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1. Introduction 

1.1 What is the Sharing Portal? 

The Courts Administration Service (CAS) Sharing Portal is a secure web application for 
exchanging documents between CAS and external parties — such as lawyers, contractors, 
and litigants. It is used primarily to allow external parties to submit documents to CAS, and 
in some cases to allow external parties to receive documents from CAS. 

Access is granted on a per-folder basis by CAS staff. You receive an email invitation for 
each folder you are given access to. Once accepted, you can sign in at any time to view, 
download, or upload files, depending on the access level you have been granted. 

1.2 What You Can Do 

Depending on the access level granted by CAS staff, you can: 

Access Level View files Download files Upload files Delete files 

View & 
Download 

✓ ✓ — — 

View, 
Download & 
Upload 

✓ ✓ ✓ ✓ 

Your access level is shown on your invitation and on your dashboard. 

1.3 Language Support 
The Sharing Portal is available in both English and French. You can switch languages at any 
time using the language selector in the upper-right corner of the screen. Your language 
preference does not affect the files themselves. 
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2. Accepting Your Invitation 

2.1 The Invitation Email 

When CAS staff grants you access to a shared folder, you will receive an invitation email 
like the one shown below. The email is bilingual (English and French). 

 

Figure 2-1: Invitation email (English / French) 

The email contains: 

• The name of the shared folder you have been granted access to 
• Your access level (View & Download, or View, Download & Upload) 
• An Accept & Sign In button 

Click Accept & Sign In to open the Sharing Portal and begin the sign-in process. 

Note: The invitation link is valid for 7 days from the date the email was sent. If your link 
has expired, contact the CAS staff member who sent the invitation and ask them to 
resend it. 
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2.2 The Invitation Details Page 

After clicking the link, you will be taken to an invitation details page that summarizes your 
access before you sign in. 

 

Figure 2-2: Invitation details page 

This page shows: 

• Folder — the name of the shared folder 
• Site — the SharePoint site the folder belongs to 
• Access level — View & Download, or View, Download & Upload 
• Access expires — the date your access expires (or “No expiry” if no expiry was set) 
• Invited email — the email address this invitation was sent to (you must sign in with 

this address) 

Click Accept & Sign In to proceed to the sign-in screen. 
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2.3 Invite Link Expiry 

The invitation link itself is valid for 7 days. This is separate from your access expiry — your 
access to the folder may last longer than the invitation link. 

If you click the link after 7 days have passed, you will see an expired invitation message. 
Contact the CAS staff member who shared access with you and ask them to resend the 
invitation. 

3. Signing In 

3.1 How Sign-In Works 

The Sharing Portal uses an email one-time passcode (OTP) sign-in. There are no 
passwords to create or remember. Each time you sign in, a verification code is sent to your 
email address, and you enter that code to authenticate. 

This is the only sign-in method available. You do not need a Microsoft account or any other 
existing account — your identity is verified solely through your email address. 

3.2 Step-by-Step Sign-In 

Step 1 — CAS-SATJ External ID sign-in page 

After clicking Accept & Sign In, you are redirected to the CAS external identity provider. 
Your invited email address is pre-filled. Click Send code. 

 

Figure 3-1: CAS-SATJ External ID sign-in page 
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Step 2 — Request a verification code 

On the next screen, confirm your email address and click Send code to receive your one-
time passcode. 

 

Figure 3-2: Request a verification code 

 

Step 3 — Check your email 

A verification code will be sent by email from the CAS identity system. The email looks 
similar to the one shown below. The code is valid for a limited time — enter it promptly. 

 

Figure 3-3: Verification code email 
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Step 4 — Enter the verification code 

Enter the code from your email into the verification screen and click Sign in. 

 

Figure 3-4: Enter verification code 

After successfully entering the code, you will be automatically redirected to your 
dashboard. 

3.3 Registration Confirmation Email 

If this is your first time signing in to the Sharing Portal, you will receive a registration 
confirmation email. This email confirms that your account has been created and provides 
the link to sign in again in the future. 

 

Figure 3-5: Registration confirmation email (English / French) 
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Keep this email for your records. Future sign-ins do not require an invitation link — use the 
sign-in link provided in this confirmation email. 

4. Your Dashboard 

4.1 Dashboard Overview 

After signing in, you are taken to your dashboard — My Shared Folders. The dashboard 
displays one card for each folder you have been given access to. 

 

Figure 4-1: Dashboard — My Shared Folders 

Click Open on any card to browse the contents of that folder. 
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4.2 Understanding Your Access Cards 

Each card on the dashboard represents one folder you have access to. The card shows all 
the key details about your access at a glance. 

 

Figure 4-2: Access card detail 

Element What it means 

Folder name (bold, top) The name of the shared folder 
Site name (grey, below folder name) The SharePoint site the folder belongs to 
Permission badge Your access level — View & Download, or 

View, Download & Upload 
Expires The date your access expires. If no expiry 

was set, this line is not shown. 
Open button Click to open the folder and browse its 

contents 

4.3 Switching Language 

The Sharing Portal is available in both English and French. You can switch languages at any 
time using the toggle in the upper-right corner of the screen. Your language preference 
does not affect the files themselves.  

 

Figure 4-3: Language toggle (click “Français” to switch to French) 

Clicking the toggle switches the portal interface immediately. Your language preference is 
remembered for your current session. 



 

11 
 

4.4 Signing Out 

To sign out, click Sign Out in the upper-right corner of any page. You will be redirected to 
the CAS identity system and asked to confirm which account to sign out of. 

 

Figure 4-4: Sign-out confirmation — click your account to complete sign-out 

Click your account to complete sign-out. You can sign back in at any time using the link in 
your registration confirmation email. 

5. Browsing Files — View & Download Access 

This section applies to all users regardless of access level. If you have View & Download 
access, this section covers everything available to you. 

5.1 Opening a Shared Folder 

From the dashboard, click Open on the folder card you want to browse. The file browser 
opens and lists all files and subfolders in that folder. 

 

Figure 5-1: File browser — folder contents 
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The file browser shows: 

• Name — the file or subfolder name 
• Size — the file size (shown as “Folder” for subfolders) 
• Last Modified — the date the file was last changed in SharePoint 

Use the ← My Folders link in the upper-left to return to your dashboard. 

5.2 Navigating Subfolders 

If a folder contains subfolders, they appear at the top of the file list with a folder icon. Click 
a subfolder name to open it. 

 

Figure 5-2: File browser showing subfolders 

A breadcrumb trail below the folder name shows your current location (for example, 
T73665-23 / Subfolder). Click any part of the breadcrumb to navigate back up. 

5.3 Viewing File Details 

The file list shows the name, size, and last modified date for each file. There is no separate 
file detail view — all relevant information is visible in the file list. 
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5.4 Downloading a File 

To download a file, click the Download link to the right of the file name. 

 

Figure 5-3: File browser — click Download to save a file 

Your browser will prompt you to open or save the file, depending on your browser settings. 
Large files may take a moment to begin downloading. 

6. Uploading & Managing Files — Upload Access Only 

This section applies only to users with View, Download & Upload access. If you have View 
& Download access only, the Upload Files button and Delete links will not be visible. 
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6.1 Uploading a File 

Step 1 — Click the Upload Files button in the upper-right corner of the file browser. 

 

Figure 6-1: Upload Files button 

Step 2 — A file picker dialog opens. Select one or more files from your computer and click 
Open (or Choose depending on your operating system). 
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Step 3 — The files begin uploading. A progress indicator is shown for each file. 

 

Figure 6-2: Upload in progress 

Step 4 — When the upload completes, the file appears in the folder listing and a 
confirmation message is shown briefly at the bottom of the screen. 

 

Figure 6-3: Upload complete 
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6.2 File Size Limit and Allowed File Types 
Limit Value 
Maximum file size 200 MB per file 
Allowed file types .pdf, .txt, .rtf, .csv, .doc, .docx, .xls, .xlsx,  

.ppt, .pptx, .odt, .ods, .odp, .jpg, .jpeg, .png,  

.gif, .bmp, .tiff, .webp, .svg, .zip, .msg, .eml, 

.wav, .mp3, .mp4, .mov, .avi 

If you attempt to upload a file type that is not on the allowed list, the upload will be rejected 
immediately and an error message will appear at the bottom of the screen. For instructions 
or next steps, please contact the Registry. 

6.3 Duplicate File Detection 

If you upload a file that has the same name as a file that already exists in the folder, a 
dialog will appear asking what you would like to do. 

 

Figure 6-4: Duplicate file warning 
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Option What happens 
Replace The existing file is overwritten with the new 

one 
Keep Both The new file is saved with a number 

appended to its name (e.g., Document 
(2).pdf) 

Cancel The upload is cancelled; the existing file is 
unchanged 

6.4 What Happens if a File is Flagged 

All uploaded files are automatically scanned for malware. If a file is detected as a threat, it 
is rejected immediately and a message is shown at the bottom of the screen. The file will 
not be saved to the folder. 

 

Figure 6-5: File rejected — malware detected 

If this happens: 

1. Do not attempt to re-upload the same file. 
2. Scan the file on your own computer with up-to-date antivirus software. 
3. If you believe the file was flagged in error, contact the CAS staff member who 

granted you access. 
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6.5 Deleting a File 

To delete a file, click the Delete link to the right of the file name. A confirmation dialog will 
appear. 

 

Figure 6-6: Delete file confirmation 

Click Delete to confirm. The file is permanently removed from the folder. This action 
cannot be undone. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

19 
 

7. Troubleshooting 

My invite link doesn’t work or has expired 

If your invitation link has expired (invitations are valid for 7 days), you will see the following 
message: 

 
Figure 7-1: Invitation expired 

Contact the CAS staff member who originally shared access with you and ask them to 
resend the invitation. They can do this from the admin panel without needing to create a 
new grant. 
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This link is not valid 

If you see an “Invalid Invitation” message, the link may be broken or have been modified. 

 

Figure 7-2: Invalid invitation 

Try copying the full link from your invitation email and pasting it directly into your browser’s 
address bar. If the problem persists, contact the CAS staff member who sent the invitation 
and ask for a new one. 
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I signed in with the wrong email address 

If you authenticated with an email address different from the one the invitation was sent to, 
you will see the following message: 

 

Figure 7-3: Wrong account 

Click Back to Home and sign in again using the email address shown on your invitation 
details page. 
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I can’t see my folder on the dashboard 

If you signed in successfully but your dashboard is empty or missing a folder: 

• Your access may have expired. Check whether the Expires date on your invitation 
has passed. 

• Your access may have been revoked. If access was revoked, you will receive an 
email notification (see below). 

• You may have signed in with a different email address than the one the invitation 
was sent to. Sign out and sign in again using the correct email address. 

If none of the above applies, contact the CAS staff member who granted you access. 

 

I received an access revoked email 

If CAS staff revokes your access to a folder, you will receive a notification email like the one 
below. Your folder will no longer appear on your dashboard. 

 

Figure 7-4: Access revoked notification email (English / French) 

Contact the CAS staff member shown in the email if you believe this was done in error. 
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I get an “account deactivated” or “access denied” message 

If your portal account has been deactivated by CAS staff, you will not be able to sign in. 
Contact your CAS point of contact to have your account reactivated. 

I can’t upload — file type not allowed 

Check that the file you are uploading is one of the allowed file types listed in Section 6.2. 
Common file types that are not permitted include executable files (.exe, .msi), and script 
files (.js, .py, .sh). 

If you need to share a file type that is not on the allowed list, contact the CAS staff member 
who granted you access. 

I can’t upload — file was flagged by antivirus 

See Section 6.4 for details. Scan the file on your computer before attempting to share it 
through any channel. 

How do I switch to my preferred language? 

Click the language toggle in the upper-right corner of any page (Français to switch to 
French, English to switch back). See Section 4.3 for more detail. 

How do I sign in again after my first registration? 

Use the sign-in link in your registration confirmation email (see Section 3.3). You do not 
need an invitation link for subsequent sign-ins — only for your first access to each new 
folder. 

How do I get a new invitation? 

Contact the CAS staff member who originally granted you access and ask them to resend 
your invitation. They can do this at any time from the admin panel, even if your original 
invitation link has expired. 
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