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MILITARY COURT SERVICE  
 
CASE CENTER GUIDANCE 

 

System Access and Operation 

 

1. To access the system users will be required to create a Case Center account. 

The link to register can be found on the MCS Website. The Military Court Service - 

GOV.UK (www.gov.uk) or Register | Thomson Reuters CaseLines 

 

 
 

2. Users can access Case Center training site with training materials before 

creating an account via this website. Home Page (thomsonreuters.com). 

 

Case Center Login 

1. Navigate to our Case Center Web page. 
2. https://mcs.casecenter.thomsonreuters.com/?tlang=en-GB. 
3. Please add our address as a favourite on your web page - this will create a Case 

Center tab for future use. 
 

https://www.gov.uk/guidance/the-military-court-service#create-a-military-court-service-case-center-account
https://www.gov.uk/guidance/the-military-court-service#create-a-military-court-service-case-center-account
https://mcs.casecenter.thomsonreuters.com/Account/Register/?tlang=en-GB
https://answers.legalprof.thomsonreuters.com/casecenter-uk
https://mcs.casecenter.thomsonreuters.com/?tlang=en-GB
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1. You will be navigated to our landing page as below. 
2. Enter your username and password and click Log On. 

 

 
 
 

1. Once logged in the platform will open on the My Case Center home page. 
2. This screen provides the launch pad area for navigating Case Center and will allow 

you to access live and training cases on the platform. 
3. The screen provides users with information relating to the most recent cases they 

have worked on and a headline view of when the next hearings are for the cases. This 
will show a maximum of the next six scheduled hearings. 

4. The screen also provides users with the option to access their account information 
depicted by your initials in the top right-hand corner. Here you can manage invite lists, 
your account details, support, and you can log out of your account. 

5. Next to the account information icon is the notification icon. This will take you to the 
notifications screen where you can view notifications related to your cases. 

6. The Home button will navigate you back to the home screen. 
7. In the Support Center, users can create a support ticket, access training material and 

review release note information. 
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On the left-hand side of the screen there are five options for navigation. The Home button is 
on this page. 
 

1. The arrow at the top left of the screen will allow you to expand and collapse the side 
bar menu. 

2. The Cases button will direct users to their active case list. The My Recent Cases 
button navigates to the same location. 

3. The Hearings button will navigate to listed hearings against cases.  
4. Saved cases are those which a user stars as a highlighted case (covered later in this 

document). 
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1. On the right-hand side of the home screen, you will see Hearings that have been 
listed within the application. It will be the role of Case Officers to add the PTPH date 
and the date for the Summary Appeal preliminary Hearing. After this it will be the role 
of the Court teams to add any further hearings for the case. Adding a hearing will be 
covered later in the document. 

2. You can see up to six hearings from your case list and they are listed in date order. 
 

 
 
 
 
The Cases button will navigate you to your Case List. You can also Search for a case in this 
window.   
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1. Users can see a list of their cases and can assign the number of rows per page. 
2. At this screen, users can search for cases and may use wild cards to do so. 
3. A user may click on the star at the left-hand side of the entry. This will add the case to 

your saved cases list. This will be useful if you want to focus upon your most recent 
and up and coming cases. 

4. The filters button allows you to select a case by a criterion. If you want to for example, 
to see all training cases, this is where you select the Training Cases option. 
Remember to clear filters to see your live cases. 

 

 
 

In the table setting COG, users can re-organise their case title order to suit your 
personal preferences. 
 
 

 

On the right-hand side of the screen, you will see the following options: 
 

1. The Review button will take you to the review page (the case itself). From the review 
screen you can see the evidence of the case. This is where the case will in the main 
be managed within the court room. (Clicking on the case name will also navigate you 
to the Review Page). 

2. The Open button will take you to the Case Management Options. 
3. The Up arrow will allow you to navigate to the Upload page. 
4. The down arrow next to the Upload tab navigates you to the People page to invite 

users to the case. 
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Review Page 
 
This is where users will manage the case in the court room and where all papers relating to 
the case can be viewed and presented to the court. 
 
The review page is the heart of the system for the court. It is where we will all be able to refer 
to evidence and all elements of the case that are presented to the court. 
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Case Notes 
 

• MCS Case Officers will create the initial case note string for the four main parties to 
proceedings and an initial direction from JAG. 

• This creation will serve to always ensure that the parties use the correct colour for 
messaging during all proceedings. 

• Training will be provided on how to add a case note. 
 

By default 
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How to upload a document 
 
Navigate to the Upload tab via the Bundles Tab 
 

 
 

 
 

• From the Case Home page click on the Upload tab.  

• When uploading a bookmarked PDF users need to select the Upload Bookmarked 
PDF into multiple sections. 

• Add your file/s to be uploaded. 

• Start the upload. 

• Users will use the Upload File(s) button to upload any additional case files, as 
individual files for any further uploads. 
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Once the file has successfully uploaded it will begin to index into the relevant section of the 
case. You can check indexing by clicking the Index tab to ensure the upload populated 
correctly. 
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How to Manage Exhibits 
 

• Within Case Center, the recording of court exhibits is the responsibility of the Court 
team using Case Center. 

• When an exhibit is produced in the court room by either the Prosecution or Defence 
the MCS will provide the court exhibit reference number and endorse the exhibit 
reference on the relevant document within the Master Bundle. 

 

• Court staff will select the relevant document in the Master Bundle. 
 

 
 

1. Navigate to the Stamp tab and select Court Exhibit. 
2. Enter the Court exhibit reference into the number field and click Stamp. 
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1. Court Exhibit will be prefixed with EX then the exhibit number. 
2. The exhibit reference number will now appear at the top of the document. 

 

 
 

1. By stamping a document, Case Center will automatically create an Exhibit bundle. 
2. To view the Exhibit bundle you can click on the Change bundle link below the Master 

bundle ID. 
3. Select the Court Exhibit bundle. 
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1. Any document that has been marked as an exhibit will appear in the Exhibit bundle. 
2. At the end of the hearing the full court exhibit document can viewed from the Bundles 

tab or users can also download any of the bundles from the Review screen 
>Download tab. 

3.  

 
 
 

 
1. Click on the Download tab next to the Court Exhibit bundle. 
2. Select Download Complete Bundle. 

 

 
 

 
 


