provide a copy of the legislation under which a publication ban

or access restriction applies along with the specifics of the information that is

to be protected.

Upload Documents

18.Upload the Application, Memorandum of Argument and any other supporting documents by

clicking on Choose File under the appropriate heading.
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All documents must be in Adobe (PDF) format.

~ Application for Permission to Appeal

Document Upload* Choose File |No file chosen

~ Memorandum of Argument (Maximum 10 pages)

Document Upload Choose File |No file chosen

19.When the dialogue box opens, find the file that you want to upload. Select it and then click

on Open.
0 P letter-2019-04-04.pdf 2019-04-04 1:50 PM Adobe Acrob
" L MEMOARG 2020-07-06.pdf 2020-07-06 2:40 PM Adobe Acrob
. MISC 2 2020-07-06.pdf 2020-07-06 4:15 PM Adobe Acrob
FEI MISC 2020-07-06.pdf 2020-07-06 2:56 PM Adobe Acrob
DE LTI 4 >
File name: | MEMOARG 2020-07-06,pdf ~| | AllFiles () v

Open

Note: It does not matter how you named your document when you saved it. Once
the document is uploaded and approved, the Registry will verify and select
the correctdocumentname.

20.0nce the document is uploaded, click on
Proceed.

Note: Documents cannot exceed 100MB. The larger the document, the longer the
upload will take.
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21.You will be returned to your My Appeals
page, and the foIIowing message will Your documents are being sent to the Registry for review.
appear at the top of the screen:

The new appeal will appear in your My

Appeals page, but it will bear an appeal

number with EF at the end. This is a Appeal Number
temporary number only and should never 1903-0069EF
be used on documents. A permanent

appeal number will be assigned once the

notice of appeal has been filed.

Pay Filing Fee

When you submit a document, you will receive an email acknowledgement of the
submission. That email will include a link for the online payment of the $600.00 filing
fee. Payment must be made immediately. Your document will notbe processed until
payment is made. Neither the Regisiry nor the Court will be responsible for a missed
limitation period caused by a failure to make the required payment on time.

Once payment is made and your document is reviewed, you will receive another
emailindicating whether the document wasrejected, filed, filed on conditions or filed
non-compliant. Emails will be sent from CAMSInquiriesQalbertacourts.ca. Please
ensure that your spam filters do not block this email address.

IMPORTANT NOTE

The email acknowledgements will be sent to the email account of the user who
was logged in when the document was submitted. For example, if a legal assistant
was logged into his or her account and submitted a document for filing, the email

acknowledging the receipt of the document will be sent to the email address
associated with the legal assistant and not to the lawyer’s email address.
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File A New Criminal Notice of Appeadl

All documents must be in PDF in order to be filed electronically and must comply with the
formatting requirements set out in the Practice Direction on Electronic Filing. If you need to file a
photo or video file or another document in a format other than a PDF (e.g., JPEG, MP3, MP4, etc.),

send it ona USB or CD to the Registry and ensure that it can be easily viewed or played using a
standard Windows Media Player.

Not all criminal appeals are brought directly to the Court of Appeal. For example,
appeals of summary conviction offences heard in the Provincial Court of Alberta are
brought to the Court of Queen’s Bench. Any further appeal to the Court of Appeal
requires permission to appeal. Parties are encouraged to review the applicable
legislation to determine the necessary requirements. Further, in some instances
permission to appealis required before filing a Notice of Appeal. (Seerule 16.4 of
the Alberta Rules of Court.) Parties are encouraged to review

the Alberta Rules of Court.

File a New Criminal Notice of Appeal

1. Log in to your CAMS account.

2. Select File a New Criminal

Appeal/Permission to Appeal on the left- » My Account
hand side of the page. On the next page,
select New Notice of Appeal. o My Appeals

o File a New Criminal
peal/Permission to Appe

e File a New Civil
Appeal/Permission to Appeal

e File a Document or Application
Materials on an Existing Appeal

e File a Transcript on an Existing
Appeal

o Request Access to an Appeal

e Log out
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Criminal Appeal Initiations

New Notice of Appeal
New Appieanon Tor ;ermission to Appeal
New Criminal Application for Section 680 CC or Extradition

After reading the instructions, begin completing the fields. All fields with an asterisk
must be completed.

Registry Office and other Information

3. Select the appropriate Registry Office (Calgary or Edmonton). For appeals arising in the
judicial centres of Calgary, Drumheller, Lethbridge, Medicine Hat or Red Deer, select Calgary.
For appeals arising in all other judicial centres, select Edmonton.

Registry Office” > ‘\

v Parties Calgary

Edmonton

4. In Appeal By select who is filing the appeal: Accused, Her Majesty the Queen (Alberta) or Her
Majesty the Queen (Canada).

Registry Office” >

Calgary

Edmonton

5. Choose the appropriate Type of Appeal (Acquittal, Conviction, Conviction and Sentence,
Sentence, Decision or Reference).
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Type of Appeal™ > ‘|

Acquittal

Conviction

Conviction and Sentence
Sentence ity

Decision

Reference

Party Information

Appeals by the Accused

1. Enterthe name of the Appellant exactly as it was entered in the trial court. Use Last Name,
First Name, Middle/Initial if the appellant is an individual. Use Corporate/Organization Name
if the appellant is not an individual.

~ Appellant

Enter the name exactly as it was entered in the trial court.

Last Name
First Name
Middle Name / Initial

Corporate / Organization Name

2. Select either yes or no to the question “Is the appellant in custody”. If the answer is yes,
begin typing the first three letters of the name of the institution and then make the
appropriate selection from the names that appear.

Enter the first three letters of the institutions name and make the appropriate selection from the names that appear and proceed.

L Bowden |
Name of Institution

_Working

1i Org Unit Short Name Address 1 Address 2 City State Zip
Bowden Institution HWY 2 PO Box 6000  Innisfail Alberta T4G 1V1 (403) 227-8153

Tel Number

3. Select either yes or no to the question “Is the appellant self-represented?”
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Is the appellant self-represented?* : I ; I

a) Ifthe appellant is not self-represented, in the Appellant lawyer section, begin typing the
last name of the lawyer for the appellant and then make the appropriate selection from

the names that appear. If the lawyer’'s name does not appear, type their first and last

name in the fields and continue.

( Appellant Lawyer (1) @ ©

Enter the last name of the lawyer and make the appropriate selection from the names that appear. If the lawyer's name does not appear, enter their first and last

name and proceed.
= A4

Last Name

First Name

Middle Name

© Appellant Lawyer

Note: If there is more than one appellantlawyer, click on +Appellant Lawyer and

repeat the steps above for each lawyer.

b) Ifthe appellant is self-represented, enter the appellant’s address and contact

information, including an email address

~ Appellant Address

Country
Address 1°
Address 2
City / Town®
Province”

Postal Code”

v Appellant Contact Information

Please provide all that apply

Canada

v Telephones (1)

Telephone Type

Telephone Number FES.mEsEEEs

© Telephones

4. Select either yes or no to the question,

of the appeal?”

“Does the appellant wish to be present at the hearing
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Does the appellant wish to be present at the hearing of the appeal?”

5. Select the appropriate Crown: Alberta or Canada

Please select the appropriate Crown” >

Regina (Canada)
Regina (Alberta)

6. If you know it, enter the name of the Crown lawyer. Begin typing the last name of the lawyer
and then make the appropriate selection from the names that appear. If the lawyer's name
does not appear, enter their first and last name in the fields and continue. If you do not know
the name of the Crown lawyer, leave this section blank.

i Respondent Lawyer (1) @ ©

Enter the last name of the lawyer and make the appropriate selection from the names that appear. If the lawyer's name does not appear, enter their first and last
name and proceed.

f
medevit]

e Wirking

Last Name

First Name

Id Last Name _First Name Middle Name

4689 McDevitt Bobbi Jo Anne

»

© Respondent Lawyer

Note: If there is more than one Crown lawyer, click on +Respondent Lawyer and
repeat the steps above for eachlawyer.

Appeals by the Crown

7. Select the appropriate Crown: Alberta or A > |
Canada —

( Regina (Canada)
‘ Regina (Alberta)

8. Enterthe name of the Crown lawyer. Begin typing the last name of the lawyer and then make
the appropriate selection from the names that appear. If the lawyer's name does not appear,
enter their first and last name in the fields and continue
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[ Appellant Lawyer (Crown) (1) @ ©

Enter the last name of the lawyer and make the appropriate selection from the names that appear. If the lawyer's name does not appear, enter their first and last

name and proceed.
Imcdevmj I ‘
W

Last Name |
o Wdkking...

First Name

1d_W Last Name First Name Middle Name
4689 McDevitt — Bobbi Jo Anle

»

© Appellant Lawyer (Crown)

Note: If there is more than one Crownlawyer, click on +Appellant Lawyer and
repeat the steps above for each lawyer.

9. Enterthe name of the Respondent exactly as it was entered in the trial court. Use Last
Name, First Name, Middle/Initial if the respondent is an individual. Use Corporate/
Organization Name if the respondent is not an individual.

~ Respondent

Enter the name exactly as it was entered in the trial court.

Last Name
First Name
Middle Name / Initial

Corporate / Organization Name

10.Select either yes or no to the question Is the respondent in custody? If the answer is yes,
begin typing the first three letters of the name of the institution and then make the
appropriate selection from the names that appear.

Is the respondent in custody? » @ Yes O No

’Enter the first three letters of the institutions name and make the appropriate selection from the names that appear and proceed.

Bowden|
Name of Institution ‘I I
/b]./Vorking...
Is the respondent self-represe grg Unit Short Nam Address 1 Address2  City State  Zip Tel N

Bowden Institution HWY 2 PO Box 6000  Innisfail Alberta T4G 1V1 (403)
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11.Select either yes or no to the question Is the respondent self-represented? If the answer is

no, and you know the name of the respondent’s lawyer, enter it by following the steps set out
above.

Other Court/Previous Decision

12.Make the appropriate selection for What type of matter are you appealing: Provincial Court

(Criminal Court), Court of Queen’s Bench (Criminal Trial Court), Criminal Alberta Review
Board, Reference.

~ Other Court / Previous Decision

What type of matter are you ing ?* > | D

Provincial Court (Criminal Trial Court)

Court of Queen’s Bench (Criminal Trial Court)
Criminal Alberta Review Board
Reference (Criminal)

Appeal from Provincial Court or the Court of Queen’s Bench

13.Enter the name of the judge or justice whose decision is being appealed. Begin typing the

last name of the judge or justice and then make the appropriate selection from the names
that appear.

Queens Bench Justice Information

Enter the first three letters of the Justice’s last name and make the appropriate selection from the names that appear

Justice Last Name Germa

e Morking...

Justice First Name v

Justice Middle Name / Initial . ¥
100631 Mr. Justice Germain Adam

14.Enter the Provincial Court Location or Judicial Centre. Begin typing the first three letters and

make the appropriate selection. If there is more than one option, hover your mouse over the
name to select the correct one.
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Enter the first three letters of the Judicial Centre and make the appropriate selection. If there is more than one option, hover your mouse over the name to select the correct

one. s

Judicial Centre Edmontor]
l#_Working...
i ()ee L~
Name A7 Address 1 Address 2 City State  Zip Fax
QB Edmonton - C. Law Courts Buil... 1A Sir Winston Edmonton Alberta T5J0R2 (780) 422-:

15.Enter the Provincial Court or Court of

Queen’s Bench File Number. If there is Court of Queen's Beneh File # (1) © ©
more than one file number, click on +File _ .
#

© Court of Queen’s Bench File #

16.Select how the Crown proceeded: Indictment or Both Summary Conviction and Indictment.

O Indictment
How did the Crown proceed? >

() Both Summary Conviction & Indictment '

17.Enter the Date of the Decision, Conviction or Acquittal and the Sentence (if applicable) by
clicking on the calendar icon and choosing the date from the calendar. If there is a neutral
citation, enter it.

Date of Decision / Conviction / Acquittal >

Neutral Citation # (Decision)

¢ May v 2020 v »
Date sentence imposed (if applicable)

Su Mo Tu We Th Fr Sa
Neutral Citation # (Sentence)

26| 27| 28| 29/ 30 1 2
3 4 5 6 7 8 9

1011 12( 13| 14 | 15| 16
17| -18( 19( 20| 21| 22| 23
24| 25| 26| 27| 28 29| 30

il 1 2 3 4 5 6

Appeal from Alberta Review Board

18.In the case of an appeal from a Criminal Alberta Review Board, complete the following fields:
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~ Criminal Alberta Review Board Information

Date decision was made ]

Decision under appeal

Publication Ban/Access Restriction Information

19.Answer the 5 questions about Publication Ban/Access Restriction Information.

Is there a sealing or confidentiality order that affects the file?” Yes
Is there a court-ordered or statutory ban on the publication of evidence or the names or identity of a party or witness that affects the file?* Yes
Is there information in the file that is classified as confidential under legislation?* Yes
Is there a restriction on public access to information in the file in a lower court?” Yes
May the full names of individuals named in the style of cause be published?” Yes

No
No
No
No
No

If questions 1-4 have been answered in the affirmative, or if question 5 was answered in the negative, please provide a copy of any relevant order. If the order was pronounced
orally, please provide the relevant excerpt from the transcript of the hearing in which the order was pronounced. If applicable, please also provide a copy of the legislation under

which a publication ban or access restriction applies along with the specifics of the information that is to be protected.

Note: If questions 1-4 have been answered in the affirmative, or if question 5 was

answered inthe negaltive, please provide a copy of any relevant order. If the

order was pronounced orally, please provide the relevant excerptfrom the
franscript of the hearing in which the order was pronounced. If applicable,
please also provide a copy of the legislation under which a publication ban

or access restriction applies along with the specifics of the information that is

to be protected.

Upload Documents

20.Upload the Notice of Appeal and any other supporting documents by clicking on Choose File

under the appropriate heading.
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All documents must be in Adobe (PDF) format.

~ Notice of Appeal

Document Upload” Choose File |No file chosen

21.When the dialogue box opens, find the file that you want to upload. Select it and then click

on Open.
0 T letter-2019-04-04.pdf 2019-04-04 1:50 PM Adobe Acrob
N |_'|E MEMOARG 2020-07-06.pdf 2020-07-06 2:40 PM Adobe Acrob
N T MISC 2 2020-07-06.pdf 2020-07-06 4:15 PM Adobe Acrob
L MISC 2020-07-06.pdlf 2020-07-06 2:56 PM Adobe Acrob
Dt w i >
File name: | MEMOARG 2020-07-06.pdf | | AllFiles (") ~

Open Cancel

Note: It does not matter how you named your document when you saved it. Once
the document is uploaded and approved, the Registry will verify and select
the correctdocumentname.

22.0nce the document is uploaded, click on
Proceed.

Note: Documents cannot exceed 100MB. The larger the document, the longer the
upload will take.

23.You will be returned to your My Appeals
page, and the following message will
appear at the top of the screen: Your documents are being sent to the Registry for review.
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The new appeal will appear in your My

Appeals page, but it will bear an appeal

number with EF at the end. This is a Appeal Number
temporary number only and should never 1903-0069EF
be used on documents. A permanent

appeal number will be assigned once the

notice of appeal has been filed.

When you submit a document, you will receive an email acknowledgement of the
submission. Once your document is reviewed, you will receive another email
indicating whether the documentwas rejected, filed, filed on conditions or filed non-
compliant. Emails will be sent from CAMSInquiries@albertacourts.ca. Please ensure
that your spam filters do not block this email address.

IMPORTANT NOTE

The email acknowledgements will be sent to the email account of the user who
was logged in when the document was submitted. For example, if a legal assistant
was logged into his or her account and submitted a document for filing, the email

acknowledging the receipt of the document will be sent to the email address
associated with the legal assistant and not to the lawyer’s email address.
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File A New Criminal Application forPermission to Appeal

All documents must be in PDF in order to be filed electronically and must comply with the
formatting requirements set out in the Practice Direction on Electronic Filing. If you need to file a
photo or video file or another document in a format other than a PDF (e.g., JPEG, MP3, MP4, etc.),

send it ona USB or CD to the Registry and ensure that it can be easily viewed or played using a
standard Windows Media Player.

File a New Criminal Application for Permission to Appeal

1. Login toyour CAMS account.

2. Select File a New Criminal

Appeal/Permission to Appeal on the = My Account
left-hand side of the page. On the next
page, select New Application for s My Appeals

Permission to Appeal.
o File a New Criminal

peal/Permission to Appe

o File a New Civil
Appeal/Permission to Appeal

o File a Document or Application
Materials on an Existing Appeal

o File a Transcript on an Existing
Appeal

o Request Access to an Appeal

o Log out

Criminal Appeal Initiations

New Nofi
New Application for Permission to Appeal
New Criminal Application for Section 680 CC or Extradition
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After reading the instructions, begin completing the fields. All fields with an asterisk
must be completed.

Regisiry Office and other Information

3. Select the appropriate Registry Office (Calgary or Edmonton). For appeals arising in the

judicial centres of Calgary, Drumheller, Lethbridge, Medicine Hat or Red Deer, select Calgary.
For appeals arising in all other judicial centres, select Edmonton.

Registry Office”

o

> ||
v Parties

Calgary

Edmonton

4.

In Application By select who is filing the application: Accused, Her Majesty the Queen
(Alberta) or Her Majesty the Queen (Canada).

Application By”

> |l
>

]

Her Majesty the Queen (Alberta)
Her Majesty the Queen (Canada)

Accused

5. Make the appropriate selection from Why is Permission to Appeal Required? (Summary
Conviction Appeal, Costs Only, Other).

Why is permission to appeal required?”

> ]
Summary Conviction Appeal

Costs Only
Other

Party Information

Applications by the Accused

6. Enterthe name of the Applicant exactly as it was entered in the trial court. Use Last Name,
First Name, Middle/Initial if the appellant is an individual. Use Corporate/Organization Name
if the appellant is not an individual.
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~ Applicant

Enter the name exactly as it was entered in the trial court.

Last Name
First Name
Middle Name / Initial

Corporate / Organization Name

7. Selecte

ither yes or no to the question “Is the applicant self-represented?”

Is the applicant self-represented?” 0 Yes O No
T —--

a. If the applicant is not self-represented, in the Applicant lawyer section, begin typing the

last name of the lawyer for the applicant and then make the appropriate selection from

the names that appear. If the lawyer’'s name does not appear, type their first and last

name in the fields and continue.

Applicant Lawyer (1) @ ©

Enter the last name of the lawyer and make the appropriate selection from the names that appear. If the lawyer's name does not appear, enter their first and last

name and proceed
medevitt
L UL

Last Name

First Name

Id v Last Name First Name
94689 McDevitt Bobbi Jo Anne

Middle Name
© Applicant Lawyer

Note: If there is more than one applicantlawyer, click on +Applicant Lawyer and

repeat the steps above for each lawyer.

8. Select either yes or no to the question “Is the applicant in custody”. If the answer is yes,
begin typing the first three letters of the name of the institution and then make the

appropr

iate selection from the names that appear.

Is the applicant in custody?” ) Yes (O No
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Enter the first three letters of the institutions name and make the appropriate selection from the names that appear and proceed.

Bowden |
Name of Institution _

" % orking....

Tel Number

1{ Org Unit Short Name Address 1 Address 2 City State Zip
Bowden Institution HWY 2 PO Box 6000  Innisfail Alberta T4G 1V1 (403) 227-8153

9. Select the appropriate Crown: Alberta or Canada

Please select the appropriate Crown” > ‘

|

a

Regina (Canada)
Regina (Alberta)

10.1f you know it, enter the name of the Crown lawyer. Begin typing the last name of the lawyer
and then make the appropriate selection from the names that appear. If the lawyer's name
does not appear, enter their first and last name in the fields and continue. If you do not know
the name of the Crown lawyer, leave this section blank.

Respondent Lawyer (1) @ ©

Enter the last name of the lawyer and make the appropriate selection from the names that appear. If the lawyer's name does not appear, enter their first and last
name and proceed

Last Name medeuy I
le2Wirking
First Name
Id Last Name First Name Middle Name
4689 McDevitt Bobbi Jo Anne
»

© Respondent Lawyer

Note: If there is more than one Crown lawyer, click on +Respondent Lawyer and
repeat the steps above for each lawyer.

Applications by the Crown

11.Select the appropriate Crown: Alberta or
Canada

»
Crown® - ‘

Regina (Canada)
Regina (Alberta) -

54
Version 2.2



CAMS MANUAL

12.Enter the name of the Crown lawyer. Begin typing the last name of the lawyer and then make
the appropriate selection from the names that appear. If the lawyer's name does not appear,

enter their first and last name in the fields and continue

( Applicant Lawyer (1) @ ©

Enter the last name of the lawyer and make the appropriate selection from the names that appear. If the lawyer's name does not appear, enter their first and last
name and proceed

Last Name | medevitt I
leWRrking...
First Name
i Middle Name
94689 McDevitt Bobbi Jo Anfie
!

© Applicant Lawyer

Note: If there is more than one Crown lawyer, click on +Applicant Lawyer and
repeat the steps above for each lawyer.

13.Enter the name of the Respondent exactly as it was entered in the trial court. Use Last
Name, First Name, Middle/Initial if the respondent is an individual. Use Corporate/
Organization Name if the respondent is not an individual.

~ Respondent

Enter the name exactly as it was entered in the trial court

Last Name
First Name

Middle Name / Initial

Corporate / Organization Name

14.Select either yes or no to the question Is the respondent in custody? If the answer is yes,
begin typing the first three letters of the name of the institution and then make the
appropriate selection from the names that appear.
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Is the respondent in custody? P @ Yes O No

’Enter the first three letters of the institutions name and make the appropriate selection from the names that appear and proceed.

Bowde!
Name of Institution ‘__dl
/,:Worklng .
Is the respondent self-represe org Unit Short Nam{ Address 1 Address 2 City State Zip Tel N

Bowden Institution PO Box 6000 Innisfail Alberta  T4G 1V1 (403)

15.Select either yes or no to the question Is the respondent self-represented? If the answer is
no, and you know the name of the respondent’s lawyer, enter it by following the steps set out
above.

Other Court/Previous Decision

Summary Conviction Appeal

16.Enter the name of the Provincial Court Judge. Begin typing the last name of the judge and
then make the appropriate selection from the names that appear.

Provincial Court Judge Information

Enter the first three letters of the Judge’s last name and make the appropriate selection from the names that appear.
——

hite

Judge Last Name L white]
A rKing...

Judge First Name

Judge Middle Name / Initial Id Prefi il Middle Name = Suffix  City
100843 Judge White Marilyn M. P.C.J. Leduc

s

17.Enter the Provincial Court Location. Begin typing the first three letters and make the
appropriate selection. If there is more than one option, hover your mouse over the name to
select the correct one.

Enter the first three letters of the Judicial Centre and make the appropriate selection. If there is more than one option, hover your mouse over the name to select the

correct one.
/I edmonton| I
p—

Name M Address 2 City State  Zip Fax
PC Edmonton - C... Law Courts Buil... 1A Sir Winston ... Edmonton Alberta T5J OR2 780-422-9736

PC Edmonton - T... Law Courts Buil. 1A Sir Winston .. Edmonton Alberta T5J 0R2 780-427-5791
PC Edmonton - Y... 1A Sir Winston .. Edmonton Alberta T5J 0R2 780-427-5797

Provincial Court Location

Law Courts Buil.
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18.Enter the Provincial Court File Number.
If there is more than one file number, Provincial Court File #
click on +Provincial Court File #

File #

© Provincial Court File #

19.Enter the Date of the Decision, Conviction or Acquittal and the Sentence (if applicable) by
clicking on the calendar icon and choosing the date from the calendar. If there is a neutral
citation, enter it.

Date of Decision / Conviction / Acquittal >

Neutral Citation # (Decision)

< May v 2020 v|

Date sentence imposed (if applicable)

Su Mo Tu We Th Fr Sa
Neutral Citation # (Sentence)

26| 27 28 29 30 1 2
5 4| 5 6 7 8 9

10 13- 12| 13| 14 [ 15| 16
17| 1819 20| 21| 22 23
24 25 26 27 28 29 30

31 12 3 4| 5 6

20.Enter the name of the Court of Queen’s Bench Justice. Begin typing the last name of the
justice and then make the appropriate selection from the names that appear.

' Queens Bench Justice Information

Enter the first three letters of the Justice’s last name and make the appropriate selection from the names that appear.

Justice Last Name I Germa I |

le_Working._..

Justice First Name

Justice Middle Name / Initial = 4 Prefix Last Name First Name
| 100631 Mr Justice  Germain |Adam

21.Enter the Location of the Summary Conviction Appeal. Begin typing the first three letters and
make the appropriate selection. If there is more than one option, hover your mouse over the
name to select the correct one
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Enter the first three letters of the Judicial Centre and make the appropriate selection. If there is more than one option, hover your mouse over the name to select the
correct one.

Ed I
Location of Summary Conviction Appeal -

orking...

-
° ‘ﬂress 1 Address 2 City State  Zip Fax
QB Edmonton - C... Law Courts Buil... 1A Sir Winston .. Edmonton Alberta T5J0R2 (780) 422-3458

22.Enter the Court of Queen’s Bench

File #. If there is more than one Court of Queen's Bench File # o
file number, click on +Court of i
Queen’s Bench File #.

© Court of Queen's Bench File #

23.Enter the Date of the decision of the summary conviction appeal by clicking on the calendar
icon and choosing the date from the calendar. If there is a neutral citation, enter it.

Date of decision

Neutral Citation #

Costs or Other Type

24.Make the appropriate selection for Which court made the order for which permission to

appeal is required?: Provincial Court (Criminal Trial Court) or Court of Queen’s Bench
(Criminal Trial Court).

~ Other Court / Previous Decision

Which court made the order for which permission to appeal is required? : | -

Provincial Court (Criminal Trial Court) -
Court of Queen's Bench (Criminal Trial Court)
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25.Complete the remaining fields (Name of Judge/Justice, Provincial Court Location/Judicial

Centre, Provincial Court/Court of Queen’s Bench File #, Date of Decision and Neutral

Citation) following the directions above.

Publication Ban/Access Restriction Information

26.Answer the 5 questions about Publication Ban/Access Restriction Information.

Is there a sealing or confidentiality order that affects the file?" Yes
Is there a court-ordered or statutory ban on the publication of evidence or the names or identity of a party or witness that affects the file?" Yes
Is there information in the file that is classified as confidential under legislation?” Yes
Is there a restriction on public access to information in the file in a lower court?” Yes
May the full names of individuals named in the style of cause be published?* Yes

No
No
No
No
No

If questions 1-4 have been answered in the affirmative, or if question 5 was answered in the negative, please provide a copy of any relevant order. If the order was pronounced

orally, please provide the relevant excerpt from the transcript of the hearing in which the order was pronounced. If applicable, please also provide a copy of the legislation under

which a publication ban or access restriction applies along with the specifics of the information that is to be protected.

Note: If questions 1-4 have been answered in the affirmative, or if question 5 was

answered inthe negaltive, please provide a copy of any relevant order. If the

order was pronounced orally, please provide the relevant excerptfrom the
franscript of the hearing in which the order was pronounced. If applicable,
please also provide a copy of the legislation under which a publication ban

or access restriction applies along with the specifics of the information that is

to be protected.

Upload Documents

27.Upload the Application, Memorandum of Argument and any other supporting documents by

clicking on Choose File under the appropriate heading.
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All documents must be in Adobe (PDF) format.

~ Application for Permission to Appeal

Document Upload* Choose File |No file chosen

~ Memorandum of Argument (Maximum 10 pages)

Document Upload Choose File |No file chosen

28.When the dialogue box opens, find the file that you want to upload. Select it and then click

on Open.
‘0 L letter-2019-04-04.pdf 2019-04-04 1:50 PM Adobe Acrob
n @ MEMOARG 2020-07-06.pdf 2020-07-06 2:40 PM Adobe Acrob
" LI MISC 2 2020-07-06.pdf 2020-07-06 4:15 PM Adobe Acrob
FEI MISC 2020-07-06.pdf 2020-07-06 2:56 PM Adobe Acrob
DE LTI 4 >
File name: | MEMOARG 2020-07-06.pdf ~| | AllFiles (%) v

Open

Note: It does not matter how you named your document when you saved it. Once
the document is uploaded and approved, the Registry will verify and select
the correctdocumentname.

29.0nce the document is uploaded, click
on Proceed.

Note: Documents cannot exceed 100MB. The larger the document, the longer the
upload will take.
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30.You will be returned to your My Appeals
page, and the following message will Your documents are being sent to the Registry for review.
appear at the top of the screen:

The new appeal will appear in your My

Appeals page, but it will bear an appeal

number with EF at the end. This is a Appeal Number
temporary number only and should 1903-0069EF
never be used on documents. A

permanent appeal number will be

assigned once the notice of appeal has

been filed.

When you submit a document, you will receive an email acknowledgement of the
submission. Once your document is reviewed, you will receive another email
indicating whether the document was rejected, filed, filed on conditions or filed non-
compliant. Emails will be sent from CAMSInquiries@albertacouris.ca. Please ensure
that your spam filters do not block this email address.

IMPORTANT NOTE

The email acknowledgements will be sent to the email account of the user who
was logged in when the document was submitted. For example, if a legal assistant
was loggedinto his or her account and submitted a document for filing, the email

acknowledging the receipt of the document will be sent to the email address
associated with the legal assistant and not to the lawyer’'s email address.

61
Version 2.2


mailto:CAMSInquiries@albertacourts.ca

COURT OF APPEAL OF ALBERTA

Fle a Document on an Existing Appeal

All documents must be in PDF in order to be filed electronically and must comply with the
formatting requirements set out in the Practice Direction on Electronic Filing. If you need to file a
photo or video file or another document in a format other than a PDF (e.g., JPEG, MP3, MP4, etc.),

send it ona USB or CD to the Registry and ensure that it can be easily viewed or played using a
standard Windows Media Player.

File a Documenton an Existing Appeal

1. Login toyour CAMS account.

2. Select File a Document or

Application Materials on an Existing = My Account
Appeal on the left-hand side of the
page. = My Appeals

o File a New Criminal
Appeal/Permission to Appeal

o File a New Civil
Appeal/Permission to Appeal

= File a Document or Application
Materials on an Existing Appe

o File a Transcript on an Existing
Appeal

o Request Access to an Appeal

o Log out

Important Note: These instructions do not apply to a transcript. If you are filing a
franscript click on “File a Transcript on an Existing Appeal”instead.
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3. Locate the appeal on which you will
file a document. From the Select
Action drop-down menu, select File
Document.

Select Action v

Select Action
View Summary
File Application Materials

Restore Appeal

Important Note: These instructions do not apply to an application. If you are filing
an application, choose “File Application Materials”. If the

application is to restore the appeal (including consent letters),
choose “Restore Appeal”.

4. Afterreading the instructions,
make the appropriate selection presm IS = D El
from the Document Type drop — FAC - Factum -

. AR - Appeal Record
down menu. For anything other EKE - Extracts
than an Appeal Record, Factum, o LET - Lotter -
Extracts of Key Evidence or Letter, : OTHER - Other Materials_—

choose Other Materials. If you are
filing more than one document, you
must upload each document
separately.

5. Upload the document by selecting Choose File.

All documents must be in Adobe (PDF) format.

Document Type FAC - Factum -

Choose File |[No file chosen

Document Upload*

6. When the dialogue box opens, find the file that you want to upload. Select it and then click
on Open.
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o FL letter-2019-04-04.pdf 2019-04-04 1:50 PM Adobe Acrob
I I% MEMOARG 2020-07-06.pdf 2020-07-06 2:40 PM Adobe Acroh
B MISC 2 2020-07-06.pdf 2020-07-06 415 PM Adobe Acrob
'@ MISC 2020-07-06.pdf 2020-07-06 2:56 PM Adobe Acrob
= v £ >
File name: |MEMOARG 2020-07-06.pdf ~ | | All Files (%) -

Open

Important Note: It does not matter how younamed your documentwhen yousaved
it. Once the documentis uploaded and approved, the Registry will
verify and select the correctdocument name.

7. Answer the question about Publication Ban/Access Restriction Information:

~ Publication Ban/Access Restriction Information

Does this document contain information that is subject to a sealing or confidentiality order,
classified as confidential by legislation or otherwise restricted from public access?”

If you have answered this question in the affirmative, please provide a copy of any relevant order. If the order was pronounced orally, please provide the relevant excerpt from
the transcript of the hearing in which the order was pronounced. If applicable, please also provide a copy of the legislation under which a restriction applies along with the
specifics of the information that is to be protected and who may or may not access it.

8. Click on Proceed.

Important Note: Documents cannot exceed 100MB. The larger the document, the
longer the upload will take. If you are filing more than one
document, you must upload each document separately.

9. You will be returned to your My

Appeals page, and the foIIowing Your documents are being sent to the Reqistry for review.
message will appear at the top of
the screen:
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When you submit a document, you will receive an email acknowledgement of the
submission. Once your document is reviewed, you will receive another email
indicating whether the document was rejected, filed, filed on conditions or filed non-
compliant. Emails will be sent from CAMSInquiries@albertacouris.ca. Please ensure
that your spam filters do not block this email address.

IMPORTANT NOTE

The email acknowledgements will be sent to the email account of the user who
was logged in when the document was submitted. For example, if a legal assistant
was loggedinto his or her account and submitted a document for filing, the email

acknowledging the receipt of the document will be sent to the email address
associated with the legal assistant and not to the lawyer’s email address.
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File ApplicationMaterials on an Existing A ppeal

All documents must be in PDF in order to be filed electronically and must comply with the
formatting requirements set out in the Practice Direction on Electronic Filing. If you need to file a
photo or video file or another document in a format other than a PDF (e.g., JPEG, MP3, MP4, etc.),

send it ona USB or CD to the Registry and ensure that it can be easily viewed or played using a
standard Windows Media Player.

File Application Materials on an Existing Appeal

1. Login toyour CAMS account.

2. Select File a Document or

Application Materials on an Existing » My Account
Appeal on the left-hand side of the
page. = My Appeals

o File a New Criminal
Appeal/Permission to Appeal

« File a New Civil
Appeal/Permission to Appeal

= File a Document or Application
Materials on an Existing Appea

» File a Transcript on an Existing
Appeal

o Request Access to an Appeal

= Log out

Important Note: These instructions do not apply to a transcript. If you are filing a
franscript click on “File a Transcript on an Existing Appeal”instead.
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3. Locate the appeal on which you will
file a document. From the Select
Action drop-down menu, select File
Application Materials.

Select Action v

Select Action
View Summary

File Document

File Application Matenals

Restore Appeal

Important Note: These instructions do not apply to an application to restore an
appeal (including consent letters). If you are filing an application
to restore the appeal, choose “Restore Appeal”. These instructions
also do not apply if you are filing an appeal record, factum,
extracts of key evidence, lefter or any other materials that are not
an application and supporting materials, In any of those cases,
chose “File Document”.

4. Afterreading the instructions, make the appropriate selection from the Document Type drop
down menu. Select Application - Miscellaneous regardless of the type of application that you

are filing. If you are filing more than one document, you must upload each document

separately.

~ File Application Materials

All documents must be in Adobe (PDF) format.

Document Type

Document Upload™

>
>

AF - Affidavit

NEW - New Evidence Package
MEMOARG - Memorandum of Argument
APPMSC - Application - Miscellaneous

5. Upload the document by selecting Choose File.
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All documents must be in Adobe (PDF) format.

Document Type FAC - Factum -

Choose File

Document Upload” o file chosen

6. When the dialogue box opens, find the file that you want to upload. Select it and then click

on Open.
N @ letter-2019-04-04. pdf 2019-04-04 1:50 PM Adobe Acrob
I @ MEMOARG 2020-07-06.pdf 2020-07-06 2:40 PM Adobe Acrob
‘B MISC 2 2020-07-06.pdf 2020-07-06 4:15 PM Adobe Acrob
@ MISC 2020-07-06.pdf 2020-07-06 2:56 PM Adobe Acrob
Py < >
File name: | MEMOARG 2020-07-06.pdf ~ | |AllFiles (%] e |

Open

Important Note: It does notmatter how younamed your documentwhen yousaved
it. Once the documentis uploaded and approved, the Registry will
verify and select the correctdocument name.

7. Answer the question about Publication Ban/Access Restriction Information:

~ Publication Ban/Access Restriction Information

Does this document contain information that is subject to a sealing or confidentiality order, Yes No
classified as confidential by legislation or otherwise restricted from public access?”
If you have answered this guestion in the affirmative, please provide a copy of any relevant order If the order was pronounced orally, please provide the relevant excerpt from

the transcript of the hearing in which the order was pronounced. If applicable, please also provide a copy of the legislation under which a restriction applies along with the
specifics of the information that is to be protected and who may or may not access it

8. Click on Proceed.
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Important Note: Documents cannot exceed 100MB. The larger the document, the
longer the upload will take. If you are filing more than one
document, you must upload each document separately.

9. You will be returned to your My

Appea|s page, and the foIIowing Your documents are being sent to the Registry for review.
message will appear at the top of
the screen:

When you submit a document, you will receive an email acknowledgement of the
submission. That email will include a link for the online payment of the $50.00 filing
fee (civil only). Payment must be made immediately. Your document will not be
processed until payment is made. Neither the Registry nor the Court will be
responsible for a missed limitation period caused by a failure to make the required
payment on time.

Once payment is made and your document is reviewed, you will receive another
emailindicating whether the documentwasrejected, filed, filed on conditions or filed
non-compliant. Emails will be sent from CAMSInquiries@albertacours.ca. Please
ensure that your spam filters do not block this email address.

IMPORTANT NOTE

The email acknowledgements will be sent to the email account of the user who
was logged in when the document was submitted. For example, if a legal assistant
was logged into his or her account and submitted a document for filing, the email

acknowledging the receipt of the document will be sent to the email address
associated with the legal assistant and not to the lawyer’s email address.
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Restore an Appeal

All documents must be in PDF in order to be filed electronically and must comply with the
formatting requirements set out in the Practice Direction on Electronic Filing. If you need to file a
photo or video file or another document in a format other than a PDF (e.g., JPEG, MP3, MP4, etc.),

send it ona USB or CD to the Registry and ensure that it can be easily viewed or played using a
standard Windows Media Player.

Restore an Appeal

1. Login toyour CAMS account.

2. Select File a Document or Application
Materials on an Existing Appeal on = My Account
the left-hand side of the page.
= My Appeals
o File a New Criminal
Appeal/Permission to Appeal

o File a New Civil
Appeal/Permission to Appeal

= File a Document or Application
terials on an Existing Appe

o File a Transcript on an Existing
Appeal

o Request Access to an Appeal

= Log out

Important Note: These instructions do not apply to a transcript. If you are filing a
franscript click on “File a Transcript on an Existing Appeal”instead.
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3. Locate the appeal which you seek to
restore. From the Select Action drop- )
down menu, select Restore Appeal. Select Action

Select Action
View Summary

File Document

File Application Materials

Restore Appeal

Important Note: These instructions also do not apply if you are filing an appeadl
record, factum, exiracts of key evidence, letter or any other
materials that are not an application and supporting materials, In
any of those cases, chose “File Document”.

4. After reading the instructions, make the appropriate selection from the Document Type drop
down menu. If you are filing more than one document, you must upload each document
separately.

~ Restore Appeal

All documents must be in Adobe (PDF) format.

Document Type » ‘ | EI

Document Upload™ AF - Affidavit -

LETRSTCN - Letter - Restore Appeal by Consent
LETRSTPTACN - Letter - Restore Permisson To Appeal Appl. By Consent
MEMOARG - Memarandum of Argument

5 APPRSTA - Application - Restore Appeal

¥ APPRSTPTA - Application - Restore Appl. For Permission (Leave) to Appeal _ '

- |

5. Upload the document by selecting Choose File.

All documents must be in Adobe (PDF) format.

Document Type FAC - Factum -

Choaose File INO file chosen

Document Upload*

6. When the dialogue box opens, find the file that you want to upload. Select it and then click
on Open.
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o L letter-2013-04-04.pdf 2019-04-04 1:50 PM Adobe Acrob
I % MEMOARG 2020-07-06.pdf 2020-07-06 2:40 PM Adobe Acroh
'8 MISC 2 2020-07-06,pdf 2020-07-06 4:15 PM Adobe Acrob
'@ MISC 2020-07-06.pdf 2020-07-06 2:56 PM Adobe Acrob
= v £ >
File name: | MEMOARG 2020-07-06.pdf ~| | All Files (*.%) ™

Open

Important Note: It does not matter how younamed your documentwhen yousaved
it. Once the documentis uploaded and approved, the Registry will
verify and select the correctdocument name.

7. Answer the question about Publication Ban/Access Restriction Information:

~ Publication Ban/Access Restriction Information

Does this document contain information that is subject to a sealing or confidentiality order,
classified as confidential by legislation or otherwise restricted from public access?”

If you have answered this question in the affirmative, please provide a copy of any relevant order. If the order was pronounced orally, please provide the relevant excerpt from
the transcript of the hearing in which the order was pronounced. If applicable, please also provide a copy of the legislation under which a restriction applies along with the
specifics of the information that is to be protected and who may or may not access it.

8. Click on Proceed.

Important Note: Documents cannot exceed 100MB. The larger the document, the
longer the upload will take. If you are filing more than one
document, you must upload each document separately.

9. You will be returned to your My

Appeals page, and the following Your documents are being sent to the Registry for review.
message will appear at the top of the
screen:
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When you submit a document, you will receive an email acknowledgement of the
submission. That email will include a link for the online payment of the applicable
restoration fee: $200.00 first restoration; $500.00 second restoration; $1000 third and
subsequent restoration (civil only). Payment must be made immediately. Your
document will not be processed until payment is made. Neither the Regisiry nor the
Court will be responsible for a missed limitation period caused by a failure to make
the required payment on time.

Once payment is made and your document is reviewed, you will receive another
emailindicating whether the document wasrejected, filed, filed on conditions or filed
non-compliant. Emails will be sent from CAMSInquiries@albertacours.ca. Please
ensure that your spam filters do not block this email address.

IMPORTANT NOTE

The email acknowledgements will be sent to the email account of the user who
was logged in when the document was submitted. For example, if a legal assistant
was loggedinto his or her account and submitted a document for filing, the email

acknowledging the receipt of the document will be sent to the email address
associated with the legal assistant and not to the lawyer’s email address.
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Payment of Feesin Civil Matters

The following fees are payable in civil matters:

Notice of Appeal: $600.00
Application for Permission to Appeal - Commencement Document: $600.00
Application for Permission to Appeal - Non-Commencement Document: $50.00
All other Applications (other than to Restore): $50.00
Application to Restore an Appeal (including consent orders/letters):

First Restoration: $200.00

Second Restoration: $500.00

Third and Subsequent Restoration: $1000.00

There are no fees payable in criminal matters.

Payment of Feesin Civil Matters

When you submit a documentfor filing, you will receive an email acknowledgement
of the submission. That email willinclude a link to pay the applicable filing fee. You

must immediately pay the filing fee by clicking on the link (or copying and pasting
itinto your browser):

https://eservices.alberta.ca/courtofappeal-filing-fees-civil.htmi.

IMPORTANT NOTE:

If your documentis one that requires payment, the document will not be processed
until payment is made. Documents (and payment, if applicable) received on or
before 4:00 p.m. Mountain Time on a day on which the Registry is open will be
processed on the day that they are received. Documents (and payment, if
applicable) received on or after 4:00 p.m. Mountain Time on a day on which the
Registry is open will not be processed until the next business day. Neither the
Regisiry nor the Court will be responsible for a missed limitation period caused by
failure to make the required payment on time.

Once you are on the payment page, take the following steps.

1. Read the instructions and then click on Begin Form.
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Court of Appeal Filing Fees
for Civil Matters

Use this form to pay the filing fees for a civil notice of appeal, an
application for permission to appeal, an application to restore an
appeal (including consent orders or letters) and all other
applications.

Ensure that you make the correct selection and that you enter
the correct appeal number and style of cause. Once all fields are
complete, click “Submit” and proceed to checkout.

After your payment has been processed, a receipt will be sent to
the email address that you provided during the checkout

process.

Your document will not be processed until the Court receives
verification of your payment. Please email a copy of your
receipt to the appropriate Registry:

Edmonton: Edmonton.Registry@albertacourts.ca

Please include the appeal number and style of cause in the
subject line of your email. Once the Court has received your
payment and processed your document, you will be notified by

email.

GET STARTED

Begin Form s

2. Complete the fields in the form.

Version 2.2
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Order Form
First Name * Last Mame *
This is a required field.
Appeal Number Style of Cause *

Enter the Appeal Number if you already have one.

Application Fee *

Motice of Appeal + $600.00

Application for Permission to Appeal - Commencement Document + $600.00

Application for Permission to Appeal - Non Commencement Document + $50.00

Application to Restore an Appeal (including consent order/letter) - 1st Restoration + $200.00

Application to Restore an Appeal (including consent order/letter) - 2nd Restoration + $300.00

Application to Restore an Appeal (including consent order/letter) - 3rd Restoration + £1,000.00

All other Applications + $50.00

Please select one or more application type.

First Name = the first name of the Last Name =thelast name Style of Cause = the names

person making the payment of the person making the of the parties to the appeal.
payment
Appeal Number = the appeal number to which Application Fee = select the appropriate
the payment applies. If you are making a fee(s). (E.g., If you are filing a notice of
payment for a commencement document, you appeal and an application for a stay at the
will not yet have an appeal number. Inthat case, same time, you would select both $600 and
you can leave this field blank $50 for a total payment of $650.)

3. Once all fields are complete, click Submit.
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4. Confirmthat your Order Details are correct and then click Go to Secure Checkout

"
Order Details
‘ Bal T P e D rm el T Ayl | g P By | ol W s B v o e
Vi i ARk T A0 Ord Sumrrllrf
om0l Moo i Flbrng Bt Fiow el Mkt ot SS0000 1 Bk 00
sl Sl
TRTEE W
COrder Totsl S0 50

Dol M b

st M (i

Appeal Siorrdue LD OO0
Tyl of Carae i v Sorsch
Appla gtion Fer Sioticr of Sopesl

Ly By

5. Enteryour email address in the Guest Checkout and select your method of payment (Credit
Card or Interac Online).

& Secure Checkout
Login Order Summary
Abeady aregistered uses?
Liogin, B yodar Myiiberia Digiiad 0D o3 A 40000
Ovder Tatal $E00.00
Guest Checkout G -

Efubiar wednail il A0 P OO s & it

Ermail *

=]

Ehrudorpasticheceut ta

6. Enteryour Billing Information and then click Submit.
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Billing Address

Enter your billing address as it appears on your billing statement

First Mame *

Address © Limit, Apt, Suite [optional)

1 Main Strest

City *

Fleasant Ville

Counitry State/Province * Zip/Postal Code *

Lanada W Alberta W HUH UHLU

Phone

a. If Credit Card is selected, enteryour credit  b. If Interac Online is selected, accept the
card details, accept the terms and terms and conditions and then click Place
conditions and then click Place Order Order. You will be redirected to the Interac

Online Website where you can select your
applicable banking institution. Follow the
instructions to proceed.
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Card Details

o Ml s b ekl

R BT EU

Fom mnd e o P e e s b vk gl ‘

Crwié Card Hursber © o ol b rechrrcied o T e Drdes Wetaes

Pl el g mer Gl g

M W WYY W

Fou mant soept the terrm end condfiom. ln-order B plece anordes

By mlrritiig T b e ag 9 s P T b Condton greond B 0w

- Fad Tema b Conditirs

7. Once payment has been received, a confirmation will appear. You can view or print your
receipt from this page. An order confirmation email with the details of the order will also be
sent to the email address that you provided in the guest checkout.

Your order has been received.

Thank you.

Your Order is 8200002215,
You will receive an order confirmation email with the details of your order.
Click below towview or print a copy of vour receipt.

View Receipt | Print Receipt

Back to the Homepage

Back to CAMS
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Electronic Fiing Formatting Requirements Overview

A document filed electronically must adhere to the following formatting requirements.

File Format - PDF

All documents filed electronically must be submitted as a PDF file. The Electronic Filing Portal is
structured to automatically reject documents in Word or other file formats. (If you wish to file a
video or audio file, provide it on USB or CD to the applicable Registry and ensure that it can be
easily viewed or played using a standard Windows Media Player.)

Where possible, documents such as factums, applications, memorandums of argument,
affidavits and correspondence should be created in Word and then converted to PDF before
being filed electronically. Printing a document and then scanning it to PDF will compromise the
aesthetic value and functionality of the document.

e See Converta Word Document to PDF

Other documents, such as appeal records and extracts of key evidence, will almost always be
created by scanning and combining individual documents into a single PDF file. It is possible to
create that single PDF file by feeding all of the documents into a scanner at once, but if
individual documents already exist in PDF format, it is preferable to combine those individual
PDFs into one file using Adobe rather than a scanner. Additionally, Adobe can be used to
combine a Word document (e.g., cover page) with a PDF document to create a single PDF file.

e See Combine Several Documents into a Single PDF File

File Format- OCR

To ensure search capability within the document, all documents filed electronically must be
submitted with Optical Character Recognition (OCR).

To determine whether a document has OCR, take these steps:

e Open the document.

e Use the keyboard shortcut Ctrl+F to open the Find menu.

e Type a word or phrase that occurs in the document (e.g., respondent).

e C(Click Next. If the document has OCR, the word or phrase that you searched for will be
highlighted each time it appears in the document.

e See OCR (Optical Character Recognition) - Recognize Text in PDF Documents
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File Size

All documents filed electronically must not exceed 100 MB in size. The Electronic Filing Portal is
structured to automatically reject any document that exceeds this size. If you require assistance
to check the size of your file, or to compress it, refer to the following resource. This resource
also contains tips on reducing the size of a file when a scanner is used to create that file.

e See Compress a PDF File

If the document cannot be reduced to less than 100 MB in size, then the document must be
divided into parts, each less than 100 MB, and each part must be filed as a separate PDF
(volume 1, volume 2, etc.). Inthat case, efforts should be made to ensure that each volume
ends and begins at a convenient location (e.g., at the beginning of any entry in the table of
contents).

Coloured Covers

The requirements for coloured covers for appeal records, factums, extracts of key evidence, and
authorities (if any) continue to apply to documents filed electronically. That means that you will
need to add a coloured background to the first page of your document before filing it. If the
colour is missing, or if it is the wrong one, the document will be filed on the condition that a
replacement document is filed with the correct coloured cover. The Registry will provide a
deadline within which you must do that.

e See Add a Colour Background to a PDF Document

Pagination

Other than transcripts, the page number of all documents must begin with the first page or
cover as page 1 and use only standard numerals (e.g, 1, 2, 3 etc.). That means that page
numbering for appeal records (P1, P2, F1, F2, etc.) and for extracts of key evidence (A1, A2, R1,
R2,11, 12, etc.) do not apply to documents filed electronically. If a document is created in Word
(e.g., factum), page numbers should be added to the Word version of the document before it is
converted to a PDF. But other documents, such as appeal records and extracts of key evidence,
will almost always be created by scanning and combining individual documents into a single
PDF file. In that case, page numbers will need to be applied to the PDF file. (If there are existing
page numbers on individual documents that are included in the appeal record or extracts of key
evidence, they do not need to be removed.)

In addition, the Adobe page counter for each document must match the consecutive page
numbering of the document. In other words, if you type “5” in the Adobe page counter at the top
of the document, then you should be taken to the page in the document that displays page “5”.

If the pagination is missing, or the Adobe page counter does not match, the document will be
rejected.

e See Apply Page Numbersto a PDF Document
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NOTE: Pagination (and other formatting requirements) for transcripts has not changed
and will continue to require compliance with the Elecfronic Transcript
Checklist. Please note that when you order a transcript from Transcript
Management Services (TMS), itis very important that you advise them that the
franscript is required for an appeal. Otherwise, the franscript may not have all
of the necessary formatting features when you receiveit.

Bookmarks

Any document filed electronically that exceeds 5 pages must include an electronic bookmark:

a) to the cover page listing the name of the document, the name of the party filing the
document, the appeal number and a brief style of cause

b) toeach heading, subheading and component of the document (e.g., as listed in the table
of contents), and

c) tothefirst page of each tab, exhibit or attachment of the document.

The bookmark for each tab, exhibit or attachment to a document must include the letter or
number of the tab, exhibit or attachment and a description of the tab, exhibit or attachment.

In other words, every entry in the Table of Contents of a document must be bookmarked. For
example, a factum must include bookmarks to each part of the factum (e.g., Facts, Grounds of
Appeal, Standard of Review, Argument, Relief Sought) and to any sub-headings within each part
of the factum such as the various grounds of appeal or arguments made. Appeal records or
extracts of key evidence must include a bookmark to each document included in them, and the
name of that bookmark must correspond to the name of the particular document. Affidavits
must include bookmarks to each exhibit. Any type of written submission with attachments that
exceeds 5 pages must also contain bookmarks as set out above.

Factums should be created in Word and formatted in such a way that PDF bookmarks are
automatically created when the document is converted to PDF. Other documents, such as
appeal records and extracts of key evidence, will almost always be created by scanning and
combining individual documents into a single PDF file. In the latter case, bookmarks will need to
be added to the PDF file using Adobe.

Documents with bookmarks must be formatted so that they automatically display the
bookmarks panel when opened. (Electronic transcripts currently have this functionality). If the
document does not display the bookmarks panel when opened, click on the Bookmarks icon on
the left-hand side of the document to display the bookmarks panel. It will be obvious from a
review of the bookmarks panel whether or not the document contains the required bookmarks.

If a document that exceeds 5 pages does not contain any bookmarks, it will be rejected.

If the document contains bookmarks, but they are not working properly, the document will be
rejected.

If the document contains the required bookmarks (and they work properly), but it has not been
saved to automatically display the bookmarks panel when opened, the document will not be
rejected. Instead, the Registry will make the necessary adjustment to the document.
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e See Add a Bookmark to a Document

Hyperlinks

Any document filed electronically that includes a reference to a case or statutory authority must
include, in a Table of Authorities, a hyperlink to an electronic version of that case or statutory
authority, if available. The hyperlink must link to a publicly accessible (i.e., free) website such as
CanlLll.

This will most often apply to factums. Every factum must have a Table of Authorities. Each
authority in the table must include a hyperlink to an electronic copy of the case if it is available.
The same is true for memorandums of argument.

If a hyperlink to the authority is provided, then you do not have to provide an electronic copy of
that authority. If a hyperlink to the authority is not provided, then you must append a copy of the
authority to your document and then include a bookmark to that authority as described above.

If the Table of Authorities to a factum does not contain any hyperlinks (and there is no notation
indicating that hyperlinks are not available), the document will be rejected.

If the Table of Authorities contains hyperlinks, but they do not work properly, the document will
be rejected.

e See Add a Hyperlink to a Document
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Convert a Word Document to a PDF Document

A document filed electronically must be created and submitted in portable document format (PDF)
or created in Word and saved as a PDF from which text can be copied and pasted.

Where possible, documents such as factums, applications, memorandums of argument, affidavits
and correspondence should be created in Word and then converted to PDF before being filed
electronically. Printing a document and then scanning it to PDF will compromise the aesthetic

value and functionality of the document.

NOTE: Any document filed electronically that exceeds 5 pages must include
electronic bookmarks. In addition, any document that includes a reference
to a case or statutory authority must include, in a table of authorities, a
hyperlink to an electronic version of that case or statutory authority if
available.

It is recommended that bookmarks and hyperlinks be added to the Word
version of a document before it is converted to PDF (although it is possible to
add bookmarks and hyperlinks directly to a PDF). For instructions on how to
do that, see the separate instruction sheets entitled “Add a Bookmark to a
Word Document” and “Add a Hyperlink to a Document”.

There are two ways to convert a Word document to PDF: Save as Adobe PDF and Save as

Save as Adobe PDF

1. Open the document in Word and in the
top left-hand corner, select File and then
Save as Adobe PDF File. New

Open

Save

Save As

Save as Adobe
PDF
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2. The Acrobat PDFMaker message may

appear. If so, select Yes.

Acrobat PDFMaker

Acrobat PDFMaker needs to save the file before continuing.
0 you wan aker to save the file and continue?
| o] t PFDFMaker t the fil d tinue?

3. Ensure the File Name is correct, and the Save as type is PDF files (*.pdf), by using the drop

down in the Save as type field. Select Save.

File name:

Save as type:

# Hide Folders

Test.pdf v
PDF files (*.pdf) w
View Result []Protect POF
Options Save Cancel

4. After saving the PDF, you will be returned to your Word document, and the PDF version will

open.

Save as

1. Open the document in Word, and in the
top left-hand corner, select File and then

Save As

Save

Save As

Save as Adobe
PDF

Version 2.2
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2. Select Browse.

Save As

New

‘ OneDrive

Open

Save El:l This PC

S As
Ve o= Add aPlace

Save as Adobe

PDF

3. The Save As dialogue box will open. Find
the location to where the document will be
saved and ensure the name of the
document is correct. In the Save as type:
list, choose PDF (*.pdf) from the drop-
down menu.

File name: | Test.pdf ”

Save as type: | PDF (*.pdf) I ~
‘Word Document (*.docx)
'Word Macro-Enabled Document (*.docm)

Authors:

‘Word 97-2003 Document (*.doc)
Optimize| Word Template (*.dotx)
‘Word Macro-Enabled Template (*.dotm)

4. If you have used headings in your
document (e.g., in a factum), click on
Options.

File name: | Test.pdf

Save as type: | PDF (*.pdf)

Authors:  Alberta Court of Appeal

Optimize for: (@) Standard (publishing
online and printing)

() Minimum size
(publishing enling)

# Hide Folders

Tags: Add atag

Options...

Open file after publishing

Tools - | Save | | Cancel
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5. An Options box will appear. Ensure that
the Create bookmarks using: box is Options 7 ¥
checked and that Headings is selected. o
Click OK. ge range

@ Al

i) Current page

Selection
i) Page(s) From: |4 I$I| To: |1 =]

Publish what
i® Document

Document showing markup

Include non-printing information

Create bookmarks using:
@ﬂeadings

Word bookmarks
Document properties
Document structure tags for accessibility

PDF options
[ ] PDF/& compliant
Bitmap text when fonts may not be embedded
|:| Encrypt the document with a password

[ ok || cance

6. Click Save. Once your document is saved,
the PDF file will open.
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Combine SeveralDocumentsinto a Single PDF File

Appeal records and extracts of key evidence will almost always be created by scanning and
combining individual documents into a single PDF file. It is possible to create that single PDF file
by feeding all of the documents into a scanner at once, but if individual documents already exist in
a PDF format, it is preferable to combine those individual PDFs into one file using Adobe rather
than a scanner. Additionally, you may want to combine a Word document (e.g., cover page) with a
PDF document to create a single PDF file. These instructions describe how to do that.

NOTE: You willrequire Adobe Acrobatto formatyour document. Adobe Readerdoes
not have the necessary functionality to take these steps.

There are several methods for combing several documents into a single PDF
file and this is just one of them. These insiructions were prepared using Adobe
Acrobat Pro 2017 and are intended only as a general description of the
process. Your procedure may vary depending on which PDF creation software
you are using.

Use the Combine Files tool in Adobe Acrobat to merge Word documents, existing PDF documents
and more. Adobe Acrobat lets you preview and arrange the documents and pages before saving
the file. You can delete unwanted pages and move individual pages from a document anywhere
among the pages being combined.

Before beginning, ensure that you have copies of all the required documents saved to your
computer. They do not need to be saved as PDF files. Acrobat will convert other file formats (e.g,,
Word) to PDF when it combines the files.

Combine SeveralDocumentsinto a Single PDF File

1. Open Adobe and in the

top, left hand corner,
click on Tools File Edit View Window Help
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2. Inthe Create & Edit
group, click on Combine

Files. Create & Edit
a (e
Create PDF Combine Files
Open |~ Add ~

3. The Combine Files interface will be displayed with the toolbar at the top. Click on Add Files
(twice).

Combine Files ~ & Add Files.. ~

E ﬁ Options

4. Locate the folder where

: : T Add Files
the files to be combined -
are saved « v 1 > This PC » Documents v O
Organize v New folder

Documents ~ Name
¥ Downloads Custom Office Templates
b Music GroupWise
[&=] Pictures My Music

5. Select the file(s) to be combined and then click Open. Repeat this process until you have
added all of the documents that you want to combine.

6. Once you have added all the files to be combined, click Combine on the top right-hand side.

[ Add Fies.. ~ Remove 25 = | £ Options m
-
98000 -
_Lm: —m:

NOTE: You do not have to convert a Word documentto PDF before combining.
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A status dialogue box at the bottom of the screen will show the progress of the file conversions
(the more documents you have to combine, the longer it will take).

7. Once Adobe is finished
combining your
documents, the single
PDF file will open. It will
be named Binder.pdf.

Click File>Save As, B Ctrl+S
rename and Save to your P —
preferred location.

Save as Other »

#l Rinder1 pdf - Adobe Acrobat Pro 2017
it View Window Help

B Open... Ctrl+0
f_?} Create »

Re-organizing or Adding/Deleting Pages (if necessary)

If, after combining your files and saving your document, pages or files need to be re-organized or
you realized that you forgot to add a page or document (or you added one by mistake), there are
several editing options available. It is not always necessary to start over. Take these steps:

8. Open your document and

. -Acc::a Acrobat Pro 2017
in the tOp_' left hand File Edit View Window Help
corner, click on Tools

9. Inthe Create & Edit
group, click on Organize Create & Edit

Pages.
i ik

Create PDF Combine Files Organize Pages

Open | = Add L Open |~

a) Rearrange files/pages

If the files or pages were not added in the correct order, you can rearrange them. Click on the
page and then drag-and-drop it into the correct position. As you drag, a blue bar moves between
the files or pages to indicate the current position.
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b) Delete files/ pages

If you added afile or page by mistake, you can delete it, hover your mouse over the page and
then click the Delete icon.

Version 2.2
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c) Adding a page or document

Select Insert Page > From File

File Edit View Window Help

Home Tools Document E Bd
Organize Pages ~

@ 1.0 k@@@ 194%-5
- ,BExtraci

oo )

T 9 &

& Insert ~ ‘I;|‘3 Replge

36 split

= From File...
% From Scanner
@ﬁ From Web Page..

% Blank Page...

Shift+Ctrl+T

Shift+Ctrl+1

The Select File to Insert dialogue
box will appear. Locate the
document that you wish to insert
and select Open.

NOTE: You do not need to
convert the document
to PDF before you insert

™ Name

TTB
]

Date modified Type Size
Accounts Infographic FINAL.docx 2020-06-26 02:53 ...  Microsoft Word D... 338 KB
CAMS Overview Infographic FINAL.docx 2020-06-26 0236 ..  Microsoft Word D... 432 KB
Document Formatting Guidelines Infogra...  2020-06-26 02:44 .. Microsoft Word D... 327KB
Document Preparation Tips Infographic..  2020-07-01712:57 .. Microsoft Word D... 302 KB
ﬁ Electronic Filing Formatting Requirement... 2020-07-0111:40...  Microsoft Word D... 501 KB
Yiew My Appeals Infographic FINAL docx 2020-06-26 0238 ..  Microsoft Werd D... 361 KB
Settings...
File name: | Electronic Filing Formatting Requirements Infographic FINAL.docx } : i Faagnats (*.pdf;*. V|
Open Cancel |

it.

A box will appear asking where the
new document should be inserted.
Make the appropriate selection
and select Ok.

Insert Pages

Insert File:

Location: | After w

Page
() First
() Last

(® Page:

I?_ of 10

Electrenic Filing Formatting Requirements L...

| 0K | ‘ Cancel

A progress window will appear. Once the insertion is complete, confirm its placement and re-

save the document.
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OCR (OpticalCharacterRecognition)- Recognize Textin PDF
Documents

Optical Character Recognition, or OCR, is a technology to recognize text inside images, such as
scanned documents and photos.

A document filed electronically must be enabled with OCR or saved as a PDF from which text can
be copied and pasted failing which the document will not be accepted for filing.

Where possible, documents such as factums, applications, memorandums of argument, affidavits
and correspondence should be created in Word and then converted to PDF before being filed
electronically. (See the separate instruction sheet “Convert a Word Document to a PDF”). Printing
a document and then scanning it to PDF will compromise the aesthetic value and functionality of
the document. When a document is created in Word and converted to PDF, the PDF version of the
document should automatically be enabled with OCR.

Some scanners have built-in OCR so that the text in any PDF file created from it will be
searchable. Any scanner can effectively be turned into an OCR scanner by using the
appropriate software. Please refer to your scanner user manual for software features.

Checking a Documentfor OCR

To check whether a PDF file is enabled with OCR, take the following steps:

Open the PDF document.

Use the keyboard shortcut Ctrl+F to open the Find menu.

Type a word or phrase that occurs in the document (e.g., respondent).
Click Next.

If the document has OCR, the word or phrase that you searched for will be highlighted each time
it appears in the document.

Adding OCR to a Document

NOTE: You willrequire Adobe Acrobatto format your document. Adobe Reader does
not have the necessary functionality to take these steps.

There are several methods of adding OCR informationto a PDF file and this is
just one of them. The instructions are intended only as a general description of
the process. These insiructions were prepared using Adobe Acrobat Pro 2017.
Your procedure may vary depending on which PDF creation software you are
using.
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1. Open Adobe and in the top, left hand

corner, click on Tools

File Edit View Window Help

Q

2. Inthe Create & Edit group, click on Enhance Scans.

Create & Edit

Create PDF Combine Files Organize Pages Edit PDF Export PDF Enhance Scans

Open ~ Add Open ¥ Open ~ Open ~ Open v

3. The document will appear with a selection of items displayed at the top. Select Recognize
Text > In this File.

Home Tools Document [Z) E M Q @O 2 e k @ @@ Tee% E T @ £

Bates Numbering

AA Recognize Text =

@ In This File

(2] In Multiple Files...

i -
Enhance Scans ~ Eé, Insert = [ Enhance

@ Correct Recognized Text

» O

4. Another selection of items will appear. In the drop-down menu next to Pages, select All
Pages and then select Recognize Text. Note that if your document is only one page, there
will be no option to select from the drop-down menu. In that case, simply select Recognize
Text to proceed.

Home Tools Document E = Q ®E z2]/0 k @ @@ Toen E T @ g
Enhance Scans ~ [‘:}‘”55“ - é.\Emhanta + | AA Recognize Text ~ Bates Numbering ~ [‘?: O Q m

Pages | All Pages A:gg English (US) v ZF settings Recognize Text Close

All Pages

1D

Page Range
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5. A notification will appear at the bottom of
the document to indicate that the document
is converting to a searchable image. The
larger the document, the longer it will take -
forthe OCR to be app“ed Page 1: Converting scanned page to Searchable Image

Note: If the PDF document was originally created with a word processor, you may
receive a message that says “This page contains renderable text”. If so, select
the “Ignore future errorsin this document”’ check box and then select OK.

6. Once the OCR is applied, search for text in the PDF to ensure that the process has worked
successfully. Use the keyboard shortcut Ctrl+F to open the Find menu. Type a word or
phrase that occurs in the document. Click Next. The word or phrase will be highlighted each
time it appears in the document.

Replace with

COURT OF APPEAL OF ALBERTA

7. Save the document.
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Compress a PDF File

Notwithstanding rules 14.29(d), 14.31(f), 14.87(1)(f)and 16.37(1)(f), a document filed
electronically may exceed 200 pages as long as the file size is 100 megabytes or smaller. In other
words, documents such as Appeal Records and Extracts of Key Evidence
should be filed as a single PDF.

Optimizing Your Scanner Settings

Creating a PDF file using a scanner increases file size substantially. To reduce the file size,
please:

e Ensure that the Color mode on the scanner is set to Black and White for all pages that
contain only text. Black and White creates a much smaller file than a Greyscale or Color
scan.

e |f your document does contain pictures or exhibits, only those pages should be scanned
in using Color or Greyscale.

e Setthe scan quality settings to either 200 DPI or 300 DPI. Increasing the DPI (dots per
inch) can greatly increase the file size. Ensure to go no larger than 300 DPI.

Checking the Size of a PDF File

1. Open the document in Adobe Acrobat

and in the top, left-hand corner of the Edit View Window Help
document, select File>Properties. [ open.. Ctrl+O
E?} Create 4
Save As... Shift+Ctrl+S
Save as Other »
Export To 4

E Attach to Email...

Close Ctrl+W

Ctrl+D
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2. The Document Properties dialog box

will open. Click on the Descriptions tab -
. . . Description  Recuri onts  Initial View Custom vance:
and locate the file size in the Advanced e csom A

section. The file size must not exceed Fle: ASRISjz fghie bibmp
(1OOMB) Title: |

Author: |VIP

Subject: |

Keywords:

Created:  2020-07-25 12:23:27 PM
Modified: 2020-07-25 12:23:27 PM

Application:  Acrobat PDFMaker 17 for Word

Advanced
PDF Producer:  Adobe Acrobat Pro 2017 17 Paper Capture Plug-in

PDF Version: 1.6 (Acrobat 7.x)

ion O CliAnpDatatLocal\ Temp),
File Size:  3.45 KB (3,530 Bytes)

Page Sizet 8.30x 11.00in MNumber of Pages: 10

Tagged PDF: No Fast Web View: No

Compressinga PDF File

NOTE: You will require Adobe Acrobatto format your document. Adobe Reader does
not have the necessary functionality to take these steps.

There are several methods for compressing the size of a PDF document and
this is just one of them. These instructions were prepared using Adobe Acrobat
Pro 2017 and are intended only as a general description of the process. Your
procedure may vary depending on which PDF creation software you are using.

If you have optimized your scanner settings, and your PDF document still exceeds 100
megabytes, follow these instructions. If the document still exceeds 100 megabytes, the
document must be divided into parts, each less than 100 megabytes, and each part must be
filed as a separate PDF (each with its own cover page). Efforts should be used to ensure that
each part ends and begins at a convenient location (e.g., at the beginning of an entryin the
table of contents).
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1. Open Adobe and in the top, left hand

corner C”Ck on TOOIS .Adobe Acrobat Pro 2017

File Edit View Window Help

Q

2. Scroll down until you see the Protect &
Standardize group and then click on
Optimize PDF.

Protect & Standardize

O o | O

Protect Redact PDF Standards Optimize PDF

Open v Add |~ Add ~ Add

3. The document will appear with a selection of items displayed at the top. Select Reduce File
Size.

e

Home Tools Document [Z) E E Q ® 1710

E Optimize PDF -

- @ B T 9 ¢

R
B Reduce File Size Tl Advanced Optimization 220 Optimize Scanned Pages
P = P 9

4. The Reduce File Size dialog box will :
open. Ensure the Acrobat Version e

Compatibility is set to Retain existing. Acrobat Version Compatityia: ‘
Select OK Make compatible with: | | Retain existing ~

Setting compatibility to later versions of Adobe
@ Acrobat will allow greater reduction in file size,

0K Apply to Multiple Files Cancel

5. The Save As dialog box will open. Keep the same file name to overwrite the original PDF with
the optimized PDF or select a new name or location for your compressed file. Select Save.
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File name: | How to Compress a PDF File.pdf

Save astype: Adobe PDF Files (*.pdf)

# Hide Folders
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Adda ColourBackgroundto a PDF Document

The provisions of the Alberta Rules of Court prescribing the colour of coversfor
specific documents continue to apply to a documentfiled electronically. The
following coloured covers are required:

Appeal Record - RED.

Appellants Factum - BEIGE.
Respondents Factum - GREEN.
Intervenors Factum - BLUE.
Appellants Extracts of Key Evidence — YELLOW.
Respondents Extracts of Key Evidence - PINK

No other documents, other than those listed, require coloured covers, including
application materials.

Preparing the Document

Where possible, factums should be createdin Word and then convertedto PDF before being filed
electronically. Printing a document and then scanning it to PDF will compromise the aesthetic
value and functionality of the document. If the document is created in Word and then converted
to PDF, it is possible to add a coloured background to the cover page. These instructions describe
how to do that.

However, appeal records and extracts of key evidence will almost always be created by scanning
and combining individual documents into a single PDF file. If the cover page is also scanned, it is
not possible to add a coloured background to the cover page (as Adobe will not permit you to add
colour to a page that has been scanned). Therefore, a cover page should be created in Word and
then combined with the rest of the documents to create the single PDF file. (See the separate
instruction sheet “Combine Several Documents into a Single PDF File”.) Doing so will allow a
coloured background to be added to the cover page following these instructions.

Adding a Colour Background

NOTE: You will require Adobe Acrobat to format your document. Adobe Reader
does not have the necessary functionality to take these steps.

These instructions were prepared using Adobe Acrobat Pro 2017 and are
intended only as a general description of the process. Your procedure may
vary depending on which PDF creation software you are using.
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1. Open the document in Adobe Acrobat and

in the top, left-hand corner of the Wl dobe Acrobat Pro 2017
document. select Tools File Edit View Window Help

2. Inthe Create & Edit group, select Edit PDF.

Create & Edit

B [k o=

Create PDF Combine Files Organize Pages Edit PDF

Open ~ Add |~ Open ~ Open ~

3. The document will appear with a selection
of items displayed at the top. Select More @ watermark - =] More -

> BaCkground > Add. IE Background L3 Add...
Bates Numbering 3 Update...
u Add Bookmark Ctrl+B Remove...
@ Attach File
UQ, Add Article Box

4. The Add Background dialogue box will appear, and the document will be displayed in the
dialog box. Ensure the Source > From colour radio button is selected and then click on the

colour square to the right of it. (If no coloured background has yet been applied, the colour
square will be white.)

Add Background X

Saved Settings: | [None specified] ~ Delete Save Settings...

Preview
(®) From color ] Preview Page I'I = of126

Page Range Options...
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5. A selection of colours will appear. Select
the required colour to be applied to the
cover page.

(The pre-set colours will not have an
obvious choice for beige - the colour
required for the appellant’s factum. See
further instructions below.)

Source

(®) From color m
_ HEEEEEENEN
OFile NS gpEEEEEN
EEEEEEEN
PagENumben .DD.D..D

BECOOC NN
Other Color... [ ]

100%

i

Appearance

[=]

6. Once a colour is selected, the colour will

be added to the document displayed in the

dialogue box.

Add Background x|

Saved Settings: | [Custom-not saved]  ~ Delete Page Range Options...

Source Preview

@Fomcolor (M| PreviewPage [1 (3 of 126

[ ] [emoviperis | [ cre

7. Select Page Range Options in the upper, right-hand corner of the Add Background dialogue

box.

Add Background

Saved Settings: | [Custorm-not saved] w Delete

Source

(® From color

L]

X

Page Range Options...

Preview

Preview Page |1 % of 126
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8. A Page Range Options dialogue box will

appear. Select the Page from radio button Page Range Options X
and then enter the page range to which
the coloured background will be added () All Pages

(i.e., from 1 to 1). Select OK.

(®) Pages from: |1—: to: |1—:

Note: If you do not take this Si'ep, the | Subset: | All pages in range ~
colour willbe added to every I
page of the document.) ' oK Cancel

9. Inthe Add Background dialogue box,
select OK. Save the document.

Saved Settings: | [Custom-not saved] v Delete Save Settings. Page Range Options.

Previewpage [| [ of12s

Page Number: |1 I AbsoluteScale [0% o

Appearance

otatio
Opacity: 9 [om £
ctotargetpage  [100% |5
tions.

Adding a Beige for an Appellant’s Factum Background

1. When the colour options appear, select
Other Colour. Source

(®) From color m
_ ENEEEEER
(O File NS S EpEEEEEN
EEEEEEERN
Page Murnber: EECOEEEEE

EECOO0]NNC
Appearance Other Celor..y [

Ao
1003

=]
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2. When the Color dialogue box appears,
enter the following values and then click
OK:

Hue: 20
Sat: 240
Lum: 210
Red: 255
Green: 233
Blue: 191

3. Sothat you will always have this colour as

an option, once the values are entered,

click on Add to Custom Colors. The colour

will be added to the Custom colors
section.
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Apply Page Numbersto a PDF Document

Other than for transcripts, whether page numbers are added to a document created in Word or to
a PDF document:

e the page numbering of the document must begin with the first page or cover as
page 1 and use only standard numerals (e.g., 1, 2, 3), and
e the Adobe page counter for each document must match the consecutive page
numbering in the document.

The paginationrequirements for franscripts have not changed.

Preparing the Document

Where possible, documents such as factums, applications, memorandums of argument and
affidavits should be created in Word and then converted to PDF before being filed electronically.
Printing a document and then scanning it to PDF will compromise the aesthetic value and
functionality of the document. If the document is created in Word, page numbers should be added
to the Word document before it is converted to PDF

Other documents, such as appeal records and extracts of key evidence, will almost always be
created by scanning and combining individual documents into a single PDF file. (Please see the
separate instruction sheet “Combine Several Documents into a Single PDF File”.) In that case,
page numbers will need to be applied to the PDF file. These instructions explain how to do that

Applying Page Numbers

NOTE: You will require Adobe Acrobat to format your document. Adobe Reader
does not have the necessary functionality to take these steps.

These instructions were prepared using Adobe Acrobat Pro 2017 and are
intended only as a general description of the process. Your procedure may
vary depending on which PDF creation software you are using.

1. Open the document in Adobe Acrobat and
in the top, left-hand corner of the
document, select Tools. File Edit View Window Help

Q
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2. Inthe Create & Edit group, select Edit PDF.
Create & Edit

B oo =

0=

Create PDF Combine Files Organize Pages Edit PDF

Open ~ Add |~ Open ~ Open ~

3. The document will appear with a selection

of items displayed at the top. Select More [A watermark ~ | [E] More -
> Bates Numbering > Add.

D Background L f

3 R
Bates Numbering L2 Add..

—— et 7

Hemove...
@ Attach File

U] Add Article Box

4. The Bates Numbering dialog box will
appear and the document will be e
displayed in the dialog box. Select OK. B—

Add the files to be Bates numbered.
Arrange them in the order in which you want the Bates numbers to appear.

Name Size Created Modified Warnings/Errors

75 DRAFT CAMS Manual.pdf 434MB 2020-07-01... 2020-07-01

Help Output Options oK Cancel

5. The Add Header and Footer dialog box will appear. Choose the placement of the page
numbers on the document by placing your cursor in the appropriate box (e.g., Center Header
Text will center the page numbers at the top of each page, Right Header Text will display the
page numbers in the top, right-hand corner of each page and so on).
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Add Header and Footer x
Saved Settings: | [None specified] w Delete Save Settings...
Font Margin (Inches)

Name | Arial <] Sze U m Top: [0:5 =1 Bottom: |05 z
Appearance Options... Left: |1 : Right: |1 :

Left Header Text Center Header Text Right Header Text

Left Footer Text Center Footer Text Right Footer Text

Insert Bates Number... Insert Date Page Number and Date Format...

6. Inthe Add Header and Footer dialogue
box, select the Insert Bates Number

Insert Bates Number...
button. I

7. The Bates Numbering Options dialog box will appear. If the number of pages in your
document does not exceed 999, enter “3” in the “Number of Digjts” field. (Note that it will be
defaulted to 6). Doing so will display page numbers as 001, 002, 003 and so on. If the
number of pages in your document is between 1000 and 9999, enter “4” in the “Number of
Digits” field. Doing so will display page numbers as 0001, 0002, 0003 and so on.

m |

ering Options *

Mumber of Digits: |3 =

Start Number: I'I =
Prefix I
Suffi I

0K Cancel

8. The Start Number will be defaulted to 1. In most cases, this should not be changed. That
would mean that the first page of your document will be page number 001 (or 0001
depending on the value assigned to the Number of Digits field above). The Prefix and Suffix
fields can remain blank. Select OK.
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Mumber of Digits: ’37 =
Start Number: ’17 =
Prefi ’—

Suffic ’—

OK Cancel

9. Select OK. The Progress window will
appear. (If your document is not lengthy,
the Progress window may appear and then
disappear very quickly.)

DRAFT CAMS Manual.pdf, file 1 of 1

Step

Saving: 0%

10.0nce the page numbers have been
sucessfully applied, a confimation window
Wl” appea r. Select OK. Page numbers WI” |@ Bates Numbering has been successfully applied to 1 of 1 PDF file.
now appear on the document.

NOTE: If you make a mistake, inTools > Create & Edit > Edit, choose More > Bates
Numbering > Remove. This willremove all page numbers and you can start
again.

11.Verify that the Adobe page counter at the top of the document matches the page numbering
added to the document.

For example, if you enter “4” in the Adobe page counter, it should take you to the page that
has “4” displayed on it (or 0004 depending on the value assigned to the Number of Digits
field above).
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TR = T 2 I - = R4

@ Header & Footer ~ Ig Watermark v [E=] More ~

et T AddText Add Image b Pages

‘CAMS MANUAL
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Adda Bookmarkto a Document
Any document filed electronically that exceeds 5 pages must include an electronic bookmark

e tothe cover page listing the name of the document, the name of the party filing the
document, the appeal number and a brief style of cause
e toeach heading, subheading and component of the document (e.g., as listed in the
table of contents), and
e tothefirst page of each tab, exhibit or attachment of the document.

The bookmark for each tab, exhibit or attachment to a document must include the letter or
number of the tab, exhibit or attachment and a description of the tab, exhibit or attachment.

Adding a Bookmarkto a Word Document

Where possible, documents such as factums, applications, memorandums of argument and
affidavits should be created in Word and then converted to PDF before being filed electronically.
Printing a document and then scanning it to PDF will compromise the aesthetic value and
functionality of the document. If the document is created in Word, page numbers should be added
to the Word document before it is converted to PDF

Bookmarks can be created in Word using “Styles”. Word has several pre-formatted Styles that
can be applied to a document. A Style is a set of formatting characteristics, such as font name,
size, paragraph alignment and spacing, that can be quickly applied to headings, sub-headings,
paragraphs, quotations and other sections of a document. The pre-formatted Styles can also be
modified to a user’s preference.

Any text to which a style is applied can be turned into a bookmark. These instructions describe
how toset up a Word document so that bookmarks are automatically created when the document
is converted to a PDF

NOTE: These instructions were prepared using Microsoft Office Professional Plus 2019
and assume that the documentyou are creatingis afactum. However, these
instructions can be used for any document created in Word. If you have not
used Styles in Word before, begin this process with the final version of your
factum with your preferred formatting. In the future, you will be able to use
the Styles you create to format headings, subheadings and other sections of
your factum as you are drafting the document.
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1. Open the factum in Word and highlight the
first heading (e.g. Part 1 - Facts).

Part 1 - Facts

2. Locate the Styles window under the Home tab.

Fi= Inse rt Design Layout References Mailings Review View Developer Add-ins Help m ACROBAT Judgment Templates Q Tell me what you

- - A A -~ | B L L. | EE A
fac Century Schoc - |14 - A" A7 Aa~ | R i -3= 55 (E52 8L M| ARbC ASBBCA AaBbCel [1] AaBt AaBbCcl  AaBb( AaBhb(
FR Copy
Pﬂfte  Format Painter | |B T U - abe x X A-¥.-A- ==== J=- &-51. | Spacinga. NoSpacing RegularText FelskyNu.. Quotelst | Heading 1| Heading2

Clipboard L] Font

a

Paragraph

&

3. With “Part 1 - Facts” still highlighted, hold the curser of your mouse over Heading 1 in the
Styles window. (Do not click the mouse.) You may notice that the formatting of the

highlighted text changes based on the pre-loaded formatting that Word assigned to Heading
1.

Update Heading 1 to match the formatting that you created for the main headings in your

factum. Hover your mouse over Heading 1 and right click. Select Update Heading 1 to Match
Selection

AaBbCcDe AaBbCeDe | AaPR bl AaBbCcl /—\alj haBbCcC A
T Normal | TNo Spac... | Update Heading 1 to Match Selection g

| 2 Modify...
Select All; (Mo Data)

Rename...

Remove from Style Gallery

Add Gallery to Quick Access Toolbar

The Heading 1 option in the Styles menu will be updated to match your existing formatting.
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4. Repeat the above steps for any subheadings or other parts of your document. For example,
you might use “Heading 2” for all sub headings, “List Paragraph” for all numbered
paragraphs, “Quote 1” for all quotations, “Regular Text” for the body of the document and so
on.

5. Save your formatting selections so that they become the default selections for your next
factum. Follow these steps:

a) Inthe Styles menu, highlight the Heading with the format you wish to save for future
use.

AsBbCcDe AaBbCehe  AaBbC( aksocct AQB  asebecr
TMormal T Mo Spad.. | Heading 1 eading 2 Title Subtitle

b) Right-click and select Modify from the

menu. « |AaBbC(| AaBbce AQ B aasbecet
HEE‘!' ding 1 to Match Selection
Madify...
Select All: (Mo Data)
Rename...
13, Remove from Style Gallery

Add Gallery to Quick Access Toolbar

c) The following window will appear. Select New Documents based on this template and
click OK.
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5 .
Properties
MHame: Heading 1
Style type: Linked [paragraph and character)
Style based on: T Mormal w
Style for following paragraph: 9 Mormal e
Formatting
Franklin GothicBes| |16 |»|| B I U Automatic w
=S = = =|= = = |2 1| € =
Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text
Font: (Default] Franklin Gothic Book, 16 pt, Space -~
Before: 12 pt
After: O pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles
gallery, Priority: 10
Add to the Styles gallery [ | Automatically update
O Only in this document] @ Mew documents based on this template
Format = Cancel
——

The formatting you created for the heading should now be saved for use in new
documents. You will need to repeat this step for each heading level that you have created
(Heading 1, Heading 2, List Paragraph, Quote 1, etc.).

TIP: You can also use Styles to automatically create a Table of Contents

6. Save the factum as a PDF file. Confirm that the bookmarks appear and make any necessary
modifications (see below). Once all bookmarks are complete, save the PDF so that it
automatically displays the Bookmarks Panel when opened (see below).
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Adding a Bookmarkto a PDF Document

These instructions describe how to add a Bookmark to a PDF document. However, documents
such as factums, memorandums of argument and affidavits should be created in Word and then
converted to PDF before being filed electronically. Printing a document and then scanning it to
PDF will compromise the aesthetic value and functionality of the document. Itis possible to create
a Word document so that bookmarks are automatically created when the document is converted
to a PDF. For instructions on how to do that, see above.

NOTE: You will require Adobe Acrobat to format your document. Adobe Reader
does not have the necessary functionality to take these steps.

These instructions were prepared using Adobe Acrobat Pro 2017 and are
intended only as a general description of the process. Your procedure may
vary depending on which PDF creation software you are using.

1. Open the document in Adobe Acrobat, and

on the left-hand side of the document, File Edit View Window Help
select the Bookmarks icon to display the
Bookmarks panel. Home Tools Document

2

(0]

@
g

2. If the Bookmarks icon is not visible, at the top of the document select View > Show/Hide >
Navigation Panes > Bookmarks.
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—
File Ed| RG] V[indow Help
)

Home Rotate View

E Page Navigation

i)

Page Display

Zoom

Tools

OO

Show/Hide

Display Theme

E Read Mode
|:| Full Screen Mode

Tracker...

Read Out Loud

Compare Files

3

3

Ctrl+H
Ctrl+L

*@@@ 70% - ﬁ

Button Labels
Rulers & Grids

Cursor Coordinates

Mavigation Panes L Ul Articles
Tools Pane Shift+F4 @ Attachments
Toolbar ltems 4 ~l| D Bookmarks
Page Controls 14 Content
Menu Bar F9 Destinations

@ Layers
R E Model Tree
% Order

@ Page Thumbnails

3. Find the place on the page to which the

bookmark will be added. Using your

mouse, select the area of the page that

you want to be bookmarked.

4. On the left-hand side of the page, in the

Bookmarks Panel, select the New
Bookmark icon.

e e = e § o d Rl

File Edit View Window Help

Home Tools Document

@ Bookmarks
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5. The bookmark will be added to the

document and will appear in the Bookmarks W []
Bookmarks Panel. Note that the text

selected above becomes the label of the (B m B
bookmark.

= I EXTRACTS OF KEY
EVIDENCE

[F[Expert's Report

6. Continue to add Bookmarks following the
steps above.

7. Testyour bookmarks by going to each one in the Bookmark Panel, selecting it and ensuring

that it opens to the page that it corresponds to. Save the document.
Modifying a Bookmarkin a PDF Document

Adjust the position or order

If you need to adjust the position or order of
the bookmarks in the Bookmarks Panel, click Bookmarks
to drag it up, down, left or right in the list

hierarchy. El- e B

[l cams Manual

D Table of Contents
~ D Accounts
[:] Register for an Account
[:] Log In to an Account

u Request a New Password

[:l Law Firm Administrator Account

[:l Request Access to an Appeal

[:l View My Appeals
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Rename the tfitle of a bookmark

If you need to rename the title of a bookmark,
double-click on the Bookmark and type the
new name.

Bookmarks [« []

=- T

= I EXTRACTS OF KEY
EVIDENCE
P Expert's Report Dated Jun
25, 2020

Delete a bookmark

If you need to delete a bookmark, in the
Bookmarks Panel click on the Bookmark and
then select the trashcan icon (or hit the
delete button).

g o

= I EXTRACTS OF KEY
EVIDENCE
IF Expert's Report Dated Jun
25, 2020
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Change the colour or formatting of a bookmark

In the bookmarks panel, select the bookmark -
that you want to modify and then under the m;;j"w hict
View menu, select Show/Hide > Toolbar Items o Poge eigein
> Properties Bar. A Bookmark Properties 1 Zum
dialogue box will appear. —
Fill & Sign
P Chrl+H e Rotate View
[CJ Eull Screen Mode Ctrl+L Page Navigation
T | s
Compare Documents... Edit
v T Touch Mode
To change the colour of a bookmark, click on
Color and make your selection. Bookmark Properties

B Color - |[ZET v

EEEEEENEER
HEEEEEENEN
HEEENENEN
EECOOCONNO

Other Color... H

To italicize or bold a bookmark, click on the
drop-down arrow next to Plain and make your Bookmark Properties *
selection. B Color ~|Plain «|! IMore...

Bold _ltalic
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The changes made will appearin the
bookmarks panel.

Bookmarks [« [v]

[E m &

= B EXTRACTS OF KEY
EVIDENCE

7 Expert's Report Dated
June 25, 2020

Saving a PDF Documentto Automatically Display the Bookmark Panel
When Opened

1. Open the document in Adobe Acrobat and
in the top, left-hand corner of the | ,ldit View Window Help
document, select File > Properties. % Open.. Curl+0

Open From Acrobat.com...

TH Create 4

Save Ctrl+5
Save As... Shift+Ctrl+5

Save Az Other... L4

Save Jo Acrobat.com...

Send File...

[£% Get Docurnents Signed...

Revert
Close Ctrl+W
= Print... Ctrl+P
2. The Document Properties dialog box will -

open. Select Initial View tab.

Description  Security  Fonts ustorn  Advanced

Layout and Magnification

MNavigation tab: | Page Only ~
Page layout: | Single Page Continuous ~
Magnification: |Defau|t ~

Open to page: |1 of 126
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3. In the Navigation tab drop-down list,
select Bookmarks Panel and Page. Select
OK.

Description  Security  Fonts

Layout and Magnification

Initial View  Custom

Advanced

Mavigation tab:

Bookmarks Panel and Page

Page Iayout:[

Magnification:

rege

Bookmarks Panel and Page

Attachments Panel and Page
Layers Panel and Page

Y

Open to page:

of BT

4. Save the document and close it. Re-open
it to verify that the document opens with
the Bookmarks panel automatically
displayed.
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Adda Hyperlinkto a Document

A document filed electronically that includes a reference to a case or statutory authority must
include, in a table of authorities, a hyperlinkto an electronic version of that case or statutory
authority if available.

The hyperlink must link to a publicly accessible website such as CanLlII, WorldLIl or a similar
website for the applicable court, tribunal or decision maker. Electronic secondary sources
must also be hyperlinked in the same manner if available.

The most efficientway to add a hyperlink to a documentis to do so in Word
before the documentis converted to a PDF. Any hyperlink added to the Word
document will be maintained in the PDF version. However, it is possible to also

add a hyperlink directly to the PDF version.

These instructions describe both methods.

Adding a Hyperlinkto a Word Document

NOTE: These insiructions were prepared using Microsoft Office Professional Plus
2019.

1. Open the document in Word and using - =

your mouse, highlight the text to which Qhimay and Rv Laboucang, are all reminders to st
you want to add a hyperlink. factors may bear on the culpability of an offender

2. On the Insert tab, select Link.

Layout References Mailings Review View Developer Add-ins Help Judgment Templates

ﬁ D »H D E Q ’_T.‘-::' }T @ l:' II o Bj"GetAdd-lns W % |h

Cover Blank Page  Table Pictures Online Shapes lcons 3D SmartArt Chart Screenshot & My Add-ins - Wikipedia Onlile  Link Bookmark

Page~ Page Break < Pictures - Madels ~ Videl L
Pages Tables INustrations Add-ins Media Links
H ¥y 20 [ O S
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Alternatively, you can right-click on the

selected text and choose Link on the M4 Cut
shortcut menu. By Co
T}‘ Paste Options
O
Eont...
Baragraph...

B 4 =

Smart Lockup

Synonyms r

E:;? Tranzlate

g Link |

"'-.,:' Mew Comment

3. The Insert Hyperlink dialogue box will open. Inthe Address field, enter the URL (copy and
paste it from your browser) and select OK

Link to: Textto display:lR. v. Laboucane | ScreenTip...

Look in: |- Desktop I:I
Existing File
or Web Page ~ Bookmark...
Current =
@ Folder Target Frame...
Place in This '
Document EBrowsed
Pages
0 i
Create New Recent
Document Files
| W
@ Address: https:/fwww. canlii.org/en/ab/abca/doc/2016/2016abcal 7e/201 eabce
E-mail
Address

4. If you don't see the Address box, make sure Existing File or Web Page is selected under Link
To on the left-hand side of the Insert Hyperlink dialogue box.
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Link to: Text to display: R. v. Laboucane screenTip..
Look in: I Desktop ~| |2 'ZE),,
Existing File
or Web Page [ Bookmark...
Current -
@ Folder Target Frame...
Place in This
Document EBrowsed
Pages
Create New Recent
Document Files
W
@ Address: https:/fwww.canlii.org/en/ab/abea/doc/2016/2016abealT6/201Babez ~
E-mail
Address
Cancel

5. The text to which a hyperlink was added

https://www.canliL.org/en/ab/abca/doc/

will now be underlined in blue. To confirm 2016/2016abea176/201 5abeal T6.himl?
that the link has been properly created, :;;g;:r'etﬂtﬁ'ﬂbcucan&&ﬂutcccmp'
hover the mouse over the blue text. A Ctrl+Click to follow ik

popup box will appear with the URL you R v. Laboucane

entered. With the Control key held down,
click on the link to verify that it works.
Save the document.

Adding a Hyperlinkto a PDF Document

NOTE: These instructions were prepared using Adobe Acrobat Pro 2017 and are
intended only as a general description of the process. Your procedure may
vary depending on which PDF creation software you are using. Adobe
Reader does not have the necessary functionality to take these steps.

1. Open the document in Adobe Acrobat.
Using your mouse, select the text to

R. v. Laboucane

which you want to add a hyperlink (i.e., c:ziwmmmng
highlight the authority). Right click on the it Test
highlighted text and select Create Link. SIS

Strikethrough Text
Add Note to Replace Text
Add Note to Text

Add Booloo

Create Link...

Look Up "Laboucane”
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2. The Create Link dialogue box will open. In
the Link Appearance section use these
settings and then click Next.

Link Type: Visible Rectangle
Line Style: Underline
Highlight Style: Invert

Color: Blue

Line Thickness: Thin

Link Action: Open a web page

Link Appearance

Link Type: | Visible Rectangle ~ | LineStyle: | Underline -

Highlight Style: | Invert

Line Thickness: | Thin

Link Action

(O Go to a page view
(O Open a file

(® Open a web page

Help

w Color:

3. The Edit URL dialogue box will open. Enter the URL (copy and paste it from your browser) and

select OK

Edit URL

Enter a URL for this link:

https:/fwww.canlihorg/en/ab/abeca/doc/2016/2016abeal76/2016abecal 7E ~

oK

Cancel

4. To confirm that the link has been properly
created, hover the mouse over thearea
you selected in step 2. A popup box will
appear with the URL you entered. Click on
the link to verify that it works. Save your
document.

Ofkimaw and R v Laboucane

Lot

1. +1.

/2016abcal76.html

https://www.canlil.org/en/ab/abca/doc/2016/2016abcal76 P
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Document PreparationTips

Follow these formatting tips when preparing an appeal record, factum or extracts of key
evidence. Refer to the resources hyperlinked below for detailed instructions.

NOTE: No changes have been made to the way that transcripts are prepared.

APPEAL RECORD

Prepared by Transcript Management Services (TMS)
or Other Commercial Preparer

1. Obtain electronic version from TMS/Commercial Preparer

2. OCR the appeal record
° (_)CR (Optical Character Recognition) - Recognize Text in Scanned PDF
Documents

3. Add bookmarks
e Add a Bookmark to a Document

4. Setthe bookmarks to automatically display when the document is opened
e Add a Bookmark to a Document

5. Apply page numbers
e Apply Page Numbers to a PDF Document

6. Apply red to cover page
e Add a Colour Background to a PDF Document

Prepared In-house

1. Prepare a cover page and table of contents and save them, along with a copy of
each document to be included in the appeal record, to your computer and then
combine all documents into a single PDF.

e Combine Several Documents into a Single PDF File

2. OCR the appeal record

e OCR (Optical Character Recognition) - Recognize Text in Scanned PDF
Documents
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3. Add bookmarks
e Add a Bookmark to a Document

4. Setthe bookmarksto automatically display when the document is opened
e Add a Bookmark to a Document

5. Add page numbers
e Apply Page Numbers to a PDF Document

6. Apply red to cover page
e Add a Colour Background to a PDF Document

FACTUM

1. Prepare a factum in Word. Include a cover page and a blank page for the Table
of Contents. If applicable, also include the Sentence Questionnaire.

2. Apply Styles to all headings
e Add a Bookmark to a Document

3. Add hyperlinks to table of authorities
e Add a Hyperlink to a Document

4. Add page numbers with the cover page as page 1 (hide the numbering on the
cover page if desired)

5. On theblank page reservedfor the Table of Contents, create a Table of Contents
in Word (References > Table of Contents)

6. Save the factum as a PDF
e Convert a Word Document to a PDF Document

7. Confirm bookmarks appear as desired. Make any revisions as necessary
e Add a Bookmark to a Document

8. Setthe bookmarks to automatically display when the document is opened
e Add a Bookmark to a Document

9. Confirm hyperlinks work

10. Apply appropriate colour to cover page

e Add a Colour Background to a PDF Document

Version 2.2
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CAMS MANUAL
EXTRACTS OF KEY EVIDENCE
1. Prepare a cover page and table of contents and save them, along with a copy of

o

each document to be included in the extracts, to your computer and then
combine all documents into a single PDF.
e Combine Several Documents into a Single PDF File

OCR the extracts
° QCR (Optical Character Recognition) - Recognize Text in Scanned PDF
Documents

Add bookmarks
e Add a Bookmark to a Document

Set the bookmarks to automatically display when the document is opened
e Add a Bookmark to a Document

Add page numbers
e Apply Page Numbers to a PDF Document

Apply appropriate colour to cover page
e Add a Colour Background to a PDF Document

FOR MORE INFORMATION

Review the CAMS Manual located at https://cams.albertacourts.ca/public-portal

CAMSInquiries@albertacourts.ca
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Document Formatting Guidelines

These guidelines provide suggestions to make electronic documents more functional,
readable and helpful to judges and court staff who read them, often with collateral benefits
for lawyers and litigants.

The following formatting guidelines are suggested but not mandated. Where possible, create
a factum and memorandum or argument with the following settings:

A proportionately spaced serif font such as: @

Century School Book

Book Antiqua etc.
13 pt. text (including

footnotes)
SPACING MARGINS ALIGNMENT
12 1.50nall Left aligned
cidec (nnt inctified)

MISCELLANEOUS

o Use boldface or italics instead of underlining
e Do not use ALL CAPS
e Use curly or smart quotation marks and apostrophes rather than straight

e |fthe document contains pictures, do not use a High-Resolution image

FOR MORE INFORMATION

Review the CAMS Manual located at https://cams.albertacourts.ca/public-portal
CAMSInquiries@albertacourts.ca
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