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About This Guide

The purpose of this user guide is to provide users with details on how to use a product or a feature or
functionality within the product.

User guides may include the following elements:

* User interface (dialog boxes and pages)

* Reports
e Tools
Audience

This document is intended for the following personas:

* Clients

» Tyler Client Services

Documentation Conventions

Contents

The format style applied to text enables readers to quickly determine the nature of information or an action

they are to take.

Text Style
Bold

Description

Shorthand notation for a menu, menu
item, optional cascading menu, or
selected tab

Objects to click or select, including
buttons, check boxes, options in a
drop-down list, elements, fields, and
section header name

Example

On the Main Menu, click Tools
—Options—Forms.

Click License Key Editor.

Fixed-Width

User interface (Ul) input typed exactly
as shown

Server names, file names, path
names, application programming
interface (API) names, XML settings
in configuration files, databases,
command names, system calls, and
data structures and types

Type the value Boston in the City field.

Run the tables. sql script for the
JcpBasketB database.

Italics

Page and dialog box names
Document titles

Variable data to be replaced by an
appropriate value

Return to the Home page.

Refer to the Navigation Guide.

Type the filename.

“Quotation marks”

Chapter within a document
Rights on a role

Job tasks within a job definition

Refer to the “Logic Rules” chapter.

Feature requires the “Print the Event
Listing Report” right.

Documentation Notes

Each documentation note provides information or action items regarding that area of the document.
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Icon Note Type Description

o, Note Notes provide extra details about a topic or step.

- Caution Caution messages indicate that a specific action could cause an error in
the system.

A Warning Warning messages indicate that a specific action could cause an
interruption of service.

(%] Danger Danger messages indicate that a specific action could damage the

database infrastructure or hardware.

Xii
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1 System Overview

Topics covered in this chapter

¢ Before You Begin

The Odyssey® File & Serve™ system enables registered users to file documents with the court anytime,
anywhere, 24 hours a day, seven days a week. This highly automated, scalable system provides clients the

opportunity to transition from an inefficient, paper-based process to a streamlined, technology-based
electronic filing (e-filing) system.

Before You Begin

This guide is intended for firm users.

Firm Users

Only Firm Administrators can add and manage firm users. Contact your Firm Administrator to request any
changes.

Payment Accounts

Only Firm Administrators can add and manage payment accounts. Contact your Firm Administrator to
request any changes.

Attorneys

Only Firm Administrators can add and manage firm attorneys. Contact your Firm Administrator to request
any changes.

Setup
Before you begin, review this information to successfully operate the software.

Note: Depending on your setup, all features may not be available. As a result, your screen may vary
from what is shown in this document.

System Requirements
This section describes the recommended requirements to successfully use the system:

* Browser Requirements—The system supports Chrome™; Mozilla® Firefox®; Microsoft® Edge®; or
Safari® application programs. If your browser does not meet these minimum requirements, please
contact your network administrator.

Note: Internet Explorer® is not a supported browser and may not work as expected.

* Operating Systems—The system supports Microsoft® Windows®, Linux®, Chrome OS™,
Android™, iOS, and OS X® desktop class operating system software.

*  Minimum Hardware Requirements—The system supports the following hardware:

— Intel® Core™ Duo processors or Advanced Micro Devices, Inc. (AMD) processors
manufactured in 2012 or later

— 2 gigabytes (GB) of random-access memory (RAM)
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— 1366 x 768 resolution screens for desktop computers, or 1280 x 720 resolution screens for
mobile devices

*  Recommended Hardware Requirements—Tyler recommends the following hardware:

— Intel® Core™ i3 or AMD A6 processors with at least a 2.0 GHz clock speed
— 4GB of RAM
— 1920 x 1080 resolution for both desktop computers and mobile devices
» Connection Requirements—A high-speed Internet connection is recommended.
*  Document Format—Adobe® PDF is the only format allowed for attaching documents.

Page Navigation

The following section describes how to navigate the system and populate data fields throughout the filing
process.
Using the Mouse

You can use the mouse to move from field to field on a page, as well as to make selections from drop-down
lists in a field. When you have completed the required fields on a specified page, you can save your entries
and move to the next page by clicking the navigation button in the lower right corner of the page. If you
skipped a required field on that page, the system prompts you to enter data in that field before moving to
the next page.

Using the Keyboard

As you complete the pages for your filing, you can navigate from one field to the next by pressing TAB.
When you have completed the required fields on a specified page, you can save your entries and move to
the next page by pressing TAB after the last field.

Error Messages

The system displays several error messages to alert you when you have not entered required information
or you have entered invalid information.

Enter Data in Required Fields

Required fields are indicated by a red asterisk. If you have not entered information in the required fields,
you will receive error messages when you try to advance to the next page.

Note: Required fields may vary in different sections.

Orientation

When you sign in to Odyssey File & Serve, the Dashboard page is displayed. From here, you can select
various filing options.
Dashboard Page

From the Dashboard page, you can start a filing, access your filing history, access your draft filings,
perform a case search, access the cases you have bookmarked, and access your saved templates.
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eFile Dashboard

Orientation

Start Filing >

Click on START FILING to select your filing options. You could initiate a case
or file into an existing case.

START FILING

Case Search Q

Search Cases

Filing History

Envelope # 165149
Envelope # 165149 Submitted at 01/24/2020 9:22 AM
Filings: Submitted (1)

Envelope # 745447
Envelope # 745447 Submitted at 12/16/2019 4:54 PM
Filings: Submitted (1)

Case # cc-15-1813
Envelope # 157230 Submitted at 11/05/2019 9:06 PM
Filings: Accepted (1)

View Filing History

Bookmarks

CC-15-1813 - ks
O0FSQA2017

CC-19-3942-bbv.aa
OFS QA 2017 - Court at Law

€C-15-230
File and Serve

View My Bookmarks

Drafts

Draft # 9063
Draft # 9063 Started at 01/22/2020 3:55 PM

Draft # 9062
Draft # 9062 Started at 01/22/2020 3:54 PM

Draft # 9060
Draft # 9060 Started at 01/22/2020 1:42 PM

View My Drafts

Templates

View My Templates

Figure 1.1 — Dashboard Page

Case Search

On the Dashboard menu, click Case Search. From here, you can search for an existing case or file into an
existing case. Advanced search features are available if you search by either a party name or a business

name.

File into Existing Case

on %
Select *

Location is Required.

Search for a Case by

@ casetumber Q) ParyName

Case number format is default.

Gase Number

Case Number is Required.

Figure 1.2 — File into Existing Case Window

€ DASHBOARD |
If your search does not produce any results, click to return to the Dashboard page.
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% eFile Case Search

€ DASHBOARD REFINE SEARCH

Figure 1.3 — Case Search Page with No Search Results Displayed

Filing History

On the Dashboard menu, click Filing History. From here, you can view your filing history. You can also
view the details for a specified case, file into an existing case, or view the service contacts attached to the
case.

eFile Filing History

Filing History Filter FILING HISTORY FILING DRAFTS [} m
Envelope # 165241
Created By
—— o samin
@ My Filings
O My Firm Filing Status. ling Code. ling Type. Filing Description
- Submitted Appointment eFile Only °
@ AlStatusen Envelope # 165228 (]
O Accepted
O Cancelled Envelope # 10:39 AM on behalf of  Admin
O Receipted
O somed g .
O Returned Submitted Abstract Of Judgment eFile Only °
O Submitted
O et Case #1234 ]
Cention E—— ; - samin
Any Location & || Fingsis ing Code ing Type
Accepted Action - Subsequent Only eFile and Serve
Case Number / Envelope Number
Envelope # 165223 [z]
Case Number
Envelope # it  Admin
Envelope Number
Date Range SubmissionFailed Appendix eFile Only
® nyime Case # CC-19-3477 ]
O Last Month
O Last Week Envelope # Acmin
O Last Two Days
O Tody fre —
O Pick s Custom Range Submitted Acknowledgment Of Paternity eFile Only °
From bate =]
Envelope # 165221 \Z\
B [B] || oo e Sp— samin
UnderReview Complaint - w/ Hearing eFile Only

Figure 1.4 — Filing History Page

Filing Drafts

On the Dashboard menu, click Filing Drafts. From here, you can view a list of your draft filings, resume a
draft filing, delete a draft filing, or file into an existing case.
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Orientation

eFile Filing Drafts

Case # CC-19-3477 e[

Created By
Draft # 6749 Started 11/5/19 9:53 AM by Firm Admin

@ My Filings

O My Firm Fiing Status Fiing Code Fiing Type Fiing Description Client Ref #

Draft eFile Only

o Draft # 6722 olon

Any Location +
Draft # 6722 Started 10/31/19 2:33 PM by Firm Admin
Case Number / Draft Number
Filng Status fiing Code Fiing Type Filing Descrption Clent et ¢

Case Number Draft Acknowledgement eFile and Serve Acknowledgement

Draft Number Case # CC-19-3477 E‘ @ E

Draft # 6702 Started 10/30/19 2:30 PM on behalf of Jack Stone by Firm Admin
Date Range

@ Anytime Fiing Status Fiing Code Fiing Type
O Last Month UnexpectedError Acknowledgement eFile and Serve Acknowledgement

O Lot weok Draft # 6689 ][] []

O Last Two Days
O Today Draft # 6689 Started 10/28/19 5:31 PM on behalf of Abby Carmichael by Firm Admin
y

O Pick a Custom Range

Fiing Description Client Ref #

Filing Status Fiing Code Fiing Type Filing Descripton ClientRef #
From Date Draft Proposed Order eFile Only Proposed Order

p— Case # cc-145333 E‘ @ E

Draft i 5611 Started 10/15/19 9:18 AM by Firm Admin

RESET Case # CC-19-3477 EI ‘E’ ‘Z’

Draft # 5610 Started 10/15/19 9:17 AM by Firm Admin

Figure 1.5 - Filing Drafts Page

Bookmarks

On the Dashboard menu, click Bookmarks. From here, you can access the cases that you have
bookmarked. You can file into an existing case, view the service contacts attached to the case, file into the
case with a template, or remove the bookmark from the case.

eFile Bookmarks

(]
Any Location +
Cose Location Case Description
Case Number CC-19-2373 OFS QA 2017 - Court at Law Drina Colin v. McDonald Associates LLC m

Case Number

Case Description

Case # Location Case Description
SCrsan orsanzots (]
RESET FILTER

“ 4 Resuts | Page 1011 ]

Bookmark Filter
Case #

se Location
Case Location CC-151813 Unknown Location

Figure 1.6 — Sample Bookmarks Page

Templates

On the Dashboard menu, click Templates. From here, you can access the templates that you previously
created. You can use a template to create a new case filing, edit an existing template, copy a template, or
delete a template.
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eFile Templates

Fiter Type Name 0
Firm Templates * FILTER RESET MDD TEMPLATE
Favorite Name Type Actions

Tech Pubs Test New Case
I’
hid test Existing Case \Z'
fwd Template XYZ New Case
4
& Template ABC New Case
'

Figure 1.7 — Templates Page

Firm Service Contacts

On the Dashboard menu, click Firm Service Contacts. From here, you can view your firm’s service
contacts, add a new service contact, edit an existing service contact, view the attached cases for a
specified service contact, or delete a service contact.

eFile Service Contacts

FirstName Last Name o
FILTER RESET

ADD SERVICE CONTACT
First Name Last Name Email Address Actions
Test Contact testcontact@gmail.com EI
susle |y Potter susiep@gmail.com EI
Patte Smith patte.smith@gmail.com EI
Russ Smith russ.smith@gmail com EI
Tonia Smith tsmith@gmail.com EI

Figure 1.8 — Service Contacts Page

Account Settings
On the Dashboard menu, click Account Settings. From here, you can change your system password.

eFile Account Settings

0ld Password is Required

New Password is Required.

Password must be 8 characters long and include numbers, special characters and at least one capital letter.

Figure 1.9 — Account Settings Page

Reports

On the Dashboard menu, click Reports. From here, you can generate a report that can be used to
reconcile financial transactions for envelopes and filings that you or a member of your firm submitted.
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Orientation

Reports

Useful when financial fons against submitted during a selectable time frame up to 60 days.

* Provides envelope and filing level information specific to fees.

* Delivered in an Excel spreadsheet to allow for filtering and searching.

Created By

o

Status. Date From % Dete To %

All Statuses Receipted

Accepted Served

Cancelled Returned Date From is Required Date To is Required
Submission Failed

Reviewed

CANCEL DOWNLOAD REPORT

Figure 1.10 — Reports Page
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2 E-Filing Overview

Topics covered in this chapter

¢ Filing Queue Status

This section describes the e-filing process.

The E-Filing Process

‘ Check Your
Court's

Website for
Case

Information

\/ Filer (o
é submits [
. - .
Filer checks filing 4 J
status Court

receives

Clerk reviews and
notifies filer of status

1 E-m_{rnail via email 9

Filer receives

Figure 2.1 — The E-Filing Process

Once a user has registered to use Odyssey® File & Serve™, he or she can electronically submit documents
(referred to as “filings”) to the court. When the user submits the filing, the filing is electronically delivered to
the clerk's inbox. The clerk then reviews the filing and either accepts, rejects, or returns the filing.

If the clerk accepts the filing, the case is docketed and set to appear in the clerk’s case management
system. An email is sent to the filer with the case status, along with any pertinent information regarding the
case. If the option for service was selected during the filing, service is electronically sent to the contacts on
the case.

If the filing is rejected, an email is sent to the filer with a reason for the rejection. In addition, a status of
Rejected is displayed on the Filing History page.

If the filer has questions regarding the filing or case, it is recommended that the filer contact the local court.
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Filing Queue Status

Filing Queue Status

The filing queue status lets you know where you are in the e-filing process. The key represents the status
listed for your filing.

The following filing status key table describes the status associated with each filing type.

Note: EFO — EFile Only; EFS - EfileAndServe; SO — Service Only

Status Filing Type Definition

Draft EFO, EFS, SO The filer has entered full or
partial filing data, but has not yet
submitted the filing.

Submitting EFO, EFS, SO The filer has submitted the filing,
and all of the data is being
verified.

Submitted EFO, EFS, SO The filing was submitted

successfully and is in the Review
Queue, but the clerk has not yet
started the review. The filer can
cancel one or more filings that
are in this status.

Court Processing EFO, EFS, SO Some additional action needs to
be taken by the court.

Under Review EFO, EFS A clerk reviewer has selected a
filing from a queue.

Note: Once a filing reaches the
Under Review status, it cannot
return to the Submitted status.
Selecting the End Review
retains the Under Review
status and returns the filing to
the queue.

Receipted EFO, EFS The filing has been
acknowledged by the court as
received, but it is not being
transmitted to the case
management system to become
part of the court record. The filing
may or may not be part of the
proposed order work flow.

Accepted EFO, EFS The reviewer has reviewed the
filing and accepted it.

Rejected EFO, EFS The reviewer has reviewed the
filing and rejected it.

Returned EFO, EFS The reviewer has reviewed and
returned the filing because the
filer must take additional action.

Served SO Service Only filings are
completed.
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Status

Filing Type

Definition

Service Incomplete (Service SO One or more servings failed; the

Only filings) service was incomplete.
Example: The email or domain
was rejected.

Canceled EFO, EFS, SO The filer has canceled the filing.
The filer can cancel only draft
and submitted filings.

Submission Failed EFO, EFS A file format or billing error has

occurred when the filer submitted
the filing. Failure specifics are
available on the Details page,
and the filer is notified of the
specifics through email.
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3 Landing Page

Topics covered in this chapter

¢ Reqistering as a Firm User
¢ Resetting Your Password
¢ Changing the User Password

The Landing page serves as the gateway to the system. From this page, you can register or sign in to the
application.

*4#% eFlle Landing Page o- ®- = & ANONYMOUS ~

Welcome 0 el

Click the SIGN IN button on the top right to get started.
Click REGISTER on the top right to get registered

Once you sign in, you will be able to electronically submit your filings into the Court's Review Queue. Once the filing has been
reviewed, you will be notified if it was accepted or returned. You can check the status of your filing under Filing History.

Figure 3.1 — eFile Landing Page

Registering as a Firm User

You can register as a firm user after you have been invited to join the firm.

Note: If you would like to have an account with the Odyssey File & Serve system, contact your Firm
Administrator. Your Firm Administrator can invite you to join the firm through email. Follow the link
provided in the email, and then join the firm in the Odyssey File & Serve system.

Note: There is no fee to sign up for e-filing.
To register as a firm user, perform the following steps:
1. Click the Activate Account link in the invitation email.
A sign-in page is displayed.
Note: If you do not have an invitation email, request one from your Firm Administrator.
2. Type your email address and temporary password on the sign-in page.

A window is displayed, indicating that your account was activated successfully.
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S 1] [ ———

Inologies

Your OFS EFSP Filing Interface account has been activated.

Figure 3.2 — Successful Activation Window

Note: Tyler recommends that you change the temporary password to another password that you
create. Your password is case sensitive and must be at least eight characters in length with at
least one lowercase letter, one uppercase letter, and one number or symbol.

Resetting Your Password

To reset your password, perform the following steps:

‘ | FORGOT MY PASSWORD

1. On the Odyssey File & Serve Landing page, click

The Reset Password window is displayed.

Reset Password

Email Address %

Email Address is Required.

reCAPTCHA
Privacy - Terms

I'm not a robot

CANCEL RESET PASSWORD

Figure 3.3 — Reset Password Window

2. Type the email address that you provided during the registration process in the Email Address field.

3. Select the I'm not a robot check box.

A window is displayed from which you must select specified images.

4. Click the requested images, and then click m

Note: If you do not select the correct images, a new window is displayed, from which you can try
again.
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Resetting Your Password

RESET PASSWORD
5. After selecting the correct images, click .

A new Reset Password window is displayed, directing you to check your email to complete the
password reset process.

Reset Password x

Click the link in your email to complete the password reset process.

CLOSE

Figure 3.4 — Reset Password Window — Complete Reset Process

6. Check your email inbox.

7. Locate the email from Odyssey File & Serve.

Password Reset Request

A request to reset your password has been processed. If you did not request a password reset, take no action. Your account will be left unaltered.

To complete your password reset, click here to set your new password.

If the link above is not accessible, copy and paste the URL below into your web browser:
hitps://FsSssslage ResetPassword.aspx 7 il S S mmey ! Mt CHEE vt vt

]
n
"

Ere—

Please do not reply to this email. It was generated automatically by no-reply@tylerhost.net>

Figure 3.5 — Example of Password Reset Request Email

8. Click the link that is labeled here to reset your password.

You are prompted to create a new password.

9. Type a new password in the New Password field.

Note: Your password is case-sensitive and must be at least eight characters in length with at
least one lowercase letter, one uppercase letter, and one number or symbol.

10. Retype your new password in the Repeat New Password field.

11. Click Change Password.

A confirmation page displays the following message: Your password has been changed
successfully.
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Changing the User Password

You can change your password on the Account Settings page.
To change your password, perform the following steps:

1. On the Dashboard menu, click Account Settings.

The Account Settings page is displayed.

0
-.;::,, eFile Account Settings

New Password is Required.

Password must be 8 characters long and include numbers, special characters and at least one capital letter.

Figure 3.6 — Account Settings Page

2. Type the old password in the Old Password field.
3. Type the new password in the New Password field.

Note: Your password is case sensitive and must be at least eight characters in length with at
least one lowercase letter, one uppercase letter, and one number or symbol.

4. Retype the new password in the Re-enter New Password field.
SAVE

5. Click

Your password is changed.
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4 Sign In and Sign Out

Topics covered in this chapter

¢ Signing In
¢ Signing Out

All users are required to sign in to Odyssey File & Serve to be able to e-file and e-serve documents or to

check the status of an existing filing. It is also a best practice for users to sign out after they have
completed their transactions.

Signing In

Sign in by using the email address and password that you provided during the registration process. You
must sign in to be able to e-file or e-serve documents.

‘ REGISTER I
Note: Click to register if you have not registered before.
To sign in, perform the following steps:

1. Navigate to the Odyssey File & Serve Landing page.

SIGN IN |
2. Click .

3. Type your email address and password (which is case-sensitive).

OFS-FS-200-4495 v.6 September 2020
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Sign In

'-E:Es. odyssey‘ identity provider

r courts & justice solut

@ Please sign in to continue

Email

Email

Password

Password

Forgot your password? | RESET PASSWORD

CLOSE

Figure 4.1 — Sign In Page

Note: After you make several failed attempts to sign in to the system, your account is locked.
You can unlock your account by clicking Forgot Password?.

Once you have successfully signed in, you can begin to e-file and e-serve documents.

Signing Out

This section describes how to sign out of Odyssey File & Serve.

To sign out of the application, perform the following steps:

1. From the drop-down list at the top of the page, click

S \@TYLERTECH.COM -I

Figure 4.2 — SignOut Drop-Down List

You are now signed out of the application.

Sign Out
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5 Dashboard

Topics covered in this chapter

¢ Dashboard Page

The Dashboard provides a drop-down menu for firm user actions.

[

& Dashboard

Q, Case Search

= Filing History

& Filing Drafts

M Bookmarks

Im Templates

B Firm Service Contacts
L Account Settings

@& Reports

Figure 5.1 — Dashboard

From here, you can perform the following actions:

Access the Dashboard page to start a filing, perform a case search, view your filing history, view
your draft filings, access the cases you have bookmarked, and access the templates you have
created.

File into an existing case on the Case Search page.

Access the Filing History page to view a list of your case filings.

Access the Filing Drafts page to view a list of your draft filings.

Access the Bookmarks page to view a list of cases that you have bookmarked for quick access.
Access the Templates page to locate an existing template and quickly begin a new case filing.
Access the Firm Service Contacts page to add and manage the firm’s service contacts list.
Access the Account Settings page to change your system password.

Access the Reports page to generate reports for envelopes and filings that you or your firm
submitted.
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Dashboard Page

From the Dashboard page, you can start a filing, perform a case search, view the firm’s filing history, view
the firm’s draft filings, view cases that you or another firm user have bookmarked, and locate an existing
template or create a new template to use in a new case filing.

eFile Dashboard

Start Filing > Filing History = Drafts & v
Click on START FILING to select your filing options. You could initiate a case Envelope # 165149 Draft # 9063
or file into an existing case. Envelope # 165149 Submitted at 01/24/2020 9:22 AM Draft # 9063 Started at 01/22/2020 3:55 PM
Filings: Submitted (1)
Draft # 9062
Envelope # 745447 Draft # 9062 Started at 01/22/2020 3:54 PM
Envelope # 745447 Submitted at 12/16/2019 4:54 PM
Draft # 9060

Filings: Submitted (1
tings: Submitted (1) Draft # 9060 Started at 01/22/2020 1:42 PM

Case # cc-15-1813
Envelope # 157230 Submitted at 11/05/2019 9:06 PM
Filings: Accepted (1)

START FILING
View Filing History View My Drafts

Case Search Q Bookmarks n Templates H

CC-15-1813 - ks
OFSQA 2017

CC-19-3942-bbv.aa
OFS QA 2017 - Court at Law

€C-15-230
File and Serve

Search Cases View My Bookmarks View My Templates

Figure 5.2 — Dashboard Page

Account Setup

The first time that you access the Dashboard page, you may receive a warning message if your Firm
Administrator has not yet created payment accounts and a list of attorneys. If you see the warning
message, contact your Firm Administrator.

Note: You cannot continue with your electronic filing until your Firm Administrator has created
payment accounts and a list of attorneys for the firm to use.

You are not ready to file electronically! *

A DE},‘H\E‘TT account and an al‘mrne_v are requi red to file electronical Y.

Payment Account Missing

Attarney Ready

You are not a firm administrator.
Please ask your administrator to get your firm ready for electronic filing.

REMIND ME LATER

Figure 5.3 — Warning Message

Start Filing

Click to start a new case filing or to file into an existing case.
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Dashboard Page

Filing History

Click View Filing History to access the Filing History page. From here, you can view the status of the
firm’s filings, check the filing type, get a document description, see the number assigned to cases, review

the details of cases, view the service contacts attached to a case, and cancel a filing.

2, eFile Filing History

Filing History Filter

Greated By
@ vy Filings
O My Firm
status

@ Al statuses
O Accepted
O cancelled
O Receipted
O served

O Retumed
O submitted
O Submitting

Location
Any Location
Case Number / Envelope Number
Case Number

Envelope Number

Date Range
@ Anytime.

O Last Month

O Last Week

O Last Two Days

Q Today

O Pick a Custom Range

From Date

p—— B

Envelope # 165241

Envelope # 165241 of Ademin

d Appaintment

Envelope # 165228

Envelope # 10:39 AM on behaifof Agmin
Fing Saus ing Code

Submitted Abstract Of Judgment

Case # 1234

Envelope # 16 AM on behalf of Agmin
Fing Saus ing Code

Accepted Action - Subsequent Only

Envelope # 165223

Envelope # Admin

Fiing saus ing code

SubmissionFailed Appendix

Case # CC-19-3477

Envelope # Admin

Fing Saus ing Code
Submitted Acknowledgment Of Paternity

Envelope # 165221

Envelope £ 165221 i 7 AM on behalfof Admin

Filng Sus ing Code
UnderReview Complaint - w/ Hearing

ing Type
eFile Only

ing Type

eFile Only

ing Type

eFile and Serve

ing Type

eFile Only

ing Type

eFile Only

ing Type

eFile Only

mED
o
D&
o
EEEL
&

Ells] =]

)
=[]

Figure 5.4 — Filing History Page

Drafts

Click View My Drafts to access the Filing Drafts page. From here, you can view the firm’s draft filings,
resume a filing, or delete a draft filing.

eFile Filing Drafts

Filing Drafts Filter

Created By

@ My Filings
O My Firm

Location
Any Location B
Case Number / Draft Number
Case Number
Draft Number

Date Range

@ Anytime

O Last Month

O Last Week

O Last Two Days

O Today

O Pick a Custom Range

From Date

RESET FILTER

Case # CC-19-3477

Draft # 6749 Started 11/5/19 9:53 AM by Firm Admin

Fiing Status Fiing Code
Draft

Draft # 6722

Draft # 6722 Started 10/31/19 2:33 PM by Firm Admin

Fiing Status Fiing Code
Draft Acknowledgement

Case # CC-19-3477

Draft # 6702 Started 10/30/19 2:30 PM on behalf of Jack Stone by Firm Admin

Fiing Status Fiing Code
UnexpectedError Acknowledgement

Draft # 6689

Draft # 6689 Started 10/28/19 5:31 PM on behalf of Abby Camichael by Firm Admin

Fiing Status

Draft

Case # cc-145333

Draft # 5611 Started 10/15/19 9:18 AM by Firm Admin

Case # CC-19-3477

Draft # 5610 Started 10/15/19 8:17 AM by Firm Admin

Filing Type
eFile Only

Filing Type

eFile and Serve

Filing Type
eFile and Serve

Fiing Type
eFile Only

Fiing Description

Fiing Description

Acknowledgement

Fiing Description

Acknowledgement

QoA

QoA

QoA

1))
IE] ]

Figure 5.5 — Filing Drafts Page

Case Search

Click Search Cases to search for a case in the system.
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File into Existing Case *

on %

Select +

Location is Required.

Search for a Case by

@ coserumber () PartyName

Case number format is default.

e

Case Number is Required

Figure 5.6 — File into Existing Case Window

& DASHBEOARD |

If your search does not produce any results, click to return to the Dashboard page.

", eFila Case Search

€ DASHBOARD REFINE SEARCH

Figure 5.7 — Case Search Page with No Search Results Displayed

Bookmarks
Click View My Bookmarks to access a list of cases that you have bookmarked for quick access.

eFile Bookmarks

Bookmark Filter |ianamsas | ageriet
Cose Locaton
Case Location CC-151813 Unknown Location \Z\
Any Location +
Cose Locaton Case Description
Case Number €C-19-2373 OFS QA 2017 - Court at Law Drina Colin v. McDonald Associates LLC \Z\
Case Number
Cose Locaton Case Description .
3]
Case Description CC-19-3477 OFS QA 2017 ﬁ =3
Case Description
Cose Locaton Case Description
RESET FILTER
P 4 Resuts | Page 1011 ]
N

Figure 5.8 — Sample Bookmarks Page

Templates

Click View My Templates to locate a template to use in your case filing or to create a new template for
future use.
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Dashboard Page

Fiter Type

Firm Templates

Favorite

=

w

hAd

Name

Name

Tech Pubs Test

test

Template XYZ

Template ABC

FILTER RESET

Type

New Case
Existing Case
New Case

New Case

ADD TEMPLATE

Actions

[ (213
[21[:]
[®] (7]

[ [7[3)
| 4 Resus ] Page 1of1 ]

Figure 5.9 — Templates Page
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6 Templates

Topics covered in this chapter

¢ Adding a Template

¢ Editing a Template

¢ Using a New Case Template

¢ Using an Existing Case Template
¢ Copying a Template

¢ Deleting a Template

Templates allow you to start a new case from a template that you have created, saving you time.

Adding a Template

To add a template that you can use to quickly start a new case or file into an existing case, perform the
following steps:

1. On the Dashboard menu, click Templates.

The Templates page is displayed.

)
o, eFile Templates
o

Filter Type Name. o
Firm Templates 2 FILTER RESET
/ADD TEMPLATE

Favorite Name Type Actions
* Tech Pubs Test New Case

4
@ test Existing Case E
v Template XYZ New Case

&
v Template ABC New Case

&
Previous n Next | 4 Resuis | Page 1f1]

Figure 6.1 — Templates Page

2. Click g

A pane is displayed.
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Adding a Template

Favorite Name Type Actions

New Case

Favorite MName % @ NewCase Q) Existing Case

Name s Required.

CANCEL m EDIT DETAILS -»

Figure 6.2 — Templates Pane

3. Type a name for the template in the Name field.
4. Select either the New Case or the Existing Case option.

5. Select the Favorite check box if you want to designate this template as a favorite.

6. Click to begin creating your template.

The Case Information page is displayed.
7. Enter as much information on this page as you want to use in your template.

8. Continue entering information on each page of the filing until you have the information that you want to
use in your template.

Note: You can stop at any time and save the pages that you have completed. You do not have to
create an entire case filing to save the entries as a template.

9. If you enter information on each page of the case filing, on the Summary page, click

Case 4

uuuuu

Overssoo

Parties Rl

Acknowledgement

None

SAVE AND EXIT

Figure 6.3 — Sample Summary Page

The Templates page is displayed. The template you just created is added to the list of other templates.
The new template is also displayed on the Dashboard page.

OFS-FS-200-4495 v.6 September 2020 23



Firm and Criminal Filing Filer User Guide

Editing a Template

You can edit an existing template if you need to make changes to it.
To edit an existing template, perform the following steps:

1. On the Dashboard menu, click Templates.

The Templates page is displayed.

)
o, eFile Templates
o«

Fiter Type Name o
Firm Templates + FILTER RS ADD TEMPLATE
Favorite Name Type Actions
* Tech Pubs Test New Case

4
pad test Existing Case \Z\
o Template XYZ New Case
4
o Template ABC New Case
&
erevions n et | mosutea | pogaoti

Figure 6.4 — Templates Page

2]

2. Locate the template that you want to edit, and then click
The template name is displayed in a separate pane.

Note: You can change the template name if you want.

3. Click .

The Case Information page is displayed. Any information that you previously entered on this page
remains.

4. Make any changes that you want on the Case Information page.
5. If you entered information on any other pages in your template, make changes as needed to those
SAVE AND EXIT

pages. Then click

Your template is now updated and is listed on the Templates page and on the Dashboard page.

Using a New Case Template

After a template has been created, you can use it to accelerate your filing.
To use a template that you previously created, perform the following steps:

1. On the Dashboard menu, click Templates.

The Templates page is displayed.
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Using an Existing Case Template

"::g_ eFile Templates

Fiter Type Name

Firm Templates * FILTER RESET 0
ADD TEMPLATE

Favorite Name Tyee Actions

Tech Pubs Test New Case
4
Existing Case \z’
fwd Template XYZ New Case
4
& Template ABC New Case
4

=

Figure 6.5 — Templates Page

2. Locate the template that you want to use, and then click |J .

The Case Information page is displayed. All of the information that you entered when you created the
template is auto-filled.

3. Enter the remaining required information for the new case until you reach the Summary page.

4. Review the summary of the case filing. After you are satisfied with the information in your filing, click

SUBMIT

The new case filing is displayed on the Filing History page.

Using an Existing Case Template

After a template has been created, you can use it to accelerate your filing when filing into an existing case.
To access an existing case template, perform the following steps:

1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.
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eFlle Filing History

Filing History Filter

Greated By

® vy Filngs
O MyFirm

Status

@ All Statuses
O Accepted
O cancelled
O Receipted
O served

O Returned
O submitted
O submitting

Location
Any Location

Case Number / Envelope Number
Case Number

Envelope Number

Date Range

@ Anytime

O Last Month

O Last Week

O Last Two Days

O Today

O Pick a Custom Range

From Date

o B

Envelope # 165241

[R— o samin
Submitted Appointment

Envelope # 165228

Enviope s 1039 M on benatof samin
Submitted Abstract Of Judgment

Case # 1234

Envlope 16 Aatonbetatol samin
Accepted Action - Subsequent Only
Envelope # 165223

Envlope# samin
SubmissionFailed Appendix

Case # CC-19-3477

Envlope# samin
‘Submitted Acknowledgment Of Paternity
Envelope # 165221

Enveope £ 165221 pt— samin
UnderReview Complaint - w/ Hearing

ing Type

eFile Only

ing Type
eFile Only

ing Type
eFile and Serve

ing Type

eFile Only

ing e
eFile Only

ing Type

eFile Only

W6

[x)
(8] [=[:]

©
EllEE]

(el E ]

BI0|=]8)

[x)
(a] =[]

Figure 6.6 — Filing History Page

2. Locate the case that you want to file into, and then click

A drop-down list is displayed.
3. Click File Into Case With Template.

The Templates Matching window is displayed, along with a list of available templates.
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Templates Matching  Case: CC-19-2817 | Location:OFS QA 2017 | Category:Civil | Case Type:Injunction

Filtar Type Mame

L L3

Firm Templates

FILTER RESET

We matched your selected case's Location, Case Type, and Case Category to your templates. If the template's
Location/Type/Category matches the case, each template section will be created on the draft

You can use a template even if there are mismatches. The templates are listed in best match order. If you select a
template without a complete match, we attempt to create the entire template, but your draft might not include the
template's documents or optional services.

Favorite Name Template Matches On @ Actions

bird test Location || Category | @

_— 1
Frevious NEXL

CANCEL

Figure 6.7 — Templates Matching Window

The template that you selected is displayed on the Upload Documents page. The fields that you

previously entered when the template was created are auto-filled.

Enter the remaining required information for the new case until you reach the Summary page.

Review the summary of the case filing. After you are satisfied with the information in your filing, click

SUBMIT

The new case filing is displayed on the Filing History page.

Copying a Template

You can copy an existing template, assign a new name to the template, and then save it under the new

Locate the template that you want to use for the case you are filing into, and then click

Copying a Template

]

name. Once the new template is created, you can make changes as necessary to it. The original template

remains unchanged.
To copy an existing template, perform the following steps:

1. On the Dashboard menu, click Templates.

The Templates page is displayed.

OFS-FS-200-4495 v.6 September 2020
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"::g_ eFile Templates

Fitier Type Name 0
Favorite Name Tyee Actions
Tech Pubs Test New Case
4
T test Existing Case \z’
fwd Template XYZ New Case
4
& Template ABC New Case
4

Figure 6.8 — Templates Page

(1 1]

2. Locate the template that you want to copy, and then click

A drop-down list is displayed.

W Delete Template

Il Copy Template

Figure 6.9 — More Options Drop-Down List

3. Click Copy Template.

The template name is displayed in a separate pane with “Copy” as part of the name.
4. Rename the template to a different name.

5. Select the Favorite check box if you want to designate this template as a favorite.

6. Click if you want to save the template as is with the new name. Or, click to

make changes to the template.

When you are done saving the new template, it is displayed on the Templates page with your other
templates.

Deleting a Template

You can delete a template that you no longer need.
To delete an existing template, perform the following steps:

1. On the Dashboard menu, click Templates.

The Templates page is displayed.
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Deleting a Template

"::g_ eFile Templates

Fitier Type Name 0
Favorite Name Tyee Actions
Tech Pubs Test New Case
4
T test Existing Case E’
fwd Template XYZ New Case
4
& Template ABC New Case
4

Figure 6.10 — Templates Page

2. Locate the template that you want to delete, and then click

A drop-down list is displayed.

W Delete Template

Il Copy Template

Figure 6.11 — More Options Drop-Down List
3. Click Delete Template.

The following warning message is displayed: Are you sure you want to delete the template
\\Xyzll?

Cancel
4. Click n to delete the template, or click —I to cancel the action.

If you clicked “ , a confirmation message is displayed, and the template is deleted.
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7 Case Initiation

Topics covered in this chapter

¢ Uploading Documents for a New Case Filing

¢ Entering Case Information (Firm Filer)

¢ Entering Case Information (Criminal Filing Filer)
¢ Charges Page

¢ Entering Case Information for a Civil Case

¢ Filing a New Case with Case Cross References
¢ Filing a New Case with a Will Filed Date

¢ Entering Party Details (Firm Filer)

¢ Entering Party Details (Criminal Filing Filer)

¢ Entering Date of Death on Parties Page

¢ Entering Filing Details

¢ Capability for Filing a Return Date

¢ Selecting a Return Date for a Case Filing

¢ Reverify the Return Date

¢ Reverifying a Return Date

¢ Capability for Filing Hearing Date

¢ Scheduling a Hearing Date for a New Case Filing
¢ Scheduling a Hearing for an Existing Case Filing

¢ Entering a Filing with an Ad Damnum Amount
¢ Entering a Filing with a Motion Type Code

¢ Entering a Filing with a Claim Amount

¢ Entering a Filing with an Estate Value

¢ Entering Payment Information

¢ Entering Payment Information for Per-Page Optional Service Fee

¢ Submission Agreements
¢ Viewing the Envelope Summary

You can initiate a case from the Dashboard page by clicking . This

action begins the case initiation process for e-filing. From here, you can start a new case or file into an

existing case.

Note: While you are entering a case filing, click “ to view the case number or draft number.
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Uploading Documents for a New Case Filing

eFile Dashboard

Start Filing > Filing History = Drafts & v
Click on START FILING to select your filing options. You could initiate a case Envelope # 165149 Draft # 9063
or file into an existing case. Envelope # 165149 Submitted at 01/24/2020 9:22 AM Draft # 9063 Started at 01/22/2020 3:55 PM
Filings: Submitted (1)
Draft # 9062
Envelope # 745447 Draft # 9062 Started at 01/22/2020 3:54 PM
Envelope # 745447 Submitted at 12/16/2019 4:54 PM
Draft # 9060

Filings: Submitted (1
9 U Draft # 9060 Started at 01/22/2020 1:42 PM

Case # cc-15-1813
Envelope # 157230 Submitted at 11/05/2019 9:06 PM
Filings: Accepted (1)

START FILING
View Filing History View My Drafts

Case Search Q Bookmarks [ | Templates 1

CC-15-1813 - ks
O0FSQA2017

CC-19-3942-bbv.aa
OFS QA 2017 - Court at Law

€C-15-230
File and Serve

Search Cases View My Bookmarks View My Templates

Figure 7.1 — Dashboard Page

Uploading Documents for a New Case Filing

You can upload your lead document and any attachments before you enter the filing information.
To upload your documents, perform the following steps:

1. On the Dashboard page, click .

The Start Filing pane is displayed.

Start Filing *

Do you know the case number and ready to file into it? Or would you like to file a reply?

FILE INTO EXISTING CASE

If you want to file a case against someone, click on START A NEW CASE.

START A NEW CASE

Figure 7.2 — Start Filing Pane

START A NEW CASE
2. Click .

The Upload Documents page is displayed.

Note: While you are entering a case filing, click u to view the case number or draft
number.
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= g%, Upload Documents-Draft #6703 @~

Documents Case Parties Filings Service Fees Summary

& Drag files here or BROWSE

Maximum Filesize 50.00 MB
Supported file types: pdf only.
Other file types must be uploaded after selecting your court location at this time.

CASE INFORMATION >

Figure 7.3 — Upload Documents Page

BROWSE |
3. Click to look for the documents that you want to upload.

Note: The types of documents that can be uploaded are based on the configuration.

4. Select each document to be uploaded.

5. Click to continue with your filing.

The Case Information page is displayed.

Note: Your document will continue to upload as you proceed through the case filing.

Entering Case Information (Firm Filer)

Note: This section is intended for firm filers who do not have the Criminal Filing Filer role assigned
to them.

Before you can file a new case, you must set up a payment account.

Documents Case Parties Filings Service Fees Summary

Location * Case Category
Select * Select *

Location is Required. Case Category is Required.

CaseType % Case SubType

Select * Select *

Case Type is Required

4 UPLOAD DOCUMENTS SAVE AND EXIT PARTIES >

Figure 7.4 — Case Information Page

Note: At any time while the Case Information page is displayed, you can click

" to begin uploading your documents. You will be prompted to upload your

documents when you are entering information on the Filings page.

Note: While you are entering a case filing, click u to view the case number or draft number.
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Entering Case Information (Criminal Filing Filer)

To enter case information, perform the following steps:

1. On the Case Information page, select the location from the Location drop-down list.
2. Select the case category from the Case Category drop-down list.

3. Select the case type from the Case Type drop-down list.

4. Select the case subtype, if applicable, from the Case Sub Type drop-down list.

PARTIES 2 SAVE AND EXIT I
5. Click to save your work and continue, or click to save your work and

exit the filing.

Entering Case Information (Criminal Filing Filer)

Note: This section is intended for users who have the Criminal Filing Filer role assigned to them.

Before you can file a new case, you must set up a payment account.

.
*4"%, CaseInformation - Draft #7976 @~
E

Documents Case Charges Parties Filings Service Fees Summary

Location % Case Category %

OFS MockCMS + Criminal *

Case Type %

Select +

Case Type is Required

Is this an indicted case where the defendant is not in custody or under bond (Tex. Code Crim. Proc. Art. 20.22(b))? Is this a type of case that should remain confidential or have restricted online access?

Select s Select *

€ UPLOAD DOCUMENTS SAVE AND EXIT m

Figure 7.5 — Sample Case Information Page

Note: At any time while the Case Information page is displayed, you can click

" to begin uploading your documents. You will be prompted to upload your

documents when you are entering information on the Filings page.

Note: While you are entering a case filing, click u to view the case number or draft number.
To enter case information, perform the following steps:

. On the Case Information page, select the location from the Location drop-down list.

. Select Criminal from the Case Category drop-down list.

1
2
3. Select the appropriate case type from the Case Type drop-down list.
4

. Select an answer from the drop-down list for the first security question.

Note: The criminal security questions are configured by Tyler and may not be available on your
system.
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Is this an indicted case where the defendant is not in custody or under bond (Tex. Code Crim. Proc. Art. 20.22(b))?

Select. . %

Yes
No
Unsure

Figure 7.6 — Example of the First Criminal Security Question

5. Select an answer from the drop-down list for the second security question.

Is this a type of case that should remain confidential or have restricted online access?

Select... %

Yes
No

Unsure

Figure 7.7 — Example of Second Criminal Security Question

CHARGES SAVE AND EXIT I
6. Click to save your work and continue, or click to save your work and

exit the filing.

Charges Page

The Charges page contains the following two tabs for entering charge information related to a criminal case
filing:

e Details tab
¢ Arresttab

Entering Information on the Details Tab of the Charges Page

The Details tab on the Charges page includes the details of the charges associated with a criminal case
filing.

Note: You must have the Criminal Filing Filer role assigned to you to perform this procedure.
Note: You must select Criminal for the case type for the Charges page and its tabs to be displayed.

Note: A red asterisk after a field name indicates that the field is required.
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Entering Information on the Details Tab of the Charges Page

Figure 7.8 — Details Tab on the Charges Page

To enter information on the Details tab, perform the following steps:

SEARCH
1. Select a charge in the Add Offense window, or type a word or two and then click - .
Note: The Add Offense window is displayed immediately after you click the Details tab.

Add Offense *
RESET
Select Code Description

@] 7731 ABUSE OF OFFICIAL CAPACITY

Q 8821 MOTION TO REVOKE PROBATION

@] 8822 INTENTIONAL OR KNOWING UNAUTHORIZED DISCHARGE

Q 8826 TX.WATER CODE VIOLATION OF CLEAN AIR CODE

QO 8827 LEAVING A CHILD IN A VEHICLE

Q 8828 CONTENTS OF SEWAGE/SEPTIC DUMPED ON GROUND

QO 8829 OUTDOOR BURNING BAN

Q 8830 CRIMINAL MISCHIEF UNDER $50

QO 8831 RECKLESS DAMAGE OR DESTRUCTION

O 8832 INTERFERE WITH RAILROAD PROPERTY (NO PECUNIARY LOSS)
3399 Result(s) | Page 1 0f 340

2 3 4 340 Next

Figure 7.9 — Add Offense Window

If you search for an offense, another window is displayed, listing the possible offenses that match your
search. Select the appropriate offense.
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3.

Charge Phase
Select...

Case Filing
Prosecutor Filing
Arrest Filing

CONFIRM
Click .

The code for the offense that you selected is displayed, along with a description of the offense.

Note: You can add verbiage to the description if you want.

Select the charge phase from the Charge Phase drop-down list.

Figure 7.10 — Sample Charge Phase Drop-Down List

Verify that the description of the charge is correct in the Charge Description field.

Note: The charge description is auto-filled from the offense that you previously selected.

5. Type the Tracking Number (TRN) in the TRN field.
6. Type the Tracking Sequence (TRS) in the TRS field.

7. Verify that the offense code is correct in the Offense Code field.

9.

Note: The offense code is auto-filled from the offense that you previously selected.

Type the number of the statute in the Statute field.

This field is a free-text field to accommodate the many statutes that are possible.
Select the degree of the offense from the Degree drop-down list.

10. Select the offense character that you want from the General Offense Character drop-down list.

1.

Do one of the following:

» If you know the date of the offense, type it in the Date of Offense (From) field, or click to

select a date from the calendar.The calendar is displayed.
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Entering Information on the Details Tab of the Charges Page

[ € Jan & 2020 & »

| Mo Tu We Th Fr Sa Su
I 30 311 2 3 4 5
6 7 8 9 10 11 12

13 14 15 16 17 18 19

Figure 7.11 — Calendar

» If you do not know the exact date of the offense, select the Offense On Or About check box.
When you select this check box, the Date of Offense (To) field is displayed. Type the date
range in the specified fields.

12.Do one of the following:

« If you know the time of the offense, type it in the Time of Offense (From) field, and then click
AM or PM.

» If you do not know the exact time of the offense, select the Offense At Or About check box.
When you select this check box, the Time of Offense (To) field is displayed. Type the time
range in the specified fields.

13. Type the amount of the bond the arrestee is posting in the Bond Amount field. Use the format in the
example (that is, two decimal points).

14.If you want to add another offense code, hover over the Offense Code field, and then click the mouse.

The Add Offense window is displayed. Follow the same steps to add another offense code for the
arrestee.

+

ADD ADDITIONAL STATUTE

15.1f you have additional statutes to enter for the arrestee, click

The Add Offense window is displayed.
16.Select a charge in the Add Offense window.

17.Click :

The code for the offense that you selected is displayed, along with a description of the offense.

ADD CHARGE \
18.If you have another charge to add, click .

19. After you have completed all of the fields and entered the statutes and charges in the Details tab, click

GO TO ARREST |
to enter information regarding the arrest, or click .
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Entering Information on the Arrest Tab of the Charges Page

The Arrest tab on the Charges page includes information regarding the arrest that is associated with a
criminal case filing.

Note: You must have the Criminal Filing Filer role assigned to you to perform this procedure.

Note: You must select Criminal for the case type for the Charges page and its tabs to be displayed.

.
'-::,, Charges - Draft #7976 @~

Documents Case Charges Parties Filings Service Fees Summary

Date of Arrest Arest Number Arrest Location

Law Enforcement Ui Badge Number

Select +

Figure 7.12 — Arrest Tab on the Charges Page

To enter information on the Arrest tab, perform the following steps:

3. Select the location of the arrest from the Arrest Location drop-down list.

1. Type the date of arrest in the Date of Arrest field, or click to select a date from the calendar.

2. Type the arrest number in the Arrest Number field.

Arrest Location

Select... =

Police Department
Jeff Davis

Jones

Menard

Montague

Archer

Bandera
Culberson

Delta

Upton

Briscoe I
Caldwell

Falls

Foard

Anderson

Armstrong

Cottle

Dallam

Terrell A

Figure 7.13 — Sample Arrest Location Drop-Down List

4. Select the law enforcement unit that made the arrest from the Law Enforcement Unit drop-down list.
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Entering Case Information for a Civil Case

Law Enforcement Unit

‘ Select

Select. .

Texas Womans University Police Department
Northlake Police Department Juvenile
Ponder Police Department Juvenile
Little EIm Fire Department

Byron Nelson High School

Krum Police Department

I Cockrell Hill Police Department

Clark Police Department

O A. Peterson Elementary School
Constable - Pct. 1

Lewisville Police Department

Other Agency Office

Hunt County Sheriffs Office

Kaufman County Juvenile Probation
Lake Dallas Police Department Juvenile
Krum Independent School District
Denton Independant School District

“»
57

Figure 7.14 — Sample Law Enforcement Unit Drop-Down List

5. Type the badge number of the arresting officer in the Badge Number field.

6. After you have completed all of the fields on the Arrest tab, click .

Entering Case Information for a Civil Case

Note: The Procedures/Remedies and Damage Amount features are configured by Tyler and may not
be available on your system.

Before you can file a new case, you must set up a payment account.
Note: At any time while the Case Information page is displayed, you can click

" to begin uploading your documents. You will be prompted to upload your

documents when you are entering information on the Filings page.

Note: While you are entering a case filing, click “ to view the case number or draft number.
To enter case information, perform the following steps:

1. On the Case Information page, select the location from the Location drop-down list.
2. Select Civil from the Case Category drop-down list.
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Documents E Parties Filings Service Fees Summary

Location % Case Category %

OFS MockCMS + Civil
Case Type ¥ Case Sub Type

Select... : Select...
Case Type is Required.
Procedures / Remedies Damage Amount

SELECT Select...

€ UPLOAD DOCUMENTS SAVE AND EXIT PARTIES &

Figure 7.15 — Case Information Page

3. Select the case type from the Case Type drop-down list.
4. Select the case subtype, if applicable, from the Case Sub Type drop-down list.

SELECT l
5. Click .

The Select Procedures / Remedies window is displayed.

Select Procedures / Remedies

Select Procedure / Remedy
D Appeal

|:| Class Action

D Garnishment

CANCEL SAVE

Figure 7.16 — Select Procedures / Remedies Window

SAVE
6. Select the appropriate Procedure / Remedy, and then click -

7. Select the amount of damages you are seeking from the Damage Amount drop-down list.
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Documents “ Parties Filings Service Fees Summary
Location % Case Category %
OFS MockCMS s Civil
CaseType ¥ Case Sub Type
Damages - $10.50 s Select...
Procedures / Remedies Damage Amount
SELECT  Class Action Over $5000
€ UPLOAD DOCUMENTS SAVE AND EXIT N PARTIES &

Figure 7.17 — Sample Completed Case Information Page

PARTIES SAVE AND EXIT I
8. Click to save your work and continue, or click to save your work and

exit the filing.

Filing a New Case with Case Cross References

You can include case cross references in your case filing if the feature is configured on your node.

Note: The Case Cross Reference number feature is configured by Tyler and may not be available on
your system.

Documents Case Parties Filings Service Fees Summary

ase Category
Select : Select

Location is Required. Case Category is Required.

se Type % ase Sub Ty
Select * Select

Case Type is Required.

4 UPLOAD DOCUMENTS SAVE AND EXIT PARTIES 3

Figure 7.18 — Case Information Page

To file a new case that uses case cross references, perform the following steps:

On the Case Information page, select the location from the Location drop-down list.
Select Civil from the Case Category drop-down list.

Select the appropriate case type from the Case Type drop-down list.

Select the case subtype, if applicable, from the Case Sub Type drop-down list.

Select the damages amount, if applicable, from the Damages Amount drop-down list.

o a0k w b~

In the Case Cross Reference Type section, type the six-digit case cross reference number in the Case
Cross Reference Id field.
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Location

OFS QA 2017

CaseType %

City Ordinance Cases - $10.50

Procedures / Remedies

SELECT

Case Cross Reference Type

*
Warrant Number (CM)

*
Warrant Number (CM)

€ UPLOAD DOCUMENTS SAVE AND EXIT

ADD CASE CROSS REFERENCE

Case Cross Reference Id Action

Cross Reference Type "Warrant Number” is required and must be 6 numbers long

Cross Reference Type "Warrant Number” is required and must be 6 numbers long

Figure 7.19 — Sample Case Information Page with the Case Cross Reference Type Section

Displayed

7. If you have additional case cross reference numbers to add, click

ADD CASE CROSS REFERENCE

A blank row in the Case Cross Reference Type section is displayed.

8. Select the appropriate option from the Case Cross Reference Type drop-down list. Then, type the six-
digit case cross reference number in the Case Cross Reference Id field.

Note: If any case cross reference numbers are required, the Case Cross Reference Type(s) will

be auto-populated.

9. Continue adding case cross reference numbers until you are done.
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OFS QA 2017

Case Type %

City Ordinance Cases - $10.50

Procedures / Remedies

SELECT

Case Cross Reference Type

*
‘Warrant Number (CM)
*
Warrant Number (CM)
Case Cross Reference Number

Uniform Case Number

€ UPLOAD DOCUMENTS SAVE AND EXIT

Case Category %

+ Civil

Case SubType

* Select

Damage Amount

Select

Case Cross Reference Id

123456

345678

124567

567432

Filing a New Case with a Will Filed Date

/ADD CASE CROSS REFERENCE

Action

(=]
(&]

.

Figure 7.20 — Example of a Case Information Page with Case Cross Reference Numbers Added

PARTIES SAVE AND EXIT I
10.Click to save your work and to continue, or click to save your work

and to exit the filing.

Filing a New Case with a Will Filed Date

You can file a new case and enter the date on which the will was filed with the court.

Note: This feature is configured by Tyler and may not be available on your system.

To file a new case and enter the date on which the will was filed, perform the following steps:

1. On the Dashboard page, click .

The Start Filing pane is displayed.
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Start Filing *

Do you know the case number and ready to file into it? Or would you like to file a reply?

FILE INTO EXISTING CASE

If you want to file a case against someone, click on START A NEW CASE.

START A NEW CASE

Figure 7.21 — Start Filing Pane

START A NEW CASE
2. Click .

The Upload Documents page is displayed.

Note: While you are entering a case filing, click u to view the case number or draft
number.

Upload Documents - Draft #6703 @~

Documents Case Parties Filings Service Fees Summary

& Drag files here or BROWSE

Maximum Filesize 50.00 MB
Supported fle types: pdf only.

Other file types must be uploaded after selecting your court location at this time.

CASE INFORMATION >

Figure 7.22 — Upload Documents Page

BROWSE I
3. Click to look for the documents that you want to upload.

Note: The types of documents that can be uploaded are based on the configuration.

4. Select each document to be uploaded.

5. Click to continue with your filing.

Note: Your document will continue to upload as you proceed through the case filing.

The Case Information page is displayed.
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st Case Information - Draft # 9006 @~

Documents Case Parties Filings Service Fees Summary

aaaaaaa * Case Category %
OFS MockCMS * Probate or Mental Health

CaseType % CaseSubTy
Probate of Will * Select.

*

W Fsednan
01/10/2020

Figure 7.23 — Example of the Will Filed Field on the Case Information Page

6. Select the location from the Location drop-down list.

7. Select the category from the Case Category drop-down list.

Note: In the example, “Probate or Mental Health” is selected.
8. Select the case type from the Case Type drop-down list.

Note: In the example, “Probate of Will” is selected.

Note: The category and case type that you select determine which fields will be displayed next.

9. Select the case subtype from the Case Sub Type drop-down list.

Note: The items in this list are determined by the case type you selected.

10. Type a date in the Will Filed Date field, or click the calendar to select a date from the calendar.

Note: The Will Filed Date feature is configured by Tyler and may not be available on your
system.

PARTIES SAVE AND EXIT I
11. Click to save your work and to continue, or click to save your work

and to exit the filing.

Entering Party Details (Firm Filer)

Each case requires a party type.

Note: This section is intended for firm filers who do not have the Criminal Filing Filer role assigned
to them.
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eeeeeeeeee

Attorney Information

ADD/EDIT ATTORNEYS &2

GO TO ADDRESS

Plaintift This is a required Party

RECING IV save AND EXIT

a
© rooparry

Figure 7.24 — Personal Tab on the Parties Page

Note: While you are entering a case filing, click u to view the case number or draft number.

To enter the details for the parties involved in the case, perform the following steps:

-_—

. On the Personal tab, select the Person or Entity option.

N

select the party’s suffix from the Suffix drop-down list.

> ow

. Select a language from the Interpreter drop-down list, if appropriate.

| ADD/EDIT ATTORNEYS &% '
5. Click

to select the filing attorney.

The Attorneys window is displayed.

First Name Last Name Bar Number FILTER

RESET
Add Name Bar Number
D Abby Carmichael 123
D Perry Mason 123
D Jack Stone 123
s [l
revious Next

CANCEL LEAD ATTORNEY

Figure 7.25 — Attorneys Window

6. Select the lead attorney for the first party on the case.

. Complete the First Name. Middle Name (if applicable), and Last Name fields. Also, if appropriate,

Type the party case management system ID in the Party CMS ID field, if appropriate.
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7. Select the additional attorneys for the case, and then click .

The Lead Attorney window is displayed, showing the attorneys that you selected. The lead attorney is
indicated.

Attorneys Lead Attorney

Remove Name Lead Attorney
Abby Carmichael O
Perry Mason .

ATTORNEYS CANCEL SAVE

Figure 7.26 — Lead Attorney Window

8. Click :

The Parties page is displayed, listing the attorneys that you selected.

GOTO ADDRESSI

9. Click to enter the address information for the first party.
Party Type Required Party Party Name Lead Attorney Actions
Defendant This is a required Party Eleanor Defendant Perry Mason
Plaintiff This is a required Party Thomas Plaintiff Sam Smith
personel Additonal Genters R
ccccccc
United States
o
Select. s
ber @
GO TO ADDITIONAL IDENTIFIERS

Figure 7.27 — Address Tab on the Parties Page

10. Enter the country, address, city, state, ZIP code, and phone number for the first party.

GO TO ADDITIONAL IDENTIFIERS I
11. Click

to add more information for the specified party.
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Party Type Required Party Party Name Lead Attorney Actions

Defendant This is a required Party Eleanor Defendant Perry Mason
>

Plaintiff Thomas Plaintiff Sam Smith

Personal Address Additional dentifiers AT
et
MM/DD/YYYY

Figure 7.28 — Additional Identifiers Tab on the Parties Page

2]

12.Type the party’s date of birth in the Date of Birth field, or click to select the date from the

calendar.

f‘
13.Click —l to enter information for the other required party.

14.Complete all of the required fields for the second party.

OADD PARTY
15.If you have another party to add to the case, click —I Continue to add parties until all of the
parties have been added to the case.

16. Click to save your work and to continue.

Note: If you decide to save the draft, you can stop working on the filing and resume work at a later
time. To resume filing a saved draft, navigate to the Dashboard page. In the Drafts pane, click View

>
My Drafts. Locate the specified draft, and then click —I .

Entering Party Details (Criminal Filing Filer)

Each case requires a party type.

Note: This section is intended for users who have the Criminal Filing Filer role assigned to them.
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#%. Parties-Draft #7955 @~

Documents Case Charges Parties Filings Service Fees Summary

Party Type Required Party Party Name Lead Attorney Actions

Defendant This is a required Party John Defendant Jeff Moore

Address Additional Identifiers Demographics mdn?mwls

Party Type
Defendant

Personal Information

@ reson O ey
Fiest Name s Viddle Name Last Name suftx

John Defendant Select. *

ParyCMS 1D Interpreter

Select. *

Attorney Information

ADD/EDIT ATTORNEYS &2 Attorneys: Jeff Moore (Lead) GO TO ADDRESS

Figure 7.29 — Personal Tab on the Parties Page

Note: While you are entering a case filing, click u to view the case number or draft number.
To enter the details for the parties involved in a criminal case filing, perform the following steps:

1. On the Personal tab, select the Person or Entity option.

2. Complete the First Name. Middle Name (if applicable), and Last Name fields. Also, if appropriate,
select the party’s suffix from the Suffix drop-down list.

3. Type the party case management system ID in the Party CMS ID field, if appropriate.
4. Select a language from the Interpreter drop-down list, if appropriate.

| ADD/EDIT ATTORNEYS 2a I
5. Click to select the filing attorney.

The Attorneys window is displayed.

RESET
Add Name Bar Number
O Abby Carmichael 123
D Perry Mason 123
D Jack Stone 123
n .

CANCEL LEAD ATTORNEY

Figure 7.30 — Attorneys Window

6. Select the lead attorney for the first party on the case.
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7. Select the additional attorneys for the case, and then click .

The Lead Attorney window is displayed, showing the attorneys that you selected. The lead attorney is

indicated.
Attorneys Lead Attorney
Remove Name Lead Attorney
Abby Carmichael O
Perry Mason .
ATTORNEYS CANCEL

Figure 7.31 — Lead Attorney Window

8. Click :

The Parties page is displayed, listing the attorneys that you selected.

GO TO ADDRESS

9. Click to enter the address information for the first party.
":E,, Parties - Draft # 7955 @~
Documents Case Charges Parties Filings Service Fees Summary
Party Type Required Party Party Name Lead Attorney Actions
Personal Additional Identifiers Demographics AT
United States
-
Select,
nnnnnnnnnnnn o
GO TO ADDITIONAL IDENTIFIERS
Plaintiff Susie Plaintiff Lionel Hutz EI
oADDPARTV

Figure 7.32 — Address Tab on the Parties Page

10. Enter the country, address, city, state, ZIP code, and phone number for the first party.

GO TO ADDITIONAL IDENTIFIERS
11. Click to add more information for the specified party.
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S Parties-Draft #7955 @~

Documents Case Charges Parties Filings Service Fees Summary

Party Type Required Party Party Name Lead Attorney Actions

Personal Address Additional Identifiers Demographics e
Orver License Number

river License Type vivr Licanse
Select.. + Select.

SID Number FBI Number

Date of Bitn
MM/DD/YYYY
GO TO DEMOGRAPHICS
Plaintiff Susie Plaintiff Lionel Hutz EI
oADD PARTY
€ CHARGES SAVE AND EXIT FILINGS &

Figure 7.33 — Additional Identifiers Tab on the Parties Page

12.Select the type of driver’s license from the Drivers License Type drop-down list.

13. Select the state where the driver’s license was issued from the Drivers License State drop-down list.
14.Type the party’s driver’s license number in the Drivers License Number field.

15. Type the party’s Social Security number in the Social Security Number field.

Note: After you type the Social Security number, asterisks are displayed to hide the number.
16. Type the party’s State Identification (SID) number in the SID Number field.
17.Type the party’s Federal Bureau of Investigation (FBI) number in the FBI Number field.

=)

18. Type the party’s date of birth in the Date of Birth field, or click to select the date from the

calendar.

GO TO DEMOGRAPHICS
19.Click to enter the demographics for the specified party.
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%, Parties-Draft #7955 @~
o

Documents Case Charges Parties Filings Service Fees Summary

Party Type Required Party Party Name Lead Attorney Actions

Personal Address Additional Identifiers Demographics H\dc?mwls

‘‘‘‘‘‘‘‘‘

Select. * Select. * Select.

Gender Eye Color Hair Color

Select. * Select. * Select.

ADD PHYSICAL FEATURE

Plaintiff Susie Plaintiff Lionel Hutz EI

o ADD PARTY
€ CHARGES SAVE AND EXIT FILINGS

Figure 7.34 — Demographics Tab on the Parties Page

20. Select the party’s country of citizenship from the Country of Citizenship drop-down list.
21.Select the party’s ethnicity from the Ethnicity drop-down list.

22.Select the party’s race from the Race drop-down list.

23.Type the party’s height in feet in the Height (Feet) field.

24. Type the party’s height in inches in the Height (Inches) field.

25.Type the party’s weight in the Weight field.

26. Select the party’s gender from the Gender drop-down list.

27.Select the party’s eye color from the Eye Color drop-down list.

28. Select the party’s hair color from the Hair Color drop-down list.

29.If the party has a special physical feature, click .

Feature Description Action

Select. * EI

Feature is Required

ADD PHYSICAL FEATURE

Figure 7.35 — Physical Feature Pane

30. Select the physical feature from the Feature drop-down list.
31.Type a description of the feature in the Description field.
32.Complete any other fields that are displayed.

33.Click to continue adding physical features.

Ll
34.Click to enter information for the other required party.
35.Complete all of the required fields for the second party.
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OADD PARTY
36.If you have another party to add to the case, click —I Continue to add parties until all of the
parties have been added to the case.

37.Click to save your work and to continue.

Note: If you decide to save the draft, you can stop working on the filing and resume work at a later
time. To resume filing a saved draft, navigate to the Dashboard page. In the Drafts pane, click View

>
My Drafts. Locate the specified draft, and then click —I .

Entering Date of Death on Parties Page

You can enter the date of death for a party when the feature is configured on your system.
Note: The Date of Death feature is configured by Tyler and may not be available on your system.

Note: Your screens may vary from the examples provided.

e T e
pary e
Defendant
Personal Information
@ Ok
f— i
Select
First Name is Required LastName s Required
vvvvvvvvvvv
Select
Attorney Information
Plaintff This is a required Party A
N © sovearry
PTGl SAvEAND EXIT

Figure 7.36 — Example of the Personal Tab on a Parties Page

To enter the date of death on the Parties page, perform the following steps:

1. On the Dashboard page, click .

The Start Filing pane is displayed.
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Start Filing *

Do you know the case number and ready to file into it? Or would you like to file a reply?

FILE INTO EXISTING CASE

If you want to file a case against someone, click on START A NEW CASE.

START A NEW CASE

Figure 7.37 — Start Filing Pane

START A NEW CASE
2. Click .

The Upload Documents page is displayed.

Note: While you are entering a case filing, click u to view the case number or draft
number.

.
'as% Upload Documents - Draft #6703 @~

Documents Case Parties Filings Service Fees Summary

& Drag files here or BROWSE

Maximum Filesize 50.00 MB
Supported fle types: pdf only.

Other file types must be uploaded after selecting your court location at this time.

CASE INFORMATION >

Figure 7.38 — Upload Documents Page

BROWSE I
3. Click to look for the documents that you want to upload.

Note: The types of documents that can be uploaded are based on the configuration.

4. Select each document to be uploaded.

5. Click to continue with your filing.

Note: Your document will continue to upload as you proceed through the case filing.

The Case Information page is displayed.

6. Complete the required sections on the Case Information page, and then click .

7. Select the Person or Entity option.

Note: If Tyler has configured the Date of Death feature on your system, you may have the
Decedent and Deceased options available in the Party Type drop-down list.
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8. Complete the First Name. Middle Name (if applicable), and Last Name fields. Also, if appropriate,
select the party’s suffix from the Suffix drop-down list.

9. Type the party case management system ID in the Party CMS ID field, if appropriate.
10. Select a language from the Interpreter drop-down list, if appropriate.

| ADD/EDIT ATTORNEYS &=
11. Click to select the filing attorney.

The Attorneys window is displayed.

First Name Last Name Bar Number

RESET

Add Name Bar Number
D Abby Carmichael 123
D Perry Mason 123
O Jack Stone 123

CANCEL LEAD ATTORNEY

Figure 7.39 — Attorneys Window

12. Select the lead attorney for the first party on the case.

13. Select the additional attorneys for the case, and then click .

The Lead Attorney window is displayed with the attorneys that you selected. The lead attorney is

indicated.
Attorneys Lead Attorney
Remove Mame Lead Attorney
Abby Carmichael O
Perry Mason [ ]
ATTORNEYS CANCEL SAVE

Figure 7.40 — Lead Attorney Window

14.Click :

The attorneys that you selected are listed on the Parties page.
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GOTO ADDRESSI

15.Click to enter the address information for the first party.
Party Type Required Party Party Name Lead Attorney Actions
Defendant This is a required Party Eleanor Defendant Perry Mason
Plaintiff This is a required Party Thomas Plaintiff Sam Smith

Personal Addreks Additional Identifiers oot

Country

United States +

Address Line 1 Address Line 2

city State Zip Code

Select.. +
Phone Number @

GO TO ADDITIONAL IDENTIFIERS

Figure 7.41 — Example of the Address Tab on a Parties Page

GO TO ADDITIONAL IDEMTIFIERS I
16. Complete the required fields on the Address tab, and then click .

g% Parties-Draft #9006 @~

Documents Case Parties Filings Service Fees Summary
Party Type Required Party Party Name Lead Attorney Actions
Petitioner This is a required Party John Doe Perry Mason

Personal Address Additional Identifiers Hldc?mwls

Date of Bith Date of Death %

04/15/1980 01/02/2020

Respondent Mary Smith Tim Cook EI
oADD PARTY
€ CASE INFORMATION SAVE AND EXIT FILINGS

Figure 7.42 — Example of the Additional Identifiers Tab on a Parties Page (Includes the Date of
Death Field)

Qo

17.Type a date in the Date of Birth field, or click "=

to select a date from the calendar.

18. Type a date in the Date of Death field, or click —I

to select a date from the calendar.

19.Click —l to enter information for any other required party.

20.Complete all of the required fields for the second party.

oADD PARTY
21.1f you have another party to add to the case, click —I Continue to add parties until all parties

have been added to the case.

22.Click to save your work and to continue.
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Entering Filing Details

The Filings section allows you to enter the filing details and calculate the fees associated with the filing.

Filng Cod Clent Ret Filng O Actions
omno
B oo o e
eFile Only s Select
Filing Code is Required.
urt @
#|
G0TO OPTIONAL SERVICES
i behalf of @
ASSOGIATED PARTIES
B
Upload Documents
Select a filing code before uploading documents. N
© roorine
EEEY  svemosm spTOFEES 3>

Figure 7.43 — Filings Page

Note: While you are entering a case filing, click u to view the case number or draft number.
To enter the filing details, perform the following steps:

Select the filing type from the Filing Type drop-down list.
Select the filing code from the Filing Code drop-down list.
Type a description in the Filing Description field.

Type a client reference number in the Client Reference Number field.

o kw0 Dd =

If you have any comments for the court regarding the filing, type them in the Comments to Court field.

GO TO OPTIONAL SEFWICES'
6. if you need to apply any optional services for the filing, click .

A new window is displayed.
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Details Optional Services Communica tion

Not Selected Selected

Zero Fee Service

Split Fee Service

Certified Copies

Per Page Fee Service

Once Per Party 510
Priority Processin 9

Placeholder Service 1

Placel
horizor

ice 2 with along description to trigger

Placel

Placeholder Service 4

TOGA Decline Error

Broken Fee

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 7.44 — Sample Optional Services Tab

<>
7. To select the applicable optional services, click _ .

Some optional services require that you type the number of services that you need. For those services,
the Multiplier will calculate the amount.

Note: If you decide that you do not want to use an optional service that you have selected, click
GO TO COMMUMICATION

8. Click to specify the recipient of the courtesy or preliminary copies. You must
type a valid email address for the recipient.

ASSOCIATED PARTIES I
9. Click to associate parties with the filing.

The Associate Parties to this Filing window is displayed.

Associate Parties to this Filing

Select... + FILTER RESET
Select Party Name Party Type
O Phil Defendant Defendant
D Susan Plaintiff Plaintiff
(2 teaio | Pae ot
Previous Nex

CANCEL SAVE

Figure 7.45 — Associate Parties to this Filing Window

10. Type the name of the party that you want to associate with the filing.
11. Select the relationship of the party from the Party Type drop-down list.
12. Select the check box for the party to which the associated party should be connected.
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13.Click .

14.1n the Upload Documents pane, click

ADD DOCUMENTS

Note: The filing code that you enter determines the name of the component that is displayed in
the Upload Documents pane. You may see a component other than “Lead Document” and
“Attachments.”

Note: If you previously uploaded a document that you did not select and use in a filing, the
document will be deleted after a period of time. The number of days that a document is kept
before it is deleted is configurable, but all unused documents will be deleted after 365 days. If
your document has been deleted, a message is displayed in the Upload Documents pane. You
will be directed to upload another document for your filing.

Upload Documents”

Component Name Actions Description Security

Lead Document

ADD DOCUMENTS This document is required.
Attachments

ADD DOCUMENTS

Figure 7.46 — Upload Documents Pane

The Select document(s) for Lead Document window is displayed.

Select document(s) for Lead Document

Not Selected Selected

B[O
Academic_Calendar_.. E|

&> Drag files here or BROWSE

Maximum Filesize: 50.00 MB
Supported File Types: TIFF Files (TIFF TIF) WordPerfect File (WPD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable
Document File (PDF) XML Document (XML) Windows Media File (WMV) MPEG (MPEG)

Figure 7.47 — Select document(s) for Lead Document Window

Note: If you have already uploaded a lead document, the document is listed in the window.

| > BROWSE |
15.Click —l to select the lead document if a document has already been uploaded. Click

to look for a document to upload or to locate additional lead documents.

[]
Note: If you want to delete a document that you previously uploaded, click —I .
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SAVE
16. After you have added all of your lead documents, click - .

ADD DOCUMENTS
17.1f you have attachments to add to the filing, click in the Attachments section.

18.If you want to add security to any of the documents, select an option from the Security drop-down list.

NEXT FILING l
19.If you want to add another filing, click . Then, repeat the same steps for the next filing.

SKIP TO FEES l
20. After you have added all of the filings, click either or .

Capability for Filing a Return Date

Filers can select a date by which the respondent must respond to the filing. Filers select the return date on
the Summary page of a case filing.

Note: This feature is configured by Tyler and may not be available on your system.

Return Date

Out OF Stete Sarvice

O

Retum Date

VERIFY

Return date must be verified.

Figure 7.48 — Return Date Pane

VERIFY
After selecting a return date, you must click —| to check whether the selected date is available. If
the selected date is verified, a confirmation message is displayed.

«” Retum Date verified. x

|
Figure 7.49 — Return Date Verified Message

If the selected date is not verified, the system may change the date. If the date is changed, the new date
will be displayed.

Return Date

Out Of State Serace

O

Retumn Date

— [ vear |

Figure 7.50 — Sample Return Date Pane with Valid Date Displayed

If you select an invalid return date, an error message is displayed.
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Return Date
Out Of State Service
O

Return Date

01/13/2020 VERIFY

Return Date must be on or after 04/06/2020.

Return date must be verified.

Figure 7.51 — Return Date Pane with Error Message Displayed

Selecting a Return Date for a Case Filing

Note: This feature is configured by Tyler and may not be available on your system.

To select a return date for a case filing, perform the following steps:

1. From the Dashboard page, click .

eFile Dashboard

Start Filing > Filing History =
Click on START FILING to select your filing options. You could initiate a case Envelope # 165149
or file into an existing case. Envelope # 165149 Submitted at 01/24/2020 9:22 AM

Filings: Submitted (1)

Envelope # 745447
Envelope # 745447 Submitted at 12/16/2019 4:54 PM
Filings: Submitted (1)

Case # cc-15-1813
Envelope # 157230 Submitted at 11/05/2019 9:06 PM
Filings: Accepted (1)

START FILING
View Filing History

Case Search Q Bookmarks n

CC-15-1813 - *wwwions
OFSQA 2017

CC-19-3942-bbv.aa
OFS QA 2017 - Court at Law

€C-15-230
File and Serve

Search Cases View My Bookmarks

Drafts o v
Draft # 9063

Draft # 9063 Started at 01/22/2020 3:55 PM

Draft # 9062

Draft # 9062 Started at 01/22/2020 3:54 PM

Draft # 9060

Draft # 9060 Started at 01/22/2020 1:42 PM

View My Drafts
Templates H

View My Templates

Figure 7.52 — Dashboard Page

The Start Filing pane is displayed.
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Start Filing *

Do you know the case number and ready to file into it? Or would you like to file a reply?

FILE INTO EXISTING CASE

If you want to file a case against someone, click on START A NEW CASE.

START A NEW CASE

Figure 7.53 — Start Filing Pane

START A NEW CASE

2. Click
The Upload Documents page is displayed.

BROWSE

L

3. Click
4. Select each document to be uploaded.

to look for the documents that you want to upload.

CASE INFORMATION =

5. Click to continue with your filing.
The Case Information page is displayed.

Note: Your document will continue to upload as you proceed through the case filing.
6. Complete the details for the case by completing the fields on the Case Information page, and then click
PARTIES &

The Parties page is displayed.

FILINGS =
7. Complete the fields on the Parties page, and then click

The Filings page is displayed.

SERVICE =

8. Complete the fields on the Filings page, and then click

The Service page is displayed.

9. Select the service contacts, and then click .

The Fees page is displayed.

10.Complete the fields on the Fees page, and then click .

The Summary page is displayed.
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Docurn Fings  Senice  Fros  JRVRSY

Return Date

[m]

Date

[] e
s

Retu cate must b verifie.

Submission Agreements Filings.

Service
Case s Fees
DDDDDDDDDDDDDDDDDDD
Parties v.’ —>
cccccccccccccc
Filings s
nnnnnnnnnnnnnnnn
redacthi it Ackrontedgemes o

Service 4

Fees 4

Cash Payment PeryMason ARG Company Defat
SavE ano et | s |

Figure 7.54 — Return Date Pane on the Summary Page

11. On the Summary page, perform the following steps to select a return date:

a. Ifthe respondent is located out of state, select the Out of State Service check box.

Return Date
Qut Of State Senace

Return Date

04/10/2020 VERIFY

Figure 7.55 — Out of State Service Check Box Selected in the Return Date Pane

=)

b. Type a date in the Return Date field, or click

VERIFY
c. Click —' .

If the selected date is verified, a confirmation message is displayed.

to select a date from the calendar.

«” Retum Date verified. x

Figure 7.56 — Return Date Verified Message

If the selected date is not verified, the system may change the date. If the date is changed, the new
date will be displayed in the Return Date field.
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Return Date

Out Of State Sevice
O

Retumn Date

04/06/2020

Figure 7.57 — Sample Return Date Pane with Valid Date Displayed

12. Verify the rest of the information on the Summary page, and then submit your filing.

Reverify the Return Date

The system forces a user to reverify the return date if the user navigates away from the Summary page
before submitting the filing. When the user returns to the Summary page, the user must reverify the return
date before the filing can be submitted.

Note: This feature is configured by Tyler and may not be available on your system.

Reverifying a Return Date

Note: This feature is configured by Tyler and may not be available on your system.
To reverify the return date, perform the following steps:
1. After making changes in your case filing, navigate to the Summary page.
Note: You must reverify the return date that you previously selected.
If the date you previously selected is still available, the date is displayed in the Return Date field.

If the date you previously selected is no longer available, a new date is displayed in the Return Date
field.

Return Date

ut Of State Sennce
O

Retum Date

04/10/2020 VERIFY

Return date must be verified.

Figure 7.58 — Return Date Pane

VERIFY VERIFY
2. Click —' to verify the date that is displayed, or type a new date, and then click —' .

3. When all of the information on the Summary page is correct, click .
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Capability for Filing Hearing Date

Filers can search for available hearing dates and then select a specified date. The hearing date is reserved
in the system.
Note: This feature is configured by Tyler and may not be available on your system.

Filers can select a hearing date in a couple of ways:

» The filer completes a case filing and then submits it. Then the filer is prompted to select a hearing
date and time.

« After a filing has been submitted, if a hearing was not previously scheduled, the filer can view the
envelope details and then select a hearing date and time.

The filer schedules a hearing date and time on the Schedule Hearing page.

n
‘:::-, eFile Schedule Hearing

Schedule Hearing for Envelope #183167
Select Date Start End

o] 04/14/2020 800 AM 900 AM
04/14/2020 900 AM 10:00 AM
04/14/2020 10:00 AM 11:00 AM
0471472020 11:00 AM 12:00 PM
04/14/2020 12:00 PM 1:00 PM
04/14/2020 100 PM 200 PM
04/14/2020 200PM 300 PM
04/14/2020 300PM 400PM

04/14/2020 400PM 500 PM

0O 0O 0O 0O 0O 0O 0 0o o

04/15/2020 8:00 AM 9:00 AM

Pre‘.‘uuaz 3 4 5  Next

DO NOT SCHEDULE m
Figure 7.59 — Sample Schedule Hearing Page

DO NOT SCHEDULE l

If the filer does not want to schedule a hearing at this time, the filer can click

Scheduling a Hearing Date for a New Case Filing

You can schedule a hearing after completing all fields in a case filing and then submitting your filing.
Note: This feature is configured by Tyler and may not be available on your system.
Note: The example screens may differ from the screens displayed in your system.

To schedule a hearing for a new case filing, perform the following steps:

1. From the Dashboard page, click .
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eFile Dashboard

Start Filing > Filing History = Drafts & v
Click on START FILING to select your filing options. You could initiate a case Envelope # 165149 Draft # 9063
or file into an existing case. Envelope # 165149 Submitted at 01/24/2020 9:22 AM Draft # 9063 Started at 01/22/2020 3:55 PM
Filings: Submitted (1)
Draft # 9062
Envelope # 745447 Draft # 9062 Started at 01/22/2020 3:54 PM
Envelope # 745447 Submitted at 12/16/2019 4:54 PM
Draft # 9060

Filings: Submitted (1
9 U Draft # 9060 Started at 01/22/2020 1:42 PM

Case # cc-15-1813
Envelope # 157230 Submitted at 11/05/2019 9:06 PM
Filings: Accepted (1)

START FILING
View Filing History View My Drafts

Case Search Q Bookmarks [ | Templates 1

CC-15-1813 - ks
O0FSQA2017

CC-19-3942-bbv.aa
OFS QA 2017 - Court at Law

€C-15-230
File and Serve

Search Cases View My Bookmarks View My Templates

Figure 7.60 — Dashboard Page

The Start Filing pane is displayed.

Start Filing *

Do you know the case number and ready to file into it? Or would you like to file a reply?

FILE INTO EXISTING CASE

If you want to file a case against someone, click on START A NEW CASE.

START A NEW CASE

Figure 7.61 — Start Filing Pane

START A NEW CASE

2. Click
The Upload Documents page is displayed.

BROWSE

i

3. Click
Select each document to be uploaded.

to look for the documents that you want to upload.

CASE INFORMATION =

5. Click to continue with your filing.
The Case Information page is displayed.

Note: Your document will continue to upload as you proceed through the case filing.
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Draft # 11518
Documents Case Parties Filings Service Fees Summary Hearing
Locaton (Cass Catagory
QFS MockCMS + Select... :
Case Category is Required
Case Type %
Select +

Case Type is Required.

4 UPLOAD DOCUMENTS SAVE AND EXIT

Figure 7.62 — Case Information Page

6. Complete the details for the case by completing the fields on the Case Information page, and then click

The Parties page is displayed.

.
= g Paties-Draft# 11518 @~
E

Documents Case Parties Filings Service Fees Summary Hearing

Party Type Required Party Party Name Lead Attorniey Actions

No Party Type Selected o ﬂ
. ~
Personal {1} Address Additional Identifiers Hide Dersils

ety Type

Select. :

Party Type is Required.

Personal Information

@z Qe
First Name % Middle Name Last Name % Suffie
Select s
First Name is Reguired Last Name is Required
Party CAS D rarpretar
Select s
Attorney Information
GO TO ADDRESS

© sovruary
4 CASE INFORMATION SAVE AND EXIT

Figure 7.63 — Parties Page

7. Complete the fields on the Parties page, and then click .

The Filings page is displayed.
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raft#11518 @~

Documents Case Parties Filings Service Fees Summary Hearing

Filing Code Client Ref #

m Optional Services Communication

Filing Type
&File Only &
Filing Des

Comments ta Court @

Filng on behalf of @@

ASSOCIATED PARTIES.

Upload Documents”*

Select a filing code before uploading documents.

€ PARTIES SAVE AND EXIT

Filing Deseription

Select

Fiing Code is Required.

Actions

A~
Hide Details

G0 TO OPTIONAL SERVICES

OA)D FILING
e ToFEES 3

Figure 7.64 — Filings Page

8. Complete the fields on the Filings page,

The Service page is displayed.

e-Draft#11518 @~

and then click .

Documents Case Parties Filings Service Fees Summary

Add Service Contacts:

Hearing

&6 FROM MY FIRM | | & FROM PUBLIC LIST | | & ADD NEW CONTACT
Parties Service Contacts
Type: Neme: Name
Petitioner Harry Jones
No service contacts
Type Neme: Name
Respondent Eleanor Smith

No service contacts

€ FILINGS SAVE AND EXIT

Email ‘Mail

Email/Mail

v
show All

A4

Count0

v

Count:0

FEES

Figure 7.65 — Service Page

9. Select the service contacts, and then click .

The Fees page is displayed.

10.Complete the fields on the Fees page, and then click .
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The Summary page is displayed.

Return Date

o

Submission Agreements -

Case ’ =
=

Parties v’ )

Filings ,

Service ’

Fees s

- =

Figure 7.66 — Summary Page

11. Complete any required fields on the Summary page, and verify all of the information. Then, click

The Schedule Hearing page is displayed.

= 3. efile Schedule Hearing
o

Schedule Hearing for Envelope #183167
Select Date Start End

[e] 04/14/2020 800 AM 900 AM
[e] 04/14/2020 900 AM 10:00 AM
[e] 04/14/2020 10:00 AM 11:00 AM
[e] 04/14/2020 11:00 AM 12:00 PM
[e] 04/14/2020 12:00 PM 1:00 PM
fe) 0471412020 100PM 200PM L
fe) 0471412020 200PM 300PM
o 04/14/2020 300PM 400PM
o 04/14/2020 400PM 500PM
o) 04/15/2020 8:00AM 9:00 AM

Previous n 2 3 4 5 Next

DO NOT SCHEDULE m

Figure 7.67 — Sample Schedule Hearing Page

SAVE
12.Select the hearing date and time that you want from the options listed, and then click - .
A confirmation message is displayed, and then the Dashboard page is displayed.

Note: You can view the scheduled hearing date in the envelope details.
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Note: If you want to schedule your hearing at another time, click

DO NOT SCHEDULE I

Scheduling a Hearing for an Existing Case Filing

You can schedule a hearing for a case filing for which no hearing was previously scheduled, and the court

has not yet reviewed the envelope.

Note: This feature is configured by Tyler and may not be available on your system.

To schedule a hearing for an existing case filing, perform the following steps:

1. On the Dashboard menu, click Filing History.

The Filing History page is displayed.

% eFie Fiing History

Filing History Filter
Envelope # 165244

Envelope # 165244 Submitted 01/28/2020 3:53 PM by Pro Se

Status

@ Al Statuses
O Accepted

FilngSatss Fing Coce
O Cancelled Submitted Acquittal
O Receipted
Served
8;[V9 , Envelope # 165149
etume
O submitted Envelope # 165149 Submitted 01/24/2020 9:22 AM by Pro Se
O Submitting
P— Fing ode
Location Reviewed Acknowledgement
oy Locaon e

Case Number / Envelope Number

Case Number

Envelope Number

Date Range

@ Anytime

O Last Month

O Last Week

O Last Two Days

O Today

O Pick a Custom Range

Fomdate ]

To Date ®
RESET FILTER

| 2Resulte) [ Page 10f1 ]
H
FilngType FilngDescrption et Rer ¢
eFile Only °
H
FilngType FilogDescription Clenrer s
eFile Only
| 2 Resultz) [ Page 1.0f1 ]

Figure 7.68 — Filing History Page

2. Locate the specified case for which you want to schedule a hearing.

3. Click —hl

The envelope details are displayed.
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Case
OF;MUCKCMS

Parties

caunt:2

Filings

04/14/2020 5:18 PM

Lead Document
Deunioad Versiar

Origina

Service
fo—

None

Fees

Details - Envelope # 183169

Family

Filng

Acknowledgement

Submitted

redactthis. pdf

Fing Avtamey
Peter John Parker

fon Respacse

Scheduling a Hearing for an Existing Case Filing

Pany Regpansibi for Fess
George Jones

3000

m SCHEDULEHEARING  CLOSE
Division Of Property
v
Show Al
e Type
Default
Tranzaciion 10

Total 50.00
Waiver Selected
SCHEDULEMEARING  CLOSE

Figure 7.69 — Sample Envelope Details Page

SCHEDULE HEARING l

4. Click

The Schedule Hearing page is displayed.

dule Hearing

Schedule Hearing for Envelope #183167

Select

o]

0O 0O 0O 0O 0O 0O 0 o0 o©°

\’rt‘.‘LuauZ 3 4 5 Next

DO NOT SCHEDULE

Date

04/14/2020

04/14/2020

04/14/2020

04/14/2020

04/14/2020

0471472020

04/14/2020

04/14/2020

04/14/2020

04/15/2020

Start. End

800 AM 900 AM

900 AM 10:00 AM
10:00 AM 11:00 AM
11:00 AM 12:00 PM
12:00 PM 1:00 PM

100 PM 200PM

Z00PM 300PM

300PM 400 PM

400PM 500 PM

800 AM 900 AM

45 Result(s)

Figure 7.70 — Sample Schedule Hearing Page

SAVE
5. Select the hearing date and time that you want from the options listed, and then click - .
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A confirmation message is displayed, and then the Dashboard page is displayed.

Note: You can view the scheduled hearing date in the envelope details.

Entering a Filing with an Ad Damnum Amount

You can enter an Ad Damnum (damage) amount when that mount has been specified by the court. The Ad
Damnum field is displayed on the Fees page. You can enter the amount of damages in the Ad Damnum
field. When the Ad Damnum amount is set, an appropriate fee will be applied.

Note: The Ad Damnum feature is configured by Tyler and may not be available on your system.

To enter filing details, perform the following steps:

1. On the Filings page, select a filing type from the Filing Type drop-down list.

Lead Dccument

<rumes [N seons>s R

Figure 7.71 — Filings Page

2. Select the appropriate filing code from the Filing Code drop-down list.

Note: In the example provided, the “Agreement (w/ Ad Damnum)” filing code is displayed. The
wording in your system’s configuration may differ from the example.

3. Type a description of the filing in the Filing Description field.
4. Type a client reference number in the Client Reference Number field.

5. Type any relevant comments in the Comments to Court field.

GO TO OPTIONAL SER‘V’ICES'
6. if you need to apply any optional services for the filing, click .

A new window is displayed.
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D

Split Fee Service

Certified Copies

Per

Once Per Party 510

Priority Processin 9

Placeholder Service 1

Placel
horizor

Placel

Placeholder Service 4

TOGA Decline Error

Broken Fee

Per

etails Optional Services Communica tion

Not Selected Selected

Zero Fee Service

Page Fee Service

ice 2 with along description to trigger

Page Fee No Multiplier

GO TO COMMUNICATION

Figure 7.72 — Sample Optional Services Tab

7.

<>
To select the applicable optional services, click _ .

Some optional services require that you type the number of services that you need. For those services,
the Multiplier will calculate the amount.

Note: If you decide that you do not want to use an optional service that you have selected, click
GO TO COMMUMICATION

Click to specify the recipient of the courtesy or preliminary copies. You must
type a valid email address for the recipient.

ASSOCIATED PARTIES I

Click to associate parties with the filing.

The Associate Parties to this Filing window is displayed.

Associate Parties to this Filing
Select. . : RESET

Select Party Name Party Type

O Phil Defendant Defendant

D Susan Plaintiff Plaintiff

Previous Nex | 2 Resu(e) | Page 1011

CANCEL
Figure 7.73 — Associate Parties to this Filing Window

10. Type the name of the party that you want to associate with the filing.

11. Select the relationship of the party from the Party Type drop-down list.

12. Select the check box for the party to which the associated party should be connected.
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13.Click .

14.1n the Upload Documents pane, click

ADD DOCUMENTS

Note: The filing code that you enter determines the name of the component that is displayed in
the Upload Documents pane. You may see a component other than “Lead Document” and
“Attachments.”

Note: If you previously uploaded a document that you did not select and use in a filing, the
document will be deleted after a period of time. The number of days that a document is kept
before it is deleted is configurable, but all unused documents will be deleted after 365 days. If
your document has been deleted, a message is displayed in the Upload Documents pane. You
will be directed to upload another document for your filing.

Upload Documents”

Component Name Actions Description Security

Lead Document

ADD DOCUMENTS This document is required.
Attachments

ADD DOCUMENTS

Figure 7.74 — Upload Documents Pane

The Select document(s) for Lead Document window is displayed.

Select document(s) for Lead Document

Not Selected Selected

B[O
Academic_Calendar_.. E|

&> Drag files here or BROWSE

Maximum Filesize: 50.00 MB
Supported File Types: TIFF Files (TIFF TIF) WordPerfect File (WPD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable
Document File (PDF) XML Document (XML) Windows Media File (WMV) MPEG (MPEG)

Figure 7.75 — Select document(s) for Lead Document Window

Note: If you have already uploaded a lead document, the document is listed in the window.

| > BROWSE |
15.Click —l to select the lead document if a document has already been uploaded. Click

to look for a document to upload or to locate additional lead documents.

[]
Note: If you want to delete a document that you previously uploaded, click —I .
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SAVE
16. After you have added all of your lead documents, click - .

ADD DOCUMENTS
17.1f you have attachments to add to the filing, click in the Attachments section.

18.If you want to add security to any of the documents, select an option from the Security drop-down list.

NEXT FILING l
19.If you want to add another filing, click . Then, repeat the same steps for the next filing.

20. After you have added all of the filings, click .

The Service page is displayed.

21.Select the service contacts, and then click .

The Fees page is displayed.

Case Parties Filings Service Fees Summary

Ad Damnum is Required D3
Payment Account %
Select
Payment Account is Required.
4 not listed due

fiing Atorney @ %

Select

Filing Attorney is Required.

y Responsible for Fees %
Select s SEARCH

Party Responsible for Fees is Required

pe
Select

s>
Figure 7.76 — Fees Page

22.0n the Fees page, type the amount of damages for the case in the Ad Damnum field.
23.Select the payment account from the Payment Account drop-down list.

24. Select the party that is responsible for paying the fees from the Party Responsible for Fees drop-down
list.

Note: If there are no fees associated with your filing, you may not be required to make a
selection in the Party Responsible for Fees field.

25. Select the filing attorney from the Filing Attorney drop-down list.

Note: All users may not see the Filing Attorney field.
26. Select the filer type from the Filer Type drop-down list.

) E CALCULATE FEES
27.Click .
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The fees for the filing are displayed.

Fees-Draft #9112 @~

Documents Case Parties Filings Service Fees Summary

Ad Darmnum sk I Damages “

6000

Payment Account % Case Initiation Fee $10.50
Test Account + Sub Total $10.50

4 active Payment Method(s) are not listed due to being expired.
Filing Attorney @ % B Agreement (w/ Ad Damnum) ~
Tim Cook +

Filing Fee $40.00

Party Responsible for Fees SubTotal $40.00
Doreen Plaintiff s SEARCH

Filer Type 4 Service Fees ~
Default +

Total Service Fees $1.00
Convenience Fee $1.31

Total Court Service Fees 1
= I Court S $1.00
CALCUI TE FEES
L) Sub Total $3.31

Grand Total $53.81

€ SERVICE CONTACTS SAVE AND EXIT SUMMARY >

Figure 7.77 — Sample Ad Damnum Fees on the Fees Page

28.Click to review and complete your filing.

Entering a Filing with a Motion Type Code

You can enter a filing for a specific motion type.

Note: This feature is configured by Tyler and may not be available on your system.

76 September 2020 OFS-FS-200-4495 v.6



Entering a Filing with a Motion Type Code

Filng ode
eFile Only B Select.

Filing Code is Required

z

GO TO OPTIONAL SERVICES

ling onsenatof @)
ASSOCIATED PARTIES

Upload Documents”

Select a filing code before uploading documents.

prI— L ocar ST

Figure 7.78 — Filings Page

To enter a filing with a Motion Type code, perform the following steps:

1. On the Filings page, select the filing type from the Filing Type drop-down list.
2. Select a Motion filing code from the Filing Code drop-down list.

The Motion Type drop-down list is displayed with a list of applicable Motion Types.

Motion Type o

Select...

L

Motion Type - Structured Settlement
Motion Type - Uncontested Prove Up
Motion Type - Default Prove Up
Motion Type - Motion

Figure 7.79 — Sample Motion Type Drop-Down List

Select the appropriate Motion Type from the drop-down list.
Type a description of the filing in the Filing Description field.

Type a client reference number in the Client Reference Number field.

o ok w

If you have any comments for the court regarding the filing, type them in the Comments to Court field.

GO TO OPTIONAL SEFWICESI

7. if you need to apply any optional services for the filing, click

A new window is displayed.
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Details Optional Services Communica tion

Not Selected Selected

Zero Fee Service

Split Fee Service

Certified Copies

Per Page Fee Service

Once Per Party 510
Priority Processin 9

Placeholder Service 1

Placel
horizor

ice 2 with along description to trigger

Placel

Placeholder Service 4

TOGA Decline Error

Broken Fee

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 7.80 — Sample Optional Services Tab

<>
8. To select the applicable optional services, click _ .

Some optional services require that you type the number of services that you need. For those services,
the Multiplier will calculate the amount.

Note: If you decide that you do not want to use an optional service that you have selected, click
GO TO COMMUMICATION

9. Click to specify the recipient of the courtesy or preliminary copies. You must
type a valid email address for the recipient.

ASSOCIATED PARTIES I

10.Click to associate parties with the filing.

The Associate Parties to this Filing window is displayed.

Associate Parties to this Filing

Select... + FILTER RESET
Select Party Name Party Type
O Phil Defendant Defendant
D Susan Plaintiff Plaintiff
o (2 Resui) | page 1ot
us IRE Nex

CANCEL SAVE

Figure 7.81 — Associate Parties to this Filing Window

11. Type the name of the party that you want to associate with the filing.
12.Select the relationship of the party from the Party Type drop-down list.
13. Select the check box for the party to which the associated party should be connected.
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14.Click :

15.1n the Upload Documents pane, click

ADD DOCUMENTS

Note: The filing code that you enter determines the name of the component that is displayed in
the Upload Documents pane. You may see a component other than “Lead Document” and
“Attachments.”

Upload Documents”

Component Name Actions Description Security

Lead Document

ADD DOCUMENTS This document is required.
Attachments

ADD DOCUMENTS

Figure 7.82 — Upload Documents Pane

The Select document(s) for Lead Document window is displayed.

Select document(s) for Lead Document

Not Selected Selected

Blo
Academic_Calendar_.. |E|

&> Drag files here or BROWSE

Maximum Filesize: 50.00 MB
Supported File Types: TIFF Files (TIFF TIF) WordPerfect File (WPD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable
Document File (PDF) XML Document (XML) Windows Media File (WMV) MPEG (MPEG)

CANCEL SAVE

Figure 7.83 — Select document(s) for Lead Document Window

Note: If you have already uploaded a lead document, the document is listed in the window.

| > BROWSE I
16. Click —l to select the lead document if a document has already been uploaded. Click

to look for a document to upload or to locate additional lead documents.

[ ]
Note: If you want to delete a document that you previously uploaded, click —l .

SAVE
17. After you have added all of your lead documents, click - .

ADD DOCUMENTS
18.If you have attachments to add to the filing, click in the Attachments section.

19.1f you want to add security to any of the documents, select an option from the Security drop-down list.
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NEXT FILING l
20.If you want to add another filing, click . Then, repeat the same steps for the next filing.

SKIP TO FEES l
21. After you have added all of the filings, click either or .

Fing code %
Motions - $1234.00

Z

GO TO OPTIONAL SERVICES

s onbehaliof @
ASSOCIATED PARTIES

Upload Documents”
— - o — —

ADD DOCUMENTS This document is required.

Lead Document

Figure 7.84 — Example of a Filings Page with a Motion Filing Code Selected

Entering a Filing with a Claim Amount

Filers can enter the Claim Amount when that amount has been specified by the court. The Claim Amount
field is displayed on the Fees page. Filers can enter the amount in the Claim Amount field. When the
Claim Amount is set, an appropriate fee will be applied.

Note: The Claim Amount feature is configured by Tyler and may not be available on your system.

To enter filing details, perform the following steps:

1.

On the Filings page, select a filing type from the Filing Type drop-down list.
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—
ASSOCIATED PARTIES

Upload Documents”

re—

«pumes [N seons>s  [EE

Figure 7.85 — Filings Page

Select the Waiver w/ special behavior filing code from the Filing Code drop-down list.
Type a description of the filing in the Filing Description field.
Type a client reference number in the Client Reference Number field.

o~ w0 DN

Type any relevant comments in the Comments to Court field.

GO TO OPTIOMNAL SERVICES'
6. If you need to apply any optional services for the filing, click .

A new window is displayed.

e Communicaton
Not Selected Selected
Zero Fee Service —
Split Fee Service —
Certified Copies
Per Page Fee Service —
Once Per Party
Priority Processing —
Placeholder Service 1 —
Placeholder Service 2 with a long description to trigger —
horizontal scrolling
Placeholder Service 3 —
Placeholder Service 4
TOGA Decline Error —
Broken Fee —
Per Page Fee No Multiplier
60 TO COMMUNICATION

Figure 7.86 — Sample Optional Services Tab

7. To select the applicable optional services, click .

Some optional services require that you type the number of services that you need. For those services,
the Multiplier will calculate the amount.
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Note: If you decide that you do not want to use an optional service that you have selected, click

GO TO COMMUNICATION I
8. Click to specify the recipient of the courtesy or preliminary copies. You must
type a valid email address for the recipient.

ASSOCIATED PARTIES I
9. Click

to associate parties with the filing.

The Associate Parties to this Filing window is displayed.

Associate Parties to this Filing

First Name Last Mame Entity Farty Type

Select... s FILTER RESET

Select Party Name Party Type

O Phil Defendant Defendant

O Susan Plaintiff Plaintiff

CANCEL SAVE

Figure 7.87 — Associate Parties to this Filing Window

10. Type the name of the party that you want to associate with the filing.
11. Select the relationship of the party from the Party Type drop-down list.
12.Select the check box for the party to which the associated party should be connected.

13.Click .

14.1n the Upload Documents pane, click

ADD DOCUMENTS

Note: The filing code that you enter determines the name of the component that is displayed in
the Upload Documents pane. You may see a component other than “Lead Document” and
“Attachments.”

Note: If you previously uploaded a document that you did not select and use in a filing, the
document will be deleted after a period of time. The number of days that a document is kept
before it is deleted is configurable, but all unused documents will be deleted after 365 days. If
your document has been deleted, a message is displayed in the Upload Documents pane. You
will be directed to upload another document for your filing.
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Upload Documents”*

Component Name Actions Description Security

Lead Document

ADD DOCUMENTS This document s required
Attachments

ADD DOCUMENTS

Figure 7.88 — Upload Documents Pane

The Select document(s) for Lead Document window is displayed.

Select document(s) for Lead Document

Not Selected Selected

B[O
Academic_Calendar_.. E|

& Drag files here or BROWSE

Maximum Filesize: 50.00 MB
Supported File Types: TIFF Files (TIFF TIF) WordPerfect File (WPD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable
Document File (PDF) XML Document (XML) Windows Media File (WMV) MPEG (MPEG)

CANCEL SAVE

Figure 7.89 — Select document(s) for Lead Document Window

Note: If you have already uploaded a lead document, the document is listed in the window.

| > l BROWSE I
15.Click to select the lead document if a document has already been uploaded. Click

to look for a document to upload or to locate additional lead documents.

[ ]
Note: If you want to delete a document that you previously uploaded, click —l .

SAVE
16. After you have added all of your lead documents, click - :

ADD DOCUMENTS
17.1f you have attachments to add to the filing, click in the Attachments section.

18.If you want to add security to any of the documents, select an option from the Security drop-down list.

NEXT FILING l
19.1f you want to add another filing, click . Then, repeat the same steps for the next filing.

20. After you have added all of the filings, click .

The Service page is displayed.

21.Select the service contacts, and then click .
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The Fees page is displayed.

Documents Case Parties Filings Service Fees Summary

Claim Amount is Required.
Aosount %
Select

Payment Account is Required.

4 not listed due

Filng Attorney @

Select

Filing Attorney is Required

for Fees %

Select s SEARCH

Party Responsible for Fees is Required

vpe
Select

€ SERVICE CONTACTS SAVE AND EXIT

Figure 7.90 — Fees Page

22.0n the Fees page, type the Claim Amount in the Claim Amount field.
23. Select the payment account from the Payment Account drop-down list.

24, Select the party that is responsible for paying the fees from the Party Responsible for Fees drop-down

list.

Note: If there are no fees associated with your filing, you may not be required to make a
selection in the Party Responsible for Fees field.

25. Select the filing attorney from the Filing Attorney drop-down list.

Note: All users may not see the Filing Attorney field.

26. Select the filer type from the Filer Type drop-down list.

27.Click .

The fees for the filing are displayed.
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Fees-Draft #9107 @~

Documents Case Parties Filings Service Fees Summary

Claim Amount
10000 E Waiver w/ special behavior ~

Payment Account %

Filing Fee $10.00
Sub Total $10.00

New Account *

4 active Payment Method(s) are not listed due to being expired.

oy . )
Jack N Stone . 4 Service Fees

Total Service Fees $1.00
Convenience Fee $1.00
Total Court Service Fees $1.00

Sub Total $3.00

Party Responsibe for Fees

Georgia Defendant SEARCH

o

Filr Type

Default *

B cacugreress
€ SERVICE CONTACTS SAVE AND EXIT SUMMARY

Figure 7.91 — Sample Claim Amount Fees on the Fees Page

28.Click to review and complete your filing.

Entering a Filing with an Estate Value

Filers can enter the Estate Value when specified by the court. The Estate Value is the valued amount of an
estate in probate cases. The Estate Value field is displayed on the Fees page. Filers can enter the amount
in the Estate Value field. When the Estate Value is set, an appropriate fee will be applied.

Grand Total $13.00

Note: The Estate Value feature is configured by Tyler and may not be available on your system.

To enter filing details, perform the following steps:

1. On the Filings page, select a filing type from the Filing Type drop-down list.

—
ASSOCIATED PARTIES

Upload Documents ™

,,,,,,,,,,,,

Figure 7.92 — Filings Page

2. Select the Statement w/ special behavior — $10.50 filing code from the Filing Code drop-down list.
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Type a description of the filing in the Filing Description field.

4. Type a client reference number in the Client Reference Number field.

5. Type any relevant comments in the Comments to Court field.

GO TO OPTIONAL SEFWICES'

6. if you need to apply any optional services for the filing, click
A new window is displayed.
Not Selected Selected

Zero Fee Service

Split Fee Service 510
Certified Copies

Per Page Fee Service

Once Per Party

Priority Processin 9

Pl

Pl

horizontal

Placeholder Service

Placeholder Service

Broken Fee 510

Per Page Fee No Multiplier

lacehalder Service 1

laceholder Service 2 with a long description to trigger

60 TO COMMUNICATION

Figure 7.93 — Sample Optional Services Tab

>
7. To select the applicable optional services, click - .

Some optional services require that you type the number of services that you need. For those services,
the Multiplier will calculate the amount.

Note: If you decide that you do not want to use an optional service that you have selected, click

GO TO COMMUMICATION
8. Click to specify the recipient of the courtesy or preliminary copies. You must
type a valid email address for the recipient.
ASSOCIATED PARTIES I
9. Click to associate parties with the filing.
The Associate Parties to this Filing window is displayed.
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Associate Parties to this Filing

First Name Last Name Entity Party Type

| Select.. B FILTER RESET

Select Party Name Party Type

O Phil Defendant Defendant

O Susan Plaintiff Plaintiff

. . 2 Resutis) | Page 1.0f 1]
Previous Nex

CANCEL SAVE

Figure 7.94 — Associate Parties to this Filing Window

10. Type the name of the party that you want to associate with the filing.
11. Select the relationship of the party from the Party Type drop-down list.
12. Select the check box for the party to which the associated party should be connected.

13.Click .

14.In the Upload Documents pane, click

ADD DOCUMENTS

Note: The filing code that you enter determines the name of the component that is displayed in
the Upload Documents pane. You may see a component other than “Lead Document” and
“Attachments.”

Note: If you previously uploaded a document that you did not select and use in a filing, the
document will be deleted after a period of time. The number of days that a document is kept
before it is deleted is configurable, but all unused documents will be deleted after 365 days. If
your document has been deleted, a message is displayed in the Upload Documents pane. You
will be directed to upload another document for your filing.

Upload Documents”*

Component Name Actions Description Security

Lead Documen it
ADD DOCUMENTS This document is required
Attachments

Figure 7.95 — Upload Documents Pane

The Select document(s) for Lead Document window is displayed.
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Select document(s) for Lead Document *

Not Selected Selected

test.pdf |E|
Academic_Calendar_... |E|

& Drag files here or BROWSE

Maximum Filesize: 50.00 MB
Supported File Types: TIFF Files (TIFF TIF) WordPerfect File (WPD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable
Document File (PDF) XML Decument (XML) Windows Media File (WMV) MPEG (MPEG)

CANCEL SAVE

Figure 7.96 — Select document(s) for Lead Document Window

Note: If you have already uploaded a lead document, the document is listed in the window.

| > BROWSE I
15. Click —l to select the lead document if a document has already been uploaded. Click

to look for a document to upload or to locate additional lead documents.

[ ]
Note: If you want to delete a document that you previously uploaded, click —I .

SAVE
16. After you have added all of your lead documents, click - .

ADD DOCUMENTS
17.1f you have attachments to add to the filing, click in the Attachments section.

18.1f you want to add security to any of the documents, select an option from the Security drop-down list.

NEXT FILING l
19.If you want to add another filing, click . Then, repeat the same steps for the next filing.

20. After you have added all of the filings, click .

The Service page is displayed.

21.Select the service contacts, and then click .

The Fees page is displayed.
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Case Parties Filings Service Fees Summary

Estate Value is Required.
rccount ¢ I

Select
Payment Account is Required.

4 notlisted due

Fiing Atorney @

Select

Filing Attorney is Required

ty Responsibefor Fees
Select : seaen

Party Responsible for Fees is Required,

vpe
Select

sumary>
Figure 7.97 — Fees Page

22.0n the Fees page, type the Estate Value in the Estate Value field.
23. Select the payment account from the Payment Account drop-down list.

24, Select the party that is responsible for paying the fees from the Party Responsible for Fees drop-down
list.

Note: If there are no fees associated with your filing, you may not be required to make a
selection in the Party Responsible for Fees field.

25.Select the filing attorney from the Filing Attorney drop-down list.

Note: All users may not see the Filing Attorney field.
26. Select the filer type from the Filer Type drop-down list.

27.Click .

The fees for the filing are displayed.
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Fees-Draft #9103 @~

Documents Case Parties Filings Service Fees Summary
Estate Value %
200000 E Statement w/ special behavior ~
Payment Account %
new cc test . Filing Fee $10.00

Sub Total $10.00

4 active Payment Method(s) are not lsted due to being expired.

Filing Attorney @ %
4 Service Fees ~
Perry Mason <
Party Responsible for Fees Total Service Fees $1.00
Jerry Defendant . SEARCH Convenience Fee $1.00
Total Court Service Fees $1.00
Sub Total $3.00
Filer Type
Default B

Grand Total $13.00

E CALCULATE FEES

€ SERVICE CONTACTS SAVE AND EXIT SUMMARY >

Figure 7.98 — Sample Estate Value Fees on the Fees Page

28.Click to review and complete your filing.

Entering Payment Information

Enter the payment information for your filing on the Fees page.

Note: Your firm must have a payment account created before you can complete your filing.

Fees-Draft # 6704 @~

Documents Case Parties Filings Service Fees Summary

Select *

Payment Account is Required.

Filing Attorney @

Select +

Party Responsible for Fees

Select s SEARCH

Party Responsible for Fees is Required

Filer Type N

Select *

SAVE AND EXIT 'SUMMARY >
Figure 7.99 — Fees Page

To enter the payment information for your filing, perform the following steps:

1. Select the payment account from the Payment Account drop-down list.
2. Select the filing attorney from the Filing Attorney drop-down list.
3. Select the party responsible for fees from the Party Responsible for Fees drop-down list. Click

—I if you want to search for a party.
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Select Party Responsible For Fees
First Name Last Name Entity Party Type
Select... + RESET
Select Party Name Party Type
Q Mary Jones Plaintiff
[ ] John Smith Defendant
revious Next 2 Result(s)
cance

Figure 7.100 — Select Party Responsible For Fees Window

Note: If there are no fees associated with your filing, you may not be required to make a
selection in the Party Responsible for Fees field.

4. Select the filer type from the Filer Type drop-down list.

i
5. Click .

The fees for the filing are displayed.

Fees-Draft #9272 @~

Documents Case Parties Filings Service Fees Summary

Payment Account

test config acc 3 N 0 Breach Of Contract -~
1 active Payment Method(s) are not listed due to being expired. Case nitiation Fee $4.00
Fiing Atiorney @ % Sub Total $4.00
Perry Mason B
Party Responsible for Fees
'y -
Peter Defendant * SEARCH & Service Fees
Filer Type Total Service Fees $1.00
Default R Convenience Fee $1.00
Total Court Service Fees $1.00

Sub Total $3.00

Grand Total $7.00

Figure 7.101 — Example of a Fees Page with the Filing Fees Displayed

6. Review the filing fees, and then click .
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Entering Payment Information for Per-Page Optional
Service Fee

You can select optional services for your case filing. One of the options calculates the service fee on a per-
page basis.

Note: The per-page optional service fee option is configured by Tyler and may not be available on
your system.

Note: You must create a payment account before you can complete your filing.
To enter the payment information for your filing, perform the following steps:

1. On the Upload Documents page, upload your lead document, and attachments, if applicable.
2. On the Case Information page, enter the information for the case.

3. On the Parties page, enter the information for all parties on the case.

4

. On the Filings page, enter the filing details:

a. Select the filing type and the filing code from the respective drop-down lists.

b. If appropriate, type a description of the filing and the client reference number in the respective fields.

GO TO OPTIONAL SEFWICESI

c. Click

A new window is displayed.

Details Communication Hid!n‘m‘,s
Not Selected Selected

Zero Fee Service

Per Page Fee Service

Mutiplier %
o

Split Fee Service

Certified Copies

Onge Per Party

Priority Processing

Placeholder Service 1

Placeholder Service 2 with a long description
to trigger horizontal scrolling

Placeholder Service 3

Placeholder Service 4

TOGA Decline Error 3280

Broken Fee

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 7.102 — Sample Optional Services Tab

>
d. To select the applicable optional services, click - )

Some optional services require that you type the number of services that you need. The per-page
optional service is one of those services. After you type the number of services, the Multiplier will
calculate the amount.

e. Continue entering the rest of the required information on the Filings page.
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5. On the Service page, add the appropriate service contacts.
6. On the Fees page, select the payment account from the Payment Account drop-down list.
7. Select the party responsible for fees from the Party Responsible for Fees drop-down list. Click

if you want to search for a party.

Select Party Responsible For Fees

First Name Last Name Entity Party Type

Select... % FILTER RESET

Select Party Name Party Type
O Mary Jones Plaintiff
[ ] John Smith Defendant
Previous Next 2 Resulto)

CANCEL SAVE

Figure 7.103 — Select Party Responsible For Fees Window

Note: If there are no fees associated with your filing, you may not be required to make a
selection in the Party Responsible for Fees field.

8. Select the filer type from the Filer Type drop-down list.

9. Click .

The fees for the filing are displayed.
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Fees-Draft #7954 @~

Documents Case Parties Filings Service Fees Summary

Payment Account %
Credit Card *

$ Optional Service Fees -
2 active Payment Method(s) are not listed due to being expired.

Fiing Attormey @
Tim Cook +

Per Page Fee Service ($2.50 x 2) $5.00
Sub Total $5.00

Party Responsible for Faes

Harry Jones * SEARCH $ Service Fees ~
Filer Type Total Service Fees $1.00
Default Convenience Fee §1.00
Total Court Service Fees $1.00

Sub Total $3.00

B cacuiare ees

Grand Total $8.00

Figure 7.104 — Example of a Fees Page with the Filing Fees Displayed

10.Review the filing fees, and then click .

Submission Agreements

The court may elect to have a submission agreement that is specific to the terms of the e-filing rules. In this
case, you must select the appropriate check boxes before continuing with your filing.

Note: Submission agreements are configured by Tyler and may not be available on your system.
The Submission Agreements pane is displayed on the Summary page.
Submission Agreements

D | agree that this filing is in compliance with the Rules for E-Filing

You must accept the Submission Agreements.

Figure 7.105 — Submission Agreements Pane — One Disclaimer

If submission agreements are configured by your court, you must select the check box in the Submission
Agreements pane to complete your filing.

Submission Agreements
| agree that this filing is in compliance with the Rules for E-Filing

Figure 7.106 — Submission Agreements Pane with the Check Box Selected — One Disclaimer

Your court may be configured with more than one disclaimer. The specific wording of each disclaimer is
configured by Tyler at the court’s request.
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Submission Agreements

|:| This is the first disclaimer.
D This is a second disclaimer.

You must accept the Submission Agreements.

Figure 7.107 — Submission Agreements Pane — Two Disclaimers

If submission agreements are configured by your court, you must select both check boxes in the
Submission Agreements pane to complete your filing.

Submission Agreements

This is the first disclaimer.
This is a second disclaimer.

Figure 7.108 — Submission Agreements Pane with the Check Boxes Selected — Two Disclaimers

If no submission agreements are required by your court, the Submission Agreements pane is displayed
with no options to select.

Submission Agreements

Figure 7.109 — Submission Agreements — No Disclaimers

Viewing the Envelope Summary

The envelope summary provides a summary of case information, such as the location of the filing, the
parties involved in the case, filing details, fees, and payments for the case.

The party, filings, and fees information must be complete before you can view the envelope summary.
To view the envelope summary, perform the following steps:

1. Complete the required information in the Case, Parties, Filings and Fees sections.

2. After you have completed the fields in each section, from the Fees page, click .

The Summary page is displayed.

OFS-FS-200-4495 v.6 September 2020

95



Firm and Criminal Filing Filer User Guide

Submission Agreements

Case ’

Negligence

Parties Rte

Filings ’

Service Bed

Fees ’

.............

Figure 7.110 — Sample Summary Page

If you have uploaded a document that you have not attached to your filing, a message is displayed,
asking you if you want to attach the document to the filing, keep the document in your library for use in
another filing, or delete the document from your library.

There are 1 unused documents. ~

Documents: test.pdf
Do you want to ARy KEEP  or BDIEEgI= these documents?

Figure 7.111 — Unused Documents Message

3. Click the appropriate button regarding the unused document.

If there are submission agreements for your filing, select the appropriate check boxes for the
submission agreements.

5. Review the summary of the case filing. After you are satisfied with the information in your filing, click

SUBMIT
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8 Redaction Feature

Topics covered in this chapter

¢ Entering a Filing with Redacted Documents
¢ Deleting a Redaction

¢ Working with an Existing Redaction

¢ Redaction Editor Toolbar

The eFile application supports the Redaction feature. Redaction refers to the removal or obscuring of
sensitive information, such as Social Security numbers. Filers can redact a document, view the redacted
document, and then make modifications, if necessary, before uploading the redacted document to the case
management system.

Note: The Redaction feature is configured by Tyler and may not be available on your system.

Note: You can perform redactions by using the Redaction Editor (which is displayed as the Tyler
Content Manager window). This window opens in a separate tab in your browser. You must enable
pop-ups in your browser settings to view the Redaction Editor (Tyler Content Manager window) and
to perform redactions. The icons that are visible in the Redaction Editor (Tyler Content Manager
window) may differ slightly from the screen shots contained in this document.

The following data is automatically redacted:
» Social Security Numbers
* Tax ID Numbers (EINSs)
» Passport Numbers
* Credit Card Numbers
» Driver’s License Numbers
* Account Numbers
*  Government ID Numbers
* Names of Minors Listed as Parties on the Case
» Dates of Birth of Minors

* Addresses of Minors Listed on the Case

Entering a Filing with Redacted Documents

You can enter a filing in which you upload a lead document (and attachments, if applicable) and then redact
the documents that you uploaded.

Note: The Redaction feature is configured by Tyler and may not be available on your system.

To enter a filing with redacted documents, perform the following steps:

1. On the Dashboard page, click .

The Start Filing pane is displayed.
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Start Filing *

Do you know the case number and ready to file into it? Or would you like to file a reply?

FILE INTO EXISTING CASE

If you want to file a case against someone, click on START A NEW CASE.

START A NEW CASE

Figure 8.1 — Start Filing Pane

START A NEW CASE
2. Click .

The Upload Documents page is displayed.

= %, Upload Documents-Draft #6703 @~
e

Documents Case Parties Filings Service Fees Summary

& Drag files here or BROWSE

Maximum Filesize 50.00 MB
Supported file types: pdf only.

Other file types must be uploaded after selecting your court location at this time.

CASE INFORMATION >

Figure 8.2 — Upload Documents Page—Blank

BROWSE I
3. Click to look for the documents that you want to upload.

4. Select each document to be uploaded.

The documents that you selected are listed on the Upload Documents page.

= %, Upload Documents-Draft #6704 @~

Documents Case Parties Filings Service Fees Summary

O

& Drag files here or

Maximum Filesize 50.00 MB
Supported file types pdf only.

Other file types must be uploaded after selecting your court location at this time.

CASE INFORMATION -

Figure 8.3 — Upload Documents Page with an Uploaded Document

AUTO-REDACT I
5. Click .

Note: The redaction process begins immediately, and you can continue with your case filing
while the documents are being redacted. When your document has successfully been redacted,
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a green message is displayed, indicating that the redaction was completed. The message also
indicates how many redactions were performed.

Redaction is complete for

« redactthis pdf. Number of items
redacted: 8

Figure 8.4 — Example of a Message for a Completed Redaction

6. Click to continue with your filing.

The Case Information page is displayed.

7. Complete the required fields on the Case Information page, and then click .

The Parties page is displayed.

FILINGS =
8. Complete the required fields on the Parties page, and then click

The Filings page is displayed.

SERVICE =

9. Complete the required fields on the Filings page, and then click

The Service page is displayed.

FEES

10. Complete the required fields on the Service page, and then click

The Fees page is displayed.

SUMMARY =

11. Complete the required fields on the Fees page, and then click

The Summary page is displayed.
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Filings ’

testpdl Confidental (6)

Service Bed

Total $000

Waiver Selected

Py soveaoear m
Figure 8.5 — Sample Summary Page

EDIT REDACTIONS

12.Review the envelope summary. If you want to edit the redacted document, click
The Redaction Editor (Tyler Content Manager window) opens in a new tab in your browser.

Note: If the redaction of your document is not complete, an amber message is displayed,
indicating that you cannot yet complete your filing. You must wait until the redaction is
complete, and then a green message is displayed, informing you of the completion.

Some documents are still

redacting. Be advised this may
) affect fee calculation once they
A are complete. You may check
their status on the Filings and
Summary screens.

Figure 8.6 — Example of a Message with Redaction in Progress

5
13. Perform the necessary edits in the Redaction Editor, and then click J to save your changes, or click

&
—l to save your changes and close the viewer.

14.When you are done reviewing the envelope summary and have selected the check boxes for the

submission agreements (if applicable), click :
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Deleting a Redaction

After you mark a section to be redacted and before you close the Redaction Editor (Tyler Content Manager
window), you can delete the specified redaction.

Note: The Redaction feature is configured by Tyler and may not be available on your system.

Note: You must enable pop-ups in your browser settings to view the Redaction Editor (Tyler
Content Manager window).

To delete a redaction in a document before you have closed the Redaction Editor (Tyler Content Manager
window), perform the following steps:

1. Right-click the specified redaction.

The Annotation Notes dialog box is displayed.

-

Annotation Notes

Tag(s):

Add Tag +
Created by:
OCRWeb Test User >>
On:
Thu Oct 11 2018
1:48:02 PM
-

Figure 8.7 — Annotation Notes Dialog Box

Note: On the Annotation Notes dialog box, you can annotate the redaction, copy the redaction,
or cut the redaction and paste it in another part of the document. You can also view a detailed

»
history of the redactions that were performed in the document. Click —I to view the detailed
history.

2. Click ﬂ to delete the redaction.

The Delete Annotation dialog box is displayed.
Delete Annotation?

A Are you sure you wish to delete this annotation?

Figure 8.8 — Delete Annotation? Dialog Box

3. Click to delete the specified redaction.

OFS-FS-200-4495 v.6 September 2020 101



Firm and Criminal Filing Filer User Guide

Working with an Existing Redaction

You can resize or move an existing redaction in the Redaction Editor (Tyler Content Manager window).
Note: The Redaction feature is configured by Tyler and may not be available on your system.

Note: You must enable pop-ups in your browser settings to view the Redaction Editor (Tyler
Content Manager window).

To work with an existing redaction, perform the following steps:

1. Turn off the manual redaction capability by clicking . .
2. Locate the existing redaction that you want to resize or move, and then click the block of text.

3. Resize the redaction, or move the redaction to another location in the document.

| it
4. When you are done, click to save your changes, or click to save your changes and close
the viewer.

Redaction Editor Toolbar

You can use icons to navigate in the Redaction Editor (which is displayed as the Tyler Content Manager
window).

Note: The icons that are visible in the Redaction Editor (Tyler Content Manager window) may differ
slightly from the screen shots contained in this document.

The following table describes the icons in the Redaction Editor (Tyler Content Manager window).

Icon Description

— Click this icon to begin performing a redaction.
. Click this icon to stop performing a redaction.
Click this icon to save the document.
8]
E Click this icon to save and close the document.
e} l
Click this icon to close the Tyler Content Manager (TCM)
)3 viewer.
D Click this icon to zoom in to a particular place in the
% document.
- Click this icon to zoom out.
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Redaction Editor Toolbar

Icon Description

Click this icon to rubberband (that is, draw a border around)
an area of the document in which you want to zoom.

Click this icon to magnify an area of the document.

Click this icon to fit the document to the window.

Click this icon to fit the document to the height of the
window.

Click this icon to fit the document to the width of the
window.

Click this icon to view the first page of the document.

Click this icon to view the previous page of the document.

Use this window to view the current page of the document
and the length of the document.

Click this icon to view the next page of the document.

Click this icon to view the last page of the document.

Click this icon to rotate the document to the right.

Click this icon to rotate the document to the left.

Click this icon to download the document.
Note: You will be prompted to save the document
before you download it.

|E G (Y Ly |- |la E N R SN P B

Click this icon to display the thumbnail pane, where you
can then navigate through the pages of the document.
The thumbnail pane is displayed.

Note: Click the icon again to close the thumbnail pane.

When the thumbnail pane is displayed, additional document options become available.

OFS-FS-200-4495 v.6
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¥y ©

Figure 8.9 — Sample Thumbnail Pane

The following table describes the icons in the thumbnail pane.

Icon Description

Click this icon in the thumbnail pane to view the pages of
the document in the Redaction Editor.

Click this icon in the thumbnail pane to display the previous
annotation page.

Click this icon in the thumbnail pane to display the next
annotation page.

Click this icon in the thumbnail pane to view only the pages
that have a redaction on them.

e l=
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9 File into an Existing Case

Topics covered in this chapter

¢ Filing into an Existing Case from the Filing History Page
¢ Filing into an Existing Case from the Case Search Page
¢ Filing into an Existing Case from the Dashboard Page

¢ Filing into a Non-Indexed Case

¢ Creating a Service Only Filing

Once a court has created a new case, you can file into the existing case.

Use one of the following methods to file into a case:

=]

* Onthe Dashboard page, click Case Search. In the File into Existing Case window that opens, enter
SEARCH

* Onthe Filing History page, locate the case that you want to file into, and then click

the search criteria for the case that you want to file into. Then, click

Search Cases
* On the Dashboard page, click —l . In the File into Existing Case window that opens,

enter the search criteria for the case that you want to file into. Then, click .

Filing into an Existing Case from the Filing History
Page

Once a new case has been created by the courts, you can file into the existing case.
To file into an existing case from the Filing History page, perform the following steps:

1)

1. On the Filing History page, click
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= o’ eFle Filing History

Filing History Filter
Envelope # 165241

Envelope # 165241 of Ademin

Greated By

® vy Filngs
O MyFirm

g satus Fing Code
Status Submitted Appointment

.A:Stat:dsss Envelope # 165228

Envelope # 10:39 AM on behalf of Adin

Filng St g code
Submitted Abstract Of Judgment

Case # 1234

Envelope # AMon behalfof Admin

Accepted Action - Subsequent Only
Envelope # 165223

Envelope # Admin

Case Number / Envelope Number

Case Number

Envelope Number

SubmissionFailed Appendix

& ovime Case # CC-19-3477

O Last Month

O Last Week Envelope # Admin
O Last Two Days

O Today Filng Status
O Pick a Custom Range ‘Submitted

Envelope # 165221

reser Furen

Date Range

Acknowledgment Of Paternity

From Date

UnderReview Complaint - w/ Hearing

[ o]

C]
o °
L]

Fiing Type

fingDssrtn Clenther s
eFile Only °
L]

ing Ty
eFile and Serve

(el E ]

ing yp
eFile Only

BI0|=]8)

ang e FingDescrption et
eFile Only °
(]

ing yp
eFile Only

Figure 9.1 — Filing History Page

The Documents page of the specified case is displayed. Any documents that were previously uploaded

are displayed.

CASE INFORMATION => SKIP TO FILINGS 2 2
2. Click to enter case information, or click if you want to

go directly to the Filings page.

Note: If you choose to go directly to the Filings page, the case and party information from the

initial case remains the same.

N o o M~ w

8. if you need to apply any optional services for the filing, click

A new window is displayed.

On the Filings page, select the filing type from the Filing Type drop-down list.
Select the filing code from the Filing Code drop-down list.

Type a description in the Filing Description field.

Type a client reference number in the Client Reference Number field.

If you have any comments for the court regarding the filing, type them in the Comments to Court field.

GO TO OPTIONAL SERVICES I

9. To select the applicable optional services, click )

Some optional services require that you type the number of services that you need. For those services,

the Multiplier will calculate the amount.

Note: If you decide that you do not want to use an optional service that you have selected, click

G0 TO COMMUMNICATION

10. Click
type a valid email address for the recipient.

to specify the recipient of the courtesy or preliminary copies. You must
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ASSOCIATED PARTIES I
11. Click

to associate parties with the filing.

The Associate Parties to this Filing window is displayed.

Associate Parties to this Filing

Select... 5 FILTER RESET
Select Party Name Party Type
D Phil Defendant Defendant
D Susan Plaintiff Plaintiff

CANCEL SAVE

Figure 9.2 — Associate Parties to this Filing Window

12.Type the name of the party that you want to associate with the filing.
13. Select the relationship of the party from the Party Type drop-down list.

14.Select the check box for the party to which the associated party should be connected.

15.Click .

16.1n the Upload Documents pane, click

ADD DOCUMENTS

Upload Documents”*

Component Name Actions Description Security

Lead Document
ADD DOCUMENTS This document is required
Attachments

Figure 9.3 — Upload Documents Pane

The Select document(s) for Lead Document window is displayed.
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Select document(s) for Lead Document

Not Selected Selected

test.pdf |E|
Academic_Calendar_... |E|

& Drag files here or BROWSE

Maximum Filesize: 50.00 MB
Supported File Types: TIFF Files (TIFF TIF) WordPerfect File (WPD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable
Document File (PDF) XML Decument (XML) Windows Media File (WMV) MPEG (MPEG)

CANCEL SAVE

Figure 9.4 — Select document(s) for Lead Document Window

BROWSE I | > l
17.Click to look for a document to upload. Then, click to select the lead document.

[ ]
Note: If you want to delete a document that you have uploaded, click —l

SAVE
18. After you have added all of your lead documents, click - :

ADD DOCUMENTS

19.1f you have attachments to add to the filing, click

in the Attachments section.

20.If you want to add security to any of the documents, select an option from the Security drop-down list.

NEXT FILING l
21.1f you want to add another filing, click . Then, repeat the same steps for the next filing.

SKIP TO FEES l
22. After you have added all of the filings, click either or .

FEES =
23.0n the Service page, add service contacts if applicable. Then, click ! .

24.0n the Fees page, select the payment account from the Payment Account drop-down list.

25. Select the filing attorney from the Filing Attorney drop-down list.

26. Select the party responsible for fees from the Party Responsible for Fees drop-down list.

Note: If there are no fees associated with your filing, you may not be required to make a

selection in the Party Responsible for Fees field.
27.Select the filer type from the Filer Type drop-down list.

SUMMARY =

28.Click if you want to view the fee total.

29.Click
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30.Review the summary. If applicable, select the Submission Agreements check box.

31.When you are satisfied with your filing, click .

Filing into an Existing Case from the Case Search
Page
To file into an existing case from the Case Search page, perform the following steps:

1. On the Dashboard menu, click Case Search.

The File into Existing Case window is displayed.

File into Existing Case

ation %
Select . *

Location is Required.

Search for a Case by

@ coseumber Q) Pary Name

Case number format is default.

-

Case Number is Required.

Figure 9.5 — File into Existing Case Window

2. Type the search criteria in the window, and then click .

Note: You can search by case number or party name. You must know the location of the existing
case to complete your search.

The case that matches your search criteria is displayed.

Location: OFS QA 2014 - Court at Law Case Number: CC-19-1245
Case # CC-19-1245 |Z|
OFS QA 2014 - Court at Law Civil Landlord / Tenant

Figure 9.6 — Case Search Results

3. Click Ig

to file into the case.

OFS-FS-200-4495 v.6 September 2020 109



Fi

© ® N o O

1.

12.

13.

.if you need to apply any optional services for the filing, click

rm and Criminal Filing Filer User Guide

The Documents page of the specified case is displayed. Any documents that were previously uploaded
are displayed.

CASE INFORMATION = SKIP TO FILINGS = <
Click to enter case information, or click if you want to

go directly to the Filings page.

Note: If you choose to go directly to the Filings page, the case and party information from the
initial case remains the same.

On the Filings page, select the filing type from the Filing Type drop-down list.
Select the filing code from the Filing Code drop-down list.

Type a description in the Filing Description field.

Type a client reference number in the Client Reference Number field.

If you have any comments for the court regarding the filing, type them in the Comments to Court field.

GO TO OPTIONAL SERVICES |

A new window is displayed.

To select the applicable optional services, click .

Some optional services require that you type the number of services that you need. For those services,
the Multiplier will calculate the amount.

Note: If you decide that you do not want to use an optional service that you have selected, click
GO TO COMMUMICATION |

Click to specify the recipient of the courtesy or preliminary copies. You must
type a valid email address for the recipient.

ASSOCIATED PARTIES I
Click

to associate parties with the filing.

The Associate Parties to this Filing window is displayed.
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Associate Parties to this Filing

First Name

Party Type
Select .. * RESET

Select Party Name Party Type

O Phil Defendant Defendant

O Susan Plaintiff Plaintiff

CANCEL SAVE

Figure 9.7 — Associate Parties to this Filing Window

14.Type the name of the party that you want to associate with the filing.
15. Select the relationship of the party from the Party Type drop-down list.

16. Select the check box for the party to which the associated party should be connected.

17.Click .

18.In the Upload Documents pane, click

ADD DOCUMENTS

Upload Documents”

Component Name Actions Description Security

Lead Document

ADD DOCUMENTS This document s required
Attachments

ADD DOCUMENTS

Figure 9.8 — Upload Documents Pane

The Select document(s) for Lead Document window is displayed.
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Select document(s) for Lead Document

Not Selected Selected

test.pdf |E|
Academic_Calendar_... |E|

& Drag files here or BROWSE

Maximum Filesize: 50.00 MB
Supported File Types: TIFF Files (TIFF TIF) WordPerfect File (WPD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable
Document File (PDF) XML Decument (XML) Windows Media File (WMV) MPEG (MPEG)

CANCEL SAVE

Figure 9.9 — Select document(s) for Lead Document Window

BROWSE I | > l
19.Click to look for a document to upload. Then, click to select the lead document.

[ ]
Note: If you want to delete a document that you have uploaded, click —l

SAVE
20. After you have added all of your lead documents, click - :

ADD DOCUMENTS
21.1f you have attachments to add to the filing, click in the Attachments section.

22.1f you want to add security to any of the documents, select an option from the Security drop-down list.

NEXT FILING l
23.1f you want to add another filing, click . Then, repeat the same steps for the next filing.

SKIP TO FEES l
24 After you have added all of the filings, click either or .

25.0n the Service page, add service contacts if applicable. Then, click .

26.0n the Fees page, select the payment account from the Payment Account drop-down list.
27.Select the filing attorney from the Filing Attorney drop-down list.

28. Select the party responsible for fees from the Party Responsible for Fees drop-down list.

Note: If there are no fees associated with your filing, you may not be required to make a
selection in the Party Responsible for Fees field.

29. Select the filer type from the Filer Type drop-down list.

SUMMARY =

30.Click if you want to view the fee total.

31.Click
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Filing into an Existing Case from the Dashboard Page

32.Review the summary. If applicable, select the Submission Agreements check box.

33.When you are satisfied with your filing, click .

Filing into an Existing Case from the Dashboard
Page
To file into an existing case from the Dashboard page, perform the following steps:

1. In the Case Search pane, locate the case that you want to file into. Then click the link for the specified
case.

The File into Existing Case window is displayed.

File into Existing Case

acation ¥
Select.. *

Location is Required.

Search for a Case by

@ casetumber () PartyName

Case number format is default.

umber

Case Number is Required.

Figure 9.10 — File into Existing Case Window

2. Type the search criteria in the window, and then click .

Note: You can search by case number or party name. You must know the location of the existing
case to complete your search.

The case that matches your search criteria is displayed.

OFS-FS-200-4495 v.6 September 2020 113



Firm and Criminal Filing Filer User Guide

Location: OFS QA 2014 - Court at Law Case Number: CC-19-1245
Case # CC-19-1245 |z|
OFS QA 2014 - Court at Law Civil Landlerd / Tenant

Figure 9.11 — Case Search Results

3. Click IE

The Documents page of the specified case is displayed. Any documents that were previously uploaded
are displayed.

CASE INFORMATION =>» SKIP TO FILINGS = =
4. Click to enter case information, or click if you want to

go directly to the Filings page.

to file into the case.

Note: If you choose to go directly to the Filings page, the case and party information from the
initial case remains the same.

On the Filings page, select the filing type from the Filing Type drop-down list.
Select the filing code from the Filing Code drop-down list.
Type a description in the Filing Description field.

Type a client reference number in the Client Reference Number field.

© ® N o O

If you have any comments for the court regarding the filing, type them in the Comments to Court field.

GO TO OPTIONAL SERVICES I

10.1f you need to apply any optional services for the filing, click

A new window is displayed.

Y
11. To select the applicable optional services, click _ .

Some optional services require that you type the number of services that you need. For those services,
the Multiplier will calculate the amount.

Note: If you decide that you do not want to use an optional service that you have selected, click
GO TO COMMUMICATION |

12.Click to specify the recipient of the courtesy or preliminary copies. You must
type a valid email address for the recipient.

ASSOCIATED PARTIES I

13.Click to associate parties with the filing.

The Associate Parties to this Filing window is displayed.
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Filing into an Existing Case from the Dashboard Page

Associate Parties to this Filing

First Name

Party Type
Select .. * RESET

Select Party Name Party Type

O Phil Defendant Defendant

O Susan Plaintiff Plaintiff

CANCEL SAVE

Figure 9.12 — Associate Parties to this Filing Window

14. Type the name of the party that you want to associate with the filing.
15. Select the relationship of the party from the Party Type drop-down list.

16. Select the check box for the party to which the associated party should be connected.

17.Click .

18.In the Upload Documents pane, click

ADD DOCUMENTS

Upload Documents”

Component Name Actions Description Security

Lead Document

ADD DOCUMENTS This document s required
Attachments

ADD DOCUMENTS

Figure 9.13 — Upload Documents Pane

The Select document(s) for Lead Document window is displayed.
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Select document(s) for Lead Document

Not Selected Selected

test.pdf |E|
Academic_Calendar_... |E|

& Drag files here or BROWSE

Maximum Filesize: 50.00 MB
Supported File Types: TIFF Files (TIFF TIF) WordPerfect File (WPD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable
Document File (PDF) XML Decument (XML) Windows Media File (WMV) MPEG (MPEG)

CANCEL SAVE

Figure 9.14 — Select document(s) for Lead Document Window

BROWSE I | > l
19.Click to look for a document to upload. Then, click to select the lead document.

[ ]
Note: If you want to delete a document that you have uploaded, click —l

SAVE
20. After you have added all of your lead documents, click - :

ADD DOCUMENTS
21.1f you have attachments to add to the filing, click in the Attachments section.

22.1f you want to add security to any of the documents, select an option from the Security drop-down list.

NEXT FILING l
23.1f you want to add another filing, click . Then, repeat the same steps for the next filing.

SKIP TO FEES l
24 After you have added all of the filings, click either or .

25.0n the Service page, add service contacts if applicable. Then, click .

26.0n the Fees page, select the payment account from the Payment Account drop-down list.
27.Select the filing attorney from the Filing Attorney drop-down list.

28. Select the party responsible for fees from the Party Responsible for Fees drop-down list.

Note: If there are no fees associated with your filing, you may not be required to make a
selection in the Party Responsible for Fees field.

29. Select the filer type from the Filer Type drop-down list.

SUMMARY =

30.Click if you want to view the fee total.

31.Click
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32.Review the summary. If applicable, select the Submission Agreements check box.

33.When you are satisfied with your filing, click .

Filing into a Non-Indexed Case

You can file into a case that does not exist in the case management system.
To file into a non-indexed case, perform the following steps:

1. On the Dashboard menu, click Case Search.

The File into Existing Case window is displayed.

File into Existing Case

Select *

Location is Reguired.

Search for a Case by

@ casenumber Q) ParyName

Case number format is default.

Gase Number

Case Number i Required.

Figure 9.15 - File into Existing Case Window

2. Select the location from the Location drop-down list.

Note: The location you select must be a non-integrated or non-indexed node.

3. Select the Case Number option, and then type the case number in the Case Number field.

4. Click .

A message is displayed, stating that the case number you entered could not be found.

3 eFile Case Search

Location: OFS Non-Integrated Case Number: CC-145333

No results found. Select 'Refine Search' to change the search criteria.

If your case is not listed below, you are attempting to efile into a case that has yet to receive an electronic submission and the case is not searchable from the court's case management system. You are still able to file into this case, but you will first be
required to manually input the case information. Any additional filings on this case will not require the manual data entry.

1 DON'T SEE MY CASE REFINE SEARCH

Figure 9.16 — Case Search Window with No Results Found

| DON'T SEE MY CASE

5. To continue, click

OFS-FS-200-4495 v.6 September 2020 117



Firm and Criminal Filing Filer User Guide

The I Don’t See My Case window is displayed.

| Don't See My Case *
You are about to start a manual subsequent filing at the following location. Please be sure you have fltered by case number at the proper location or your filing could be delayed by improper numbering
Location Case Number Cases Found
OFS Non-Integrated CC-145333 1]
BACK TO RESULTS | UNDERSTAND, CONTINUE

Figure 9.17 — 1 Don’t See My Case Window

| UNDERSTAND, CONTINUE
6. Click to continue filing into the case.

The Case Information page is displayed. The location and case number are auto-filled on the page.

Documents Case Parties Filings Service Fees Summary

Case Number %
©C-145333

OFS Non-Integrated Select

Case Category is Required

CaseType se Sub Type
Select + Select

Case Type is Required

€ UPLOAD DOCUMENTS SAVE AND EXIT

Figure 9.18 — Case Information Page

7. Select the case category from the Case Category drop-down list.
8. Select the case type from the Case Type drop-down list.

9. Select the case subtype, if applicable, from the Case Sub Type drop-down list.

10.Click to save your work and continue.

11. Continue entering case information on the following pages until you reach the Summary page.

SUBMIT
12.Review your filing. When you are satisfied with the information you have entered, click - .

Creating a Service Only Filing

To create a Service Only filing, perform the following steps:

1. Select an existing case that you want to file into.

2. Follow one of the methods for filing into an existing case (that is, from the Filing History page, from the
Case Search page, or from the Dashboard page).

Note: The Case and Parties pages are already populated since this is an existing case.
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Creating a Service Only Filing

3. On the Filings page, select Service Only from the Filing Type drop-down list.

ADD DOCUMENTS

4. In the Upload Documents pane, click

Upload Documents”*

Component Name Actions Description Security

Lead Document
ADD DOCUMENTS This document is required
Attachments

Figure 9.19 — Upload Documents Pane

The Select document(s) for Lead Document window is displayed.

Select document(s) for Lead Document *

Not Selected Selected

2o
Academic_Calendar_.. E|

Drag files here or BROWSE

Maximum Filesize: 50.00 MB
Supported File Types: TIFF Files (TIFF TIF) WordPerfect File (WPD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable
Document File (PDF) XML Document (XML) Windows Media File (WMV) MPEG (MPEG)

CANCEL SAVE

Figure 9.20 — Select Document(s) for Lead Document Window

BROWSE | | - l
5. Click to look for a document to upload. Then, click to select the lead document.

[]
Note: If you want to delete a document that you have uploaded, click —I

6. After uploading your documents, click .

7. Click to save your entries and to continue.
8

On the Service page, add the service contacts that you want to receive a Service Only filing. You can
select the Serve all check box, or you can select the Serve all party contacts check box.

Note: Selecting the “Serve all” check box automatically selects the “Serve all party contacts”
check box.
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Service - Draft # 6769 - Case # CC-19-835 @~

Documents Case Parties Filings Service Fees Summary

Add Service Contacts:

&6 FROM MY FIRM | | &+ FROM PUBLIC LIST | | & ADD NEW CONTACT

Parties Service Contacts Serveall v
Show Al

Tipe: Name: Serve Service Method Name Email/Mail v

Plaintiff Napier Albert Court 2

Serve all party contacts Click to expand

Tipe Name: Serve Senvice Method Name Email/Mail N

Defendant Sarah lllene Count:1

Serve all party contacts Eserve N Firm User @gmail.com EI

Tipe Name: Serve Service Method Name Email/Mail v

NA Other Service Contacts

No service contacts

€ FILINGS SAVE AND EXIT FEES >

Figure 9.21 — Service Page for a Service Only Filing

9. Click to save your entries and to continue.

10. Complete the required fields on the Fees page, and then click .

11. Select the check boxes for the submission agreements, if applicable.

12.Review the information on the Summary page, and then click .
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1 O Service Contacts

Topics covered in this chapter

¢ Adding a New Service Contact

¢ Adding a Service Contact from My Firm Service Contact List to a Filing
¢ Adding a Service Contact from a Public List to a Filing

¢ Adding a New Service Contact to a Filing

¢ Updating Information for an Existing Service Contact

¢ Viewing Attached Case List of Service Contacts

¢ Updating Information for a Case Service Contact

¢ Deleting a Service Contact

You can add a service contact to your service contacts list on the Service Contacts page. You can also add
a service contact while you are entering a case filing.

When you add a service contact on the Service Contacts page, you can quickly retrieve that contact at a
later time when you are entering a case filing. You can also create a service contact while you are entering
a case filing, and then you can save that service contact for use in future filings.

Service contacts from a public list are also available for you to use when you are entering a case filing.

Adding a New Service Contact

You can add a new service contact to your firm’s list of contacts.
To add a new service contact to your firm’s contacts list, perform the following steps:

1. On the Dashboard menu, click Firm Service Contacts.

The Service Contacts page is displayed.

)
“en  eFile Service Contacts

FirstName Lasthame  EmalAduess o
FILTER RESET

ADD SERVICE CONTACT
First Name Last Name Email Address Actions
Test Contact testcontact@gmail.com EI
Susie N Potter susiep@gmail.com EI
Patte Smith patte.smith@gmail.com EI
Russ Smith russ.smith@gmail.com EI
Tonia Smith tsmith@gmail.com EI

Figure 10.1 — Service Contacts Page

)

ADD SERVICE CONTACT

2. Click
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Additional fields are displayed.

First Name Last Narme Email Address Actions

You must provide either an email address or a physical address

Last Name is Required

,,,,,,

United States

Address Line 1 %

Address Line 1 is Required.

ayk s

City is Required State is Required Zip Code is Required.

Figure 10.2 — Service Contacts — Additional Fields

3. Select the appropriate check box for the new service contact: Add To Firm List or Add to Public List.

Note: If you add the service contact to the public list, other filers will have access to that contact
for their filings.

4. Complete the required information in the First Name and Last Name fields. Add a middle name, if
applicable, in the Middle Name field.

5. Type the contact’s email address in the Email field.

Note: You must provide either an email address or a physical address. You can enter both
addresses if applicable.

6. If applicable, type a phone number in the Phone Number field.

7. Ifthe contact is in a country other than the United States, select the country from the drop-down list.

The default selection is United States.
8. If a physical address is required for the service contact, type the address in the Address Line 1 field.
9. If applicable, type an address in the Address Line 2 field.
10. Type the name of the city in the City field.
11. Select the state from the State drop-down list.
12.Type the ZIP code in the Zip Code field.

SAVE
13. After you have entered the required information, click - .

The contact that you added is displayed in the list on the Service Contacts page.
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Adding a Service Contact from My Firm Service

Contact List to a Filing

You can add a service contact from your firm’s service contact list to a filing.
To add a service contact from your firm service contact list to a filing, perform the following steps:

‘ &la FROM MY FIRM

1. On the Service page, click

The Firm Service Contacts window is displayed.

Firm Service Contacts Associated Parties

First Name Last Name

Firm Test Admin
New Firmcontact
Sam

James Smithson
Firm User

Barbie Watson

First  Previous n Next Last

oOoOoOooa

Email

FILTER RESET

Ji@gmail.com
firmccontact@gmail.ccom
@tylertech.com
james@smithson.com
@gmail.com

barbie@gmail.com

CANCEL ASSOCIATED PARTIES

Figure 10.3 — Firm Service Contacts Window

FILTER
2. If you want to filter the list, type at least one letter in a field, and then click .

The service contacts that match the information you entered are displayed.
3. Select the check box for each contact that you want to add to the filing.

4. After you have selected the contacts for your filing, click :

The Associated Parties window is displayed.
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Firm Service Contacts Associated Parties

Select one or more parties to associate with the service contacts.

Parties

Select Parties -

Selected Service Contacts

Barbie Watson barbie@gmail.com

FIRM SERVICE CONTACTS CANCEL m

Figure 10.4 — Sample Associated Parties Window

5. Select the party that you want to associate with the selected service contact or contacts from the

Parties drop-down list, and then click .

Note: if you want to return to the list of service contacts to make any changes or additions, click

FIRM SERVICE CONTACTS

The service contacts that you added are displayed on the Service page.

Service- Draft #6704 @~

Documents Case Parties Filings Service Fees Summary
Add Service Contacts:
&8 FROM MY FIRM | | &+ FROM PUBLIC LIST | | & ADD NEW CONTACT
Parties Service Contacts ] Serve all v
Showal
Type: Name: Serve Service Method Name Email/Mail v
Defendant Julian Defendant Count 0
No service contacts

Type: Name: Serve Service Method Name Email/Mail v
Plaintiff Pamela Plaintiff Count 1
[ serve all party contacts Click to expand

€ FILINGS SAVE AND EXIT FEES

Figure 10.5 — Service Page in a Case Filing

Adding a Service Contact from a Public List to a
Filing

You can add a service contact from a public list to a filing.

To add a service contact from the public list to a filing, perform the following steps:

&+ FROM PUBLIC LIST I

1. On the Service page, click

The Public Service Contacts window is displayed.
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Public Service Contacts Associated Parties

Fill in at least one field and click FILTER to display public service contacts.

First Name Last Name Email Firm

CANCEL ASSOCIATED PARTIES

Figure 10.6 — Public Service Contacts Window

2. Type at least one letter in a field, and then click .

The public service contacts that match the information you entered are displayed. The system returns a
maximum of 100 public service contacts.

Public Service Contacts Associated Parties
The maximum of 100 public service contacts were returned.
First Name Last Name Email Firm
a FILTER RESET
|:| xdbbgnmp.update gjnijdgt.update xdbbgnmp.gjnijdgt@tylertech.com
D xsncpywh.update hoopjatu update xsnepywh.hoopjatu@tylertech.com
|:| xvbmornb.update tawnxbpw.update xvbmornb.tawnxbpw@tylertech.com
|:| Xyjagryh jvezoxry xyjagryh.jvezoxrv@tylertech.com
D ydfkwmsc.update zadxmwvs. update ydfkwmsc.zadxmwvs@tylertech.com
D yfxbhtia gejdvkgn yfxbhtia.qejdvkgn@tylertech.com
|:| yvemzhts.update lispdguk.update rjirxykyo.ykwwddld @tylertech.com
D zelyrpby.update bvfbzked.update zelyrpby.bvfbzked @tylertech.com
|:| zicpsjbf.update whircgyl.update zicpsjbf.whircgyl@tylertech.com
D zqwlczsm.update xwoymgnm.update zgwlczsm_xwoymgnm@tylertech.com
100 Resu 7of7
First Previous 1 2 3 4 5 6 Next Last =
CANCEL ASSOCIATED PARTIES

Figure 10.7 — Sample Public Service Contacts List

3. Locate the contacts that you want to add to your filing. If the list of contacts includes more than one
page, click through the pages until you have located the contacts that you want to add.

4. Select the check box for each contact that you want to add.

5. After you have selected the contacts for your filing, click .

The Associated Parties window is displayed.

OFS-FS-200-4495 v.6 September 2020 125



Firm and Criminal Filing Filer User Guide

Public Service Contacts Associated Parties

Select one or more parties to associate with the service contacts.

_ Select Parties v
Parties

Selected Service Contacts:

xyjagryh jvezoxry xyjagryh jvezoxrv@tylertech.com

PUBLIC SERVICE CONTACTS CANCEL m

Figure 10.8 — Sample Associated Parties Window

6. Select the party that you want to associate with the selected service contacts from the Parties drop-

down list, and then click .

Note: If you want to review the list of public service contacts to make any changes or additions,

PUBLIC SERVICE CONTACTS
click _

The public service contacts that you added are displayed on the Service page.

Service-Draft #6704 @~

Documents Case Parties Filings Service Fees Summary
Add Service Contacts:
&8 FROM MY FIRM | | &+ FROM PUBLIC LIST | | & ADD NEW CONTACT
Parties Service Contacts ] Serve all v
Showal
Type: Name: Serve Service Method Name Email/Mail v
Defendant Julian Defendant Count 0
No service contacts

Type: Name: Serve Service Method Name Email/Mail v
Plaintiff Pamela Plaintiff Count 1
[ serve all party contacts Click to expand

€ FILINGS SAVE AND EXIT FEES

Figure 10.9 — Service Page in a Case Filing

Adding a New Service Contact to a Filing

You can add a new service contact to a filing.
To add a new service contact to a filing, perform the following steps:

‘ o ADD NEW CONTACT I

1. On the Service page, click

The Add Service Contact window is displayed.
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Add Service Contact

Parties

Select Parties -

Add To Firrn List Add to Public List

First Name % Middle Name Last Name %k

First Name is Required. Last Name is Required.
Email % Phone Number

Email is Required.

Country

United States

R

Address Line 1 Address Line 2

City State Zip Code

Select. .

L1

ovee. [

Figure 10.10 — Add Service Contact Window

2. Select the appropriate check box for the new service contact: Add To Firm List or Add to Public List.

Note: If you add the service contact to the public list, other filers will have access to that contact
for their filings.

3. Complete the required information in the First Name and Last Name fields. Add a middle name, if
applicable, in the Middle Name field.

4. Type the contact’s email address in the Email field.

Note: You must provide either an email address or a physical address. You can enter both
addresses if applicable.

5. If applicable, type a phone number in the Phone Number field.

6. If the contact is in a country other than the United States, select the country from the drop-down list.

The default selection is United States.
7. If a physical address is required for the service contact, type the address in the Address Line 1 field.
8. If applicable, type an address in the Address Line 2 field.
9. Type the name of the city in the City field.
10.Select the state from the State drop-down list.
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11. Type the ZIP code in the Zip Code field.

SAVE
12. After you have entered the required information, click - .

The contact that you added is displayed on the Service page of your filing.

Service- Draft #6704 @~

Documents Case Parties Filings Service Fees Summary

Add Service Contacts:

&le FROM MY FIRM | | &* FROM PUBLIC LIST | | & ADD NEW CONTACT

Parties Service Contacts ] Serve all v

Type: Name: Serve Service Method Name Email/Mail v
Defendant Julian Defendant

No service contacts

Type: Name: Serve Service Method Name Email/Mail v
Plaintiff Pamela Plaintiff Count:1

[ serve all party contacts Click to expand

€ FILINGS SAVE AND EXIT FEES

Figure 10.11 — Service Page in a Case Filing

Updating Information for an Existing Service Contact

You can update the information that you previously entered for a service contact.
Note: You cannot add an existing service contact to the pubilic list.

To update the information for an existing service contact, perform the following steps:
1. On the Dashboard menu, click Firm Service Contacts.

The Service Contacts page is displayed.

"%, eFlle Service Contacts

First Name LestNeme  Emailaddess O
FILTER RESET
ADD SERVIGE CONTAGT
First Name Last Name Email Address Actions
Test Contact testcontact@gmail.com EI
Susie | Potter susiep@gmail.com EI
Patte Smith patte.smith@gmail.com EI
Russ Smith russ.smith@gmailcom EI
Tonia Smith tsmith@gmail.com EI
e - T e

Figure 10.12 — Service Contacts Page

z]

The additional fields for the specified service contact are displayed with the information that you
previously entered.

2. Locate the service contact that you want to update, and then click

3. Update the information, as applicable.
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SAVE
4. When you are done with your updates, click

Viewing Attached Case List of Service Contacts

You can view a list of cases that are attached to a specified service contact.

Note: If you plan to delete a service contact from your list of contacts, Tyler recommends that you
first check to see if that contact is attached to any case filings.

To view the case list that is attached to a service contact, perform the following steps:
1. On the Dashboard menu, click Firm Service Contacts.

The Service Contacts page is displayed.

o
“e s, eFile Service Contacts
o

FirstName LestName  EmalAduess o
FILTER RESET

ADD SERVICE CONTACT
First Name Last Name Email Address Actions
Test Contact testcontact@gmail.com EI
susle |y poter  susie p@gmail.com EI
Patte Smith patte.smith@gmail.com EI
Russ Smith russ.smith@gmail com EI
Tonia Smith tsmith@gmail.com EI

Figure 10.13 — Service Contacts Page

2. Locate the name of the service contact for whom you want to view the attached cases, and then click

If there are cases attached to the specified service contact, the list of cases is displayed in a window.
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Service Contact Attached Cases

Case Number Location Case Description
CC-19-226 OFS QA 2018

OFS QA 2017

OFS QA 2017

Download Attached Cases

CLOSE

Figure 10.14 — Service Contact Attached Cases Window

3. Click Download Attached Cases to download the case list to an Excel file.

The attached cases are listed on the Excel spreadsheet.

Note: If there are no service contacts attached to a case, the following window is displayed.

Service Contact Attached Cases

There are no cases related to this service contact.

CLOSE

Figure 10.15 — Service Contact Attached Cases Window — No Attached Cases

Updating Information for a Case Service Contact

You can view a list of service contacts that are attached to a case. You can also update the information for
a case service contact, if necessary.

To update the information for a case service contact, perform the following steps:
1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.
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eFlle Filing History

Envelope # 165241 [&]
Created By
Envelope # 165241 of Admin
@ My Fiings
O My Firm Filing Status. ling Code. ling Type. Filing Description
- submitted Appointment eFile Only °
® sistatuses Envelope # 165228 (]
O Accepted
O cancelled Envelope £ 10:33 A on beha of Admin
O Receipted
O served g s st i e Pr—
O Returned Submitted Abstract Of Judgment eFile Only °
O submitted
O submitting Case # 1234 ‘Z’
Loention Envelope # 16 Avonbebaltof Adin
Any Location ¢ || rungsuus ung Code g Type Flng Description
Accepted Action - Subsequent Only eFile and Serve
Case Number / Envelope Number
Envelope # 165223 H
Case Number
Envelope £ Admin
Envelope Number
fung s ngcote - ing
Date Range SubmissionFailed Appendix eFile Only
@ soyine Case # CC-19-3477 B
O Last Month
O Last Week Evelope# Ao
O Last Two Days
O oday fung s ngcote - g Descrpion .
O Picka Custom Range Submitted Acknowledgment Of Paternity eFile Only °
From Date =]
Envelope # 165221 (]
— [3] || ovowes v S e
. fung s ngcote - g Descrpion
UnderReview Complaint - w/ Hearing eFile Only

Figure 10.16 — Filing History Page

2. Locate the case for which you want to view the service contacts.

3. Click
The service contacts for the case are displayed.
7]
4. Locate the service contact that you want to update, and then click .

The Update Service Contact window is displayed.
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Update Service Contact

Parties

m o

Add To My List Add to Public List

(]

First Name 3 Middle Name Last Name %
Tonia Smith
Email % Phene Number

tsmith@gmail.com

Country

United States B

Address Line 1 3 Address Line 2
555 Main Street

City % State Zip Code %k
Des Maines lowa 33355

“»

Figure 10.17 — Update Service Contact Window

SAVE
5. Update the information for the service contact, and then click - .

Deleting a Service Contact

You can delete a contact from your service contacts list if you no longer need that contact.
To delete a service contact from the Service Contacts page, perform the following steps:
1. On the Dashboard menu, click Firm Service Contacts.

The Service Contacts page is displayed.
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RESET ADD SER&DNTACT

First Name Last Name Email Address Actions
Test Contact testeontact@gmail.com EI
Susie N Potter susiep@gmail.com EI
Pro Se gmail.com EI
Patte Smith patte. smith@gmail.com EI
Russ Smith russ.smith@gmail. com EI
Tonia Smith tsmith@gmail.com EI
prevous [ wex [ 6Reauts [ Page 11

Figure 10.18 — Service Contacts Page

2. Locate the name of the service contact that you want to delete.

. . . . . . =E . .
3. Click =" to immediately delete the service contact, or click to first view the cases that are

attached to that service contact.

Note: Once deleted, the contact is immediately removed from the service contacts list and from
any case filings to which it was attached.
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1 1 Filings

Topics covered in this chapter

¢ Copying the Envelope

¢ Viewing the Envelope Details
¢ Resuming a Case Filing

¢ Deleting a Draft Filing

¢ Canceling a Filing

After you have uploaded and submitted your filing, the filing is displayed on the Filing History page. On this
page, you can view the status of your filing, check the filing code, check the filing type, get a document
description, see the number assigned to your case, review the details of the case, view the service
contacts attached to a case, and cancel a filing. You can also view the time and date that the filing was
submitted. The time stamp corresponds to the time zone in which the filing occurred.

Copying the Envelope

You can copy an envelope to create a new envelope to resubmit to the courts if the envelope has been
returned or rejected for any reason.

To copy an envelope, perform the following steps:
1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.

2, eFile Filing History

g ity ier b O
Envelope # 165241 E
Created By
[— o sarin
@ My Filings
O My Firm Filing Status Fing Eode Fiing Type Fing Description
j— Submitted Appaintment eFile Only °
® il statuses Envelope # 165228 \E\
O Accepted
O cancelled Enveiope# 10:39 A on behat of amin
O Receipted
0 o —— Fingcote -
O Returned Submitted Abstract Of Judgment eFile Only o
O Submitted
O s Case #1234 (]
[ Envelopes Jr—— aarin
Any Location B Fing status il Cod Filng Type Filng Description
Accepted Action - Subsequent Only eFile and Serve
Case Number / Envelope Number
Envelope # 165223 (]
Case Number
aeipes aarin
Envelope Number
Date Range SubmissionFailed Appendix eFile Only
® snyime Case # CC-19-3477 [£]
O Last Month
O Last Week Envelope # Acmin
O Last Two Days
O romy —— Fingcote -
O Pick a Custom Range Submitted Acknowledgment Of Paternity eFile Only °
From Date [e]
Envelope # 165221 (]
- [E] || toes s Bv— -
— [ ringcode raae
UnderReview Complaint - w/ Hearing eFile Only

Figure 11.1 - Filing History Page

FILTER
2. In the Status pane, select Returned, and then click .
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The returned cases are displayed, per the filter that you set.

3. Locate the envelope that you want to copy.

(11}

4. Click , and then select Copy Envelope.

I8 File Into Case With Template
M Bookmark Case

IE Copy Envelope

Figure 11.2 — More Options Drop-Down List

A copy of the envelope is displayed on the Upload Documents page. A message indicates that the
displayed envelope is a copy. You are asked to verify the information in the copied envelope before
submitting it.

o
= @ Upload Documents - Draft #7944 - Case # CV-2019-12731679- In The Matter Ofab @~

Documents Case Parties Filings Service Fees Summary

This is a copy of envelope 703945. Please verify all information before submitting.

] 3]

& Drag files here or BROWSE

Maximum Filesize 50.00 MB
Supported file types: pf only. Y
Other file types must be uploaded after selecting your court location at this time.

SKIP TO FILINGS 5 & CASE INFORMATION <

Figure 11.3 — Sample Upload Documents Page for a Copied Envelope

5. Navigate through the pages of the envelope to verify the information. Make any changes as
appropriate.

6. After you have verified the envelope, click .
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Submission Agreements

Case ’

0FS Mockcms cuil

Parties Wi d

Filings ’

efile Only Acknowledgerment

testpd Acknowledgement
Service ’
None
Fees ’
New Acc B Defaut
$ Service Fees -~
s1.00
s1.00
s1.00
Sub Total 300
Grand Total 53.00 o

Figure 11.4 — Sample Summary Page for a Copied Envelope

Viewing the Envelope Details

You can view the details of an envelope on the Filing History page.
To view the envelope details, perform the following steps:

1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.

eFile Filing History

Fing Wity it b [Lores o]
Envelope # 165241 \Z\
Created By
@ My Filings
O My Firm Filing Status. Filing Code. Filing Type Filing Description
Gois Submitted Appointment eFile Only °
All Staty
® i Statuses Envelope # 165228 (]
O Accepted
O cancelled Enveiope# 10:39 A on behat of amin
O Receipted
pep J—— - e ‘
O Retumed Submitted Abstract Of Judgment eFile Only °
O Submitted
O seig Case #1234 ]
- e o— ——
Any Location 2 || ungsus Fing Code Fiing Type Fiing Descrpton
Accepted Action - Subsequent Only eFile and Serve

Case Number / Envelope Number

Envelope # 165223 (]
Case Number
o semin
Envelope Number
Date Range SubmissionFailed Appendix eFile Only
® anytme Case # CC-19-3477 (5]
O Last Month
O Last Week Envelope # 1 Admin
O Last Two Days
O Tosey fiogst — ety
O Pick s Custom Range Submitted Acknowledgment Of Paternity eFile Only °
From bate [=]
Envelope # 165221 \E\
B [B] || oo i Sp— samin
UnderReview Complaint - w/ Hearing eFile Only

Figure 11.5 — Filing History Page

2. Locate the specified case for which you want to view the envelope details.
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b

3. Click ="

The envelope details are displayed.

Details - Envelope # 745447 PRINT cLose
Case
L f— e
OFS MockCMS civil Wrongful Desth
i -
Partles T
Filings
e
eFile Only
21619 454
testpdf Confidential (T)
Service el
Service Method: Eserve
Fees
e Defaut
o
Total $0.00
Waiver Selected
aose

Figure 11.6 — Sample Envelope Details Page

PRINT
4. Click - to print a copy of the envelope details.

Resuming a Case Filing

You can resume a filing after logging off from the system or exiting the filing process by accessing your
case on the Filing Drafts page.

To resume a case filing, perform the following steps:

1. Locate the specified draft on the Filing Drafts page.
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&%, eFile Filing Drafts

Filing Drafts Filter

Created By

@ My Filings
O My Firm

Location

Any Location +

Case Number / Draft Number

Case Number

Draft Number

Date Range

@ Anytime

O Last Month

Q Last Week

O Last Two Days

O Today

O Pick a Custom Range

RESET FILTER

Case # CC-19-3477

Draft # 6749 Started 11/5/19 9:53 AM by Firm Admin

Fiing Status

Draft

Draft # 6722

Draft # 6722 Started 10/31/19 2:33 PM by Firm Admin

Filng Status fiing Code
Draft Acknowledgement

Case # CC-19-3477

Draft # 6702 Started 10/30/19 2:30 PM on behalf of Jack Stone by Firm Admin

Filing Status Fiing Code
UnexpectedError Acknowledgement

Draft # 6689

Fiing Type
eFile Only

Filing Type
eFile and Serve

Filing Type
eFile and Serve

Draft # 6689 Started 10/28/19 5:31 PM on behalf of Abby Carmichael by Firm Admin

fFilng Status fiing Code
Draft Proposed Order

Case # cc-145333

Draft i 5611 Started 10/15/19 9:18 AM by Firm Admin

Case # CC-19-3477

Draft # 5610 Started 10/15/19 9:17 AM by Firm Admin

Fiing Type
eFile Only

Fiing Description

Filing Descrption
Acknowledgement

Filing Descrption
Acknowledgement

Filing Descrption
Proposed Order

][] 5]

][] 5]

][] 5]

1))
1))

Figure 11.7 — Filing Drafts Page

2. Click LI

The filing opens on the Upload Documents page.

3. Navigate through the case filing to the page where you left off. Make any corrections to your entries as

needed.

4. Continue completing the remaining required fields for the filing.

5. After you have completed all of the required fields, click m .

Deleting a Draft Filing

You can delete a draft filing that you no longer need.

To delete a draft filing, perform the following steps:

1. On the Dashboard menu, click Filing Drafts.

The Filing Drafts page is displayed.
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Canceling a Filing

Filing Drafts Filter

Created By

@ My Filings
O My Firm

Location
Any Location +
Case Number / Draft Number
Case Number

Draft Number

Date Range

@ Anytime

O Last Month

Q Last Week

O Last Two Days

O Today

O Pick a Custom Range

From Date

rooae =]
RESET FILTER

Case # CC-19-3477

Draft # 6749 Started 11/5/19 9:53 AM by Firm Admin

Fiing Status

Draft

Draft # 6722

Draft # 6722 Started 10/31/19 2:33 PM by Firm Admin

Filng Status fiing Code
Draft Acknowledgement

Case # CC-19-3477

Draft # 6702 Started 10/30/19 2:30 PM on behalf of Jack Stone by Firm Admin

Filing Status Fiing Code
UnexpectedError Acknowledgement

Draft # 6689

Fiing Type
eFile Only

Filing Type
eFile and Serve

Filing Type
eFile and Serve

Draft # 6689 Started 10/28/19 5:31 PM on behalf of Abby Carmichael by Firm Admin

fFilng Status fiing Code
Draft Proposed Order

Case # cc-145333
Case # CC-19-3477

Draft # 5610 Started 10/15/19 9:17 AM by Firm Admin

Fiing Type
eFile Only

Fiing Description

Filing Descrption
Acknowledgement

Filing Descrption
Acknowledgement

Filing Descrption
Proposed Order

][] 5]

][] 5]

][] 5]

1))
1))

Figure 11.8 — Filing Drafts Page

2. Locate the draft filing that you want to delete, and then click

L)

The following warning message is displayed: Are you sure you want to delete Draft # “123”?

Cancel
3. Click “ to delete the draft filing, or click —I to cancel the action.

If you clicked “ , @ confirmation message is displayed, and the draft filing is deleted.

Canceling a Filing

You can cancel a filing that you submitted before it has been reviewed by the court.

To cancel a filing, perform the following steps:

1. On the Dashboard menu, click Filing History.

The Filing History page is displayed.
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eFlle Filing History

Filng History Fiter .
Envelope # 165241 mm‘z\

Created By
Envelope # 165241 of samin
@ 1y Fiings
O My Firm Filing Status. Filing Code. Filing Type. Filing Description
- submitted Appointment eFile Only °
® sistatuses Envelope # 165228 (]
O Accepted
O cancelled Envelope ¢ 16:39 AM on behaf of dmin
O Receipted
O served g s g cete g e fingDssrtn
O Returned Submitted Abstract Of Judgment eFile Only °
O submitted
O camng Case #1234 B
Loention Envelope £ Avonbebaltof samin
Any Location & || iungsis Filng Code Filng Type Flng Description
Accepted Action - Subsequent Only eFile and Serve
Case Number / Envelope Number
Envelope # 165223 H
Case Number
Envelope # samin
Envelope Number
fung s g cate g e ing
Date Range SubmissionFailed Appendix eFile Only
@ e Case # CC19:3477 B
O Last Month
O Last Week Evelope# Ao
O Last Two Days
O Today fung s g cate g e FingDescrption .
O Picka Custom Range Submitted Acknowledgment Of Paternity eFile Only °

From Date

(=] “Envelope # 165221 (]
- [5] || ereoee o S o

Filng tstus Filng Code Filng Type Filng Deserption
RESET FILTER 5 “ T
UnderReview

Complaint - w/ Hearing eFile Only

Figure 11.9 — Filing History Page

2. Locate the filing that you want to cancel.

Note: The filing must be in the Submitting or Submitted state to be canceled.

3. Click g

The following warning message is displayed: Are you sure you want to cancel this filing?

Cancel
4. Click “ to cancel the filing, or click —I to cancel the action.

If you clicked “ , @ confirmation message is displayed, and the filing is canceled.
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1 2 Bookmarks

Topics covered in this chapter

¢ Creating a Bookmark for a Case
¢ Removing a Bookmark from a Case
¢ Viewing a List of Bookmarked Cases

The Bookmarks page displays a list of case numbers, locations, and descriptions for the cases that you
have bookmarked. Only you can see this information. Neither the public nor any user can see your case
list.

g% eFile Bookmarks

Bookmark Filter [an=aslesetel
e 1]
Any Location +
Case Number Ect:grzan ;E&;A 2017 - Court at Law E)nn:c;;:‘nrv McDonald Associates LLC E\
Case Number
Case Description o .

Cots438 o:?;aA 2018 e ‘Z’

RESET
Previo : | 4 Resutts | Page 1of 1 |
N

Figure 12.1 — Sample Bookmarks Page

Creating a Bookmark for a Case

You can create a bookmark for a case from the Filing History page or the Filing Drafts page.
To create a bookmark for a case, perform the following steps:
1. On the Dashboard menu, click either Filing History or Filing Drafts.

The page that you selected is displayed.

2. Locate the case or the draft filing that you want to bookmark, and then click .

A drop-down list is displayed.

3. Select Bookmark Case.

The case or draft filing that you bookmarked will now be displayed on the Bookmarks page.

Removing a Bookmark from a Case

You can remove a bookmark from a case that you previously bookmarked.
To remove an existing bookmark from a case, perform the following steps:

1. On the Dashboard menu, click Bookmarks.

The Bookmarks page is displayed.
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eFile Bookmarks

Bookmark Filter T BT
Cose # Location
Case Location CC-15-1813 Unknown Location ‘Z’
Any Location +
Case # Location Case Description
Case Number €C-19-2373 OFS QA 2017 - Court at Law Drina Colin v. McDonald Associates LLC ‘Z’
Case Number
Case # Location cas on
=[]
Case Description
Case # Location Case Description
ceroass orsanaons [:]
RESET =
P 4 Resuts | Page 10f1 |
I

Figure 12.2 — Sample Bookmarks Page

2. Locate the case for which you want to remove the bookmark, and then click D .

A drop-down list is displayed.
3. Select Remove Bookmark.

The following warning message is displayed: Are you sure you want to delete bookmark for
Case # “CC-xy—-abcd”?

Cancel
4. Click “ to remove the bookmark, or click —I to cancel the action.

Viewing a List of Bookmarked Cases

You can view a list of the cases that you have bookmarked for quick access. You can filter your view to only
the specific cases that you want to see.

To view a list of cases that you have bookmarked, perform the following steps:
1. On the Dashboard menu, click Bookmarks.

The Bookmarks page is displayed.

% eFile Bookmarks

Bookmark Filter [ 4 Resuta | Page 10t1]
Cose Locaton
Case Location CC-151813 Unknown Location ‘Z’
Any Location +
Cose Locaton Case Description
Case Number €C-19-2373 OFS QA 2017 - Court at Law Drina Colin v. McDonald Associates LLC ‘I’
Case Number
Cose Locaton Case Description .
(23]
Case Description €C-19-3477 OFS QA 2017 @ =3
Case Description
Cose Locaton Case Description
RESET FILTER
P 4 Resuts | Page 1011 ]
N

Figure 12.3 — Sample Bookmarks Page

FILTER
2. Set the parameters for the cases that you want to view, and then click .

The cases that you selected in your filter are now displayed on the Bookmarks page.
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1 3 Reports

Topics covered in this chapter
¢ Creating a Report
You can generate a report that can be used to reconcile financial transactions for envelopes and filings that

you or a member of your firm submitted. The report is available in a Microsoft Excel spreadsheet that you
can download.

Creating a Report
To run a report, perform the following steps:

1. On the Dashboard menu, click Reports.
The Reports page is displayed.

*g%, eFile Reports

Reports

Useful when financial ions against submitted during a selectable time frame up to 60 days.

* Provides envelope and filing level information specific to fees.

* Delivered in an Excel spreadsheet to allow for filtering and searching.

@ My Filings Al

O My Firm

Statis Date From DateTa

All Statuses Receipted
Accepted Served

Cancelled Returned Date From is Required Date To is Required.

Submission Failed

Reviewed

Figure 13.1 — Reports Page

2. Select the appropriate option for the report, either My Filings or My Firm.

3. Select the statuses that you want to include in the report.

4. Click to select the locations for which you want to run the report.

The Select Locations dialog box is displayed.
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Select Locations x
Filter

D Select All A~

- D System -

» [ Fileand Serve
» [ ors criminal (QAJUDTX)
D OFS Criminal (QAJUDTX)Court At Law
»Oorsanz017
Oorsoazm7-court atLaw
Oorsqa2017- CourtatLaw 1
Oorsqa2017 - Court at Law 2
«dorsonzome
O orsga2018- court atLaw
Oorsqa208- CourtatLaw 1
O orsqa2018- Court atLaw 2
» Oorsaazma s
Oorsqa2014 - Court at Law
Oorsqa2014 - courtatLaw 1
OJorsqa2014 - Courtat Law 2
O oFs criminal (QAJUDCA) -

DONE

Figure 13.2 — Select Locations Dialog Box

5. Select the locations that you want to include in the report, and then click m .

Note: The date range that you select cannot exceed 60 days. If it does, an error message is
displayed.

6. Type the date range for the report, or click to select the dates from the calendar.

Dete From % Date To %

02/12/2020 B 05/20/2020 =

Date range cannot exceed 60 days.

CAMCEL DOWMLOAD REPORT

Figure 13.3 — Error Message for Report Date Range

DOWNLOAD REPORT
7. Click .

The report is downloaded in a Microsoft Excel file, which you can filter and sort as needed. The report
includes one tab for filings and one tab for envelopes.
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1 4 Support and Feedback

Topics covered in this chapter

¢ Requesting Support
¢ Providing Feedback
¢ Tyler Technologies Technical Support Contact Information

You can request technical support for the application, or you can provide feedback for the application.

Requesting Support

You can request support from Tyler regarding the application.
To request support regarding the application, perform the following steps:

1. Click ﬂ in the eFile header.

The Support / Feedback window is displayed.

Support / Feedback x
Support Feedback
| have a problem with the Application. I have a Suggestion.
| have a technical problem with eFiling. | have a Feature Request.

GET SUPPORT GIVE FEEDBACK

Figure 14.1 — Support / Feedback Window

2. Click .

The Support window is displayed.

Note: Your screen may vary from the example provided.
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Support

Self Service Support

Contact Technical Support

I/\\s BACK TO SUPPORT / FEEDBACK CLOSE

Figure 14.2 — Example of a Support Window

3. Click the support link that you want.
The appropriate Tyler support page is displayed in a new tab, depending on the link that you clicked.

BACK TO SUPPORT / FEEDBACK I CLOSE l
4. Either click , or click .

Providing Feedback

You can provide feedback to Tyler regarding the application if you want. You can also request a new
feature.

To provide feedback regarding the application or to request a new feature, perform the following steps:

1. Click a in the eFile header.

The Support / Feedback window is displayed.
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Providing Feedback

Support / Feedback

| have a problem with the Application. | have a Suggestion.

| have a technical problem with eFiling. | have a Feature Request.

GET SUPPORT GIVE FEEDBACK
CLOSE

Figure 14.3 — Support / Feedback Window

GIVE FEEDBACK
2. Click .

The Feedback window is displayed.

Feedback ®

Feedhack Type %
Feedback *

Feedback 3

Feedback is Required.

D Itis ok to contact me about this feedback

SUBMIT FEEDBACK
BACK TO SUPPORT / FEEDBACK CLOSE

Figure 14.4 — Feedback Window

3. Select the appropriate option from the Feedback Type drop-down list.
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_C-C-:.'.E:-C_'_\-:.": * |
Feedback ﬁ

Select. ..

Feedback
Suggestion
Other

Figure 14.5 — Feedback Type Drop-Down List

4. Type your feedback regarding the application or suggestion for a new feature in the Feedback
comments window.

5. Select the “It is ok to contact me about this feedback” check box if you want Tyler to contact you for
more information, or leave the check box cleared if you do not want to be contacted.

SUBMIT FEEDBACK
6. Click .

BACK TO SUPPORT / FEEDBACK I CLOSE l
Either click , or click .
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Tyler Technologies Technical Support Contact Information

Tyler Technologies Technical Support Contact
Information

For assistance, contact Tyler Technologies through the following resources.

Resource Contact Information

Odyssey File & Serve Support Hours 7:00 a.m. to 9:00 p.m. (CT), Monday through Friday

Odyssey File & Serve Support Chat Assistance is also available online through Support Chat.

Odyssey File & Serve Email efiling.support@tylertech.com

Odyssey File & Serve Telephone 800.297.5377

GoTo Assist (Support) Support may ask to assist you by sharing your screen
using GoToAssist.
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