= tyler

0. technologies

Individual Filer User Guide
Odyssey® File & Serve™ 2021.5

ESO-FS-200-4494 v.12




Copyright and Confidentiality

Copyright © 2019-2021 Tyler Technologies, Inc. All rights reserved.
Use of these materials is governed by the applicable Tyler Technologies, Inc., license agreement.

This notification constitutes part of the documentation and must not be removed.

Publishing History

Document Publication Revision Date Changes Made

Number

OFS-FS-200-4494 v.1 Initial July 2019 Document Creation
OFS-FS-200-4494 v.2 Second December 2019 The following changes were made:

* Added sections for
templates, bookmarks, and
the Redaction feature.

* Added a procedure for non-
indexed subsequent filing.

* Added a procedure for
entering case information
for a civil case.

* Added a procedure for
entering case cross
references to a filing.

* Added a procedure for
entering a filing with a
motion type code.

* Added a section for client
support and feedback.

» Updated the description
and screen shots of the
Dashboard and the drop-
down menu for filer actions.

» Updated screen shots
throughout the document to
reflect minor software
changes.

OFS-FS-200-4494 v.3 Third February 2020 The following changes were made:

* Added a procedure for filing
a new case with a Will Filed
date.

* Added a procedure for
entering the date of death
on the Parties page.

i July 2021 ESO-FS-200-4494 v.12



Contents

Document Publication Revision Date Changes Made

Number

* Added a procedure for
entering a filing with an Ad
Damnum amount.

* Added a procedure for
entering a filing with a
Claim Amount.

* Added a procedure for
entering a filing with an
Estate Value.

* Updated the Parties page.

» Updated the procedure for
entering a filing.

* Updated the Redaction
section.

* Added a procedure for
copying an envelope.

» Updated the Fees page.
* Updated the Summary

page.
OFS-FS-200-4494 v.4 Fourth April 2020 The following changes were made:
* Added the Return Date
feature.
* Added the Hearing Date
feature.

* Added a note throughout
the document regarding the
Party Responsible for
Fees field.

OFS-FS-200-4494 v.5 Fifth June 2020 The following changes were made:

* Added the Reports feature.

¢ Added the Dashboard
button to the Case Search

page.
OFS-FS-200-4494 v.6 Sixth September 2020 The following changes were made:

* Updated release number to
match the current software
release

* Added browser support for
Microsoft® Edge® to the
“System Requirements”
section

ESO-FS-200-4494 v.7 Seventh December 2020 The following changes were made:

ESO-FS-200-4494 v.12 July 2021 iii



Individual Filer User Guide

Document Publication Revision Date Changes Made

Number

* Added a note to the
envelope details section
regarding newly-added
parties for subsequent
filings

* Added a note in all existing
case topics indicating that
the Add Party button is
configurable for
subsequent filings

* Added a new screen shot
for the File into Existing
Case window when the
Party Name search option
is not displayed.
Information was added to
the following topics:

— Orientation
— Dashboard 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

* Added a section describing
the new Zendesk Help icon

* Changed the document
numbering to reflect new
standards

ESO-FS-200-4494 v.8 Eighth December 2020 The following changes were made:

» Updated the screen shot
for the Reports page

* Added the document
security option to the
“Creating a Service Only
Filing” topic

ESO-FS-200-4494 v.9 Ninth February 2021 The following changes were made:

* Added information
regarding the new Start
Filing page

iv July 2021 ESO-FS-200-4494 v.12



Document Publication
Number

Revision

Date

Contents

Changes Made

Added information about
the new Mail Service fees

Added information about
tracking certified mail for a
filing on the Envelope
Details page

Updated the Service
Contacts section to include
information about the
service method drop-down
list on the Service page

Updated the “Creating a
Service Only Filing” topic

Updated the “Filing into an
Existing Case from the
Dashboard Page” topic

ESO-FS-200-4494 v.10

Tenth

March 2021

The following changes were made:

Reordered chapters to
better represent normal
usage during a case filing

Updated the Upload
Documents page to include
all document types that are
now supported for
uploading

Added the case level
address feature

Revised the “Viewing the
Envelope Details” topic

Created separate topic for
viewing mail service fees in
the envelope details

ESO-FS-200-4494 v.12

July 2021




Individual Filer User Guide

Document Publication Revision Date Changes Made
Number
ESO-FS-200-4494 v.11 Eleventh May 2021 The following changes were made:

* Added bulk filing to this
release

* Added the ability to add a
service contact that is not
associated with any party
on the case to an initial
filing

ESO-FS-200-4494 v.12 Twelfth July 2021 The following changes were made:

¢ Added the vacation letter
(or leave of absence)
feature

* Added the capability to
collect additional data on
the Case Information page.
The data that is collected is
then transferred to forms
used in civil and family
cases.

* Added the Service of
Process feature. The data
that is collected is then
transferred to forms used in
civil and family cases.

» Updated the case search
sections to include the use
of the ENTER button for
case searches

vi July 2021 ESO-FS-200-4494 v.12



Contents

Contents

Copyright and Confidentiality .......... ..o e e ii
PUDIISRING HISTOIY . ... e e e et e e e et e e e e eeas ii
IS o o [N Y PRSPPI X
Y o Yo 10 | I =X T 1o Xvii
IS (=Y g T @ Y=Y VT 1
Release 2021.5 ENNANCEMENTS ... ... 1
BefOre YOU BEGIN ... .ottt ettt ettt e a e a e 1
System ReQUIFEMENTS ... .o et e e 2

Page NaVIgation ........oo.iiiii e 2

EFTOr IMESSAGES ... ieeiiiiei ettt ettt e e et et e e e eaaaas 3

L@ 15 T=T 01 =1 (o o PP 3

2 E-FiliNG OVEIVIEW ...ttt e et e ettt e e e e et e e e e et e e e e eennns 9
FiliNg QUEUE STAtUS ... 10

B T = g o [ g o [ == T T PR 12
Registering as an Individual Filer....... ... e 12
ReSetting YOUr PasSWOIA ... 15
Changing the USer PasSWOrd ........c..oiiiiiiiiei et 17
Updating User INformation............... i 17

4 SigN N and SiGN OUL.....coouue et 19
ST 1o] 11 T TN 1o PPN 19

ST e 11T O 11 | SO PRI 20

5 DASKHDOAIM. ... .t 21
DashbOard Page. ... ...uiiuuiiiieei e e 22

B PaymeEnt ACCOUNTS ...ttt ettt et et e 26
Adding a Waiver Payment ACCOUNT .......o.uuiiiiiiii e 26
Adding a Credit Card Payment ACCOUNL...........iiiiiiii e 27
Adding an E-Check Payment ACCOUNT .........coiiuiiiiiiiii e e 30
Editing @ Payment ACCOUNT........ooouui e 34
Deleting @ Payment ACCOUNL........ oo i 35

A 7= 11 [0 =1 (o o S 37
Starting @ New Case FiliNg .....ccouuuiiiii e 38
Uploading Documents fora New Case Filing ...........ccccoiiiiiiiiiiii e 40
Entering Case INfOrmation ..........oouuiiiiiiii e 40
Collecting Address Information atthe Case Level.............oii i 41
Entering Case Information for @ Civil Case...........coouiiiiiiiiiiiici e 43
Filing a New Case with Case Cross ReferenCes.........cccuvviiiiiiiiiiiiii e 45
Filing a New Case with a Will Filed Date ............oiiiiiiiiiiii e 47
Entering Party Detaiils ........ooeii e 50
Entering Date of Death on Parties Page .........cc..oiiiiiiiiii i 52
Entering FiliNng Details ......coouuniii e 57
Capability for Filing @a RetUrn Date ...........coouuiiiiiiiii e 60
Selecting a Return Date for a Case Filing...........cooiuuiiiiiiii e 61
Reverify the REtUN Date ... e 65
Reverifying @ REIUMN DAt ............iiiiiii e 65
Capability for Filing Hearing Date .......... oo e 66
Scheduling a Hearing Date for a New Case Filing.............oiiiiiiiiiii e 66
Scheduling a Hearing for an Existing Case Filing...........cccooiiiiiiiiii e 72
Entering a Filing with an Ad Damnum AMOUNT.........o.uiiiiiii e 74
Entering a Filing with @ Motion Type Code .........oooiiiiiiiiii e 78
Entering a Filing with @ Claim AmMOUNT ... ..o 82
Entering a Filing with an Estate Value ... 87
Entering Payment Information............ooo e 92
Entering Payment Information for Per-Page Optional Service Fee ............c...ccovviiiiiiiininnn 94
SUDMISSION AGQIrEEMENTS ......iiiiit e e et e e e et e e e e et e e e enta e eeees 97

ESO-FS-200-4494 v.12 July 2021

vii



Individual Filer User Guide

Viewing the ENVElope SUMMAIY..........iiiiiii e 98
Viewing Case Address Information on the Summary Page.........ccccoooiiiiiiiiiee, 100

8 Auto Generated DOCUMENES ........uuuiiii ettt e e e e e e e s 101
Collecting Additional Data on the Case Information Page.............ccooooviiiiiiiiiii i, 101
Entering Service of Process Information on the Parties Page .................cccooooiiiiis 103
Entering Filing Details for Service of Process Cases...........ooveviiuiiieiiiiiieeieiiiieeeeeeeeeeeen 106
Entering Payment Information..............ooi i 109
Viewing the Envelope Summary for Service of Process Cases ...........ccccevviieiiiiiiiiiiiiieeeennnn, 111
Viewing the Envelope Details for Service of Process Cases ...........covevveviiiiviiiiiiiiiiiiiieeeeennn, 112

9 Redaction FEatUre......... i e 115
Entering a Filing with Redacted DOCUMENTS ..........couuiiiiiiiii e 115
Deleting @ ReAaCHON........ i 119
Working with an Existing Redaction..............couiiiii e 120
Redaction Editor TOOIDAT .........coceuiiii e 120

10 File into @an EXiStING CaSE@... ... 124
Filing into an Existing Case from the Filing History Page ............ccoooiiiiiiiiiii e, 124
Filing into an Existing Case from the Case Search Page ...........ccccoooiviiiiiiiiii 128
Filing into an Existing Case from the Dashboard Page..............cocooiiiiiiiiiiii e 132
Filing into @ NON-INdeXEd CaSE ........coiiiiiiiieiii e 136
Creating a Service Only FiliNg.......oo oo 139

TT SErVICE CONTACES ...ttt ettt e e et e e e e e eees 141
Adding @ New Service CONtaCT. .........ii i 141
Adding a Service Contact from My Service Contact Listto a Filing .............oooiiiiiiiiinnnnn, 143
Adding a Service Contact from a Public List to a Filing ............oooiiiiiiiii e, 145
Adding a New Service Contact 10 @ FiliNg........cc.uiiiiiiiiiii e 147
Updating Information for an Existing Service Contact.............cccooiiiiiiiiiiiiiii e, 150
Viewing Attached Case List of Service Contacts...........ccooviiiiiiiiiiii e, 151
Updating Information for a Case Service Contact ...........c.coiiiiiiiiiiiiiii e, 152
Deleting @ Service CONtACE .........o.ui i e 153

B2 =Y 0] o] F= 1 1= 155
AdAING @ TEMPIALE ...t 155
Editing @ TEMPIAtE ........ e 157
Using a New Case TemMPIAte.........coouiiiiiii e e 158
Using an Existing Case TemPIate ........c.uuuiiiiiiiiieiei e 158
CopYiNG @ TEMPIALE ... 160
Deleting @ TemPIate ... e 161

G T 11 Vo =SSR 163
CopyiNG the ENVEIOPE .. ..o e 163
Viewing the Envelope Details... ... 165
Viewing Case Address Information in the Envelope Details ..., 167
Viewing Mail Service Fees in the Envelope Details ..., 169
Viewing Certified Mail Services Information in Envelope Details ................cccocooviiiiiiiin, 171
Resuming @ Case FiliNG ......uuiiiiiiii e 173
Deleting @ Draft FiliNg.......couueiiii e 174
CanceliNng @ FiliNG ......ooiiii e 175

T4 BOOKMAIKS ...ttt ettt e e et e et e e e et a e e e e aeae 177
Creating @ Bookmark fOr @ Case ........c.uuiiiiiiiiiiii e 177
Removing a Bookmark from @ Case .........cccuuiiiiiiiiiii i 177
Viewing a List of BoOKmarked Cases...........ooiiuuiiiiiiii e 178

15 BUIK FlING .t e ettt e e e e e et e e et e e e e 179
DaShDOAId ........eeiiiiii e 179
21U 113 (o Y 180

BUIK DFaftS. . ettt et 181

Starting Multiple New Case FiliNgS .........cooiuiiiiiii e 182
Uploading Documents for a Bulk Filing .........c..uiiiiiiii e 186
Entering Case Information for a Bulk Filing ..o 186
Entering Party Details for a BulK FiliNg ...........ccoouiiiiiiiiii e 188
Entering Filing Details for a Bulk Filing.........cc.uuioiiii e 190
Entering Payment Information for a Bulk Filing ..o 193

vii July 2021 ESO-FS-200-4494 v.12



16

17
18

Contents

Viewing the Envelope Summary fora Bulk Filing ..........cc.oiiiiiiiiiiiiie e, 196
Associating Parties to @ BUlK FiliNg ........co.uuiii e 198
Filing into Multiple EXiSting Cases .......ccouniiiiiiiii e 203

Filing into Multiple Existing Cases Using the Bookmark Search ................ccc.ccoeveei, 205

Filing into Multiple Existing Cases Using Case Search .............cccooiviiiiiiiiiii, 209

Filing into Multiple Existing Cases Using Filing History Search.............ccc.cooooiiiiiivinnnnn... 213
(0] o) aTo =1 = 1011 1q) 11113 PP 217
Vacation Letter (or Leave of ADSENCE).........uu it 219
DaShBDOAIA .......ouiiiiie e 219

BUIK HISTOIY ...t et 220

o] 221
Filing a Vacation Letter (or Leave of ADSENCE)..........uiiiiiiiiiiiiiiiie e 222
Entering Payment Information for a Vacation Letter (or Leave of Absence) Filing ................... 227
Viewing the Envelope Summary for a Vacation Letter (or Leave of Absence) Filing ................ 229
=T o o] €= T PP 231
Creating @ REPOI ...... e e 231
SUPPOrt aNd FEEADACK. ......... i e e 233
ReqUESTING SUPPOIT ... e e e e et e e e e ean s 233
P o LT QST U] o] o] o APPSR 235
Providing FEEADACK .......ccoeiiiie e 237
Tyler Technologies Technical Support Contact Information ... 239

ESO-FS-200-4494 v.12 July 2021



List of Figures

Figure 1.1 —Dashboard PAge .........c.. i e et e e 3
Figure 1.2 —File into Existing Case Window—Includes Party Name Option.............c.cccooveiiiiiiiiiiieceennnns 4
Figure 1.3 —File into Existing Case Window—Excludes Party Name Option..........cccccoooiiiiiiiiiinnnnn. 4
Figure 1.4 —Case Search Page with No Search Results Displayed.............cccoooiiiiiiiiiiiiiiieceee 4
Figure 1.5 —Filing HIiSTOrY Page .......couiiniii e e e e e e et e e eans 5
Figure 1.6 —Filing Drafts Page ......... oo e 5
Figure 1.7 —Sample BOOKMAIrKS Page........ccuuiiiiiiii e e e 6
Figure 1.8 —TemplatesS Page .......cou i e e e e 6
Figure 1.9 —Payment ACCOUNES Page .........coiiiiiiiiiiiii e 7
Figure 1.10 —Service Contacts Page ... ... e 7
Figure 1.11 =My Information Page ............i oo 7
Figure 1.12 —Account SEttiNgS PAge ..........o oot 8
Figure 1.13 —RePOItS PAge ... oo e ettt e e et e e e e 8
Figure 2.1 —The E-FiliNg PrOCESS ......ciiiiiiiiiii e e e 9
Figure 3.1 —eFile Landing Page...... oo 12
Figure 3.2 —Registration — Select TYpe Page........couu i e 13
Figure 3.3 —Registration - User INformation Page ..............ii i 13
Figure 3.4 —Registration - Firm/Contact Information Page ... 14
Figure 3.5 —Example of Terms and ConditionS...........coouuiiiiiiiii e 14
Figure 3.6 —Registration - SUCCESS PAgE ..........iiiiiiiiiiiiii e e 15
Figure 3.7 —Reset Password WINAOW ..........oouuiii e e 15
Figure 3.8 —Reset Password Window — Complete Reset Process ..o 16
Figure 3.9 —Example of Password Reset Request Email ............ccoooiiiiiiiiiii e 16
Figure 3.10 —Account SEtiNGS PAge ...t e 17
Figure 3.11 —Sample My Information Page ..........oo oo 18
FIQUre 4.1 —Sign IN Page .....uniiiii e et 20
Figure 4.2 —Sign Out Drop-DOWN LiSt.........coouuii e 20
Figure 5.1 —DashbDOard..... ... et e et ettt e e e e e e e e eeaaas 21
Figure 5.2 —Dashboard Page ............oiiiiiiiii e 22
Figure 5.3 —Warning MESSAGE ........ ittt ettt e 22
Figure 5.4 —Filing HIiSTOrY Page .......coniiiiiiiii et et e e e e e e e e ees 23
Figure 5.5 —Filing Drafts Page .........o oo 23
Figure 5.6 —File into Existing Case Window—Includes Party Name Option ............c.coooiiiiiiiieiiin i, 24
Figure 5.7 —File into Existing Case Window—Excludes Party Name Option..............cccoeeeiiiiiiiiiiincennnn. 24
Figure 5.8 —Case Search Page with No Search Results Displayed............ccccccoiiiiiiiiiiiiiciecci e, 24
Figure 5.9 —Sample BOOKMArKS Page.........couuuuiiiiiii e e 25
Figure 5.10 —Templates Page..... ..o e e e e e 25
Figure 6.1 —Payment ACCOUNTS Page..........oiiiiiiii it e e e e e et e e e e e eaeeen 26
Figure 6.2 —New Payment ACCOUNT WINAOW ........coouuuiiiiii e 27
Figure 6.3 —Payment ACCOUNTS Page..........oiiiiiiiiii e e e e e e e e een 27
Figure 6.4 —New Payment ACCOUNt WINAOW .........oouuiiiiii e 28
Figure 6.5 —Enter Information WINAOW .............uiiii e 28
Figure 6.6 —Payment INformation Pane...............ooiiiiiiii i e 29
Figure 6.7 —Verify Billing INnformation Pane ..............o e 30
Figure 6.8 —Payment ACCOUNES PAgE.........coouiuiiiiiii et 31
Figure 6.9 —New Payment ACCOUNt WINAOW ...........iiiiiiiii e 31
Figure 6.10 —Enter Information WINAOW ............oiiiiiiii e 32
Figure 6.11 —Payment Information Pane..............cooiuiiiiiii e 33
Figure 6.12 —Verify Billing Information Pane ..............ccouiiiiiiiiii e 34
Figure 6.13 —Payment ACCOUNTS Page .......coiiiiiiiii e e 35
Figure 6.14 —Payment ACCOUNTS PAge .......c..uiiiiiii e 35
Figure 7.1 —Dashboard Page .........coouiiiiiiii e e 38
Figure 7.2 —Start FiliNg Page. ......... it 39

X July 2021 ESO-FS-200-4494 v.12



List of Figures

Figure 7.3 —Start Filing Page with Case Panes Displayed...............cccccoiiiiiiiiiiiiiicccee e 39
Figure 7.4 —Upload DOCUMENTS PAQE ....... it 40
Figure 7.5 —Case INformation Page ..........ooiiiiiiiii e e e e e e e e e e s 41
Figure 7.6 —Sample Case Information Page—Case Address Pane Blank.................ccoooooiiiiiiincnnn. 42
Figure 7.7 —Sample Case Information Page—Case Address Pane Completed ............ccccooeiiiiiiiiiiiinnnnnn. 43
Figure 7.8 —Case INfOrmation Page ..........coiiiiiiiii et e e e e e e e e e s 44
Figure 7.9 —Select Procedures / Remedies WINAOW..........cc.uiiiiiiiiiii e 44
Figure 7.10 —Sample Completed Case Information Page.............cooiiiiiiiiiiii e 45
Figure 7.11 —Case INformation Page .........ccouuiiiii et 45
Figure 7.12 —Sample Case Information Page with the Case Cross Reference Type Section

[ 1ST o] =)o ORI 46
Figure 7.13 —Example of a Case Information Page with Case Cross Reference Numbers Added............. 47
Figure 7.14 —Start FiliNG Page .......uu it e e 48
Figure 7.15 —Start Filing Page with Case Panes Displayed............cooouuiiiiiiiiiiiiiii e 48
Figure 7.16 —Upload DOCUMENES Page.......c..uiiiiiii et 49
Figure 7.17 —Example of the Will Filed Field on the Case Information Page ..............ocooeiiiiiiiiiiinienennnnnn. 49
Figure 7.18 —Personal Tab on the Parties Page ...........oooouuiiiiiiii e 50
Figure 7.19 —Address Tab on the Parties Page ..........coouu i e 51
Figure 7.20 —Additional Identifiers Tab on the Parties Page..............cccooiiiiiiiiiiiiiii e 51
Figure 7.21 —Example of the Personal Tab on a Parties Page .............ccooviiiiiii e 52
Figure 7.22 —Start FiliNG Page .......ccuu ettt 53
Figure 7.23 —Start Filing Page with Case Panes Displayed............cooouuiiiiiiiiiiieiii e 53
Figure 7.24 —Upload DOCUMENES PAQE........couuuiiiiiiiii e 54
Figure 7.25 —AtorNe@YS WINAOW ... ... et e e e e e e e e e e e e eeanas 55
Figure 7.26 —Lead AttOrNey WINAOW .........couuiiiii et e 55
Figure 7.27 —Example of the Address Tab on a Parties Page ... 56
Figure 7.28 —Example of the Additional Identifiers Tab on a Parties Page (Includes the Date of Death

1= o U 56
FIQUre 7.29 —FiliNgS PAge ..... oottt e e 57
Figure 7.30 —Sample Optional SErvices Tab .........cc.ui i e 58
Figure 7.31 —Associate Parties to this Filing WINAOW ..o 58
Figure 7.32 —Upload DOCUMENES PaNE.........couuiiiiiii e e 59
Figure 7.33 —Select document(s) for Lead Document WiNdOW ............ccviiiiiiiiiiiiiiiieec e 59
Figure 7.34 —Return Date Pane ....... ... 60
Figure 7.35 —Return Date Verified MESSaA0E ........ccouuumiiiiiii e 60
Figure 7.36 —Sample Return Date Pane with Valid Date Displayed................cccooiiiiiiiiiiiiiie e, 60
Figure 7.37 —Return Date Pane with Error Message Displayed .............cooooiiiiiiiiiiiee e 61
Figure 7.38 —Dashboard Page...........coouuuiiiiiii et 61
Figure 7.39 —Start FiliNG Page ........oouiiiiiiii e et e e 62
Figure 7.40 —Start Filing Page with Case Panes Displayed ..o 62
Figure 7.41 —Return Date Pane on the Summary Page ..............oiiiiiiiiiiiiii e 64
Figure 7.42 —Out of State Service Check Box Selected in the Return Date Pane ..............c....ccooeeine. 64
Figure 7.43 —Return Date Verified MESSAgE ........ccouuuuiiiiiii e e 64
Figure 7.44 —Sample Return Date Pane with Valid Date Displayed.............ccccoiviiiiiiiiiiiiiine e 65
Figure 7.45 —Return Date Pan@ ..........couiii e e 65
Figure 7.46 —Sample Schedule Hearing Page ...........ooiiiiiiiiiiii e 66
Figure 7.47 —Dashboard Page...........ccuuuuiiiiiiii et 67
Figure 7.48 —Start FiliNG Page ........oouiiiiiiii et e e 67
Figure 7.49 —Start Filing Page with Case Panes Displayed............cooouuiiiiiiiiiiiiii e 68
Figure 7.50 —Case INformation Page.........co.u i 69
FIQUre 7.51 —Parties Page. .....ccuu it 69
FIgure 7.52 —FiliNgS PAge .......ooiiiiiieiei e ettt e 70
FIQUIrE 7.53 —SeIVICE PAge ... ... ittt e e e et e e e eeanas 70
FIgure 7.54 —SUMMAIY PAge........ccouiiiiiiiei et e e et e e e e e e e e e e e e e et e e e e e eaaas 71
Figure 7.55 —Sample Schedule Hearing Page ...........ooo oo 71
Figure 7.56 —Filing HIiStOry Page ..o e e 72
Figure 7.57 —Sample Envelope Details Page............cooouuiiiiiiiiii e 73
Figure 7.58 —Sample Schedule Hearing Page ...........oo oo 73
FIgure 7.59 —FiliNGS PaAge .. ... et eaaas 74

ESO-FS-200-4494 v.12 July 2021 Xi



Individual Filer User Guide

Figure 7.60 —Sample Optional SErvices Tab .........cc.uiiiiiiiiiii e 75
Figure 7.61 —Associate Parties to this Filing WINAOW ..o 75
Figure 7.62 —Upload DOCUMENES Pan@...........oiiiiii e e 76
Figure 7.63 —Select document(s) for Lead Document WiNdOW ............ccviiiiiiiiiiiiiiiieecie e 76
FIGQUIE 7.64 —F @S PaQge. ...couei i et 77
Figure 7.65 —Sample Ad Damnum Fees onthe FEES Page..........coooveiiiiiiiiiiiiiie e 78
Figure 7.66 —FiliNgS Page ......couniiiiiii et 79
Figure 7.67 —Sample Motion Type Drop-Down List..........cooeuiiiii e 79
Figure 7.68 —Sample Optional SErvICES Tab .......ccieuuuiiiiiiie e e e 80
Figure 7.69 —Associate Parties to this Filing WIiNAOW...........oooiiiiiiii e 80
Figure 7.70 —Upload DOCUMENES PaNE.........couuiiiiiiii e 81
Figure 7.71 —Select document(s) for Lead Document WindOW .............oiiiiiiiiiiiiiiiiiie e 81
Figure 7.72 —Example of a Filings Page with a Motion Filing Code Selected...............ccccoiiiiiiiiiinieiinnnnn.. 82
Figure 7.73 —Example of @ FiliNgS Page .......c.uuuiiiii e e 83
Figure 7.74 —Sample Optional SErvICES Tab .......cciiuuiiiiiiiii e e e 83
Figure 7.75 —Associate Parties to this Filing WINAOW ..o 84
Figure 7.76 —Upload DOCUMENES PANE.........oouuiiiiiiii e 85
Figure 7.77 —Select document(s) for Lead Document WINAOW ..........ccouuniiiiiiiiiiiiiiie e 85
FIQUIE 7.78 —F @S Page. ... ittt e 86
Figure 7.79 —Sample Claim Amount Fees on the Fees Page ... 87
Figure 7.80 —Example of @ FiliNGS Page ... ... e 87
Figure 7.81 —Sample Optional SErviCes Tab ........c.cuuuiiiiiiii e 88
Figure 7.82 —Associate Parties to this Filing WINAOW...........ooiiiiiii e 89
Figure 7.83 —Upload DOCUMENES Pan@...........oiiiiii e 89
Figure 7.84 —Select document(s) for Lead Document WindOW .............coiiiiiiiiiiiiiiiiiie e 90
FIGQUIE 7.85 —F@ES Page. ... ettt e 91
Figure 7.86 —Sample Estate Value Fees onthe Fees Page...........ccoo i, 92
FIQUIE 7.87 —F @S Page. ... ittt e 92
Figure 7.88 —Select Party Responsible FOr FEes WINAOW ............uiiiiiiiiiiiiiii e 93
Figure 7.89 —Example of a Fees Page with the Filing Fees Displayed.............ccoooooiiiiiiiiiiin i, 93
Figure 7.90 —Example of a Fees Page with the Mail Service Fees Displayed..............ccocveiiiiiiiiinnieiinnnnnn. 94
Figure 7.91 —Sample Optional Services Tab .........ccou i 95
Figure 7.92 —Select Party Responsible For Fees Window............cccoiiiiiiiiiii e 96
Figure 7.93 —Example of a Fees Page with the Filing Fees Displayed...............ccccooiiiiiiiiiniiiiiin e, 96
Figure 7.94 —Submission Agreements Pane — One Disclaimer.............covviiiiiiiiiiiiiii e 97
Figure 7.95 —Submission Agreements Pane with the Check Box Selected — One Disclaimer................... 97
Figure 7.96 —Submission Agreements Pane — Two DiSClaimers ............coooiiiiiiiiiiiiine e 97
Figure 7.97 —Submission Agreements Pane with the Check Boxes Selected — Two Disclaimers.............. 97
Figure 7.98 —Submission Agreements — NO DiSClaimers............cocoiuiiiiiiiiiiii e 98
Figure 7.99 —Sample SUMMArY Page...... .o e e 98
Figure 7.100 —Sample Summary Page with Mail Service Fees Displayed .............cccoooviiiiiiiiiiiiiniiennnnnn. 99
Figure 7.101 —Unused DOCUMENTS MESSAGE ... ..uiuuiiiiiii ittt e e e e e e et e e e e e e een 99
Figure 7.102 —Case Address Information on the Summary Page..............coiiiiiiiiii e, 100
Figure 8.1 — Additional Data Fields on the Case Information Page .............cccoooiiiiiiiii e, 102
Figure 8.2 —Example of the Personal Tab on the Parties Page—Blank .................ccoooiiiiiiiiiiiiieceec, 103
Figure 8.3 —Example of a Service of Process Drop-Down List...........cc.oiiiiiiiiiiiiiiiii e 104
Figure 8.4 — Example of the Personal Tab on the Parties Page with Fields Completed........................... 104
Figure 8.5 —Address Tab on the Parties Page..........coou i 105
Figure 8.6 —Additional Identifiers Tab on the Parties Page .............cccooiiiiiiiiiic 105
Figure 8.7 —Example of an Auto Generated Filings Pane.............cooi i, 106
Figure 8.8 —Example of a Filings Page with the Auto Generated Filings Pane Displayed....................... 106
Figure 8.9 —Sample Optional Services Tab..........ccouuuiiiiiiiii e 107
Figure 8.10 —Associate Parties to this Filing WINAOW...... ..o 107
Figure 8.11 —Upload DOCUMENTS PANE ........ccouiiiiiiii e e e e enns 108
Figure 8.12 —Select document(s) for Lead Document WiNndOW ..............iviiiiiiiiiiiiiiiiiiii e 108
FIQUIE 8.13 —F @S Page. ... et e e e e e eeas 109
Figure 8.14 —Select Party Responsible For Fees Window..............ccooiiiiiiiiiiiiii e 110
Figure 8.15 —Example of a Fees Page with the Filing Fees Displayed................ccccooiiiiiiiiiiiiiiinieeen, 110
Figure 8.16 —Example of a Fees Page with the Mail Service Fees Displayed.............ccooviiiiiiiiine. 111

Xii July 2021 ESO-FS-200-4494 v.12



List of Figures

Figure 8.17 —Sample SUMMAry Page............iiiiiiiii e e e eees 112
Figure 8.18 —Filing HiStOry Page........ccouuii e 113
Figure 8.19 —Sample Envelope Details Page ............uiiiiiiiiiiiiii e e 114
Figure 9.1 —Start FIliNG Page........cooiiiiiii e e e e et e e e e eees 116
Figure 9.2 — Start Filing Page with Case Panes Displayed..............ooooiiiiiiiiiiiii e 116
Figure 9.3 —Upload Documents Page—BIlankK............ccouiiiiiii e 117
Figure 9.4 —Upload Documents Page with an Uploaded Document.............ccooiiiiiiiiiii i, 117
Figure 9.5 — Example of a Message for a Completed Redaction ...............ccoooiiiiiiiiii e, 117
Figure 9.6 —Sample SUMMArY Page ........cooviiiiiiiiiiiiie et e e e e e ean e e e eeaees 118
Figure 9.7 — Example of a Message with Redaction in Progress ...........ccovovviiiiiiiiiiiiiiii e 119
Figure 9.8 — Annotation Notes Dialog BOX...........viiiiiuiiiiiiiiee e e 119
Figure 9.9 —Delete Annotation? Dialog BOX ... e 120
Figure 9.10 —Sample Thumbnail Pane .............o oo 122
Figure 10.1 —Example of a Filing HIStory Page...........i i 125
Figure 10.2 —Associate Parties to this Filing WINdOW ..o 126
Figure 10.3 —Upload DOCUMENES PaNE.........oouuuiiiiiiiii e eeeaees 126
Figure 10.4 —Select document(s) for Lead Document WiNdOW ...............iviiiiiiiiiiiiiiii e 127
Figure 10.5 —File into Existing Case Window—Includes Party Name Option .............cccooeiiiiiiiiiiinnee. 128
Figure 10.6 —File into Existing Case Window—Excludes Party Name Option ..............ccccceiviiiiiininnnnnn, 129
Figure 10.7 —Case SearCh RESUIES ..........iiiiiiii e e 129
Figure 10.8 —Associate Parties to this Filing WINAOW ... 130
Figure 10.9 —Upload DOCUMENES PaNE.........oouuiiiiiiiiii et eeaees 131
Figure 10.10 —Select document(s) for Lead Document WIiNdOW .............oooieiiiiiiiiiiiiiiiii e 131
Figure 10.11 —File into Existing Case Window—Includes Party Name Option.............cccoooiiiiiiiinne. 132
Figure 10.12 —File into Existing Case Window—Excludes Party Name Option .............cccccoevvieiiiinnenennn. 133
Figure 10.13 —Case SearCh Page ............ it 133
Figure 10.14 —Associate Parties to this Filing WINAOW ..o 134
Figure 10.15 —Upload DOCUMENTS PanE..........oouuiiiiiiii et 135
Figure 10.16 —Select document(s) for Lead Document WIiNdOW .............coooiiiiiiiiiiiiiiiiiii e 135
Figure 10.17 —File into Existing Case Window—Includes Party Name Option.............ccc.cccoeveviiiiinnnn. 136
Figure 10.18 —File into Existing Case Window—Excludes Party Name Option ............cccccoevvieiiiiniennnn. 137
Figure 10.19 —Case Search Window with No Results Found..............cccoiiiiiiii e, 137
Figure 10.20 —1 Don’'t See My Case WINAOW.........couuiiiiiiiiiiiee et e e e e e e e e eees 138
Figure 10.21 —Case INformation Page.............uuiiiiiiiii e 138
Figure 10.22 —Upload DOCUMENES PaNE............iiiiiiii e 139
Figure 10.23 —Select Document(s) for Lead Document WindOW............cccoouiiiiiiiiiiiiiiiiie e 139
Figure 10.24 —Sample Service Method Drop-Down List..........ccouuuiiiiiiiiiiiiiiii e 140
Figure 10.25 —Example of a Service Page for a Service Only Filing ..........coooiiiiiiiiiiii e, 140
Figure 11.1 —=Service ContactS Page ..........oouiiiiiiiiii e 141
Figure 11.2 —Service Contacts — Additional Fields ...............i i 142
Figure 11.3 —My Service Contacts WINAOW ..........coouiuiiiiiiiii e 143
Figure 11.4 —Sample Associated Parties WINAOW. ...........ccouuiiiiiiiiiiii e 144
Figure 11.5 —Sample Service Method Drop-Down List...........cccouuuiiiiiiiiiiiiii e 144
Figure 11.6 —Example of a Service Page ina Case FiliNg ............oiiiiiiiiiiiiiiiii e 145
Figure 11.7 —Public Service Contacts WINAOW ...........coouiiiiiiiiiie e 145
Figure 11.8 —Sample Public Service Contacts List...........c.uuiiiiiiiiiii e 146
Figure 11.9 —Sample Associated Parties WiNndOW. ...........c...iiiiiiiiiiiiii e 146
Figure 11.10 —Sample Service Method Drop-Down List.............coooviiiiiiiiiiii e 147
Figure 11.11 —Example of a Service Page in a Case FiliNg...........coviiiiiiiiiiiiii e, 147
Figure 11.12 —Add Service Contact WINAOW .........coouiiiiiiii e 148
Figure 11.13 —Sample Associated Parties WINAOW..............iiiiiiiiiiii e 149
Figure 11.14 —Sample Service Method Drop-Down List ..........cccuuuiiiiiiiiiiiiii e 149
Figure 11.15 —Example of a Service Page in a Case FiliNg...........cooiiiiiiii e 150
Figure 11.16 —Service ContactS Page ...........ooiiiiiiiii e 150
Figure 11.17 —Service Contacts Page ........ccoouuuiiiiiiiii e e e 151
Figure 11.18 —Service Contact Attached Cases WiNdOW............ooiiuiiiiiiiiiii e 151
Figure 11.19 —Service Contact Attached Cases Window — No Attached Cases ..........c...cccooeevvieiinnn. 152
Figure 11.20 —Filing HiStOrY PAge .......ccouuiiiiiiiii e e 152
Figure 11.21 —Update Service Contact WINAOW .........coouiiiiniiiee e e 153

ESO-FS-200-4494 v.12 July 2021 xiii



Individual Filer User Guide

Figure 11.22 —Service ContactS Page ...........ooiiiiiiii e e 154
Figure 12.1 —Templates Page.......... et 155
Figure 12.2 —Templates Pane.........o.. i et eeen 156
Figure 12.3 —Sample SUMMaAry Page............oiiiiiiii e e e e e 156
Figure 12.4 —Templates Page.......... e 157
Figure 12.5 —Templates Page. ... ..o et e 158
Figure 12.6 —Filing HIiStOry Page.........oviniii e e e e e eans 159
Figure 12.7 —Templates Matching WINAOW ..........oooiiuiiiiii e 160
Figure 12.8 —Templates Page.......couuiiii et e 161
Figure 12.9 —More Options Drop-DOWN LiSt.........ccouuuiiiiiiiiee e 161
Figure 12.10 —Templates Page ....... oot 162
Figure 12.11 —More Options Drop-DOWN LiSt .........c.uuiiiiiiiiiiiie e 162
Figure 13.1 —Filing HiStOry Page........ccouuuiiiii et eeeaees 164
Figure 13.2 —More Options Drop-DOWN LiSt.........ccoouuiiiiiie e e 164
Figure 13.3 —Sample Upload Documents Page for a Copied Envelope ...........c.coooeiiiiiiiiiiiiiiiiiiee, 164
Figure 13.4 —Sample Summary Page for a Copied ENVelope ............ccouiiiiiiiiiiiiiiiiiieeie e 165
Figure 13.5 —Filing HiStOry Page........ccouuiiiiiii e e s 166
Figure 13.6 —Sample Envelope Details Page...... ..o 167
Figure 13.7 —Filing HiStOry Page........ccouuiiiiii e e e eaeas 168
Figure 13.8 —Case Address Information on the Envelope Details Page..............coceviiiiiiiiiiiiiiiiiiieieen, 169
Figure 13.9 —Filing HIiStOry Page....... oo 170
Figure 13.10 —Sample Envelope Details Page with the Mail Service Fees Displayed .............cc............. 171
Figure 13.11 —Filing HIStOry PAge .......coouuiiiiiii e 172
Figure 13.12 —Sample Envelope Details Page ..........oooouiiiiiii e 173
Figure 13.13 —Filing DraftS Page ........couuuiiiiiiii e 174
Figure 13.14 —Filing DraftsS Page ........coouuiiiiii e 175
Figure 13.15 —Filing HIiStOry Page ........ccuu e 176
Figure 14.1 —Sample BOOKMArkS PAge ...........uuiiiiiiiiieiiii e e 177
Figure 14.2 —Sample BOOKMAIrKS PAge ........cc.uuiiiiiiiiiiii et 178
Figure 14.3 —Sample BOOKMAIrKS PAge ..........coouuiiiiiiiiiiie e eeaes 178
Figure 15.1 —Dashboard ...........c..oiiii et e 179
Figure 15.2 —BUlK HISTOry Page ...... oo e 181
Figure 15.3 —BUIK Drafts Page..........uiiiiiiiiiii i e e e e e e e e e eees 182
Figure 15.4 —Start FiliNG Page .......uu i et eaeas 183
Figure 15.5 —Start Filing Page—Bulk Filing Not Supported ... 184
Figure 15.6 —Start Filing Page—Bulk Filing Supported .............ccoooiiiiiii e 184
Figure 15.7 —BUIK FiliNg WINAOW..........uuiiiiiee e e s e e e e e e e ee e e e eeeeas 185
Figure 15.8 —Sample Bulk Filing Dashboard ... 185
Figure 15.9 —Upload DOCUMENTS PAgE........cceuiiiiiiii e e e e eans 186
Figure 15.10 —Sample Case Information Page............coooiuiiiiiiiii e 187
Figure 15.11 —Example of a Parties Page in @ BUulK Filing..............oiiiiiiiiii e 188
Figure 15.12 —Address Tab on the Parties Page ..........ccoiiiiiiiiii e 189
Figure 15.13 —Additional Identifiers Tab on the Parties Page.............ccoooiii 189
Figure 15.14 —Sample FiliNgS PAgE ........uuiiiiiiiiee e 190
Figure 15.15 —Sample Optional Services Tab ...........ccoiuiiiiiiiii e 191
Figure 15.16 —Associate Parties to this Filing WINAOW ...........ccooiiiiiii e 191
Figure 15.17 —Upload DOCUMENES PANE............iiiiiiiii e 192
Figure 15.18 —Select document(s) for Lead Document WindOw ............cccoovviiiiiiiiiiiiiiiie e, 192
Figure 15.19 —Sample Bulk Fees / Summary Page—Blank Fields.............ccccooiiiiiiii, 193
Figure 15.20 —Select Party Responsible For Fees Window ..o, 194
Figure 15.21 —Sample Bulk Fees / Summary Page—Completed Fields ..............ccccooiiiiiiiiiiiiieene, 195
Figure 15.22 —Sample Fee Details WINAOW .........coouiuiiiiiii e e 196
Figure 15.23 —Sample Bulk Fees / Summary Page—Submission Agreements Not Accepted ................ 197
Figure 15.24 —Sample Bulk Fees / Summary Page After Filing is Submitted.........................ccooo, 197
Figure 15.25 —Sample Bulk Filing Dashboard Page ..............ccoouiiiiiiiii e 198
Figure 15.26 —Drafts Tab on the Bulk Add Filings Page ..........ccoi i 198
Figure 15.27 —Add Filings Tab on the Bulk Add Filings Page..........cccoiiiiiiiiiie e, 199
Figure 15.28 —Select document(s) for Lead Document WiNndOW .............oooiiiiiiiiiiiiiiiniiiii e 200
Figure 15.29 —Save Filings Tab on the Bulk Add FilingsS Page ...........coouiiiiiiiii e 200

Xiv July 2021 ESO-FS-200-4494 v.12



List of Figures

Figure 15.30 —Associate Parties Button Displayed in the Save Filings Tab ............ccccccooiiiiiiiinien, 201
Figure 15.31 —Select FiliNgs WINAOW ... 201
Figure 15.32 —Associate Parties to Selected Filing(s) Window — BlankK...............ccccooiiviiiiiiiiiiiiiinieeeenn, 202
Figure 15.33 —Party Type Drop-DowWn LISt ........ccuiiiiii i e e eens 202
Figure 15.34 —Start FiliNg Page ....... oo e 203
Figure 15.35 —Start Filing Page—Bulk Filing Not Supported .............coiiiiiiiiiii e 204
Figure 15.36 —Start Filing Page—Bulk Filing Supported ............cccoiiiiiiiiii e 204
Figure 15.37 —BUIK FiliNg WINAOW........coouiiii et eeeas 205
Figure 15.38 —Sample Bulk Filing Dashboard Page .............oooouiiiiii e 205
Figure 15.39 —Start FiliNG Page ....... oo e e 206
Figure 15.40 —Start Filing Page—Bulk Filing Supported ... 206
Figure 15.41 —BUIK Filing WINAOW....... .o et e e e e e e e eees 207
Figure 15.42 —Sample Bulk Filing Dashboard Page ..............oooiuiiiiiiiiiii e 207
Figure 15.43 —Sample Bookmarks WINAOW ..............uuiiiiiiiiiiiiii e e 208
Figure 15.44 —Add 10 BUIK WINAOW .......c.oiiii e e e e e e e eees 208
Figure 15.45 —Sample Bulk Filing Dashboard Page—Case Added to BulK..............cccoovviiiiiiiiiiiiinienenn, 209
Figure 15.46 —Start FiliNG Page ....... oo e e e 210
Figure 15.47 —Start Filing Page—Bulk Filing Supported ... 210
Figure 15.48 —BuUIK FiliNg WINAOW........coouiii et eeeaees 211
Figure 15.49 —Sample Bulk Filing Dashboard Page ..............ccoouiiiiiiiiiii e 211
Figure 15.50 —Case Search WINAOW .........cc.uiiiiiii ettt e e e e e ea e eees 212
Figure 15.51 —Case Search Results WINAOW .............uiiiiiiiiiiiiii e 212
Figure 15.52 —Add 10 BUIK WINAOW .........uiiiiii e e e 212
Figure 15.53 —Case Search Message—No Cases Selected ...........coooiiiiiiiiiiiiiii e, 213
Figure 15.54 —Sample Bulk Filing Dashboard Page—Case Added to BulK..............cccoovviiiiiiiiiiiiinienennn, 213
Figure 15.55 —Start FiliNG Page ....... oot 214
Figure 15.56 —Start Filing Page—Bulk Filing Supported ... 214
Figure 15.57 —BUIK FiliNG WINAOW..........uuiiiiie ettt s e e e e e e eee e e e e eeeas 215
Figure 15.58 —Sample Bulk Filing Dashboard Page ... 215
Figure 15.59 —Sample Filing HiStory WINAOW............ooiiiiiiiii e 216
Figure 15.60 —Add t0 BUIK WINAOW .........iiiiieiiiiieiis e e e e e e e e et e e e e 216
Figure 15.61 —Sample Bulk Filing Dashboard Page—Case Added to BulK..............ccoovviiiiiiiiiiiiinneiennn, 217
Figure 15.62 —Sample Bulk FiliNG Pane..............oiiiiiiiii e 217
Figure 15.63 —Sample Bulk Filing Dashboard ..............oooiuiiiii e 218
Figure 16.1 —DashbDOard ...........ooouuiiiii ettt 219
Figure 16.2 —Sample Bulk HiStOry Page .............iiiiiiiii e 221
Figure 16.3 —Sample BUlk Drafts Page.........couuuiiiiiiiii e 222
Figure 16.4 —Dashboard Page...........coouuuiiiiiii et 223
Figure 16.5 —Options Tab on the File Vacation Letter Page ...............cooooiiiiiiiiii i, 223
Figure 16.6 —Sample Vacation Letter Type Drop-Down List............ooiiiiiiiiiiiiiiii e 224
Figure 16.7 —Sample Options Tab on the File Vacation Letter Page with Fields Completed.................... 224
Figure 16.8 —Sample Cases Tab on the File Vacation LetterPage ................cccooiiiiiiiiiiii e, 224
Figure 16.9 —Filing Tab on the File Vacation Letter Page..............coooiiiiiiiiiiii e 225
Figure 16.10 —Save Tab on the File Vacation Letter Page ..............oooooiiiiiiii e, 226
Figure 16.11 —Sample Vacation Letter Filing on the Bulk Filing Dashboard Page ..............c...cccoeeeenn. 226
Figure 16.12 —Sample Bulk Fees / Summary Page—Blank Fields.............ccccooiiiiiiiiii e, 227
Figure 16.13 —Sample Bulk Fees / Summary Page—Completed Fields .............ccccooiiiiiiiiiiiiiie, 228
Figure 16.14 —Fee Totals and Fee Details Button on the Bulk Fees / Summary Page............................ 229
Figure 16.15 —Sample Bulk Fees / SUMMary Page .........c..uiiiiiiiiiiiiiiii e 230
Figure 17.1 —RepPOIS PAge .......cuuiiiiiiii ettt e e e e e e e e eees 231
Figure 17.2 —Select Locations Dialog BOX ...........coiuuiiiiiiieiiiiee et e e 232
Figure 17.3 —Error Message for Report Date Range.............v oo 232
Figure 18.1 —Support / Feedback WINAOW ... e 233
Figure 18.2 —Example of @ SUPPOIt WINAOW .........couuiiiiiiiiiii e 234
Figure 18.3 —Help Icon on the Dashboard Page............coouuuiiiiiiiiiiii e 235
Figure 18.4 —Chat MOdal....... ..o et e e e e e et e e e e eees 236
Figure 18.5 —Chat Modal with Communication Options..............cccooiiiiiiiiii e, 236
Figure 18.6 —Support / Feedback WINAOW ...........ooiiiuiiiiiii e 237
Figure 18.7 —Feedback WINAOW ...ttt e e e e e e e e e e e e eees 238

ESO-FS-200-4494 v.12 July 2021 XV



Individual Filer User Guide

Figure 18.8 —Feedback Type Drop-Down LiSt ..........coeniiiiiiii e 238

Xvi July 2021 ESO-FS-200-4494 v.12



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.
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1 System Overview

Topics covered in this chapter
¢ Release 2021.5 Enhancements
¢ 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.

Release 2021.5 Enhancements

The following enhancements were made to the Odyssey® File & Serve™ system for Release 2021.5.

Feature/Update Description/Location in Document

The vacation letter (or leave of absence) feature Vacation Letter (or Leave of Absence), page 219
was added to this release.

The capability to collect additional data on the Auto Generated Documents, page 101
Case Information page was added. Also, the
Service of Process feature was added. The data
that is collected is then transferred to forms used in
civil and family cases.

The Case Search feature was updated to allow The following topics were updated:

users to press ENTER to perform a case search.
» File into an Existing Case, page 124

+ Filing into an Existing Case from the Case
Search Page, page 128

» Filing into an Existing Case from the
Dashboard Page, page 132

* Filing into a Non-Indexed Case, page 136

» Filing into Multiple Existing Cases Using
Case Search, page 209

Before You Begin

This guide is intended for individual filers (pro se/self-represented litigants).
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.
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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)

— 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

— 4 GB of RAM

— 1920 x 1080 resolution for both desktop computers and mobile devices
Connection Requirements—A high-speed Internet connection is recommended.

Document Format—The following document formats are supported:

— Adobe® PDF

— Adobe TIFF

— Microsoft Windows Media Video (WMV)
— Microsoft Word (DOCX, DOC)

— MPEG (MPG)

— WordPerfect® (WPD)

- XML

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.
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Error Messages

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.

eile Dashboard

Start Filing > Filing History = Drafts & Va
Click on START FILING to select your filing options. You could initiate a case Envelope # 165149 Draft # 9063
o 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)
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)
View Filing History View My Drafts
Case Search Q Bookmarks n Templates 1

CC-15-1813 - Hikion
OFSQA 2017

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

CC-15-230
File and Serve

Search Cases View My Bookmarks 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.
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File into Existing Case

ocation %

Select +

Location is Required.

Search for a Case by

@ oot O Parytiome

Case number format is default.

e

Case Number is Required

Figure 1.2 — File into Existing Case Window—Includes Party Name Option

Note: Your system may be configured to only search by case number. With this optional
configuration, the Party Name option is not displayed.

File into Existing Case

Location %
Select.. +

Location is Required

Case number format is default.

Case Number %

Case Number is Required

Figure 1.3 — File into Existing Case Window—EXxcludes Party Name Option

4 DASHEDARD |
to return to the Dashboard page.

If your search does not produce any results, click

€ DASHBOARD REFINE SEARCH

Figure 1.4 — 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.
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Orientation

2, eFile Filing History

. Envelope # 165244 \Z\

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

O Accepted

P— FilngCode p— FilogDescription Clentret s
g Gancelled Submitted Acquittal eFile Only °
Receipted

O served

S Envelope # 165149 (]

O Submitted #165149 Submitted 01/24/2020 9:22 AM by Pro Se
O Submitting

Filing Status Filng Code Filng Type Filing Descripton ClientRef &

Location Reviewed Acknowledgement eFile Only

Case Number / Envelope Number
Case Number

Envelope Number

Date Range N

@ Anytime

O Last Month

O Last Week

O Last Two Days

O Today

O Pick a Custom Range

Fomdue ]

To Date ®
RESET FILTER

Figure 1.5 — 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.

eFile Filing Drafts

Draft # 6666 b [

Location
Draft 1 6666 Started 10/24/19 331 PM by Pro Se
Any Location *
Filing Status Filing Code Filing Type Filing Description Clent Ref #
Case Number / Draft Number Draft Acknowledgement eFile Only Acknowledgement

F— Draft # 6659 ]

Draft f 6659 Started 10/23/19 4:56 PM by Pro Se
Draft Number

I Draft # 6658 B @ E

Draft f 6658 Started 10/23/19 421 PM by unknown

e Draft # 5593 R

O Last Week Draft # 5593 Started 10/11/19 8:14 AM by Pro Se

8;21;%0% Draft # 5592 B \E \Z'

O Pick a Custom Range Draft f 5592 Started 10/10/19 9:13 PM by Pro Se

Draft # 5587 &[]

Draft f 5587 Started 10/10/19 1:59 PM by Pro Se

From Date

To Date
Filing Status Filing Code Filing Type Filing Descripton Clint Ret #
Draft eFile Only

RESET FILTER Draft # 5560 EI \E\ \Z\

Draft # 5560 Started 10/8/19 1:49 PM by Pro Se

Draft # 5557 pllalls]
Figure 1.6 — 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.
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% eFile Bookmarks

H
Any Location +
Caset Location Case Deseription
Case Number CC-19-2373 OFS QA 2017 - Court at Law Drina Colin v. McDonald Associates LLC ‘E

Case Number

caset Locsion Case Descrpton

Case Description

Bookmark Filter

Case # Location
Case Location €C-151813 Unknown Location

RESET

Case # Location case ion
ceroass orsaazors [:]
FILTER

4 Resuts | Page 1011 |

Figure 1.7 — 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.

eFile Templates

Fitter Type Name o
My Templates B FILTER RESET
ADD TEMPLATE
Favorite Name Type Actions

* Tyler Group New Case \Z\
My Name change template New Case m
0
Template #5 New Case \Z\
Thursday Template New Case \Z\
Pro Se Template New Case \Z\
Thursday Template #2 New Case \Z\
0
Template #3 New Case \Z\
Figure 1.8 — Templates Page

Existing Case Template Existing Cas

Current Case Template #2 Existing Cast

L R <R N < - < R

My Payment Accounts

On the Dashboard menu, click My Payment Accounts. From here, you can view your existing payment
accounts, add a new payment account, edit an existing account, or delete an existing account.
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Orientation

*¢%, eFlle Payment Accounts
&

Account Name Account Type Account Status 0
Select B Select B FILTER RESET
ADD ACCOUNT
Payment Account Name Payment Account Type Status Last 4 Digits Actions
Mary Ann's Waiver Waiver Active EI
. n et N 11 Rasute | Pagariot |

Figure 1.9 — Payment Accounts Page

My Service Contacts

On the Dashboard menu, click My Service Contacts. From here, you can view your 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.

First Name LastNeme  EmailAduress o
FILTER RESET
- ADD SERVICE CONTACT
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 fuss.smith@gmail.com EI
Tonia Smith tsmith@gmail.com EI
- n ot |6 mosiies | Pagarnot1]

Figure 1.10 — Service Contacts Page

My Information
On the Dashboard menu, click My Information. From here, you can view or edit your personal information.

S % eFile My Information

Country

United ﬁales +
Address Line 1 % Address Line 2
1234 Main st
City % State % Zip Code 3
Plano Texas s 75024

Phone Number %

9727133770

Figure 1.11 — My Information Page

Account Settings
On the Dashboard menu, click Account Settings. From here, you can change your system password.
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2%, eFile Account Settings

0ld Password is Required

New Password % Re-enter New Password

New Password is Required

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

Figure 1.12 — 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 submitted.

=

= o EFILE QA 01 Reports

Reports

Usetul when reconciling financial transactions against envelopes submitted during a selactable time frame up to 60 days. * Provides envelope and filing level information specific to fees. * Delivered in an Excel spraadsheet to allow for filtering and searching.

Location

n U sELECT

Status Date From % Date To %
! All Statuses E E
! Accepted u Reviewed

M cancelled M served Date From is Required Date To is Required

! Receipted u Submission Failed

! Returned u Submitted

Figure 1.13 — 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

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

Filing Queue Status

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.

ESO-FS-200-4494 v.12
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3 Landing Page

Topics covered in this chapter

¢ Registering as an Individual Filer
¢ Resetting Your Password

¢ Changing the User Password

¢ Updating User Information

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

.
*e, eFille Landing Page o~ @&- 8- & ANONYMOUS ~

Welcome 0 e

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 an Individual Filer

You can register as an individual filer if you are a single user of the system. The term “single user” refers to
a user who is neither associated with nor represented by any firm.

Note: Refer to your local court’s website before registering as an individual filer, as registration
options may vary.

To register as an individual filer:

‘ REGISTER I
1. On the Landing page, click .

The Registration - Select Type page is displayed.

Note: There is no fee to sign up for e-filing.
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Registering as an Individual Filer

eFile Registration - Select Type - ®- m- & ANONYMOUS ~
IS S User information  Firm Information
Register for a Firm Account e@e Registration as an Individual is for o
) -
Perfect for « ProSeFilers
« Attorneys « Process Servers
« Firms with multiple filers « This custom content was created manually

» Solo Attorney Practitioners

FIRM INDIVIDUAL

BACK TO LANDING

Figure 3.2 — Registration — Select Type Page

2. Click .

The Registration - User Information page is displayed.

eFile Registration - User Information - ®- m- & ANONYMOUS ~
Select Type User Information Contact Information

First Name Middie Name LastName %

First Name is Required Last Name is Required.

Email Address % Confirm Emil Address

Email Address is Required Confirm Email Address is Required.

Password % Confirm Password %

Password is Required. Confirm Password is Required.

RESELECT TYPE m

Figure 3.3 — Registration - User Information Page

NEXT
3. Complete the required fields, and then click

The Registration - Firm/Contact Information page is displayed.

4. Complete the address and phone number fields.
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SelectType User Information ~ JeRYaq Nt ety

Country

United States *

Address Line 1 3 Adress Line 2

Address Line 1 is Required

City % State % Zip Code %
Select +
City is Required. State is Required. Zip Code is Required.

Phone Number %

Phone Number is Required.

[ agree to the Terms and Conditions

You must accept the Terms and Conditions.

USER INFORMATION m

Figure 3.4 — Registration - Firm/Contact Information Page

5. Select the | agree to the Terms and Conditions check box.

Note: Tyler recommends that you click the link to read the Terms and Conditions before
selecting the check box. The Terms and Conditions are displayed in a separate tab in your
browser. After you have read the Terms and Conditions, close the tab and return to the
Registration page.

eFile Terms And

eFile Usage Agreement

Welcome to the online services of Tyler Technologies for Qo'noS. Please read this Agreement carefully. It governs Your access to and use of the Odyssey File & Serve application through the Tyler Technologies Internet Site. Your use of the Tyler Technologies
Site and/or other Tyler products is conditioned upon Your acceptance of this Agreement. By clicking an the "I Accept” button, You are agreeing to be legally bound by all of the terms and conditions of this Agreement. If You are acting as an employee, You agree
that this Agreement will bind Your employer and that You are authorized to do so. As used in this Agreement, "You" or "Your” includes You and Your employer.

Section 1. Definitions

Section 2. License; Restrictions on Use

Section 3. Access to the Tyler Internet Site

Section 4. Limitations on Use

Section 5. Fee Schedule

Section 6. Proprietary Rights

Section 7. Disclaimers and Limitations

Section 8. Your Warranties and Indemnification

Section 9. Limitations of Liability

Section 10. Arbitration

Section 11. Miscellaneous

Section 1. Definitions

The following terms have the following meanings in this Agreement: “Authorized User" means any of Your agents, or who agree to be bound by the terms and conditions of this Agreement and who are
authorized or otherwise designated or permitted by You to access and use the Tyler Services pursuant to the License. "E-Document” refers to any document or discrete compilation of text and/or graphical information in electronic form suitable for submission
into the Odyssey File & Serve program. "Enhancement” means any correction, modification, customization, revision, enhancement, improvement, update, upgrade, new release or other change that is released generally by Tyler Technologies for the Tyler
Services. "Fee Schedule” means Tyler's current Fee Schedule for use of the Tyler Services, as may be altered or amended from time to time by Tyler. "Information” means the records, data, databases, documents, materials, and other information accessible
through the Tyler Services. "License’ means the limited license granted to You under this Agreement. “Proprietary Rights” means any patent, copyright, trademark, service mark, trade secret or other intellectual property right. "Third Party Content’ means any
content, records, data, documents, materials, or other information supplied to Tyler pursuant to an agreement with a third party for inclusion as part of, or for use with, the Tyler Services. “Tyler" means Tyler Technologies, Inc. and its operating units and
divisions. "Tyler Internet Site” means the Tyler efiling web sites (and all Enhancements thereto) with such other Web sites owned or maintained by Tyler and its affiliates from time to time. "Tyler Services” means, collectively, Tyler's Odyssey File & Serve
Application and any related services made available to You and any Authorized User from Tyler from time to time. "Tyler Technology” means any know-how, processes, methodologies, specifications, designs, inventions, functionality, graphics, techniques,
methods, applications, computer programs, user manuals, on-line products or other and materials of any kind, or any Enhancement thereto, used by Tyler in connection with the performance of the Tyler Services or made available by
Tyler to You, any Authorized User or any third party through the Tyler Internet Site. "Unauthorized Use" means any use, , disclosure or other activity, including, without limitation, any bulk reselling involving any
aspect of the Tyler Services, the Tyler Internet Site or Information that is not expressly authorized under this Agreement or otherwise in writing by Tyler. “User Identification” means the unique user identification name and password issued or otherwise assigned
to each Authorized User for access to and use of the Tyler Services.

Section 2. License; Restrictions on Use

2.1 License.
Subject to the restrictions and limitations set forth in this Section 2 and elsewhere in this Agreement, Tyler hereby grants to You a nonexclusive, nontransferable, limited license to do the following during the term of this License: (a) enable Your Authorized
Users to access and use the Tyler Services subject and according to the terms of this Agreement solely for Your internal use in the regular course of Your business; (b) subject to any applicable third party rights or of law, reproduce

Figure 3.5 — Example of Terms and Conditions

6. After you have completed all fields and selected the | agree to the Terms and Conditions check box,

SUBMIT
click .

The Registration - Success page is displayed.
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Resetting Your Password

%, eFile Registration - Success - @ EBE- &anonvmous-
t

Registration Successful!
You will receive an email with a link to confirm the email address you registered with.

You must click the emailed link before you will be able to sign in.

Figure 3.6 — Registration - Success Page

7. Check your inbox for the activation email from Odyssey File & Serve.

Note: You must verify your email address to complete the registration process. A verification
email (from Odyssey File & Serve) will be sent to you. Open the email and click the link to
confirm your email address. If you do not see the email in your inbox, check your junk mail
folder for the email.

After you verify your email address, your registration is complete. You can now navigate to the eFile
Landing page to sign in.

Resetting Your Password

To reset your password:

‘ | FORGOT MY PASSWORD
1. On the Odyssey File & Serve Landing page, click

The Reset Password window is displayed.

Reset Password *

Email Address is Required.

™

I'm not a robot
reCAPTCHA
.

Privacy - Terms

CANCEL RESET PASSWORD

Figure 3.7 — Reset Password Window

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

3. Select the ’'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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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 3.8 — 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://slssslsge " /ResetPassword.aspx 7 i i - S S et PRt THEE mvgSSh v HIE el £ g

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

Figure 3.9 — 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

Changing the User Password

You can change your password on the Account Settings page.
To change your password:

1. On the Dashboard menu, click Account Settings.

The Account Settings page is displayed.

New Password is Required.

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

Figure 3.10 — 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.

Updating User Information

You can update your personal information.
To update your personal information:

1. On the Dashboard menu, click My Information.

The My Information page is displayed.

ESO-FS-200-4494 v.12 July 2021 17



Individual Filer User Guide

*2"%, eFle My Information
bl

ountry
United ﬁales

AddressLine 1 %
1234 Main st

City % State % Zip Code %
Plano Texas s 75024

Phone Number
9727133770

Figure 3.11 — Sample My Information Page

2. Update any information as needed, and then click .
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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 to the application 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 to the application:

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

SIGN IN |
2. Click .

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

ESO-FS-200-4494 v.12 July 2021
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Sign In

'-E:Es. odyssey‘ identity provider

r courts & justice solut

@ Please sign in to continue

Email

Email

Password

Password

o
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:

Sign Out

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

S \@TYLERTECH.COM -l

Figure 4.2 — Sign Out Drop-Down List

You are now signed out of the application.
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5 Dashboard

Topics covered in this chapter

¢ Dashboard Page

The Dashboard provides a drop-down menu for filer actions.

& Dashboard

Q Case Search

i= Filing History

# Filing Drafts

M Bookmarks

Im Templates

== My Payment Accounts
B My Service Contacts
@ My Information

€5 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 Payment Accounts page to set up and manage payment accounts.

Access the Service Contacts page to add and manage your service contacts list.

View and update your profile information on the My Information page.

Access the Account Settings page to change your password.

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

From the Dashboard page, you can start a new filing, perform a case search, access your filing history,
access your draft filings, view cases that you 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, a warning message is displayed directing you to set up
a payment account. The message continues to be displayed every time that you access the Dashboard
page until you have set up a payment account.

You are not ready to file electronically!

A payment account is required to file electronically

CREATE PAYMENT Missing

REMIND ME LATER

Figure 5.3 — Warning Message

Start Filing

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

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

Filing History

Click See Filing History to access the Filing History page. From here, you can view the status of your
filing, 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.

&%, erile Fiing Histo
o g History

st Envelope # 165244 mm\z\

Envelope # 165244 Submitted 01/28/2020 353 PM by Pro Se
@ All Statuses

O Accepted Fiiog Status
O Cancelled
O Receipted

8§Zf:sa Envelope # 165149 (]

O Submitted Envelope # 165149 Submitted 01/24/2020 922 AM by Pro Se
O Submitting

Filng Code Filng Type Filing Descripton ClientRef &

Submitted Acquittal eFile Only o

Fiiog Status FiingCode FilngType Fiing Description Clentrer
Location) Reviewed Acknowledgement eFile Only

Any Location s . el e
Case Number / Envelope Number
Case Number

Envelope Number

Date Range N

@ Anytime

O Last Month

O Last Week

O Last Two Days

O Today

O Pick a Custom Range

From Date [2]

To Date =]
RESET FILTER

Figure 5.4 — Filing History Page

Drafts

Click View My Drafts to access the Filing Drafts page. From here, you can view your draft filings, resume a
filing, or cancel a draft filing.

eFile Filing Drafts

Draft # 6666 > PE
Location
Draft # 6666 Started 10/24/19 331 PM by Pro Se
Any Location +

Fiing Status Filing Code Filing Type Filing Descripton Clint Ret #
Case Number / Draft Number Draft Acknowledgement eFile Only Acknowledgement

P Draft # 6659 [»][®][¢]

Draft # 6659 Started 10/23/19 4:56 PM by Pro Se
Draft Number

Draft # 6658 E ]

Draft i 6658 Started 10/23/19 421 PM by unknown

e Draft # 5593 e

QO Last Week Draft # 5503 Started 10/11/19 814 AM by Pro Se

8;‘:1;%0@5 Draft # 5592 E \E\ \Z\

Draft # 5592 Started 10/10/19 9:13 PM by Pro Se
O Pick a Custom Range 2.

Draft # 5587 &[]

Draft # 5587 Started 10/10/19 1:59 PM by Pro Se

From Date

To Date
Filng Status Filng Code Fiing Type Filing Dezeriptcn ClientRef #
Draft eFile Only

RESET FILTER Draft # 5560 |E' \i‘ \Z‘

Draft if 5560 Started 10/8/19 1:49 PM by Pro Se

Draft # 5557 [o1lall:]
Figure 5.5 — Filing Drafts Page

-

Case Search

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

ocation %

Select +

Location is Required.

Search for a Case by

@ oot O Parytiome

Case number format is default.

e

Case Number is Required

Figure 5.6 — File into Existing Case Window—Includes Party Name Option

Note: Your system may be configured to only search by case number. With this optional
configuration, the Party Name option is not displayed.

File into Existing Case *

Location %
Select.. +

Location is Required

Case number format is default.

Case Number %

Case Number is Required

Figure 5.7 — File into Existing Case Window—EXxcludes Party Name Option

4 DASHEDARD |
to return to the Dashboard page.

If your search does not produce any results, click

€ DASHBOARD REFINE SEARCH

Figure 5.8 — Case Search Page with No Search Results Displayed

Bookmarks
Click Bookmarks to access a list of cases that you have bookmarked for quick access.
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Dashboard Page

= %%, eFile Bookmarks
2

H
Any Location +
Caset Location Case Deseription
Case Number CC-19-2373 OFS QA 2017 - Court at Law Drina Colin v. McDonald Associates LLC ‘E

Case Number
Cose Locaton Case Description
Case Description CC-19-3477 OFS QA 2017 E =3

Case Description

Case # Location Case Description
ceroass orsaazors [:]
RESET FILTER

4 Resuts | Page 1011 |

Bookmark Filter

Case # Location
Case Location €C-151813 Unknown Location

Figure 5.9 — Sample Bookmarks Page

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

s eFile Templates

Fitter Type Name o
My Templates * FILTER RESET
ADD TEMPLATE
Favorite Name Type Actions

* Tyler Group New Case \Z\

pd My Name change template New Case \Z\
Pid Existing Case Template Existing Case

Pid Template #5 New Case

Pad Thursday Template New Case

fwd Pro Se Template New Case

w Thursday Template #2 New Case

P Gurrent Case Template #2 Existing Case

Pid Template #3 New Case

Figure 5.10 — Templates Page
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6 Payment Accounts

Topics covered in this chapter

¢ Adding a Waiver Payment Account

¢ Adding a Credit Card Payment Account
¢ Adding an E-Check Payment Account
¢ Editing a Payment Account

¢ Deleting a Payment Account

You must set up a payment account before you can submit a filing to the court.

You can set up a payment account from the Dashboard menu. Click My Payment Accounts. The Payment
Accounts page opens. On that page, you can manage your payment accounts. You can add a new
account, edit an existing account, or delete an existing account.

Adding a Waiver Payment Account

To set up a waiver payment account:
1. On the Dashboard menu, click My Payment Accounts.

The Payment Accounts page is displayed.

& eFile Payment Accounts

Account Type Account Status o
Select + Select + FILTER RESET
ADD ACCOUNT
Payment Account Name Payment Account Type Status Last 4 Digits Actions
Mary Ann's Waiver Waiver Active EI
prevous. [ nex & R KR

Figure 6.1 — Payment Accounts Page

=2
2. CIiCk ADD ACCOUNT .

A new pane is displayed.
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Adding a Credit Card Payment Account

Payment Account Name Payment Account Type Status Last 4 Digits Actions
Acti
Account Name Create a new:
@ vever (O Credit Cord or Bank

Account Name i Required.

Waiver Waiver Active 3
(]
First  Previous - Next  Last

Figure 6.2 — New Payment Account Window

3. Type a name for the payment account in the Account Name field.

4. Select the Waiver option, and then click .

The new account is added to the list of your other payment accounts.

Adding a Credit Card Payment Account

To set up a credit card payment account:
1. On the Dashboard menu, click My Payment Accounts.

The Payment Accounts page is displayed.

'.-::,. eFile Payment Accounts

ame Account Type Account Status 0
Select * Select % FILTER RESET
ADD ACCOUNT
Payment Account Name Payment Account Type Status Last 4 Digits Actions
Mary Ann's Waiver Waiver Active EI
prevous [ nex R e

Figure 6.3 — Payment Accounts Page

=L
2. CIICk ADD ACCOUNT .

A new pane is displayed.
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Payment Account Name Payment Account Type Status Last 4 Digits Actions

\coount Name >

Create a new:
@ viver Q) Credit Cordor Bank Accourt

Account Name i Required.

Waiver Waiver Active EI
First  Previous Next  Last

Figure 6.4 — New Payment Account Window

3. Type a name for the payment account in the Account Name field.

4. Select the Credit Card or Bank Account option, and then click .

The Enter Information window is displayed.

Enter Information ®

G

Payment Information

Method of Payment
2 Credit Card
U e-Check

Figure 6.5 — Enter Information Window

5. Select the Credit Card option.

The Payment Information pane is displayed.
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Enter Information *

Goe

Payment Information

Method of Payment
® Credit Card
'e-Check

Cardholder Information
Enter the information as it appears on the Cardholder Account. The fields marked with a red
asterisk (*) are required fields.

cordtype [ vl
Card Number I:l‘
Exp Month " Exp Year “
CVWcode | * cuvrelp

Name on Card

Maximum of 30 characters

Address Type  ® yus ) Foreign

dd Line 1
Street address, P.0. box, company name, /o

dd Line 2 ‘
Apartment, suite, unit, building, floor, etc.

ciy | -
Zpoode | |-

Continue

Figure 6.6 — Payment Information Pane

Select the card type from the Card Type drop-down list.
Type the card number in the Card Number field.

© N o

9. Type the year the credit card expires in the Exp Year field.
10. Type the CVV code in the CVV Code field.
11. Type the cardholder’s name in the Name on Card field.

12.Select the address type, and then complete the required address fields.

Continue
13. After completing all of the required fields, click —' .

The Verify Billing Information pane is displayed.

Type the expiration month of the credit card in the Exp Month field.

Adding a Credit Card Payment Account

ESO-FS-200-4494 v.12 July 2021
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Enter Information

Verify Billing Information

Billing Detail
Card Type
Card Number
Exp Date
CVV Code
Name on Card
Address Type
Address Line 1
Address Line 2
City
State
Zip Code

Terms and Conditions

conditions.

et T

MASTERCARD

02/20

xx

Joe Smith
us

123 Main St.

Plano
TX
75024

This is a confidential and secure site that does not disseminate confidential information to
third parties. By setting up this account you agree to comply with this site's terms and

Figure 6.7 — Verify Billing Information Pane

14.Review the information you have entered. If it is correct, click

Back
click '—' and make any necessary changes.

The new account is added to the list of your other payment accounts.

Adding an E-Check Payment Account

Save Information I

. Ifitis not correct,

Note: Your court may not accept e-check payment accounts. The ability to use an e-check account

is configured by Tyler and may not be available on your system.

To set up an e-check payment account:

1. On the Dashboard menu, click My Payment Accounts.

The Payment Accounts page is displayed.

30
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L

Adding an E-Check Payment Account

Account Name Account Type

Select

Payment Account Name Payment Account Type

Mary Ann's Waiver

— 2

Waiver

Account Status

+ Select.

Status

Active

s FILTER RESET

Figure 6.8 — Payment Accounts Page

i
2. CIICk ADD ACCOUNT .

A new pane is displayed.

Payment Account Name Payment Account Type

Account Name %

Create a new:
@ viaver O credi Cardor Bank Account

Account Name is Required.

Waiver Waiver

First  Previous - Next  Last

Status

Active

ADD ACCOUNT
Last 4 Digits Actions
(%]
Last 4 Digits

Actions

0

Figure 6.9 — New Payment Account Window

3. Type a name for the payment account in the Account Name field.

4. Select the Credit Card or Bank Account option, and then click .

The Enter Information window is displayed.

ESO-FS-200-4494 v.12
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Enter Information

o tyler. T
Payment Information

Method of Payment
O Credit Card
O e-Check

Figure 6.10 — Enter Information Window

5. Select the e-Check option.

The Payment Information pane is displayed.
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Adding an E-Check Payment Account

Enter Information *

e P

Payment Information

Method of Payment
) Credit Card
® a-Check

Account Holder Information
Enter the information as it appears on the Account. The fields marked with a red asterisk {*)
are required fields.

Account Type [ v -
Routing Number I:l‘ Routing Number Help

Name on Account
Maximum of 30 characters

Address Type  ® ys ) Foreign

Address Line 1 |
Street address, P.0. box, company name, c/o

Address Line 2 | . |
Apartment, suite, unit, building, floor, etc.

ary | -

Continue

Figure 6.11 — Payment Information Pane

Select the account type from the Account Type drop-down list.
Type your account number in the Account Number field.
Type the bank routing number in the Routing Number field.

Type your name in the Name on Account field.

= © ® N o

0. Select the address type, and then complete the required address fields.

Continue
11. After completing all of the required fields, click *—' .
The Verify Billing Information pane is displayed.
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Enter Information *

¢ tyler e

Verify Billing Information

Billing Detail
Account Type Checking
Account Number ****55678
Routing Number 113000023
Name on Account Joe Smith
Address Type US
Address Line 1 123 Main St
Address Line 2
City Plano
State TX
Zip Code 75024

Terms and Conditions

This is a confidential and secure site that does not disseminate confidential information to
third parties. By setting up this account you agree to comply with this site's terms and
conditions.

Figure 6.12 — Verify Billing Information Pane

Save Information .
12.Review the information you have entered. If it is correct, click . If it is not correct,

Back
click —' and make any necessary changes.

The new bank account is added to the list of your other payment accounts.

Editing a Payment Account

After you have set up a payment account, you can change the status of the account from active to inactive.
You can also change the name of the account.

Note: If you need to change any other information in the payment account, you cannot edit it. You
must delete the account and then add it back with the new information.

To change the status or the name of an existing payment account:
1. On the Dashboard menu, click My Payment Accounts.

The Payment Accounts page is displayed.
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Deleting a Payment Account

%, eFlle Payment Accounts
L

Account Name Account Type

Account Status
Select s Select + FILTER RESET

Payment Account Name Payment Account Type Status Last 4 Digits

Mary Ann's Waiver Waiver Active

ADD ACCOUNT
Actions

[21(&]

Figure 6.13 — Payment Accounts Page

2. Locate the payment account for which you want to change the status or the name, and then click

z]

Note: If the current status of the specified account is active, the Active check box is selected.

3. To change the status to inactive, clear the check box. If you want to change the name of the account,

type the new name. Then, click .

The status of the payment account changes to Inactive. If you changed the name, the new name is

displayed.

?’
4. To return the payment account to active status, click —I , and then select the Active check box.

Then, click .

The status of the payment account changes back to Active status.

Deleting a Payment Account

You can delete an existing payment account that you no longer want. If you need to make changes to an

existing payment account, you must delete it and then add it back.
To delete an existing payment account:

1. On the Dashboard menu, click My Payment Accounts.

The Payment Accounts page is displayed.

*5%, eFlle Payment Accounts

Account Type

( Select + A::e\e;t‘JS * iy ADD ACCOUNT
Payment Account Name Payment Account Type Status Last 4 Digits Actions
Mary Ann's Waiver Waiver Active EI
evious n Next 3 | 1 Resut | Page 011
Figure 6.14 — Payment Accounts Page
_ | ]

2. Locate the payment account that you want to delete, and then click =
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The warning message is displayed: Are you sure you want to delete the payment account
\\Xyzll?

Cancel
3. Click “ to delete the account, or click —I to cancel the action.

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

Topics covered in this chapter

¢ Starting a New Case Filing

¢ Uploading Documents for a New Case Filing

¢ Entering Case Information

¢ Collecting Address Information at the Case Level
¢ 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

¢ 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

¢ Viewing Case Address Information on the Summary Page

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.

ESO-FS-200-4494 v.12 July 2021
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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

Starting a New Case Filing

Start a new case filing from the Dashboard page.
To start a new case filing:

START FILING
1. On the Dashboard page, click

The Start Filing page is displayed.
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Starting a New Case Filing

]

= g FLERAO Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locstion %

Select

Location is Requirad

€ DASHBOARD

Figure 7.2 — Start Filing Page

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

The New Case and the Existing Case panes are displayed.

= o

.:.,,_ EFILEQA 01 Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locaton ¢
OFS MockCMS

If you want to start a case against someone, click Start a New Case Do you have a case number and are ready to file into it?
START A NEW CASE FILE INTO EXISTING CASE
& DASHBOARD

Figure 7.3 — Start Filing Page with Case Panes Displayed

START A NEW CASE
3. Click

The Upload Documents page is displayed.
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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:

BROWSE
1. Click —I to look for the documents that you want to upload on the Upload Documents page.

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

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

g% EFLEQAOT Upload Documents -Draft #599 @~

& Dragfileshereor  BROWSE

esice. 50.00 MB
ported File Types: TIFF Files (TIFF TIF) WordPerfect File (WPD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable Bocument File (PDF) XML Dacument it (XML) Windows Media File (WNIV) MPEG (MPEG)

ppor
SAVE AND EXIT CASE INFORMATION -

Figure 7.4 — Upload Documents Page

2. Select each document to be uploaded.

3. 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

Before you can file a new case, you must set up a payment account.
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Collecting Address Information at the Case Level

ocation Case Categ
OFS MockCMS : Select

= Catagory %

Case Category is Required

se Type
Select...

Case Type is Required.

4 UPLOAD DOCUMENTS SAVE AND EXIT m

Figure 7.5 — 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:

1. On the Case Information page, select the case category from the Case Category drop-down list.
2. Select the case type from the Case Type drop-down list.
3. Select the case subtype, if applicable, from the Case Sub Type drop-down list.

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

exit the filing.

Collecting Address Information at the Case Level

When filers create certain types of cases, they can provide address information in the case filing.

Note: This feature is configured by Tyler and may not be available on your system.
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r
=- “{} EFLEQA01 Caselnformation-Draft #621 @~
E

Documents Case

Location %

OFS QA 2017 : Civil

Gase Type Xk
Notice Of Removal

Pracedures / Remedies Damage Amount

SELECT Select.
Case Address

cuntry
United States B

Address Line 1 is Required

Ciy % State ZipCode ¥
Select

City is Required. State is Required Zip Code is Required.
Courty %
County is Required

Figure 7.6 — Sample Case Information Page—Case Address Pane Blank

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 collect address information at the case level:

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

3. Inthe Case Address pane, complete all required address fields.
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-~ £ "
3. EFILEQAOT CaseInformation-Draft#621 @~
b

Documents Case
Lozation % Gase Category ¥
OFS QA 2017 2 Civil ]
ace Type ¥
Notice Of Removal
Procedures / Remedies Damage Amount
SELECT Select B
Case Address
....... *
United States
» Line 1 %
555 Main Street
cry® state % 2ip Code %
Dallas Texas 2 75220
County ¥
Dallas
€ UPLOAD DOCUMENTS SAVE AND EXIT PARTIES ¥

Figure 7.7 — Sample Case Information Page—Case Address Pane Completed

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

exit the filing.

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, a payment account must be set up.

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:

1. On the Case Information page, 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 7.8 — Case Information Page

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

SELECT l
4. Click .

The Select Procedures / Remedies window is displayed.

Select Procedures / Remedies

Select Procedure / Remedy
D Appeal

|:| Class Action

D Garnishment

CANCEL SAVE

Figure 7.9 — Select Procedures / Remedies Window

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

6. Select the amount of damages you are seeking from the Damage Amount drop-down list.
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Filing a New Case with Case Cross References

Documents “ Parties Filings Service Fees Summary

Location % Case Category %

OFS MockGMS 3 Givil

Case Type % 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 7.10 — Sample Completed Case Information Page

PARTIES SAVE AND EXIT I
7. 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.

Location % Case Category &
OFS MockCMS : Select
Case Category is Required.
as2 Type
Select.
Case Type is Required.

Figure 7.11 — Case Information Page

To file a new case that uses case cross references:

On the Case Information page, 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~ wDd =~

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

Summary

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 7.12 — Sample Case Information Page with the Case Cross Reference Type Section

Displayed

6. 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.

7. 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.

8. Continue adding case cross reference numbers until you are done.

46
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Documents m Parties Filings Service Fees Summary

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

PARTIES SAVE AND EXIT I
9. 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:

1. On the Dashboard page, click .

The Start Filing page is displayed.
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]

= g FLERAO Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locstion %

Select

Location is Requirad

€ DASHBOARD

Figure 7.14 — Start Filing Page

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

The New Case and the Existing Case panes are displayed.

= o

.:.,,_ EFILEQA 01 Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locaton ¢
OFS MockCMS

If you want to start a case against someone, click Start a New Case Do you have a case number and are ready to file into it?
START A NEW CASE FILE INTO EXISTING CASE
& DASHBOARD

Figure 7.15 — Start Filing Page with Case Panes Displayed

START A NEW CASE
3. Click

The Upload Documents page is displayed.
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Filing a New Case with a Will Filed Date

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

o
=~ “{n EFLEQADT Upload Documents - Draft # 599 o-

Documents Case

& Dragfileshereor  BROWSE

Supporied File Types: TIFF Files (TIFF TIF) WordPerfect File (WRD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable Document File (PDF) XML Document (XWL) Windows Media File (WNIV) MPEG (MPEG)

Figure 7.16 — Upload Documents Page

BROWSE I
4. 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.
5. Select each document to be uploaded.

CASE INFORMATION =
6. Click

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

to continue with your filing.

The Case Information page is displayed.

g3, Caselnformation-Draft #9006 @~

Documents Case Parties Filings Service Fees Summary
Location % Case Category %
OFS MockCMS + Probate or Mental Health
CaseType % ase Sub Ty
Probate of Will * Select.
Vil Filed Date %
01/10/2020

Figure 7.17 — Example of the Will Filed Field on the Case Information Page

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

and to exit the filing.

to save your work

Entering Party Details

Each case requires a party type.

er
Defencs
Personal Information
@ O
TAMTHS PARTY
J— st
Select
First Name s Redquired. Last Name is Required
eeeeeeeeee
Select N
Attorney Information
s sines ©
Select
070 ADDRESS
praintit Thisis arequired Party N
[+ JT
PTGl SAVEAND EXIT

Figure 7.18 — 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:

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

2. Complete the First Name, Middle Name (if applicable), and Last Name fields. If you are the first party,

| AM THIS PARTY
click . Also, if appropriate, select the party’s suffix from the Suffix drop-down list.

Your name will be entered in the fields.
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.
5. Select Pro Se for the filing attorney.

GO TO ADDRESS |
6. Click to enter the address information for the first party.
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Entering Party Details

Party Type Required Party Party Name Actions

Address Line

ciy state 7ip Code

Select
hone Number @

GO TO ADDITIONAL IDENTIFIERS

Plaintiff This is a required Party John Plaintiff
Figure 7.19 — Address Tab on the Parties Page

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

GO TO ADDITIONAL IDENTIFIERS I
8. Click

to add more information for the specified party.

Party Type Required Party Party Name Actions

Defendant This is a required Party Kay Defendant
>
Personal Address Additional Identifiers e
Date of Birth
MM/DD/YYYY

Figure 7.20 — Additional Identifiers Tab on the Parties Page

|
9. Type the party’s date of birth in the Date of Birth field, or click —I to select the date from the
calendar.

»
10.Click —l to enter information for the other required party.

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

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

13.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 .
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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.

———— .. R ——

Party Type Required Part Party Name

@ O by
Fusthame

eeeeeeeeeee

Attorney Information
GO TO ADDRESS

ADD/EDIT ATTORNEYS &8
Plaintiff This is a required Party A
b [ Y

Figure 7.21 — Example of the Personal Tab on a Parties Page

To enter the date of death on the Parties page:

1. On the Dashboard page, click .

The Start Filing page is displayed.
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]

= g FLERAO Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locstion %

Select

Location is Requirad

€ DASHBOARD

Figure 7.22 — Start Filing Page

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

The New Case and the Existing Case panes are displayed.

= o

.:.,,_ EFILEQA 01 Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locaton ¢
OFS MockCMS

If you want to start a case against someone, click Start a New Case Do you have a case number and are ready to file into it?
START A NEW CASE FILE INTO EXISTING CASE
& DASHBOARD

Figure 7.23 — Start Filing Page with Case Panes Displayed

START A NEW CASE
3. Click

The Upload Documents page is displayed.
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Note: While you are entering a case filing, click u to view the case number or draft
number.

& Dragfileshereor  BROWSE

Supporied File Types: TIFF Files (TIFF TIF) WordPerfect File (WRD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable Document File (PDF) XML Document (XWL) Windows Media File (WNIV) MPEG (MPEG)

Figure 7.24 — Upload Documents Page

BROWSE I
4. 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.
5. Select each document to be uploaded.

6. 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.

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

8. 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.

9. 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.

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

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

The Attorneys window is displayed.
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st Name Last Name

Add Name
D Abby Carmichael
D Perry Mason
D Jack Stone

Previous n Next

Entering Date of Death on Parties Page

FILTER

RESET

Bar Number
123
123

123

CANCEL LEAD ATTORNEY

Figure 7.25 — Attorneys Window

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

14.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 Name
Abby Carmichael
Perry Mason

ATTORNEYS

Lead Attorney

@)
[ ]

CANCEL SAVE

Figure 7.26 — Lead Attorney Window

15.Click .

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

GOTO ADDRESS'

16.Click

to enter the address information for the first 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 This is a required Party Thomas Plaintiff Sam Smith

Personal Addreks Additional Identifiers ek

Country

United States +

Address Line 1

state 2p Code

Select. +
Pronc Number @

GO TO ADDITIONAL IDENTIFIERS

Figure 7.27 — Example of the Address Tab on a Parties Page

GO TO ADDITIONAL IDENTIFIERS I

17.Complete the required fields on the Address tab, and then click

%, 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
- . A
Personal Address Additional Identifiers e
Dateof Birth Date o Death
04/15/1980 01/02/2020
Respondent Mary Smith Tim Cook EI
oADD PARTY
€ CASE INFORMATION SAVE AND EXIT FILINGS

Figure 7.28 — Example of the Additional Identifiers Tab on a Parties Page (Includes the Date of
Death Field)

2}

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

to select a date from the calendar.

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

to select a date from the calendar.

?1-
20.Click —l to enter information for any other required party.
21.Complete all of the required fields for the second party.

oADD PARTY
22.1f you have another party to add to the case, click —I Continue to add parties until all parties
have been added to the case.

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

You can enter the filing details and calculate the fees associated with the filing.

Filing Coce Cllt Ref- Filng 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 7.29 — 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:

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 .

The Optional Services tab 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 7.30 — 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
o (2 Resui) | page 1ot
us IRE Nex

CANCEL SAVE

Figure 7.31 — 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 7.32 — 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 7.33 — 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.

19.If you want to add another filing, click g .. 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 7.34 — 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 7.35 — 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 7.36 — 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 7.37 — 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:

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 7.38 — Dashboard Page

The Start Filing page is displayed.
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]

= g FLERAO Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locstion %

Select

Location is Requirad

€ DASHBOARD

Figure 7.39 — Start Filing Page

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

The New Case and the Existing Case panes are displayed.

= o

.:.,,_ EFILEQA 01 Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locaton ¢
OFS MockCMS

If you want to start a case against someone, click Start a New Case Do you have a case number and are ready to file into it?
START A NEW CASE FILE INTO EXISTING CASE
& DASHBOARD

Figure 7.40 — Start Filing Page with Case Panes Displayed

START A NEW CASE
3. Click

The Upload Documents page is displayed.
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BROWSE |
4. Click to look for the documents that you want to upload.

5. Select each document to be uploaded.

6. 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.

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

The Filings page is displayed.

SERVICE =

9. Complete the fields on the Filings page, and then click
The Service page is displayed.

10. Select the service contacts, and then click .

The Fees page is displayed.

11. 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 7.41 — Return Date Pane on the Summary Page

12.0n the Summary page, 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 7.42 — 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 7.43 — 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 7.44 — Sample Return Date Pane with Valid Date Displayed

13. 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:
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 7.45 — 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 7.46 — 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:

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 - +kiirs
OFS QA 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 7.47 — Dashboard Page

The Start Filing page is displayed.

EFILEQAO1 Start

Select Filing Location

Select your filing location to see which types of fiings are allowed at that location.
Locstion %

Select

Location is Requirad

€ DASHBOARD

Figure 7.48 — Start Filing Page

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

The New Case and the Existing Case panes are displayed.
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-
= {3 FEFLEQAO StartFiling

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.

Location %
OFS MockCMS

etng Sese

If you want to start a case against someone, click Start a New Case Do you have a case number and are ready to file into it?

START A NEW CASE FILE INTO EXISTING CASE

4 DASHBOARD

Figure 7.49 — Start Filing Page with Case Panes Displayed

START A NEW CASE
3. Click

The Upload Documents page is displayed.

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

Select each document to be uploaded.

6. 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 7.50 — Case Information Page

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

PARTIES =

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 7.51 — Parties Page

8. 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 &

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

G0 TO OPTIONAL SERVICES

OA)D FILING
e ToFEES 3

Figure 7.52 — Filings Page

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

The Service page is displayed.

e-Draft#11518 @~

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

Ne service contacts

€ FILINGS SAVE AND EXIT

Email ‘Mail

Email/Mail

v
show All

A4
Count0

v
Count:0

FEES

Figure 7.53 — Service Page

10. Select the service contacts, and then click .

The Fees page is displayed.

11. 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 7.54 — Summary Page

12.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 7.55 — Sample Schedule Hearing Page

SAVE
13.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:

1. On the Dashboard menu, click Filing History.

The Filing History page is displayed.

St cFile Fi

ling History

Filing History Filter

Status

@ Al Statuses
O Accepted
O Cancelled
O Receipted
O served

O Returned
O Submitted
O Submitting

Location
Any Location
Case Number /
Case Number
Envelope Number

Date Range

@ Anytime

O Last Month
O Last Week

O Last Two Days
O Today

Envelope Number

O Pick a Custom Range

From Date

To Date

RESET

(=]
=]

FILTER

Envelope # 165244

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

Filing Status Filig Code

Submitted Acquittal

Envelope # 165149

Envelope # 165149 Subimitted 01/24/2020 922 AM by Pro Se

Filing Status Filng Code

Reviewed Acknowledgement

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

Figure 7.56 — Filing History Page

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

3. Click

i I
—

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 7.57 — 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 7.58 — 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:

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

Lead Dccument

<rumes [N seons>s R

Figure 7.59 — 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 .

The Optional Services tab 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 7.60 — 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 7.61 — 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 7.62 — 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 7.63 — 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 7.64 — 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 7.65 — 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.
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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 7.66 — Filings Page

To enter a filing with a Motion Type code:

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 7.67 — 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

The Optional Services tab 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 7.68 — 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 7.69 — 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 7.70 — 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 7.71 — 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 .

e Y = o

Fing code %
Motions - $1234.00

Z

GO TO OPTIONAL SERVICES

s onbehaliof @
ASSOCIATED PARTIES

Upload Documents”

Component Name Actions Description Security

Lead Document
ADD DOCUMENTS This document is required

Figure 7.72 — 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:

1. On the Filings page, select a filing type from the Filing Type drop-down list.
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E» - e
-
Fie Only N

—
ASSOCIATED PARTIES

Upload Documents”

Lead Dccument

«pumes [N seons>s  [EE

Figure 7.73 — Example of a Filings Page

Select the appropriate 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 .

The Optional Services tab is displayed.

Not Selected Selected

Zero Fee Service
Split Fee Service
Certified Copies

Per Page Fee Service
Once Per Party
Priority Processin 9
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

GO TO COMMUNICATION

Figure 7.74 — 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 7.75 — 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 7.76 — 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 7.77 — 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.

Case Parties Filings Service Fees Summary

Claim Amount is Required.
Aosount %
Select

Payment Account is Required,

4 not listed due

filng Atorney @ % N
Select s

Filing Attorney is Required

e for Fees %
Select s SEARCH

Party Responsible for Fees is Required

vpe
Select

Figure 7.78 — 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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s-Draft #9107 @~

Documents Case Parties Filings Service Fees Summary
Claim Amount
10000 E Waiver w/ special behavior ~
Payment Account %
New Account . Filing Fee $10.00
Sub Total $10.00
4 active Payment Method(s) are not listed due to being expired.
Filng Atorney @ % .
-~
Jack N Stone . & Service Fees
Party Responsible for Fees % Total Service Fees $1.00
Georgia Defendant s SEARCH Convenience Fee 100
Total Court Service Fees $1.00

Sub Total $3.00

Filr Type

Default *

B cacugreress
€ SERVICE CONTACTS SAVE AND EXIT SUMMARY

Figure 7.79 — 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:

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

—
ASSOCIATED PARTIES

Upload Documents ™

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

Figure 7.80 — Example of a Filings Page

2. Select the appropriate 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
The Optional Services tab 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

Placeholder Service 2 with a long description to trigger
horizontal

Placeholder Service

Placeholder Service

Broken Fee 510

Per Page Fee No Multiplier

lacehalder Service 1

60 TO COMMUNICATION

Figure 7.81 — 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 7.82 — 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 7.83 — 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 7.84 — 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 7.85 — 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 Attorey @ %

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 7.86 — 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: You must create a payment account before you can complete your filing.

Fees-Draft #6703 @~

Documents Case Parties Filings Service Fees Summary
Payment Account
Mary Ann's Waiver +

Party Responsible for Fees

Select s SEARCH

Party Responsible for Fees is Required

Filer Type

Select *

SAVE AND EXIT SUMMARY >
Figure 7.87 — Fees Page

Note: While you are entering a case filing, click u to view the case number or draft number.
To enter the payment information for your filing:

1. Select the payment account from the Payment Account drop-down list.
2. 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.

92 July 2021 ESO-FS-200-4494 v.12



Entering Payment Information

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 7.88 — 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.

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

i
4. Click .

The fees for the filing are displayed.

Fees-Draft #9274 @~

Documents Case Parties Filings Service Fees Summary
Payment Account %
My Credit Card B
$ Optional Service Fees -~
Party Responsibe for Fees
Joseph Defendant M S Certified Copies ($5.00 x 2) $10.00
Priority Processing ($5.00 x 2) $10.00
Filer Type Sub Total $20.00
Default s
& Service Fees ~
Total Service Fees $1.00
Convenience Fee $1.00
Total Court Service Fees $1.00
Sub Total $3.00
Grand Total $23.00

Figure 7.89 — Example of a Fees Page with the Filing Fees Displayed

If you selected mail service for your filing, the mail service fees are displayed on the Fees page.

Note: The Mail Service feature is configured by Tyler and may not be available on your system.
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3
s o

yment Account % & Mail Service Fees »
Pro Se CC
Total Mail Service Fees $6.00

arty Responsit for Fess % Subtotal $6.00
Harry Smith ) SEARCH

e Type & Service Fees ~
Default
Total Service Fees $1.00
Convenience Fee $1.00

Total Court Service Fees $1.00
CALCULATE FEES
Subtotal $3.00
Grand Total $9.00
LN N Il SAVE AND EXIT SUMMARY -3

Figure 7.90 — Example of a Fees Page with the Mail Service Fees Displayed

5. Review the filing fees, and then click .

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:

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

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

P o b=

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 SER‘JICESI

c. Click

The Optional Services tab is displayed.
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Details Communication N.d{n‘m‘.s
Not Selected Selected

Zero Fee Service

Per Page Fee Service

Muliplier 3
o

Split Fee Service

Certified Copies

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 $280

Broken Fee

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 7.91 — 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.
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

—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)

Figure 7.92 — 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.

i
9. Click .

The fees for the filing are displayed.

Fees-Draft #9254 @~

Documents Case Parties Filings Service Fees Summary

Payment Account %

My Credit Card +

$ Optional Service Fees -~
Party Responsivle for Fees %
Harry Smith M SR Per Page Fee Service ($8.50 x 3) $25.50
Pricrity Processing ($5.00 x 1) $5.00
FilerType Sub Total $30.50
Default +
& Service Fees -
Total Service Fees $1.00
Convenience Fee $2.00
Total Court Service Fees $1.00

Sub Total $4.00

Grand Total $34.50

Figure 7.93 — Example of a Fees Page with the Filing Fees Displayed

10.Review the filing fees, and then click .
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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

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

You must accept the Submission Agreements.

Figure 7.94 — 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 7.95 — 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.

Submission Agreements

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

You must accept the Submission Agreements.

Figure 7.96 — 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 7.97 — 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.
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Submission Agreements

Figure 7.98 — 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:

1. Complete the required information on the Case Information, Parties, Filings and Fees pages.

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

The Summary page is displayed.

Parties

Filings

Service

Fees

Figure 7.99 — Sample Summary Page

If you selected mail service for your filing, the mail service fees are displayed on the Summary page.

Note: The Mail Service feature is configured by Tyler and may not be available on your system.
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Case s
Lacaton catogo Tyma
OFS QA 2017 Civil Fraud
Parties v s
snow ar
oz
Filings &
Fing TR ant Aot ing Dezcrpon
eFile and Serve Acknowledgement
Componest Documest Name Bascripion Securty
Lead Document Academic_Calendar_Spring_2019 pdf Academic_Calendar_Spring_201% pdf Confidential (G)

Service il
Hida ot
Couma:1
Lillian Henderson Service Methed: Mail
1207 tenth ave Plano, TX 75024
Assaciated Parbes: Mary Doz
Fees s
Fayment Accaunt Fiing amomay Party Resposzibiafor Fasa FilorTyge
Firms CC Perry Mason Mary Doe Default
M Fraud -~
Case Initiation Fee $10.00

Subtotal 510.00

= Mail Service Fees -~
Total Mail Service Fees $6.00
Subtotal 5500

Figure 7.100 — Sample Summary Page with Mail Service Fees Displayed

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 7.101 — 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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Viewing Case Address Information on the Summary
Page

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.

Note: The case address feature is configured by Tyler and may not be available on your system.
The party, filings, and fees information must be complete before you can view the envelope summary.
To view the case address information in the envelope summary:

1. Complete the required information on the Case Information, Parties, Filings and Fees pages.

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

The Summary page is displayed.

=- '-;), EALEQAM Summary-Draft #621 @~

Documents Case Parties Filings: Service Fees Summary

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

Agreements
Case s
ccston Categer e Case
OFS QA 2017 Givil MNotice Of Remaoval Parties
case aaare Filiny
555 Main Street
Dallas, TX 75220 US Service
Dallas oo
Parties et s m
Filings 2

FmgTise Fung coce
eFile Only Acknowiedgement

Documes Hame
Academic_Calendar_Spring_2019.pdf Academic_Calendar_Spring_2019.pdf Confidential (G) [N

FikeType
Default

Total $0.00

Waiver Selected

€FEES SAVE AND EXIT m BACK TO TOP m

Figure 7.102 — Case Address Information on the Summary Page

3. Ifthere are submission agreements for your filing, select the appropriate check boxes for the
submission agreements.

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

SUBMIT
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8 Auto Generated Documents

Topics covered in this chapter

¢ Collecting Additional Data on the Case Information Page

¢ Entering Service of Process Information on the Parties Page
¢ Entering Filing Details for Service of Process Cases

¢ Entering Payment Information

¢ Viewing the Envelope Summary for Service of Process Cases
¢ Viewing the Envelope Details for Service of Process Cases

The system automatically generates some case related documents based on configuration. When
configured, you can enter additional data for an initial filing on the Case Information page. Also, you can
select Service of Process options on the Parties page.

Note: This feature is configured by Tyler and may not be available on your system.
Note: This feature is generally used when the case category is for a civil or family case.

After you complete the additional fields on the Case Information page, and complete all required fields for
your filing, documents containing the additional information are generated. You can view the completed
documents on the Summary page and in the envelope details.

Collecting Additional Data on the Case Information
Page
When configured, you can enter additional data for an initial filing on the Case Information page.

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

Note: This feature is used when the case category is for a civil or family case.
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=- 0 EFLEQA01-EFMQAM Case Information - Draft #3460 @~

Documents Case
Location s ase Cotegory
OFS MockCMS . civil .
< Tipe ¥
Negligence
Procedures/ Remedes Damege Amaurt
SELECT Select., 3
If the action is related to another action(s) pending or previously pending in this court involving some or all the same parties, subject matter, or factual issues, enter the related case numbers
Pelated Gse Addtions Relsted Case:
] hereby certify that the documents in this filing, including attachments and exhibits, satisfy the requirements for redaction of personal or confidential infermation in OCGA § 911-7.1
1o you or your elient need any disability accommodatiens? If so, please describe the accommodation request
Aacommadstian hequest
€ UPLOAD DOCUMENTS 'SAVE DRAFT AND EXIT PARTIES 9

Figure 8.1 — Additional Data Fields on the 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 collect additional data on the Case Information page:

1. Select the location from the Location drop-down list.
2. Select the case category from the Case Category drop-down list.

Note: The case category that you select must be Civil or Family.

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

If applicable, select the procedures and remedies for the case.

If applicable, select the damages amount from the Damage Amount drop-down list.
Enter any related case numbers in the Related Case field.

Enter additional related case numbers in the Additional Related Case field.

Select each check box that is applicable.

© © N o> o bk~

If there is a disability accommodation to note, describe the accommodation in the Accommodation
Request field.

10.Click to save your work and to continue.
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Entering Service of Process Information on the
Parties Page

After you have collected additional information on the Case Information page, you must enter the Service
of Process information on the Parties page.

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

Note: This feature is used when the case category is for a civil or family case.

ry
=- «f enEoavi-eMoM parties Draft #3520 @~

Documents Case Parties.

Party Type Required Party Party Name.

Plaintiff This is a required Party Mariah Smith

Address Additional Identifiers Hldr?rm\s

Thisi

ent for Pro Se Party Personal

Defendant

Personal Information
@ oo O iy

| AMTHIS PARTY

bame isle Name Lozt o
Select

First Name s Required. Last Name is Required.
erreter Senvice of rocess %
Select s Select

Service of Process is Required,

Attorney Information

Lesd Atemey
Select. 3
GO TO ADDRESS

Figure 8.2 — Example of the Personal Tab on the Parties Page—Blank

To enter Service of Process information on the Parties page:

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

| AM THIS PARTY I
2. If you are the first party, click .

3. 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.

Your name will be entered in the fields.
4. Type the party case management system ID in the Party CMS ID field, if appropriate.
5. Select a language from the Interpreter drop-down list, if appropriate.

6. Select an option from the Service of Process drop-down list.
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Service of Process %

L1

| Select

Filing Acknowledgement of Service
Filing Waiver of Service

Sheriff's Entry of Service
Summons

Mo Summaons Required

Figure 8.3 — Example of a Service of Process Drop-Down List

7. Select Pro Se for the filing attorney.
8. Complete other fields on the Personal tab, as applicable.

EFILEQA DT -EFM QA4 Parties - Draft #3520 @~

Documents Case Parties

Party Type Required Party Party Name Actions
Plaintiff This is a required Party Mariah Smith
Defendant This is a required Party Peter Doe

Address Additional Identifiers e

This is test content for Pro Se Party Personal.

PartyType
Defendant

Personal Information

@ reson O sy
| AM THIS PARTY
Fst Wame 3 Middlle Name Last Name % Suffix
Peter Doe Select B
PartyCuS D iepreter Senioeof Pracess
Select s Summons s
Attorney Information
Lead anairey
Select. s
O TO ADDRESS
@ scorary
€ CASE INFORMATION SAVE DRAFT AND EXIT [ FILINGS &
O Help

Figure 8.4 — Example of the Personal Tab on the Parties Page with Fields Completed

GO TO ADDRESS |
9. Click to enter the address information for the first party.
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Party Type Required Party Party Name Lead Attorney Actions

Defendant This is a required Par Eleanor Defendant Perry Mason
>

Plaintiff s Is a required Paj Thomas Plaintiff Sam Smith

Address Line 1

Select. +
Pronc Number @

GO TO ADDITIONAL IDENTIFIERS

Figure 8.5 — 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.

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 Identifiers H\d!?!uﬂls
Dateof Birth
MM/DD/YYYY

Figure 8.6 — Additional Identifiers Tab on the Parties Page

|
12. Type the party’s date of birth in the Date of Birth field, or click —I
calendar.

to select the date from the

?0
13.Click —l to enter information for the other required party.
14.Complete all of the required fields for the second party.

OADD PARTY
15.1f you have another party to add to the case, click —I Continue to add parties until all parties
have been added to the case.

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 .
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Entering Filing Details for Service of Process Cases

You can enter the filing details and calculate the fees associated with the filing. When you have entered
additional information on the Case Information page, the auto generated documents associated with your
filing are displayed in the Auto Generated Filings pane on the Filings page.

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

Auto Generated Filings
Filing Cede Filing Description Filing Component Decument it Name Document Security
Action - Initial Only Case Information Lead Document Civil Domestic Filing Form1_pdf Public (T)

Petition (Open Case) Summons for Jane Doe Lead Document SUMMONS for Jane Doe pdf Bublic (T)

€ PARTIES ‘SAVE DRAFT AND EXIT SKIP TOFEES SERVICE >

Figure 8.7 — Example of an Auto Generated Filings Pane

°

Upload Documents”

‘‘‘‘‘‘‘‘‘‘‘‘

Figure 8.8 — Example of a Filings Page with the Auto Generated Filings Pane Displayed

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

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

The Optional Services tab is displayed.

106 July 2021 ESO-FS-200-4494 v.12



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

Entering Filing Details for Service of Process Cases

Page Fee Service

ice 2 with along description to trigger

Page Fee No Multiplier

GO TO COMMUNICATION

Figure 8.9 — 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 8.10 — 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 8.11 — 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 8.12 — 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.

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

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

Entering Payment Information

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

Note: You must create a payment account before you can complete your filing.

%%, Fees-Draft#6703 @~

Documents Case Parties Filings Service Fees Summary

Payment Account %
Mary Ann's Waiver

y Responsible for Fees
Select s SEARCH

Party Responsible for Fees is Required.

Filer Type

Select

SAVE AND EXIT 'SUMMARY
Figure 8.13 — Fees Page

Note: While you are entering a case filing, click u to view the case number or draft number.
To enter the payment information for your filing:

1. Select the payment account from the Payment Account drop-down list.

2. 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)
cancet

Figure 8.14 — 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.

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

i
4. Click .

The fees for the filing are displayed.

Fees-Draft #9274 @~

Documents Case Parties Filings Service Fees Summary
Payment Account %
My Credit Card B
$ Optional Service Fees -~
Party Responsibe for Fees
Joseph Defendant M S Certified Copies ($5.00 x 2) $10.00
Priority Processing ($5.00 x 2) $10.00
Filer Type Sub Total $20.00
Default s
& Service Fees ~
Total Service Fees $1.00
Convenience Fee $1.00
Total Court Service Fees $1.00
Sub Total $3.00
Grand Total $23.00

Figure 8.15 — Example of a Fees Page with the Filing Fees Displayed

If you selected mail service for your filing, the mail service fees are displayed on the Fees page.

Note: The Mail Service feature is configured by Tyler and may not be available on your system.
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Draft#250 @~
= Mail Service Fees ~
Total Mail Service Fees $6.00
a forkees ¥ Subtotal $6.00
Harry Smith s SEARCH
e Type & Service Fees -
Default
Total Service Fees $1.00
Convenience Fee $1.00
Total Court Service Fees $1.00
CALCULATE FEES
Subtotal $3.00
Grand Total $9.00

Figure 8.16 — Example of a Fees Page with the Mail Service Fees Displayed

5. Review the filing fees, and then click .

Viewing the Envelope Summary for Service of
Process Cases

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

Note: This feature is configured by Tyler and may not be available on your system.
The party, filings, and fees information must be complete before you can view the envelope summary.
To view the envelope summary:

1. Complete the required information on the Case Information, Parties, Filings and Fees pages.

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

The Summary page is displayed.
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Parties R4

Filings s

Auto Generated Filings

Service ’

Fees ’

s
Figure 8.17 — Sample Summary Page

3. Ifthere are submission agreements for your filing, select the appropriate check boxes for the
submission agreements.

4. Review the summary of the case filing. Also, you can preview the auto generated documents by clicking
Preview in the Auto Generated Filings pane. After you are satisfied with the information in your filing,

SUBMIT
click .

Viewing the Envelope Details for Service of Process
Cases

You can view the details of an envelope on the Filing History page.
Note: This feature is configured by Tyler and may not be available on your system.
To view the envelope details:
1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.
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efile Filing History

. Envelope # 165244 \Z\

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

O Accepted
O Cancelled
O Receipted

gizmd Envelope # 165149 (]

O Submitted #165149 Submitted 01/24/2020 922 AM by Pro Se
O Submitting

Filing Status Filng Code Filng Type Filing Descripton ClientRef &

Submitted Acquittal eFile Only o

Fiiog Status FiingCode FiingTye Fiing Description Clentrer s
Location Reviewed Acknowledgement eFile Only

Any Location e B previo ¥ | 2Resuitis) ] Page 1f1}
Case Number / Envelope Number
Case Number

Envelope Number

Date Range N

@ Anytime

O Last Month

O Last Week

O Last Two Days

O Today

O Pick a Custom Range

Fomdue ]

To Date ®
RESET FILTER

Figure 8.18 — Filing History Page

2. Locate the specified case for which you want to view the envelope details.

3. Click —I

The envelope details are displayed.
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Details - Envelope # 26465 clo=

Case
— -
il Breach Of Coniract

Under $1000

Parties ~,

Filings

072012021 48 P

Action - Inisisl Only

e a—
Submitted
LLLLLL [ e Sy
Lead Document Civil Dosmestic Filing Forrm pol Pubic (1)
Original
srtem
072012071 S:42 P
a—
—— Canfidential (5)
072012071 5:88 P

Fublic T}

Toal 5000

‘Waiver Selected

Figure 8.19 — Sample Envelope Details Page

PRINT
4. Click - to print a copy of the envelope details.
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9 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:

1. On the Dashboard page, click .

The Start Filing page is displayed.
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]

= g FLERAO Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locstion %

Select

Location is Requirad

€ DASHBOARD

Figure 9.1 — Start Filing Page

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

The New Case and the Existing Case panes are displayed.

= o

.:.,,_ EFILEQA 01 Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locaton ¢
OFS MockCMS

If you want to start a case against someone, click Start a New Case Do you have a case number and are ready to file into it?
START A NEW CASE FILE INTO EXISTING CASE
& DASHBOARD

Figure 9.2 — Start Filing Page with Case Panes Displayed

START A NEW CASE
3. Click

The Upload Documents page is displayed.
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g% EFILEQAOT Upload Documents -Draft #599 @~

& Dragfileshereor  BROWSE

Supporisd File Types: TIFF Files (TIFF TIF) WordParfect File (WPD) Ward 2007 File (DOCX) Word 97/XP File (DOC) Portable Document File (PDF) XML Dacumant (XHL) Windows Media File (WMV) MPEG (MPEG)

SAVE AND EXIT CASE INFORMATION

Figure 9.3 — Upload Documents Page—Blank

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

5. Select each document to be uploaded.

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

g3 EFLEQAOT Upload Documents -Draft #598 @~

[3] onese [+]

& Dragfileshereor  BROWSE

TIFF TIF) WordPerfect File (WPD) Word 2007 File (DOCX) Word 97/XP File (DOC) Portable Document File (PDF) XML Document (XML) Windows Media File (WIMV) MPEG (MPEG)

SAVE AND EXIT CASE INFORMATION =

Figure 9.4 — Upload Documents Page with an Uploaded Document

AUTO-REDACT l
6. 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,
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 9.5 — Example of a Message for a Completed Redaction

7. Click to continue with your filing.

The Case Information page is displayed.

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

The Parties page is displayed.
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FILINGS =
9. Complete the required fields on the Parties page, and then click

The Filings page is displayed.

SERVICE =

10. Complete the required fields on the Filings page, and then click
The Service page is displayed.

FEES

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

The Fees page is displayed.

SUMMARY =

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

The Summary page is displayed.

Filings ’

Service Bed

Fees s

Figure 9.6 — Sample Summary Page

EDIT REDACTIONS

13.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.
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Deleting a Redaction

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 9.7 — Example of a Message with Redaction in Progress

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

submission agreements (if applicable), click :

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):

1. Right-click the specified redaction.

The Annotation Notes dialog box is displayed.

-

Annotation Notes

Tag(s):

Created by:
QCRWeb Test User >
on:

Thu Oct 11 2018

1:48:02 PM

Figure 9.8 — 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

ESO-FS-200-4494 v.12 July 2021 119



Individual Filer User Guide

»
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 9.9 — Delete Annotation? Dialog Box

3. Click to delete the specified redaction.

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:

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.

8| 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).
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Redaction Editor Toolbar

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.

Click this icon to save and close the document.

Click this icon to close the Tyler Content Manager (TCM)
viewer.

Click this icon to zoom in to a particular place in the
document.

Click this icon to zoom out.

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.
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Icon Description

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.

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.

BlE ==

When the thumbnail pane is displayed, additional document options become available.

¥y ©

Figure 9.10 — Sample Thumbnail Pane

The following table describes the icons in the thumbnail pane.
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Redaction Editor Toolbar

Icon Description

0l

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.

Y

Click this icon in the thumbnail pane to view only the pages
that have a redaction on them.

ESO-FS-200-4494 v.12

July 2021

123



1 0 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
the search criteria for the case that you want to file into. Then, click or press ENTER.

* Onthe Filing History page, locate the case that you want to file into, and then click

Search Cases
* On the Dashboard page, click —l . In the File into Existing Case window that opens,

SEARCH
enter the search criteria for the case that you want to file into. Then, click - or press
ENTER.

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:

[o]

1. On the Filing History page, click
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Filing into an Existing Case from the Filing History Page

g

.
-:.;1' EFILEQA 01 Filing History

Status Case # CC-20-2697 [1]
@ All Statuses Envelope # 212360 Submilted 09/02/2020 12:11 PM by Pra Se
O Accepted
© Canecelled Filng Sistes Filng Code Filng Type Filing Descrgen Chent Ref ¢
O Receipted Accepted Acknowledgement €File Only
O Served
O Returned
5 Submitted Envelope # 210580 E
© submitting Envelope # 210580 Submilted 08/27/2020 3:15 FM by Fro Se
Lcarcy Filing Stetus Filng Code Filng Type Filing Descrigian ety
Any Location . Submitted Application eFile Only o

Case / Envelope Number

Envelope # 210579 E

Envelope # 210579 Submitted 08/27/2020 213 PM by Fro Se

Case Number

Envelope Number

Filing Stetus Filing Cade Filing Type Filing Desesiption Chent Ref 4

Date Range Submitted Acknowledgement eFile Only 0
@ Anytime
O Last Month
O tommak Case # CC-20-1971 4]
O Last Two Days Envelope # 200496 Submilled 08/26/2020 4:57 PM by Pro Se
O Today
(O Pick a Custom Range Fling Status Filng Code Fikng Type Filing Dasesiption Chent Ref &
From Date E| Submitted Affidavit eFile Only o
To Date E|

Envelope # 209495 [+]
Envelope # 209495 Submitted 08/26/2020 4:55 PM by Pro Se

Filng ststus Filng Code kg Type Filng Deserpron Glemt et
Submitted Abstract Of Judgment eFile Only

Figure 10.1 — Example of a Filing History Page

N o o B~ ow

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. The ability to add a new party to an existing case is configurable.

O ADD PARTY
If your system is configured with this capability, —l is displayed on the Parties page.

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

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

The Optional Services tab is displayed.

To select the applicable optional services, click
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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 COMMUMNICATION l

10.Click to specify the recipient of the courtesy or preliminary copies. You must

type a valid email address for the recipient.

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... s FILTER RESET

Select Party Name Party Type

O Phil Defendant Defendant

O Susan Plaintiff Plaintiff

CANCEL SAVE

Figure 10.2 — 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.In the Upload Documents pane, click

ADD DOCUMENTS

Upload Documents”*

Component Name Actions Description Security

Lead Document
ADD DOCUMENTS This document is required
Attachments

Figure 10.3 — Upload Documents Pane

The Select document(s) for Lead Document window is displayed.
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Filing into an Existing Case from the Filing History Page

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 10.4 — 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 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.

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

27.Click if you want to view the fee total.

28.Click
29.Review the summary. If applicable, select the Submission Agreements check box.
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30.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:

1. On the Dashboard menu, click Case Search.

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 10.5 — File into Existing Case Window—Includes Party Name Option

Note: Your system may be configured to only search by case number. With this optional
configuration, the Party Name option is not displayed.
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Filing into an Existing Case from the Case Search Page

File into Existing Case

Location %
Select.. B

Location is Required

Case number format is default.

Case Number %

Case Number is Required

Figure 10.6 — File into Existing Case Window—EXxcludes Party Name Option

2. Type the search criteria in the window, and then click or press ENTER.

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 E
OFS QA 2014 - Court at Law Civil Landlord / Tenant

Figure 10.7 — 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 = 2
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. The ability to add a new party to an existing case is configurable.

oADD PARTY
If your system is configured with this capability, —l is displayed on the Parties page.

5. On the Filings page, select the filing type from the Filing Type drop-down list.
6. Select the filing code from the Filing Code drop-down list.
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7. Type a description in the Filing Description field.
8. Type a client reference number in the Client Reference Number field.

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

GO TO OPTIONAL SEFWICES'

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

The Optional Services tab is displayed.

>
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 COMMUNICATION

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.

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 10.8 — 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 :

18.1n the Upload Documents pane, click

ADD DOCUMENTS
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Upload Documents”*

Component Name Actions Description Security

Lead Document

ADD DOCUMENTS This document s required
Attachments

ADD DOCUMENTS

Figure 10.9 — 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 10.10 — Select document(s) for Lead Document Window

BROWSE I | S 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 —I

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

ADD DOCUMENTS
21.If 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 .

FEES =
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 party responsible for fees from the Party Responsible for Fees drop-down list.
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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.

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

SUMMARY =

29.Click if you want to view the fee total.

30. Click

31.Review the summary. If applicable, select the Submission Agreements check box.

32.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:

Search Cases l
1. From the Case Search pane, click Case Search at the top of the pane, or click to
locate the case that you want to file into.

Note: If the specified case is already displayed in the Case Search pane, click the link for that
case. The Case Search page is displayed.

The File into Existing Case window is displayed.

File into Existing Case *

ocation %
Select . *

Location is Required.

Search for a Case by

@ casetumber Q) PartyName

Case number format is default.

umber ¥

Case Number is Required.

Figure 10.11 — File into Existing Case Window—Includes Party Name Option

Note: Your system may be configured to only search by case number. With this optional
configuration, the Party Name option is not displayed.
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File into Existing Case

Location %
Select.. B

Location is Required

Case number format is default.

Case Number %

Case Number is Required

Figure 10.12 — File into Existing Case Window—EXxcludes Party Name Option

2. Type the search criteria in the window, and then click or press ENTER.

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 on the Case Search page.

Location: OFS QA 2014 - Court at Law Case Number: CC-19-1245
Case # CC-19-1245 E
OFS QA 2014 - Court at Law Civil Landlord / Tenant

Figure 10.13 — Case Search Page

3]

3. Click

to file into the case.

The Documents page of the specified case is displayed. Any documents that were previously uploaded
are displayed.

CASE INFORMATION => SKIP TO FILINGS = 2
4. 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. The ability to add a new party to an existing case is configurable.

o ADD PARTY
If your system is configured with this capability, —l is displayed on the Parties page.

5. On the Filings page, select the filing type from the Filing Type drop-down list.
6. Select the filing code from the Filing Code drop-down list.
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7. Type a description in the Filing Description field.
8. Type a client reference number in the Client Reference Number field.

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

GO TO OFTIONAL SERVICES '

10.If you need to apply any optional services for the filing, click

The Optional Services tab is displayed.

>
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 COMMUNICATION

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.

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 10.14 — 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 :

18.1n the Upload Documents pane, click

ADD DOCUMENTS
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Upload Documents”*

Component Name Actions Description Security

Lead Document

ADD DOCUMENTS This document s required
Attachments

ADD DOCUMENTS

Figure 10.15 — 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 10.16 — Select document(s) for Lead Document Window

BROWSE I | S 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 —I

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

ADD DOCUMENTS
21.If 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 .

FEES =
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 party responsible for fees from the Party Responsible for Fees drop-down list.
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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.

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

SUMMARY =

29.Click if you want to view the fee total.

30. Click
31.Review the summary. If applicable, select the Submission Agreements check box.

32.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:

1. On the Dashboard menu, click Case Search.

The File into Existing Case window is displayed.

File into Existing Case

ocation %

Select +

Location is Required.

Search for a Case by

@ caserumber (O PartyName

Case number format is default.

mber %

Case Number is Required.

Figure 10.17 - File into Existing Case Window—Includes Party Name Option

Note: Your system may be configured to only search by case number. With this optional
configuration, the Party Name option is not displayed.
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File into Existing Case
cation %
Select.. B
Location is Required

Case number format is default.

Case Number is Required

Figure 10.18 — File into Existing Case Window—EXxcludes Party Name Option

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 (which may be the only option that is displayed), and then type the
case number in the Case Number field.

SEARCH
4. Click or press ENTER.

A message is displayed, stating that the case number you entered could not be found.

%%, eFile Case Search
L

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 10.19 — Case Search Window with No Results Found

| DON'T SEE MY CASE

5. To continue, click

The I Don’t See My Case window is displayed.
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| Don't See My Case *

You are about to start a manual subsequent filing at the following location. Please be sure you have filtered by case number at the proper location or your filing could be delayed by improper numbering.

Location Case Numbel Cases Found
OFS Non-Integrated CC-145333 0

BACK TO RESULTS | UNDERSTAND, CONTINUE

Figure 10.20 — | 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.

Case Information - Draft # 6743 - Case # CC-145333 @~

Documents Case Parties Filings Service Fees Summary
Case Number %
CC-145333
Location Case Category %
OFS Non-Integrated Select :
Case Category is Required
CaseType Case sub Type
Select. + Select. *

Case Type is Required

4 UPLOAD DOCUMENTS SAVE AND EXIT

Figure 10.21 — 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 - .
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Creating a Service Only Filing

To create a Service Only filing:

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.

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 Documen it
ADD DOCUMENTS This document is required
Attachments

Figure 10.22 — Upload Documents Pane

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

Select document(s) for Lead Document *

Not Selected Selected

G0
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 10.23 — Select Document(s) for Lead Document Window

BROWSE I | > 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 —l

6. After uploading your documents, click .

7. If you want to add security to any of the documents, select an option from the Security drop-down list.
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8. Click to save your entries and to continue.

9. On the Service page, add the service contacts that you want to receive a Service Only filing.
10. From the service method drop-down list for each service contact, select the service method to use.

Note: The available service method options are configured by Tyler. Some options may not be
available on your system.

Mail E
Certified Mail

Eserve

Figure 10.24 — Sample Service Method Drop-Down List

Note: On the Service page, you can select the Serve all check box, or you can select the Serve
all party contacts check box. Selecting the “Serve all” check box automatically selects the
“Serve all party contacts” check box.

™%, Service- Draft #6703 @~
o

Documents Case Parties Filings Service Fees Summary

Add Service Contacts:

&le FROM MY SERVICE CONTACT LIST | | &+ FROM PUBLIC LIST | | & ADD NEW CONTACT |

Parties Service Contacts [_] Serve all v

Type: Name: Serve Service Method Name Email/Mail v
Defendant Georgia Defendant [N Count:0

No service contacts

Type: Name: Serve Service Method Name Email/Mail v
Plaintiff Peter Plaintiff Count:1

[ serve all party contacts Click to expand

€FILINGS SAVE AND EXIT FEES

Figure 10.25 — Example of a Service Page for a Service Only Filing

11. Click to save your entries and to continue.
12.Complete the required fields on the Fees page, and then click .

13. Select the check boxes for the submission agreements, if applicable.

14.Review the information on the Summary page, and then click .
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Topics covered in this chapter

¢ Adding a New Service Contact

¢ Adding a Service Contact from My 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 list of contacts.
To add a new service contact to your contacts list:

1. On the Dashboard menu, click My 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 11.1 — Service Contacts Page

)

ADD SERVICE CONTACT

2. Click
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Additional fields are displayed.

City is Required State is Required. Zip Code s Required.

Figure 11.2 — Service Contacts — Additional Fields

3. Select the appropriate check box for the new service contact: Add To My 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 Service Contact
List to a Filing

You can add a service contact from your contact list to a filing.
To add a service contact from your contact list to a filing:

&8 FROM MY SERVICE CONTACT LIST I

1. On the Service page, click

The My Service Contacts window is displayed.

My Service Contacts Associated Parties

First Name Last Name Email

FILTER RESET

D Test Contact testeontact@gmail.com
D Susie Potter susiep@gmail.com
D Pro Se Yo m@gmail.com
D Patte Smith patte.smith@gmail.com
D Russ Smith russ.smith@gmail.com
First  Previous n Next Last

CANCEL ASSOCIATED PARTIES

Figure 11.3 — My 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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My Service Contacts Associated Parties

Select one or more parties to associate with the service contacts.

) Select Parties v
Parties

Selected Service Contacts:

Test Contact testcontact@gmail.com

MY SERVICE CONTACTS CANCEL m

Figure 11.4 — 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 .

6. From the service method drop-down list on the Service page, select the service method to use for each
service contact.

Note: The available service method options are configured by Tyler. Some options may not be
available on your system.

| Mail E
Certified Mail

Eserve

Figure 11.5 — Sample Service Method Drop-Down List

Note: if you want to return to the list of service contacts to make any changes or additions, click

MY SERVICE CONTACTS

The service contacts that you added are displayed on the Service page, along with the service method
option that you selected for each contact.
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ervice - Draft # 6745 @~

Documents. Case Parties Filings Service Fees Summary
Add Service Contacts;
&6 FROM MY SERVICE CONTACT LIST | | &* FROM PUBLIC LIST | | & ADD NEW CONTACT |

Parties Service Contacts ] Serve all v
St A

Type: Name: Serve Service Method Name Email/Mail ~

Defendant Johnny Defendant Count:1

ey conas oo o) o ssarihggma com ®]

Type: Name: Serve Service Method Name Email/Mail ~

Plaintiff Melanie Plaintiff Count:1

[ serve all party contacts Eserve . | SusiePotter susiep@gmail.com EI

€ FILINGS SAVE AND EXIT FEES

Figure 11.6 — Example of a 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:

‘ ot FROM PUBLIC LIST I
1. On the Service page, click .

The Public Service Contacts window is displayed.

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 11.7 — Public Service Contacts Window

FILTER
2. If you want to filter the list, 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.
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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
|:| xsncpywh.update hoopjatu. update xsnepywh.hoopjatu@tylertech.com
|:| xvbmornb.update tawnxbpw.update xvbmornb.tawnxbpw@tylertech.com
I:I 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
|:| zgwlczsm.update xwoymgnm.update zgwlczsm.xwoymgnm@tylertech.com
100 Resu 7of7
First Previous 1 2 3 4 5 6 Next Last =
CANCEL ASSOCIATED PARTIES

Figure 11.8 — 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 to the filing.

5. After you have selected the contacts for your filing, click .

The Associated Parties window is displayed.

Public Service Contacts Associated Parties

Select one or more parties to associate with the service contacts.

_ Select Parties -
Parties

Selected Service Contacts:

xyjagryh jvezoxry xyjagryh jvezoxrv@tylertech.com

PUBLIC SERVICE CONTACTS CANCEL m

Figure 11.9 — Sample Associated Parties Window

6. Select the party that you want to associate with the selected service contact or contacts from the

Parties drop-down list, and then click .
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7. From the service method drop-down list on the Service page, select the service method to use for each
service contact.

Note: The available service method options are configured by Tyler. Some options may not be
available on your system.

Mail E
Certified Mail

Eserve

Figure 11.10 — Sample Service Method Drop-Down List

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, along with the service
method option that you selected for each contact.

Service - Draft # 6745 @~

Documents Case Parties Filings Service Fees Summary

Add Service Contacts:

&6 FROM MY SERVICE CONTACT LIST | | &+ FROM PUBLIC LIST | | & ADD NEW CONTACT |

Parties Service Contacts ] serve all v
Showal

Type: Name: Serve Service Method Name Email/Mail ~

Defendant Johnny Defendant Count: 1
[ serve all party contacts Eserve R Russ Smith russ.smith@gmail.com EI
Type: Name: Serve Service Method Name Email/Mail ~
Plaintiff Melanie Plaintiff Count: 1
et oy cons oo o] seroter suspgmacom O

SAVE AND EXIT

Figure 11.11 — Example of a 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:

‘ 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

Par

Add To My List Add to Public List

First Name 3% Middle Name Last Mame %

First Name is Required. Last Name is Required.
Email % Phone Number

Email is Required.

Country

United States B

Address Line Address Line 2

Ciry State Zip Code

Select. ..

L1

ouve. [T

Figure 11.12 — Add Service Contact Window

. Select the appropriate check box for the new service contact: Add To My 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.

. Complete the required information in the First Name and Last Name fields. Add a middle name, if
applicable, in the Middle Name field.

. 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.
. If a physical address is required for the service contact, type the address in the Address Line 1 field.
. If applicable, type an address in the Address Line 2 field.
. 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 - .

13. After you have added the contact for your filing, click :

The Associated Parties window is displayed.

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 11.13 — Sample Associated Parties Window

14. Select the party that you want to associate with the selected service contact from the Parties drop-

down list, and then click .

Note: If the service contact you are adding is not associated with any party on the case, select
“Other: No party association” from the drop-down list in the Associated Parties window.

15.From the service method drop-down list on the Service page, select the service method to use for each
service contact.

Note: The available service method options are configured by Tyler. Some options may not be
available on your system.

Mail E
Certified Mail

Eserve

Figure 11.14 — Sample Service Method Drop-Down List

The service contact that you added is displayed on the Service page, along with the service method
option that you selected for the contact.
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= %%, Serice-Draft#6745 @~

Documents Case Parties Filings Service Fees Summary

Add Service Contacts:

&8 FROM MY SERVICE CONTACT LIST | | &* FROM PUBLIC LIST | | & ADD NEW CONTACT |

Parties Service Contacts ] Serve all v
—

Type: Name: Serve Service Method Name Email/Mail ~

Defendant Johnny Defendant Count: 1

ey conas e o) o ssarihggma com ®]

Type: Name: Serve Service Method Name Email/Mail ~

Plaintiff Melanie Plaintiff Count: 1

[ serve all party contacts Eserve . | SusiePotter susiep@gmail.com EI
€ FILINGS SAVE AND EXIT FEES

Figure 11.15 — Example of a 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.
To update the information for an existing service contact:

1. On the Dashboard menu, click My Service Contacts.

The Service Contacts page is displayed.

eFile Service Contacts

FILTER RESET o
DD SERVICE CONTACT

First Name Last Name Email Address Actions

Test Contact testcontact@gmail.com EI
susie |y Potter susiep@gmail.com EI
Patte Smith patte smith@gmail.com EI
Russ Smith fuss.smith@gmail.com EI
Tonia Smith tsmith@gmail.com EI

Previous Next

Figure 11.16 — 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.

4. When you are done with your updates, click .
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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:
1. On the Dashboard menu, click My Service Contacts.

The Service Contacts page is displayed.

o
“e s, eFile Service Contacts
o

FirstNama Last Name Email Ad 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 E
Patte Smith patte.smith@gmail.com EI
Russ Smith russ.smith@gmail com EI
Tonia Smith tsmith@gmail.com EI

[ Rt ] pige 1ot

—

Figure 11.17 — Service Contacts Page

2. Locate the name of the service contact for whom you want to view the attached cases, and then click

5=l

If there are cases attached to the specified service contact, the list of cases is displayed in a window.

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 11.18 — Service Contact Attached Cases Window

3. Click Download Attached Cases to download the case list to an Excel file.
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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 11.19 — 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:
1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.

%, eFile Filing History

| 2Resut(s) | Page 1f1}
Envelope # 165244 (]
Status
Envelope # 165244 Submitted 01/26/2020 353 PM by Pro Se
@ All Statuses
O Accepted Fiing Status Filng Cade Fiing Type e Clent Re
O Cancelled Submitted Acquittal eFile Only o
O Receipted
S d
O sene Envelope # 165149 (]
O Retuned
O submitted Envelope # 165149 Submitted 01/24/2020 9:22 AM by Pro Se
O Submitting
o5 noCode FiingTye
lezzizn Reviewed Acknowledgement eFile Only
Any Location s Previous
Case Number / Envelope Number
Case Number
Envelope Number
Date Range N
@ Anytime
O Last Month
O Last Week
O Last Two Days
O Today
O Pick a Custom Range
From Date E|
To Date =}

Figure 11.20 - 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.
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)

4. Locate the service contact that you want to update, and then click

The Update Service Contact window is displayed.

Update Service Contact

tsmith@gmail.com

United States s

Address Line 1 % Address Line 2
555 Main Street

City % State Zip Code %k
Des Moines lowa s 33355

Figure 11.21 — 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:

1. On the Dashboard menu, click My Service Contacts.

The Service Contacts page is displayed.
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First Name

Test

Susie N
Pro

Patte

Russ

Tonia

Last Name

Contact

Potter

Se

Smith

Smith

Smith

FILTER RESET

Email Address

testeontact@gmail.com

susiep@gmail.com

gmail.com

patte.smith@gmail.com

fuss.smith@gmail.com

tsmith@gmail.com

ADD SERVICE CONTACT

Actions

(AE]E]
(A[E]E]
(A[=]E]
(AEE]
(A EE]
(AE]E]

Figure 11.22 — Service Contacts Page

2. Locate the name of the service contact that you want to delete.

—

]
3. Click

to immediately delete the service contact, or click
attached to that service contact.

to first view the cases that are

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 2 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:
1. On the Dashboard menu, click Templates.

The Templates page is displayed.

™, eFile Templates
L

Filter Type. Name O
My Templates * IR RS ADD TEMPLATE
Favorite Name Type Actions
* Tyler Group New Case
&
Pag My Name change template New Case
&
Pad Existing Case Template Existing Case E
% Template #5 New Case
I'd
% Thursday Template New Case
I'd
Pad Pro Se Template New Case
&
Pag Thursday Template #2 New Case
&
Pad Current Case Template #2 Existing Case E
P Template #3 New Case
&

Figure 12.1 — Templates Page

2. Click g

A pane is displayed.
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Favorite Name Type Actions

New Case

Favorite MName % @ NewCase Q) Existing Case

Name s Required.

CANCEL m EDIT DETAILS -»

Figure 12.2 — 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 12.3 — 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.
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Editing a Template

Editing a Template

You can edit an existing template if you need to make changes to it.
To edit an existing template:

1. On the Dashboard menu, click Templates.

The Templates page is displayed.

)
= '-'.:g_ eFile Templates

Fitter Type Narme o
ADD TEMPLATE
Favorite Name Type Actions
* Tyler Group New Case
I'd
Pid My Name change template New Case
I'd
P Existing Case Template Existing Case \Z\
Pad Template #5 New Case
&
Pad Thursday Template New Case
&
DA Pro Se Template New Case
I'd
Pid Thursday Template #2 New Case
I'd
< Current Case Template #2 Existing Case \Z\
Pad Template #3 New Case
&

Figure 12.4 — Templates Page

z]

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.
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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:

1. On the Dashboard menu, click Templates.

The Templates page is displayed.

)
’-‘.:9_ eFile Templates

Filter Type. Name o
ADD TEMPLATE
Favorite Name Type Actions
* Tyler Group. New Case
4
< My Name change template New Case
I'd
P Existing Case Template Existing Case \Z\
Pad Template #5 New Case
&
o Thursday Template New Case
4
PAd Pro Se Template New Case
&
& Thursday Template #2 New Case
4
< Current Case Template #2 Existing Case \Z\
Pad Template #3 New Case
&

Figure 12.5 — Templates Page

[=])

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

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

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:

1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.
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Using an Existing Case Template

2, eFile Filing History

Filing History Filter
Envelope # 165244 mm\z\

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

Status

@ Al Statuses

O Accepted Fig Staus Fing ode Fing Ty FilingDescrpion ChentRer o
g Cancelled Submitted Acquittal eFile Only °
Receipted

gzmd Envelope # 165149 (]

O Submitted #165149 Submitted 01/24/2020 9:22 AM by Pro Se

O Submitting

Filing Status Filng Code Filng Typ Filing Descripton ClientRef &

Location Reviewed Acknowledgement eFile Only

Case Number / Envelope Number
Case Number

Envelope Number

Date Range N
@ Anytime

O Last Month

O Last Week

O Last Two Days

O Today

O Pick a Custom Range

From Date EI

To Date ®
RESET FILTER

Figure 12.6 — 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: ce-15-1813 | Location:0FS Non-Integrated | Category:Criminal | Case
Type:Adult Felony

My Templates

L1

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
temnplate without a complete match, we attempt to create the entire template, but your draft might not include the
ternplate's documents or optional services.

Favorite Name Template Matches On Actions

{:{ Current Case Temnplate #2 Mo matching case information @

w7 Existing Case Template No matching case information @
evcss [l

CANCEL

Figure 12.7 — Templates Matching Window

]

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

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
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:
1. On the Dashboard menu, click Templates.

The Templates page is displayed.
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Deleting a Template

%%, erile Templates
o~

Filter Type. Name o
My Templates * FLTER RESET ADD TEMPLATE
Favorite Name Type Actions
* Tyler Group New Case
&
o My Name change template New Case
4
Pid Existing Case Template Existing Case \Z\
Pid Template #5 New Case
4
< Thursday Template New Case
&
P Pro Se Template New Case
&
P Thursday Template #2 New Case
&
o Current Case Template #2 Existing Case \Z\
PAd Template #3 New Case
I'd

Figure 12.8 — Templates Page

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

A drop-down list is displayed.

W Delete Template

& Copy Template

Figure 12.9 — 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:

1. On the Dashboard menu, click Templates.

The Templates page is displayed.
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"%, eFile Templates

Filter Type. Name o
My Templates * FLTER RESET ADD TEMPLATE
Favorite Name Type Actions
* Tyler Group New Case
&
o My Name change template New Case
4
Pid Existing Case Template Existing Case \Z\
Pid Template #5 New Case
4
< Thursday Template New Case
&
P Pro Se Template New Case
&
P Thursday Template #2 New Case
&
o Current Case Template #2 Existing Case \Z\
PAd Template #3 New Case
I'd

Figure 12.10 — Templates Page

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

A drop-down list is displayed.

W Delete Template

& Copy Template

Figure 12.11 — More Options Drop-Down List

3. Click Delete Template.

The following warning message is displayed: Are you sure you want to delete the template
“XyZ”?

Cancel
4. Click “ 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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1 3 Filings

Topics covered in this chapter

¢ Copying the Envelope

¢ Viewing the Envelope Details

¢ Viewing Case Address Information in the Envelope Details

¢ Viewing Mail Service Fees in the Envelope Details

¢ Viewing Certified Mail Services Information in 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:
1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.
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efile Filing History

Filing History Filter
Envelope # 165244 mm\z\

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

Status

@ Al Statuses
O Accepted g Status
O Cancelled b
O Receipted

gzmd Envelope # 165149 (]

O Submitted Envelope # 165149 Submitted 01/24/2020 922 AM by Pro Se
O Submitting

Filing Code Filng Typ Filing Description ClientRef &

Submitted Acquittal eFile Only °

Filing Status Filng Code Filng Typ

Location Reviewed Acknowledgement eFile Only

Case Number / Envelope Number
Case Number

Envelope Number

Date Range N

@ Anytime

O Last Month

O Last Week

O Last Two Days

O Today

O Pick a Custom Range

From Date EI

To Date ®
RESET FILTER

Figure 13.1 — Filing History Page

FILTER
2. Inthe Status pane, select Returned, and then click .

The returned cases are displayed, per the filter that you set.

3. Locate the envelope that you want to copy.

4. Click , and then select Copy Envelope.

ﬁ File Into Case With Template
M Bookmark Case

Il Copy Envelope

Figure 13.2 — 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.

Documents Case Parties Filings Service Fees Summary

This is a copy of envelope 251036. Please verify all information before submitting

& Drag files here or BROWSE

50.00 MB

es: 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)

SAVE AND EXIT SKIPTO FILINGS » GASE INFORMATION =

Figure 13.3 — 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.
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Viewing the Envelope Details

6. After you have verified the envelope, click .

Submission Agreements

Case

Name Change

Parties sronss

Filings

Service

Fees

Parties

Figure 13.4 — 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:

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

. Envelope # 165244 \Z\

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

O Accepted
O Cancelled
O Receipted

gizmd Envelope # 165149 (]

O Submitted #165149 Submitted 01/24/2020 922 AM by Pro Se
O Submitting

Filing Status Filng Code Filng Type Filing Descripton ClientRef &

Submitted Acquittal eFile Only o

Fiiog Status FiingCode FiingTye Fiing Description Clentrer s
Location Reviewed Acknowledgement eFile Only

Any Location e B previo ¥ | 2Resuitis) ] Page 1f1}
Case Number / Envelope Number
Case Number

Envelope Number

Date Range N

@ Anytime

O Last Month

O Last Week

O Last Two Days

O Today

O Pick a Custom Range

Fomdue ]

To Date ®
RESET FILTER

Figure 13.5 — Filing History Page

2. Locate the specified case for which you want to view the envelope details.

3. Click —I .
The envelope details are displayed.

Note: For subsequent filings, the envelope details do NOT include newly-added parties if the
envelope has not been accepted yet.
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Details - Envelope # 745447

Case
OrsMockams
Parties
Filings

inag e
eFile Only.

12/16/19 4:54 PM

Original

Service
Contt

se

rvice Method: Eserve

Viewing Case Address Information in the Envelope Details

Fler e
Default

[a—
s0.00

Wrongful Death

Confidental

Tul

iy

Total 5000

Waiver Selected

cLosE

Figure 13.6 — Sample Envelope Details Page

PRINT
4. Click - to print a copy of the envelope details.

Viewing Case Address Information in the Envelope

Details

You can view the case address information and other details of an envelope on the Filing History page.

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

To view the case address information in the envelope details:

1. On the Dashboard menu, click Filing History.

The Filing History page is displayed.
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efile Filing History

Envelope # 165244

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

Status

@ Al Statuses
O Accepted

Filing Status Filng Code

O Cancelled Submitted Acquittal
O Receipted
Served
8m , Envelope # 165149
O St Enelpe # 165149 Submited 01242020922 A by ro Se
O Submitting
Location Reviewed Acknowledgement

Any Location s | Previo 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

Fomdue ]

To Date ®
RESET FILTER

Filing Type

eFile Only

Filing Type

eFile Only

Filing Descripton

Filing Descripton

oiEink

[x)
ElE L]

| 2Resuitis) ] Page 1f1}

Figure 13.7 — Filing History Page

2. Locate the specified case for which you want to view the envelope details.

3. Click —I

The envelope details are displayed.
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Details - Envelope # 137873

Case
OFS QA 2017

Caza agsmes
555 Main Street
Dallas, TX 75220 US
Dallas

Parties

Count 2

Filings

Faing Type
eFile Only

SubmTaa Date

03/11/2021 5:56 PM

campeacat
Lead Document
Domnload Version

Original

Service

count o

Mone

Fees

Fayment Account

Waiver

Oeder 0

Viewing Mail Service Fees in the Envelope Details

Civil
Fiing Caca Chunt etz
Acknowledgement
st Feviow Data
Submitted
Gocumant Nama Dazergtion

Academic_Calendar_Spring_201%.pdf

Filng Astarmey Farty Reaponsibie for Fees

Perry Mason John Doe

Tramsction Respanse Trassaction Amount
$0.00

PRINT CLOSE
Type
Natice Of Removal
b4
Snow a1
Filig Dazcnpsn
securny
Confidential (&)
FierTypa
Default
Transaction I
Tetal 5000
Waiver Selected
CLOSE

Figure 13.8 — Case Address Information on the Envelope Details Page

PRINT
4. Click - to print a copy of the envelope details.

Viewing Mail Service Fees in the Envelope Details

You can view the mail service fees in the envelope details.

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

To view the mail service fees in the envelope details:

1. On the Dashboard menu, click Filing History.

The Filing History page is displayed.
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2, eFile Filing History

. Envelope # 165244 \Z\

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

O Accepted
O Cancelled
O Receipted

gzmd Envelope # 165149 (]

O Submitted #165149 Submitted 01/24/2020 9:22 AM by Pro Se
O Submitting

Filing Status Filng Code Filng Type Filing Descripton ClientRef &

Submitted Acquittal eFile Only °

Fiiog Status FiingCode FilngType Fiing Description Clentrer
Location Reviewed Acknowledgement eFile Only

Case Number / Envelope Number
Case Number

Envelope Number

Date Range N

@ Anytime

O Last Month

O Last Week

O Last Two Days

O Today

O Pick a Custom Range

Fomdue ]

To Date ®
RESET FILTER

Figure 13.9 — Filing History Page

2. Locate the specified case for which you want to view the envelope details.

3. Click —I

The mail service fees are displayed in the envelope details.
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Viewing Certified Mail Services Information in Envelope Details

Details - Case # CC-21-117 - Envelope £ 256195 m cLose
Case
l.:'alrties st
Filings
.SETWCE s
Fees
B Abstract Of Judgment -~
Figure 13.10 — Sample Envelope Details Page with the Mail Service Fees Displayed
4. Click to print a copy of the envelope details.
Viewing Certified Mail Services Information in
Envelope Details
You can view the status of certified mail for a specified filing.
Note: This feature is configured by Tyler and may not be available on your system.
To view the certified mail services information in the envelope details:
1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.
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efile Filing History

Envelope # 165244

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

Status

@ Al Statuses
O Accepted

Filing Status Filng Code

O Cancelled Submitted Acquittal
O Receipted
Served
8m , Envelope # 165149
O St Enelpe # 165149 Submited 01242020922 A by ro Se
O Submitting
Location Reviewed Acknowledgement

Any Location s | Previo 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

Fomdue ]

To Date ®
RESET FILTER

Filing Type

eFile Only

Filing Type

eFile Only

Filing Descripton

Filing Descripton

oiEink

[x)
ElE L]

| 2Resuitis) ] Page 1f1}

Figure 13.11 - Filing History Page

2. Locate the specified case for which you want to view the envelope details.

3. Click —I

The envelope details are displayed.
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Resuming a Case Filing

Details - Case # CC-21-116 - Envelope # 256191

Case

Location

OFS QA 2017

Parties

Count:2

Filings

Fiing Type
eFile Only
Submitted Dite

01/21/202110:32 AM

Component
Lead Document

Service

Count:3

Firm Admin
I@gmail.com
Status: Sent (Opened)
Served Date: 01/21/2021 10:35 AM

Associated Parties: None

Raymond Thompson
4201 Chio Dr Dallas US, Texas
Status: Not Sent

Tracking: 0000000000000000000075024 (USPS)

Associated Parties: None

Categary
Givil

Filing Code
Abstract Of Judgment
Statuz

Accepted

Document Name

BlankTest.pdf

Court Copy

Service Method: Eserve

Opened Date: 01/21/2021 11:08 AM

Service Method: Mail

Client Ref

Review Date

01/21/2021 10:35 AM

Description

Lillian Henderson

1201 tenth ave Plano US, Texas

Status: Not Sent

Tracking: 0000000000000000000075025 (USPS)

Associated Parties: None

PRINT CLOSE

Breach Of Contract

hd

Shaw Al
Filing Description
Comments
Auto Review Accepted
Security
Public (G)

~

fide o

Service Method: Mail

Figure 13.12 — Sample Envelope Details Page

In the Service pane, you can view the information related to the certified mail for a specified filing.

4. Click the link in the tracking section to track the status of the certified mail.

Note: Clicking the link accesses the United States Postal Service (USPS) website, which is
displayed in a new tab in your browser.

5. Follow the instructions on the USPS website to track the status of the certified mail, which can include
obtaining an image with proof of delivery.

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:

1. Locate the specified draft on the Filing Drafts page.

ESO-FS-200-4494 v.12

July 2021

173



Individual Filer User Guide

.:::,, eFile Filing Drafts

Filing Drafts Filter 66 Resuits | Page 10f4 |
Draft # 6666 : [ (8] [¢]

Draft # 6666 Started 10/24/19 331 PM by Pro Se
Any Location 3
Filing Status Filing Code Filing Type Filing Descripton Clint Ret #

Case Number / Draft Number Draft Acknowledgement eFile Only Acknowledgement

F— Draft # 6659 ololn

Draft # 6659 Started 10/23/19 4:56 PM by Pro Se
Draft Number

S Draft # 6658 &[]

Draft # 6658 Started 10/23/19 4:21 PM by unknown

e Draft # 5593 SR

O Last Week Draft # 5593 Started 10/11/19 8:14 AM by Pro Se

gi:;;wovavs Draft # 5592 IEI \i\ \Z\

Draft i 5592 Started 10/10/19 9:13 PM by Pro Se
O Pick a Custom Range Y

From Date IEI Draft # 5587 |E\ E\ E\
Draft # 5587 Started 10/10/19 1:59 PM by Pro Se

To Date
Fiing Status Filing Code Filing Type Filing Descripton Clint Ref #
Draft eFile Only

RESET FILTER Draft # 5560 |E\ \E\ \Z\

Draft f 5560 Started 10/8/19 1:49 PM by Pro Se

Draft # 5557 [o1lallz]
Figure 13.13 — 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:

1. On the Dashboard menu, click Filing Drafts.
The Filing Drafts page is displayed.
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Canceling a Filing

= %%, eFlle Filing Drafts

Filing Drafts Filter 66 Resuits | Page 10f4 |
Draft # 6666 : [ (8] [¢]

Draft # 6666 Started 10/24/19 331 PM by Pro Se
Any Location 3

Filing Status Filing Code Filing Type Filing Description Client Ref #

Case Number / Draft Number Draft Acknowledgement eFile Only Acknowledgement

F— Draft # 6659 ololn

Draft # 6659 Started 10/23/19 4:56 PM by Pro Se
Draft Number

S Draft # 6658 &[]

Draft # 6658 Started 10/23/19 4:21 PM by unknown

e Draft # 5593 SR

O Last Week Draft # 5593 Started 10/11/19 8:14 AM by Pro Se

gi:;;wovavs Draft # 5592 IEI \i\ \Z\

Draft i 5592 Started 10/10/19 9:13 PM by Pro Se
O Pick a Custom Range Y

Draft # 5587 |E\ E E

From Date EI
Draft # 5587 Started 10/10/19 1:59 PM by Pro Se

To Date
Fiing Status Filing Code Filing Type Filing Descripton Clint Ref #
Draft eFile Only

RESET FILTER Draft # 5560 |E\ \E\ \Z\

Draft f 5560 Started 10/8/19 1:49 PM by Pro Se

Draft # 5557 [o1lallz]
Figure 13.14 — Filing Drafts Page

Ll
The following warning message is displayed: Are you sure you want to delete Draft # “1237?

Cancel
3. Click “ to delete the draft filing, or click —I to cancel the action.

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

If you clicked “ , a 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:
1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.
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efile Filing History

. Envelope # 165244 \Z\

Envelope # 165244 Submitted 01/28/2020 3:53 PM by Pro Se
@ All Statuses
O Accepted
O Cancelled
O Receipted
Served
8m , Envelope # 165149 (8] [E[£]
eturne
O submitted Envelope # 165149 Submitted 01/24/2020 922 AM by Pro Se
O Submitting

Filing Status Filng Code Filng Type Filing Descripton ClientRef &

Submitted Acquittal eFile Only o

Filing Status Filng Code Filng Type Filing Descripton ClientRef &

Location Reviewed Acknowledgement eFile Only

Any Location s Previous w =
Case Number / Envelope Number

Case Number

Envelope Number

Date Range N

@ Anytime

O Last Month

O Last Week

O Last Two Days

O Today

O Pick a Custom Range

Fomdue ]

To Date ®
RESET FILTER

Figure 13.15 — 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 £iling?

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

If you clicked “ , a confirmation message is displayed, and the filing is canceled.
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1 4 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 Ec:gr:erzan E?QEA 2017 - Court at Law E)nn:c:a:::rv McDonald Associates LLC E\
Case Number
Case Description o .

Cots438 O?;SA 2018 e ‘Z’

RESET
Previo : | 4 Resutts | Page 1of 1 |
N

Figure 14.1 — 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:
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:

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 14.2 — 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:
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 14.3 — 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.

178 July 2021 ESO-FS-200-4494 v.12



1 5 Bulk Filing

Topics covered in this chapter

4 Dashboard

¢ Starting Multiple New Case Filings

¢ Uploading Documents for a Bulk Filing

¢ Entering Case Information for a Bulk Filing

¢ Entering Party Details for a Bulk Filing

¢ Entering Filing Details for a Bulk Filing

¢ Entering Payment Information for a Bulk Filing

¢ Viewing the Envelope Summary for a Bulk Filing

¢ Associating Parties to a Bulk Filing
¢ Filing into Multiple Existing Cases
¢ Copying a Bulk Filing

Bulk filing allows you to create and submit a group of envelopes in the same group, or bulk. Some courts

may provide discounts if a specified number of envelopes is submitted in the same bulk.

Note: Bulk filing is configured by Tyler and may not be available on your system.

Bulk filing begins on the Start Filing page. Then, complete the required fields for the first filing, followed by

the next filing, and so forth. After you have prepared all of the filings for a bulk, you can view the fees for
each filing, and choose the party responsible for fees, along with the payment method, for each filing.
When you are done, you can submit the bulk in its entirety.

A bulk filing must contain either all initial filings or all subsequent filings.

After a bulk filing has been created, you can add additional filings to the drafts using the Bulk Add Filings

feature. Click when it is enabled on the Bulk

Filing Dashboard page.

Dashboard

The Dashboard provides a drop-down menu for filer actions.

@ Dashboard

Q, Case Search

i= Filing History

# Filing Drafts

i= Bulk History

# Bulk Drafts

R Bookmarks

Im Templates

== My Payment Accounts
B My Service Contacts
© My Information

&E Account Settings

@& Reports

Figure 15.1 — Dashboard

From here, you can perform the following actions:
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Access the Dashboard page to start an initial or subsequent bulk 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. For subsequent bulk filings, you can also add
cases from the Case Search page.

Access the Filing History page to view a list of your case filings. For subsequent bulk filings, you
can also add cases from the Filing History page.

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

Access the Bulk History page to view a list of your bulk filings.

Access the Bulk Drafts page to view a list of your bulk 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 Payment Accounts page to set up and manage payment accounts.

Access the Service Contacts page to add and manage your service contacts list.

View and update your profile information on the My Information page.

Access the Account Settings page to change your password.

Access the Reports page to generate reports for envelopes and filings that you submitted.

Bulk History

The Bulk History page includes the filing history for your bulk filings.

From the Dashboard menu, click Bulk History. From here, you can view a history of your bulk filings. You
can also view the details for each case in the bulk.

180

July 2021 ESO-FS-200-4494 v.12



Bulk Drafts

ot EFILEQADT Bulk History

Filing History Filter FILING HISTORY | FILINGDRAFTS | BULKHISTORY | BULKDRAFTS
| Fitters Applied | 1 Resuitis) | Page10f 1|

Bulk Number / Name Bulk # 137 - Dallas Cases
Bulk Number Bulk # 137 Started 04/15/2021 11:32 AM by Pro Se
Bulk Name

Envelope # 157683

Status Envelope # 157683 Submitied 04/15/2021 11:40 AM by Pro Se
Lecation
All Stats
g A a‘”ZES OFSQA 2017
ceepte
O Cancelled
Filing stetus Filng Code Fiing Type Fllng Deserption Clent Ref 3
O Receipted
O served Submitted Acknowledgement EfileAndServe o
© Returned
) Submitted

O submitting Envelope # 157682

Envelope # 157682 Submitted 04/15/2021 11:40 AM by Fro Se
Location

Lacation
OFSQA 2017
Any Lecation
Case / Envelope Number s Filng Code Filng Type Filing Deseription Cllent Ref
Submitted Acknowledgement Efile o

Case Number

Envelope Number Envelope # 157684

Date Range Envelope # 157684 Submitted 04/15/2021 11:40 AM by Pro Se
Lecstion
@ ~nytime OFS QA 2017
O Last Month
O Last Week Fiing Status Filing Code Filing Type Filing Description Client Ref #
O Last Two Days Submitted Acknowledgement Efile o
O Today
) Pick a Custom Range ‘ 1 [ e
g o

Figure 15.2 — Bulk History Page

Bulk Drafts

The Bulk Drafts page includes the drafts of your bulk filings.

On the Dashboard menu, click Bulk Drafts. From here, you can view a list of your bulk draft filings, resume
a bulk draft filing, or delete a bulk draft filing.
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EFILEQA 01 Bulk Drafts

Bulk Drafts Filter

Bulk Number / Name
Bulk Number
Bulk Name
Location
Any Location
Case / 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 =} ‘
To Date =} ‘

RESET FILTER

FILING HISTORY | FILINGDRAFTS | BULKHISTORY | BULKDRAFTS

Bulk # 126 - Testing Test

Bulk # 126 Started 03/30/2021 9:34 AM by Pro Se

Draft # 779

Draft 4 779 Starled 03/30/2021 9:34 AM by Pro Se

OFS QA 2018 - Court at Law

Bulk # 125 - Testing Test

Bulk # 125 Started 03/2%/2021 239 PM by Fro Se

Draft # 778

Draft # 778 Started 03/20/2021 2:39 PM by Pro Se

OFS QA 2018 - Court at Law

Bulk # 124 - Testing Test

Bulk # 124 Starled 03/20/2021 236 PM by Pro Se

Draft # 777

Draft 4 777 Started 03/29/2021 2:36 PM by ProSe
Loeation

OFS QA 2018 - Court at Law

zia;u*sum'wmxt

| Fitters Appiied | 31 Resutis) [ Page 1t 11

[#][8]

[#][8]

[#][8]

Figure 15.3 — Bulk Drafts Page

Starting Multiple New Case Filings

You can create filings for multiple cases, which you can then file as one bulk filing.
Note: The bulk filing feature is configured by Tyler and may not be available on your system.

To start multiple new case filings:

1. On the Dashboard page, click .

The Start Filing page is displayed.
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Starting Multiple New Case Filings

.
= '-:.:;g, EFILEQA 01 Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locstion %
Select

Location is Requirad

€ DASHBOARD

Figure 15.4 — Start Filing Page

2. Select the location from the Location drop-down list.
The New Case and Existing Case panes are displayed.

Note: If bulk filing is not supported at the location you selected, the buttons to create multiple
cases are not available.
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EFILEQAO1 Start Filing

Select Filing Location

Select your fiing location to see which types of filings are allowed at that location.
Locaton
OFS MockCMS

If you want to start a case against someone, click Start a New Case Do you have a case number and are ready 1o file into it?
START A NEW CASE FILE INTO EXISTING CASE
Firm - You can initiate bulk filing Firm - You can bulk file into multiple cases.
BULK FILING IS NOT AVAILABLE AT THIS LOCATION.. BULK FILING IS NOT AVAILABLE AT THIS LOCATION.

€ DASHBDARD

©2021 Tyler Technologies, Inc. | All Rights Reserved | Version: 0.0.0.1676 g oo

Figure 15.5 — Start Filing Page—Bulk Filing Not Supported

Select Filing Location

Please select your location below.

Locston % ls

OFS QA2017 :
New Case Existing Case
If you want to start a case against someong, click Start a New Case Do you have a case number and are ready to file into it?
START A NEW CASE FILE INTO EXISTING CASE
Firm - You can initiate bulk filing Firm - You can bulk file into multiple cases.
START MULTIPLE NEW CASES FILE INTO MULTIPLE EXISTING CASES
€ DASHBOARD

Figure 15.6 — Start Filing Page—Bulk Filing Supported

START MULTIPLE NEW CASES

3. Click
The Bulk Filing window is displayed.
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Bulk Filing x

CAMNCEL CONTIMUE

Figure 15.7 — Bulk Filing Window

4. Type a name for the bulk filing, and then click .

The Bulk Filing Dashboard page is displayed.

*h EFEQaor Bulk Filing Dashboard

To add the same filing code(s) and document(s) to all the Bulk # 157 - SDO rts Cases
drafts in this bulk, click on Quick Action below.
| 2duaite. |
If you wish to edit or add details to a specific draft, you
may do so.
Draft # 992 (] [=]]
Locstion Case Category CaseType
OFS QA 2017 Civil Negligence
Quick Actions
Filng Code Filng Type Fiing Descriion Clere et e
Acknowledgement eFile Only
acknouledgerment e oy
Draft # 993 [»][s][x]
Lozatin Case Categery CaseType
OFS QA 2017 Civil Malpractice
Filng Code Filng Type Fiing Descrtion ClentRef#
Acknowledgement eFile and Serve
Acknowledgement eFile Only
| 2drate. |
SAVE DRAFT AND EXIT

Figure 15.8 — Sample Bulk Filing Dashboard

Note: If you have not completed the required fields for a filing, the following error message is
displayed in the Draft pane: “Filing needs attention.” If this message is displayed, you must
resume your draft filing and complete the required fields.

5. Click .

Note: If there is a limit of drafts configured, then the number is displayed in the Add Draft
button. The number reflects which draft filing you are about to add.

The Upload Documents page is displayed.
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Uploading Documents for a Bulk Filing

You can upload your documents for a bulk filing.

To upload your documents:

BROWSE
Click —I to look for the documents that you want to upload on the Upload Documents page.

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

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

number.

.
% EFILEQAO1 Upload Documents - Bulk # 63 - Monday Bulk for Plano - Draft # 591 @~

Documents Case

& Drag files here or BROWSE

nnnnnn it (XML) Windows Media File (WMV) MPEG (MPEG) .
CASE INFORMATION =

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

SAVE AND EXIT

Figure 15.9 — Upload Documents Page

2. Select each document to be uploaded.

3. 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 for a Bulk Filing

Before you can file a new case, you must set up a payment account.
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% EFLEQADT CaseInformation - Bulk # 93 - Monday Bulk for Plano - Draft # 591 @~
E

Documents Case
Locstion ¥ Case Category %
OFS QA 2017 * Civil
sce Type %
Negligence
sdures | Remed Damage Amourt
SELECT Select.
€ UPLOAD DOCUMENTS SAVE AND EXIT ADDDRAFT(1/2) =~ PARTIES =

Figure 15.10 — 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:

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. Complete the other fields, as applicable.

womeriva_ |
5. Click to save your work and continue, click to add another

SAVE AND EXIT I

draft filing, or click to save your work and exit the filing.
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Entering Party Details for a Bulk Filing

Each bulk filing requires a party type.

i EFILEQAOT Parties- Bulk # 98- Monday Bulk for Plano-Draft £619 @~

Documents Case Parties

Party Type Required Party Party Name Actions

This is test content for Pro Se Party Persanal.

Defendant

Personal Information
@ reon O ey

| AM THIS PARTY

st Hame: el Nme Last Nsme sut
Select..

First Name is Required. Last Name is Required.
Select
Attorney Information

Select
GO TO ADDRESS

Plainift This is a required Party A
Q) oo earTy
saesao ooy -

Figure 15.11 — Example of a Parties Page in a Bulk Filing

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:

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

2. Complete the First Name,Middle Name (if applicable), and Last Name fields. If you are the first party,

| AM THIS PARTY
click . Also, if appropriate, select the party’s suffix from the Suffix drop-down list.

Your name will be entered in the fields.
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.
5. Select Pro Se for the filing attorney.

GO TO ADDRESS
6. Click to enter the address information for the first party.
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Entering Party Details for a Bulk Filing

Party Type Required Party Party Name Actions

Address Line

ciy state 7ip Code

Select

GO TO ADDITIONAL IDENTIFIERS

Plaintiff This is a required Party John Plaintiff
Figure 15.12 — Address Tab on the Parties Page

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

GO TO ADDITIONAL IDENTIFIERS I
8. Click

to add more information for the specified party.

Party Type Required Party Party Name Actions

Defendant This is a required Party Kay Defendant
are >

Plaintiff

Personal Address Additional dentifiers AT
-
MM/DD/YYYY

Figure 15.13 — Additional Identifiers Tab on the Parties Page

|
9. Type the party’s date of birth in the Date of Birth field, or click —I to select the date from the
calendar.

‘?.
10.Click —l to enter information for the other required party.

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

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

have been added to the case.

ST
13.Click to add another filing to the bulk, or click to save your

work and to continue.
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Entering Filing Details for a Bulk Filing

The Filings section allows you to enter the filing details.

Test Content filing details Firm. For more information visit: www.google.com
i Type % g Case ¥
eFile Only s Select

Filing Code is Required.

GO TO OPTIONAL SERVICES

ASSOCIATED PARTIES

Upload Documents *

Select a filing code before uploading documents.

© soornG (1 oF
SAVE AND EXIT ADDDRAFT(1/32) - m
Figure 15.14 — Sample 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:

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.

ok w D=

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

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

The Optional Services tab is displayed.
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el Communcaton

Not Selected Selected
Zero Fee Service
Split Fee Service —
Certified Copies —
Per Page Fee Service —
Once Per Party 510
Priority Processint g —
Placeholder Service 1 —
Pl: 2 with a long description to trigger
ho

Placeholder Service 4 —
TOGA Decline Err
Broken Fee —
Per Page Fee No Multiplier —

GO TO COMMUNICATION

Figure 15.15 — 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

G0 TO COMMUMICATION

8. Click
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.

to specify the recipient of the courtesy or preliminary copies. You must

Associate Parties to this Filing

Select. . :

FILTER RESET

Select Party Name Party Type

O Phil Defendant Defendant

D Susan Plaintiff Plaintiff
Previous Nex

(2 resunis [ page 1017

CANCEL SAVE

Figure 15.16 — 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 15.17 — 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 15.18 — 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.

T
19.Click to save your work and continue, click to add another

SAVE AND EXIT I
draft filing, or click to save your work and exit the filing.

Entering Payment Information for a Bulk Filing

Enter the payment information for your bulk filing on the Bulk Fees / Summary page.

Note: You must create a payment account before you can complete your filing.

= = EFILEQADT Bulk Fees / Summary

Bulk # 87 - Testing Test
After filling in the required fields, click on "CALCULATE FEES" at the bottom of the page. To view the fee details on individual drafts, click on 'FEE DETAILS"

Apply Payment Account to Al Drafis

Select B APPLY TO ALL*

* Payment acceunts may be restricted at some locations
Location Case Categ
OFS QA 2018 - Court at Law Civil Landlord / Tenant

Categary Case Type

Payment Account Party Responsible for Fees
Select B Select SEARCH
Payment Account is Required.

Filer Type

Select...

Draft # 1658
Location Case Calegory Case Type
OFS QA 2018 - Court at Law Civil Callection

Payment Assount % Party Responsible for Fees

Select. e Select SEARCH

Payment Account is Required

Filer Type

Select

SAVE DRAFT AND EXIT CALCULATE FEES
Figure 15.19 — Sample Bulk Fees / Summary Page—Blank Fields

Note: While you are entering a case filing, click u to view the case number or draft number.
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To enter the payment information for your bulk filing:
1. Select the payment account from the Apply Payment Account to All Drafts drop-down list. Then, click

APPLY TO ALL#
to apply the selected payment account to all of the draft filings in the bulk.

Note: If you do not want to apply the same payment account to all of the draft filings in the bulk,
you must select the payment account for each individual draft filing.

2. For each draft filing, 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

Entity Party Type

First Name Last Name tity
Select... > FILTER RESET

Select Party Name Party Type

QO Mary Jones Plaintiff

[ ] John Smith Defendant

Previous Next

2Resutlc)

CANCEL SAVE

Figure 15.20 — 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.

3. For each draft filing, select the filer type from the Filer Type drop-down list.
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.
=- %% EFLEQAO1 Bulk Fees / Summary

"o

Bulk # 87 - Testing Test
After filling in the required fields, click on "CALCULATE FEES" at the battom of the page. To view the fee details on individual drafts, click on "FEE DETAILS"

Agply Payment Account ta All Drsfts

Select. s APPLY TO ALL*

+ Payment accounts may be restricted at some locations

Draft # 560

Location Case Categary Caze Type

OFS QA 2018 - Court at Law Civil Landlord / Tenant

Payment Accourt Party Responsible for Fees

Pro Se Waiver s Test test e SEARCH

Files Type

Default

Draft # 1658

OFS QA 2018 - Court at Law Civil Collection

Payment Aocount % Party Responsible for Fees

Pro Se MC 3 Amy Adams s SEARCH

Files Type

Default

SAVE DRAFT AND EXIT CALCULATE FEES m
Figure 15.21 — Sample Bulk Fees / Summary Page—Completed Fields

CALCULATE FEES I

4. When all fields on the page have been completed, click

The Fee Details button is displayed.

FEE DETAILS I
5. Click .

The Fee Details window is displayed.
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Fee Details ®
I Fraud ~
Case Initiation Fee $10.00

Subtotal $10.00
&  Seryice Fees -~
Total Service Fees $1.00
Convenience Fee $1.00
Total Court Service Fees $1.00
Subtotal $3.00

Grand Total $13.00

Figure 15.22 — Sample Fee Details Window

6. Review the filing fees, and then click .

Viewing the Envelope Summary for a Bulk Filing

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 for a bulk filing:

1. Complete the required information on the Case Information, Parties, Filings, and Bulk Fees / Summary
pages.

2. After you have completed the fields on each page, from the Bulk Fees / Summary page, click

SUMMARY =

The Bulk Fees / Summary page is displayed.
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E}, EFILEQAD1 Bulk Fees / Summary

Bulk # 157 - Sports Cases
OFS QA 2017
Submission Agreements

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

You must accept the Submission Agreements

Draft # 992

Location case Categary Case Type
OFS QA 2017 Civil Negligence
Draft # 993

Location Case Categary case Type
OFS QA 2017 Civil Malpractice

€ FEES SAVE DRAFT AND EXIT

Figure 15.23 — Sample Bulk Fees / Summary Page—Submission Agreements Not Accepted

3. Ifthere are submission agreements for your filing, select the appropriate check boxes for the

submission agreements.

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

SUBMIT

-
- %3 EFILEQAO1 BulkFees/ Summary

W

Bulk # 157 - Sports Cases —
OFS QA 2017
Draft # 992 (]
Draft # 993 . [
oFs 0 2017 o opacice
m SAVE DRAFT AND EXIT
Figure 15.24 — Sample Bulk Fees / Summary Page After Filing is Submitted
5. Click to return to the Bulk History page, or click to return to the
Dashboard page.
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Associating Parties to a Bulk Filing

When you add a filing to a bulk draft, you can associate parties with the filings you are adding.

*
=- % EFLEQAD Bulk Filing Dashboard
To add the same filing code(s) and document(s) o all the Bulk # 157 - SDO rts Cases
drafts in this bulk, click on Quick Action below
| 2dnft).
If you wish to edit or add details to a specific draft, you
may do so s
Draft # 992 [»][5]
Locston Case Categony cosaype
OFS QA 2017 Civil Negligence
Quick Actions
Fiing Code. Filng Type Filng Descrpnon Crent et
Acknowledgement &File Only
nckroutecgement st oy
Draft # 993 (][] (5]
Location Case Category CoseType
OFS QA 2017 civil Malpractice
Filng Code. Filng Type Filng bescrgnon Gl et
Acknowledgement eFile and Serve
Acknowledgement eFile Only
| 2deatte. |
SAVE DRAFT AND EXIT

Figure 15.25 — Sample Bulk Filing Dashboard Page

To associate parties to a bulk filing:

1. On the Bulk Filing Dashboard page in the Quick Actions pane, click

The Bulk Add Filings page is displayed.

"% EFLEQAO1 Bulk Add Filings

[ISelect All

‘‘‘‘‘‘‘‘ se Category Case Type

Select ] Select ] Select

RESET
[JOFS QA 2017

[ Draft # 992

Location

OFS QA 2017 civi Negligence

Figure 15.26 — Drafts Tab on the Bulk Add Filings Page

2. On the Drafts tab, if you want to filter the drafts, select the location, case category, and case type from

the drop-down lists. Then, click ..

3. Select the check boxes for the filings that you want to add to the bulk. If you want to add all of the
filings, select the Select All check box.
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4. Click .

The Add Filings tab is displayed.

.
= -.E::g_ EFILEQA D1 Bulk Add Filings

Drafts Add Filings Save Filings

Filing Code Client Ref # Filing Description

Actions

ol
A : o
Dptlona\ Services Communication Hide Details

Test Content filing details Firm. For more information visit: www.google.com
Filing Type % Fillng Code %
eFile Only s Select

Filing Code is Required.

Comments to Cout @)

add comment here

GO TO OPTIONAL SERVICES

Upload Documents”

Select a fling code before uploading documents.

Figure 15.27 — Add Filings Tab on the Bulk Add Filings Page

5. Onthe Add Filings tab, select the filing type from the Filing Type drop-down list.
6. Select the filing code from the Filing Code drop-down list.

ADD DOCUMENTS

7. In the Upload Documents pane, click

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 Document (XML) Windows Media File (WMV) MPEG (MPEG)

CANCEL SAVE

Figure 15.28 — Select document(s) for Lead Document Window

| > I BROWSE |
8. 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.

9. Click .

The Save Filings tab is displayed.

% EFILEQAD1 Bulk Add Filings

Drafts Add Filings Save Filings

Filings

Filng Code Fing Type g bescrpion
eFile Only

Draft # 992

OFS QA 2017 Civil

Draft # 993

OFS QA 2017 Civil

€ ADD FILINGS

caseType
Negligence

Casa Type

Malpractice

SAVE

Figure 15.29 — Save Filings Tab on the Bulk Add Filings Page

10.0n the Save Filings tab, click .

The Associate Parties button is displayed for each filing.
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%, EFILEQAO1 Bulk Add Filings

Drafts Add Filings Save Filings

Filings

Filing Cae Filng Type Filng Deseription Clent e £

Acknowledgement eFile Only

Draft # 992 o
OFS QA 2017 Civil Negligence

ASSOCIATE PARTIES

Draft # 993 o
OFS QA 2017 Civil Malpractice

ASSOCIATE PARTIES

€ ADD FILINGS DONE

Figure 15.30 — Associate Parties Button Displayed in the Save Filings Tab

11. Click
The Select Filings window is displayed.

Select Filings x
SELECT ALL
Select Filing Code Client Ref # Filing Description
D Addendurn
D Acknowledgement
D Acknowledgement
D Acknowledgement

Figure 15.31 — Select Filings Window

SELECT ALL l
12. Select the check boxes for the filing codes that you want to add, or click . Then, click

SELECT

The Associate Parties to selected Filing(s) window is displayed.

ESO-FS-200-4494 v.12 July 2021 201



Individual Filer User Guide

Associate Parties to selected Filing(s)

First Name Last Name Entity Party Type

Select. .. s FILTER RESET

SELECT ALL

Select Party Name Party Type

|:| Jane Doe Defendant

O John Doe Plaintiff
Previo Nex EResehis)
revious Next

CANCEL SAVE

Figure 15.32 — Associate Parties to Selected Filing(s) Window — Blank

13.If you want to filter the parties that you want to associate with the filing, type the first and last name of
the specified party; and select the party type from the Party Type drop-down list. Then, click

FILTER

Attorney General 3

Select... 4
3rd Party Defendant

3rd Party Plaintiff

4th Party Defendant

Ad Litem

Administrator

Affiant

Agent

Appellant

Appellee

Applicant

Assault Victims

Attorney

Attorney Ad Litem

Attorney General

Bank

Bondsman

Child Victims Of Physical Abuse

City

Civil Defendant -

Figure 15.33 — Party Type Drop-Down List

14. Select the check box for the filing that you want to associate with the added party, or click

SELECT ALL '
15.Click , and then click .
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Filing into Multiple Existing Cases

The parties are now associated with the specified bulk filing. The Bulk Filing Dashboard page is
displayed with the bulk filing you just modified.

Filing into Multiple Existing Cases

You can file into a bulk filing that already contains multiple existing cases.

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

To file into multiple existing cases:

1. On the Dashboard page, click .

The Start Filing page is displayed.

= ":;:!- EFILEQA 01 Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
seenan *
Select

Location is Required.

€ DASHBOARD

Figure 15.34 — Start Filing Page

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

The New Case and Existing Case panes are displayed.

Note: If bulk filing is not supported at the location you selected, the buttons to create multiple
cases are not available.
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EFILEQAO1 Start Filing

Select Filing Location

Select your fiing location to see which types of filings are allowed at that location.

Locstion %

OFS MockCMS

If you want to start a case against someone, click Start a New Case Do you have a case number and are ready 1o file into it?
START A NEW CASE FILE INTO EXISTING CASE
Firm - You can initiate bulk filing Firm - You can bulk file into multiple cases.
BULK FILING IS NOT AVAILABLE AT THIS LOCATION.. BULK FILING IS NOT AVAILABLE AT THIS LOCATION.

€ DASHBDARD

©2021 Tyler Technologies, Inc. | All Rights Reserved | Version: 0.0.0.1676 g oo

Figure 15.35 — Start Filing Page—Bulk Filing Not Supported

EFILEQA 01 Start Filing

Select Filing Location

Please select your location below.

Locston % ls

OFS QA2017 :
New Case Existing Case
If you want to start a case against someong, click Start a New Case Do you have a case number and are ready to file into it?
START A NEW CASE FILE INTO EXISTING CASE
Firm - You can initiate bulk filing Firm - You can bulk file into multiple cases.
START MULTIPLE NEW CASES FILE INTO MULTIPLE EXISTING CASES
€ DASHBOARD

Figure 15.36 — Start Filing Page—Bulk Filing Supported

FILE INTO MULTIPLE EXISTING CASES

3. Click
The Bulk Filing window is displayed.
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Bulk Filing x

CAMNCEL CONTIMUE

Figure 15.37 — Bulk Filing Window

4. Type the name of the bulk filing that you want to file into, and then click .

The Bulk Filing Dashboard page is displayed.

ry
~ gk EFLEQAD BulkFiling Dashboard

To add the same filing code(s) and document(s) to all the. Bulk # 158 - Texas

drafts in this bulk, elick en Quick Action below.

If you wish to edit or add details to a specific draft, you
may do so.

Quick Actions

Find Cases

CASE SEARCH
BOOKMARKS SEARCH
FILING HISTORY SEARCH
SAVE DRAFT AND EXIT

Figure 15.38 — Sample Bulk Filing Dashboard Page

5. In the Quick Actions pane, select the method by which you want to search for the cases that you want to
add to your bulk—Case Search, Bookmarks Search, or Filing History Search.

6. Click the button for the method you selected, and then follow the prompts for that method.

Filing into Multiple Existing Cases Using the Bookmark Search
You can file into a bulk filing that you have bookmarked and that already contains multiple existing cases.
Note: The bulk filing feature is configured by Tyler and may not be available on your system.

To file into multiple existing cases using the Bookmark search:

1. On the Dashboard page, click .

The Start Filing page is displayed.
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]

= g FLERAO Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locstion %
Select

Location is Requirad

€ DASHBOARD

Figure 15.39 — Start Filing Page

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

The New Case and Existing Case panes are displayed.

n
= -..::._. EFILEQA 01 Start Filing

Select Filing Location

Please select your location below.

Location % s

OFS QA2017 :
New Case Existing Case
If you want to start a case against somecne, click Start a New Case Do you have a case number and are ready te file into it?
START A NEW CASE FILE INTO EXISTING CASE
Firm - You can initiate bulk filing Firm - You can bulk file into multiple cases.
START MULTIPLE NEW CASES FILE INTO MULTIPLE EXISTING CASES
€ DASHBOARD

Figure 15.40 — Start Filing Page—Bulk Filing Supported

FILE INTO MULTIPLE EXISTING CASES
3. Click _

The Bulk Filing window is displayed.
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Bulk Filing x

CAMNCEL CONTIMUE

Figure 15.41 — Bulk Filing Window

4. Type the name of the bulk filing that you want to file into, and then click .

The Bulk Filing Dashboard page is displayed.

ry
% EFLEQAOT BulkFiling Dashboard

To add the same filing code(s) and document(s) to all the. Bulk # 158 - Texas

drafts in this bulk, elick en Quick Action below.

If you wish to edit or add details to a specific draft, you
may do so.

Quick Actions

Find Cases

CASE SEARCH
BOOKMARKS SEARCH
FILING HISTORY SEARCH

SAVE DRAFT AND EXIT
Figure 15.42 — Sample Bulk Filing Dashboard Page

5. In the Quick Actions pane, click .

The Bookmarks window is displayed. If previous bulk filings were bookmarked, they are displayed in the
window.
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Solc.. :

[J case #CC-20-3600 Tim Thompsonv.Laura and Associates
Location

OFS QA 2017

[[] Case #CC-21-006 a av.Ben Benson
Location

OFS QA 2014

[ case #CC-21-116  Andrea Thompsonv.ABC Consultants
Location

OFS QA 2017

[[] case #CC-21-117 Naomi Watson v. Helena Carter
Location

OFS QA 2017

[ case #CV-2020-12785940
Jane Doe vs John Smith vs Jane2 Doe2 vs Jane3 Doe3 vs Janed Doed vs Jane5 Doe5 vs Jane6 Doe6 vs Jane7 Doe7 vs Jane8 Doe vs Jane9 Doe vs Jane10 Doe vs J

Location

CANCEL PROCEED

Figure 15.43 — Sample Bookmarks Window

6. Select the bulk filing that you want to file into, and then click )

Note: If your bulk filing is not displayed in the Bookmarks window, you can search for the bulk
filing that you want. Select the location from the Location drop-down list, and then type the case

number in the Case Number field. Then, click v,

The Add to Bulk window is displayed.

Bookmarks Add to Bulk

Case #CC-21-116
Andrea Thompsonv.ABC Consultants

Location

OF5 QA 2017

BACK CANCEL
Figure 15.44 — Add to Bulk Window

=
7. Click , and then click .

The case you selected is added to the bulk filing and is displayed on the Bulk Filing Dashboard page.
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o

Filing into Multiple Existing Cases Using Case Search

To add the same filing code(s) and document(s)
to all the drafts in this bulk, click on Quick Action
below.

If you wish to edit or add details to a specific
draft, you may do so.

Quick Actions

BULK ADD FILINGS

Find Cases

SAVE DRAFT AND EXIT

Bulk # 175 - Sports Cases

Case # CC-21-1185

QOFS QA 2017

Filing Cade Filing Type

Acknowledgement eFile Only

Case # CC-21-1184
OFS QA 2017

Filing Code Filing Type

Acknowledgement eFile Only

Case Category
Civil

Case Category
Civil

Case Type

[»] =] (5]

Case Type
Malpractice

(] =[]

Negligence

FEES

Figure 15.45 — Sample Bulk Filing Dashboard Page—Case Added to Bulk

Filing into Multiple Existing Cases Using Case Search

You can file into a bulk filing that already contains multiple existing cases from the Case Search page.

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

To file into multiple existing cases using Case Search:

1. On the Dashboard page, click .

The Start Filing page is displayed.
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]

= g FLERAO Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locstion %
Select

Location is Requirad

€ DASHBOARD

Figure 15.46 — Start Filing Page

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

The New Case and Existing Case panes are displayed.

n
= -..::._. EFILEQA 01 Start Filing

Select Filing Location

Please select your location below.

Location % s

OFS QA2017 :
New Case Existing Case
If you want to start a case against somecne, click Start a New Case Do you have a case number and are ready te file into it?
START A NEW CASE FILE INTO EXISTING CASE
Firm - You can initiate bulk filing Firm - You can bulk file into multiple cases.
START MULTIPLE NEW CASES FILE INTO MULTIPLE EXISTING CASES
€ DASHBOARD

Figure 15.47 — Start Filing Page—Bulk Filing Supported

FILE INTO MULTIPLE EXISTING CASES
3. Click _

The Bulk Filing window is displayed.
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Bulk Filing x

CAMNCEL CONTIMUE

Figure 15.48 — Bulk Filing Window

4. Type the name of the bulk filing that you want to file into, and then click .

The Bulk Filing Dashboard page is displayed.

ry
% EFLEQAOT BulkFiling Dashboard

To add the same filing code(s) and document(s) to all the. Bulk # 158 - Texas

drafts in this bulk, elick on Quick Action below.

If you wish to edit or add details to a specific draft, you
may do so.

Quick Actions

BULK ADD FILINGS

Find Cases

CASE SEARCH
BOOKMARKS SEARCH
FILING HISTORY SEARCH

SAVE DRAFT AND EXIT
Figure 15.49 — Sample Bulk Filing Dashboard Page

5. In the Quick Actions pane, click .

The Case Search window is displayed.
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Search for Cases Case Search Results Add to Bulk

stion
OFS QA 2017

Search for a Case by

@ o= QO Farty ham

If you are not sure your case number is correct, refer to the formatting instructions for the selected court.

ber Xk

Case Number is Required.

Figure 15.50 — Case Search Window

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

SEARCH
7. Type the number for the case you want to locate, and then click - or press ENTER.

The Case Search Results window is displayed.

Search for Cases Case Search Results Add to Bulk

Location: OFS QA 2017 Case Number: CC-21-117

[[Icase #cc-21-117
Naomi Watson v. Helena Carter

Location

Cese Category
OFS QA 2017 Civil

Case Type

Appeal

CANCEL PROCEED

Figure 15.51 — Case Search Results Window

PROCEED
8. Ifthe case is the one you want to add to the bulk, select the check box, and then click - .

The Add to Bulk window is displayed.

Search for Cases Case Search Results Add to Bulk

Case #CC-21-117
Naomi Watson v. Helena Carter

Location

Case Category
OFS QA 2017 Givil

Case Type

Appeal

CANCEL ADD TO BULK

Figure 15.52 — Add to Bulk Window

Note: If the case that results from the search is not correct, click . Then

search for your case again.
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Note: If you do not click any cases in the Case Search Results window, you cannot proceed.

Search for Cases

Case Search Results Add to Bulk

In order to add cases to your bulk filing, one or more cases must be selected

SEARCH RESULTS

CAMCEL ADD TO BULK

Figure 15.53 — Case Search Message—No Cases Selected

9. If the case that results from your search is correct and you selected the check box for that case, click

ADD TO BULK m
, and then click .

The case you selected is added to the bulk filing and is displayed on the Bulk Filing Dashboard page.

)
gt

...:g, EFILEQA 01 Bulk Filing Dashboard
;

To add the same filing code(s) and document(s)
to all the drafts in this bulk, click on Quick Action
below.

If you wish to edit or add details to a specific
S g TR Case # CC-21-1185

OFS QA 2017

Quick Actions

BULK ADD FILINGS

Find Cases

Filing Code

Acknowledgement

Case # CC-21-1184
;FJS;G‘I!A 2017

Filing Code

Acknowledgement

SAVE DRAFT AND EXIT

Bulk # 175 - Sports Cases

[»]=][¢]

ategory Case Type

Case C: B
Civil Malpractice

Filng Type

eFile Only

[»][s][¢]

tegory Case Type

Case Ca ase Ty
Civil Negligence

Fiing Type: Filing Description Client Ref &

eFile Only

FEES

Figure 15.54 — Sample Bulk Filing Dashboard Page—Case Added to Bulk

Filing into Multiple Existing Cases Using Filing History Search

You can file into a bulk filing using Filing History search.

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

To file into multiple existing cases using Filing History search:

1. On the Dashboard page, click .

The Start Filing page is displayed.
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]

= g FLERAO Start Filing

Select Filing Location

Select your filing location to see which types of filings are allowed at that location.
Locstion %
Select

Location is Requirad

€ DASHBOARD

Figure 15.55 — Start Filing Page

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

The New Case and Existing Case panes are displayed.

n
= -..::._. EFILEQA 01 Start Filing

Select Filing Location

Please select your location below.

Location % s

OFS QA2017 :
New Case Existing Case
If you want to start a case against somecne, click Start a New Case Do you have a case number and are ready te file into it?
START A NEW CASE FILE INTO EXISTING CASE
Firm - You can initiate bulk filing Firm - You can bulk file into multiple cases.
START MULTIPLE NEW CASES FILE INTO MULTIPLE EXISTING CASES
€ DASHBOARD

Figure 15.56 — Start Filing Page—Bulk Filing Supported

FILE INTO MULTIPLE EXISTING CASES
3. Click _

The Bulk Filing window is displayed.
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Bulk Filing x

CAMNCEL CONTIMUE

Figure 15.57 — Bulk Filing Window

4. Type the name of the bulk filing that you want to file into, and then click .

The Bulk Filing Dashboard page is displayed.

ry
% EFLEQAOT BulkFiling Dashboard

To add the same filing code(s) and document(s) to all the. Bulk # 158 - Texas

drafts in this bulk, elick on Quick Action below.

If you wish to edit or add details to a specific draft, you
may do so.

Quick Actions

BULK ADD FILINGS

Find Cases

CASE SEARCH
BOOKMARKS SEARCH
FILING HISTORY SEARCH

SAVE DRAFT AND EXIT
Figure 15.58 — Sample Bulk Filing Dashboard Page

5. In the Quick Actions pane, click .

The Filing History window is displayed.
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Filing History Add to Bulk

Select 3

ate Range o Date
Anytime L] [} ‘

Cheose at most 2.

[Jcase #cC-20-2697

Location

Case &
OFS QA 2017 Civil

[[Icase #€C-20-1971

Location

Caze
OFS QA 2017 Civil

[[Jcase #CC-20-2041
Pro Sev.Frederick & Sons

Location

Cazed
OFS QA 2017 Civil

Case Type

City Ordinance Cases

CaseType

City Ordinance Cases

Caze Typs
Breach Of Contract

FILTER RESET

CANCEL PROCEED

Figure 15.59 — Sample Filing History Window

6. Select the bulk filing that you want to file into, and then click .

The Add to Bulk window is displayed.

Filing History Add to Bulk

Case #CC-20-1971

Lacation

Case
OFS QA 2017 Civil

BACK

Caze Type
City Ordinance Cases

CANCEL ADD TO BULK

Figure 15.60 — Add to Bulk Window

Note: If your bulk filing is not displayed in the Filing History window, you can search for the bulk
filing that you want. First, select the location from the Location drop-down list. Then, type the
case number in the Case Number field, and then select the date range for the filings you want to

display. Then, click _
=
7. Click , and then click .

The case you selected is added to the bulk filing and is displayed on the Bulk Filing Dashboard page.
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EFILEQA 01 Bulk Filing Dashbeard

To add the same filing code(s) and document(s) Bulk # 175 - Sports Cases

to all the drafts in this bulk, click on Quick Action

Below.
If you wish to edit or add details to a specific E @ E
pC——— Case # CC-21-1185

Location Case Catagory Case Type

QOFS QA 2017 Civil Malpractice
Quick Actions Filing Code Fillng Type Filing Description Client Ref #
Find Cases

Case # CC-21-1184 [»] (=[]
|
Filing Code Filing Type: Filing Description Client Ref #

Acknowledgement eFile Only

SAVE DRAFT AND EXIT FEES 3

Figure 15.61 — Sample Bulk Filing Dashboard Page—Case Added to Bulk

Copying a Bulk Filing
You can copy a bulk draft filing if one or more envelopes in the bulk filing failed to submit.
To copy a bulk filing:

1. Navigate to the Bulk History page or the Bulk Drafts page.
2. Locate the bulk filing that you want to copy.

Bulk # 136 - Wednesday Test

Bulk # 136 Started 04/14/2021 521 FM by Lauren Groswald

Draft # 817

Draft # 817 Started 04/14/2021 5:21 PM on behalfl of Jack Stone by Lauren Groswald

Location

OFS QA 2017

Filing Status Filing Code Filing Type Filing Description Client Ref #
Draft Acknowledgement Efile

Draft Abstract Of Judgment Efile

Draft # 818

Draft # 818 Started 04/14/2021 5:24 FM on behall of Jack Stone by Lauren Groswald

Location

OF5 QA 2017

Filing Status Filing Code Filing Type Filing Description Cliant Raf #
Draft Acknowledgement Efile

Figure 15.62 — Sample Bulk Filing Pane

3. Click ‘El

The filing that you copied is displayed on the Bulk Filing Dashboard page.
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EFILEQA 01 Bulk Filing Da

To add the same filing code(s) and document(s) o all the Bulk # 157 - Sports Cases

drafts in this bulk, click on Quick Action below.

If you wish to edit or add details to a specific draft, you

e Draft # 992 [»][s]

Location Case Category

OFS$ QA 2017 Civil

CasaType

Negligence
Quick Actions

Filing Code Filing Type: Fiing Descrigton Clent pef
BULK ADD FILINGS

Acknowledgement eFile Only

ADD DRAFT Acknowledgement eFile Only

Draft # 993 [»][5][:]

Location Gase Gategoy CoseType

OFS QA 2017 Civil Malpractice

Fing Code Fiog Type Filng bescrpion Clert Ret#
Acknowledgement eFile and Serve

Acknowledgement eFile Only

SAVE DRAFT AND EXIT
Figure 15.63 — Sample Bulk Filing Dashboard

4. Continue with your filing.
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1 6 Vacation Letter (or Leave of
Absence)

Topics covered in this chapter

¢ Dashboard

¢ Filing a Vacation Letter (or Leave of Absence)

¢ Entering Payment Information for a Vacation Letter (or Leave of Absence) Filing

¢ Viewing the Envelope Summary for a Vacation Letter (or Leave of Absence) Filing

You can create a filing in which you upload a vacation letter (or leave of absence). The letter can be
attached to all selected cases that you designate.

Note: Your configuration may include different verbiage in place of “vacation letter.”
Note: The vacation letter feature is configured by Tyler and may not be available on your system.
After you submit a vacation letter filing, it is listed on the Bulk History page.

You can also save the vacation letter filing as a draft if you want to complete the filing at a later date. Draft
vacation letter filings are listed on the Bulk Drafts page.

Dashboard

The Dashboard provides a drop-down menu for filer actions.

@ Dashboard
Q, Case Search
i= Filing History
# Filing Drafts
iI= Bulk History
# Bulk Drafts
M Bookmarks
I8 Templates
& Vacation Letter
| == My Payment Accounts
B My Service Contacts
© My Information
8 Account Settings
@& Reports

Figure 16.1 — Dashboard

From here, you can perform the following actions:

» Access the Dashboard page to start an initial or subsequent bulk 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. For subsequent bulk filings, you can also add
cases from the Case Search page.

ESO-FS-200-4494 v.12 July 2021 219



Individual Filer User Guide

Access the Filing History page to view a list of your case filings. For subsequent bulk filings, you
can also add cases from the Filing History page.

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

Access the Bulk History page to view a list of your bulk filings.

Access the Bulk Drafts page to view a list of your bulk 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 File Vacation Letter page to create a filing in which you upload a vacation letter (or leave
of absence).

Access the Payment Accounts page to set up and manage payment accounts.
Access the Service Contacts page to add and manage your service contacts list.
View and update your profile information on the My Information page.

Access the Account Settings page to change your password.

Access the Reports page to generate reports for envelopes and filings that you submitted.

Bulk History

The Bulk History page includes the filing history for your vacation letter (or leave of absence) filings.

From the Dashboard menu, click Bulk History. From here, you can view a history of your vacation letter (or
leave of absence) filings.
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Bulk Drafts

,, EFILEQAOT-EFMQA4 Bulk History

Bulk Number / Name Bulk # 242

Bulk Number Bulk # 202 Sarted 06724/2021 &:55 AM by ProSe
Bulk Name
Case # CC-20-2697
Status Envelope # 200632 Submitted 06/24/2021 304 AM by Fra Se
@ All Statuses .
O Accepted OFSQAZ017
O Cancelled
O Receipted —— g cose e f—
O served Submitted Notice - Auto Accept Efile °
O Returned
O Subrnitted
O Submitting Case # CC-20-2041
Pro Sev.Frederick & Sons
Location
Envelope # 250631 Subrmited 06/24/2021 504 AM by FraSe
Any Location
OFSQAZ017
Case / Envelope Number
Fig stz g cose [— -~
Case Number Submitted Notice - Auto Accept Efile °

Envelope Number

Date Range Bulk # 240

@ Anytime Bulk # 240 Started 06/724/2021 36 AM by Pro Se
O Last Month

O Lest Week Case # CC-20-2697

O Last Two Days
O Today Emelone # 290625 Submilted O6/24/2021 &2 AM by FraSe

O Pick a Custom Range

OF$ QA 2017
From Date ®|

Filing St Fig Code

SEET m Alcc;;(e.d Notice - Auto Accept VEﬂ‘I-eM o o
Figure 16.2 — Sample Bulk History Page

Bulk Drafts

The Bulk Drafts page includes the drafts of your vacation letter (or leave of absence) filings.

On the Dashboard menu, click Bulk Drafts. From here, you can view a list of your vacation letter (or leave
of absence) draft filings, resume a draft filing, or delete a draft filing.
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h, EFLEQAOT-EFMQM Bulk Drafts

Bulk Drafts Filter FILNGHISTORY | FILINGDRAFTS | BULKHISTORY | BULKDRAFTS

Bulk Number / Name Bulk # 244
Bulk Number Bulk # 204 Started 06/24/2021 #05 AM by PraSe
Bulk Name

Case # CC-20-2697

Locatien Draft# 3201 Started 06/2472021 9:05 AM by ProSe

Any Location : OFS QA 2017
Case / Draft Number —
Case Number Application

Draft Number

Case # CC-20-2041

g Pro Sev.Frederick & Sons

@ Anytime Draft # 3202 Started 06/24/2021 9:05 AM by Fro Se
(O Last Month Location

O Last Week OFS QA 2017

© Last Two Days

© Today Filing Cade

O Pick a Custom Range

From Date E‘
To Date (=] Case # CC-20-1971

Draft # 3203 Started 06/2472021 906 AM by ProSe

Lozion
RESET OFS QA 2017

Filing Code:

Application

Application

Bulk # 173 - Testing Test

Bulk # 173 Started 05/11/2021 9:33 AM by PraSe

Efile

Efile

Fiing Type

Efile

[7][w]

@ Heip

Figure 16.3 — Sample Bulk Drafts Page

Filing a Vacation Letter (or Leave of Absence)

You can start a vacation letter (or leave of absence) filing from the Dashboard menu or the Dashboard

page.

Note: Your configuration may include different verbiage in place of “vacation letter.”

Note: This feature is configured by Tyler and may not be available on your system.
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Filing a Vacation Letter (or Leave of Absence)

.
=- '-:;;-_, EFILE QA 01 - EFM QA4 Dashboard

Start Filing ) Filing History = Drafts &
Are you filing an original petition with courts? OR Are you Filing on a case Case # CC-21-1185 Draft #1336
that already exists in the courts? Not sure? Click the START FILING button Envelope # 15544 Submitted at 05/11/2021 2:38 PM Draft # 1336 Started at 05/18/2021 4:05 PM
to see the options Filings: Submitted (1)
Draft # 874
Envelope # 14512 Draft # 874 Started at 04/26/2021 12:58 PM
Envelope i 14512 Submitted at 05/10/2021 3:31 PM
Draft # 873

Filings: Submitted (1) P N
Draft # 873 Started at 04/26/2021 12:56 PM

Envelope # 14511

#1 it 10/2021 3:
STARTFILING Envelope i 14511 Submitted at 05/10/2021 3:31 PM
Filings: Submitted (1)
View Filing History View My Drafts

Case Search Q Euukmavk@j n Templates n

Search Cases View My Bookmarks View My Templates

Figure 16.4 — Dashboard Page

To file a vacation letter:

1. From the Dashboard menu, click Vacation Letter or click

on the Dashboard page.

The Options tab on the File Vacation Letter page is displayed.

‘-E::g. EFILEQA 01 -EFM QA4 [ile Vacation Letter
Options Cases Filing Save
Wacation Letter Type Vacation Letter Filing Neme
Select

Vacation Letter Type is Required

Figure 16.5 — Options Tab on the File Vacation Letter Page

2. From the Vacation Letter Type drop-down list, select the vacation letter type that you want.
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Wacation Lettar Type %

Select. .

ik

Selact.
LEAVE OF ABSENCE MORE THAN 30 DAYS
LEAVE OF ABSENCE LESS THAN 30 DAYS

Figure 16.6 — Sample Vacation Letter Type Drop-Down List

3. Type a name for the vacation letter filing in the Vacation Letter Filing Name field.

»
2, EFILEQA01-EFM QA4 File Vacation Letter

Options Cases Filing Save
Wacation Letter Type % Vacation Letter Filing Neme
LEAVE OF ABSENCE LESS THAN 30 DAYS : Jones Law Firm

This will only apply to cases at the following locations:
OFS MockCMS

OFS QA 2017

OFS QA 2018

OFS QA 2014

Figure 16.7 — Sample Options Tab on the File Vacation Letter Page with Fields Completed

NEXT

4. Click
The Cases tab is displayed. Your current cases are selected.

EFILE QA 01 - EFM QA4 File Vacation Letter

Options Cases Filing Save

Crested By Locaticn
My Filings 3 Select. 3

Case Number

Date Range

Anytime L]

SELECTALL FILTER RESET

M case # CC-21-1185

P

Location

Gase Category Case Type
OFS QA 2017 Civil Malpractice

M case # CC-21-1184

e

Location

Case Category Case Type
OFS QA 2017 Civil

Negligence

Previous n Next = =T

ED
Figure 16.8 — Sample Cases Tab on the File Vacation Letter Page

5. If you do not want the vacation letter to be attached to a specified case, clear that case. If you later want

SELECT ALL '
to select all of your cases, click .
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Note: If you have more cases than the cases displayed on the current page, you can filter
particular cases to which you want the vacation letter attached. Complete the required fields,

and then click y.
NEXT

6. After you have completed or verified the information on the Cases tab, click

7. On the Filing tab, select the filing type from the Filing Type drop-down list.

i EFILE QA 01 - EFM QA4 File Viacati
ot le Vacation Letter
o

Options Cases Filing Save

Filng Type %
eFile Only

Filing Description

Comments to Court @)

add comment here

Decument %
Choose File | No file chosen

Document is required.

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

=
Figure 16.9 — Filing Tab on the File Vacation Letter Page

Choose File |
8. Click , and then upload the vacation letter document.

NEXT
9. Click

The document that you uploaded is listed in the Filing pane, and your selected cases are listed in
individual panes on the Save tab.
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ry
= '-:‘:;-_, EFILEQA 01- EFM QA4 File Viacation Letter

Options Cases Filing Save

Filing
Filng Type
eFile Only

Document

10A28641-2-2012-02-24-NoticeOf LeaveOfAbsence-SeanLHynes. pdf

Case # CC-21-1185

kb

Location e T

Case Category Case Type
OFS QA 2017 Civil Malpractice

Case # CC-21-1184

ek dokdk

Location Case Type

OFS QA 2017 civil Negligence

oo |
Figure 16.10 — Save Tab on the File Vacation Letter Page

SAVE
10.Review the information that is displayed, and then click - .

The vacation letter filing is displayed on the Bulk Filing Dashboard page. The vacation letter filing
includes the name that you assigned to the vacation letter filing, along with a newly assigned number
for the vacation letter filing.

ry
=- '-:.}, EFILEQA01-EFM QA4 Bulk Filing Dashboard

Bulk # 250 - Jones Law Firm
This is test content for vacation letter.
| 2dratco).
Case # CC-21-1185 [»][®]]1]
Loeation Case Category Case Type
OFSQA 2017 Civil Malpractice
Filing Code fling Type Filing Deseription Client e #
Natice - Auto Accept eFile Only
Case # CC-21-1184 [»][&]]1]
Loeation Case Category Case Type
OFS QA 2017 Civil Negligence
Filing Code fling Type Filing Deserigtion Client e #
Natice - Auto Accept eFile Only
| 2o, |
SAVE DRAFT AND EXIT

Figure 16.11 — Sample Vacation Letter Filing on the Bulk Filing Dashboard Page

SAVE DRAFT AND EXIT l
11. Click to continue with your filing, or click to save your filing and

continue it at another time.

If you did not complete your vacation letter filing, it will be displayed on the Bulk Drafts page. If you did
complete your filing, it will be listed on the Bulk History page.
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Entering Payment Information for a Vacation Letter
(or Leave of Absence) Filing

Enter the payment information for your vacation letter (or leave of absence) filing on the Bulk Fees /
Summary page.

Note: You must create a payment account before you can complete your filing.

-
%, EFILEQAOT-EFMOA4 Bulk Fees /S

Bulk # 262 - Jane's Law Firm

After filling in the required fields, click on "CALCULATE FEES" at the bottom of the page. To view the fee details on individual drafts, click on "FEE DETAILS™.

Apply Payment Account to All Drafis Appiy Filing Attormey to All Drafts
Select. s APPLY TO ALL* Select s APPLY TOALL

* Payment accounts may be restricted at some lacations

Case # CC-21-1185
ors oaza17 i Malpractce

count K <porsi
Lauren's Waiver : Select : SEARCH

iling atomey @) % et Type.
Select. % Select...

Filing Attorney is Required.

Case # CC-21-1184
ors oaza17 i Neslgence

Roccunt %

Lauren's Waiver * Select . SEARCH

oy— e Type
Select. % Select...

Filing Attorney is Required.

PTGl SAVEDRAFT AND EXIT CALCULATE FEES

Figure 16.12 — Sample Bulk Fees / Summary Page—Blank Fields

To enter the payment information for your vacation letter filing:

Note: If you do not want to apply the same payment account and filing attorney to all of the cases,
you must select the payment account and the filing attorney for each individual case.

1. Select the payment account from the Apply Payment Account to All Drafts drop-down list. Then, click

APPLY TO ALL# l
to apply the selected payment account to all of the cases in the bulk.

2. Select the filing attorney from the Apply Filing Attorney to All Drafts drop-down list. Then, click

APPLY TO ALL* l
to apply the selected filing attorney to all of the cases in the bulk.

3. For each case, select the party responsible for fees from the Party Responsible for Fees drop-down

list. Click —l if you want to search for a party.
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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. For each case, select the filer type from the Filer Type drop-down list.

., EFILEQAOT -EFMQAM Buk Fee

Bulk # 262 - Jane's Law Firm

After filling in the required fields, click on "CALCULATE FEEE” at the bottom of the page. To view the fee details on individual drafts, click on "FEE DETAILS™.
gy Payment Account 1o All Drafis Agply Filing Aticeey 1 All Drshs
Lauren's Waiver s APPLYTO ALL* Perry Mason

*Payment accounts may be restricted at some locations

Case # CC-21-1185

Locator Case Type
OFs QA 2017 Civil Malpractice
e Party Respansibie for Feex
Lauren's Waiver : Select.. 3 =20
il &ty @ K e Type
Perry Mason s Select

Case # CC-21-1184

Locaior Case Category Caze Type
OFS QA 2017 Civil Negligence
cceunt % Party Respansible for Fees
Lauren's Waiver : Select : SEARCH
Filng Ancrney @ % Fier Type
Perry Mason : Select

€ BULK DASHBOARD SAVE DRAFT AND EXIT (CALCULATE FEES

Figure 16.13 — Sample Bulk Fees / Summary Page—Completed Fields

CALCULATE FEES |

5. When all fields on the page have been completed, click

The fee totals and the Fee Details button are displayed.
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-
s EFILEQAOT-EFMQAd Bulk Fees / Summary

| .
Bulk # 262 - Jane's Law Firm
After filling in the required fields, click on "CALCULATE FEES" at the bottom of the page. To view the fee details on individual drafts, click on "FEE DETAILS™.
Apply Payment Accoust to All Dafts Appiy Fiing Attomey to All Dits
Lauren's Waiver ] APPLYTO ALL* Perry Mason e APPLYTO ALL
* Payment accounts mey be restricted at some lacations
Case # CC-21-1185
Locstn G Gategory Gase Type
OFS QA 2017 Civil Malpractice
counn
Lauren's Waiver * Select SEARCH
Filng Aticency @ e Type
Perry Mason ® Select ©
Total 50.00 FEE DETAILS
Case # CC-21-1184
Location Cace Category CazeType
OFS A 2017 Civil Negligence
coum % Party Rezpanzible for Fees
Lauren's Waiver ] Select SEARCH
Fiing ey @ % FierType
Perry Mason : Select (]
Total $0.00 FEE DETAILS
€ BULK DASHBOARD SAVE DRAFT AND EXIT SUMMARY >

Figure 16.14 — Fee Totals and Fee Details Button on the Bulk Fees / Summary Page

FEE DETAILS l
6. Click .

The Fee Details window is displayed.

7. Review the filing fees, and then click .

Viewing the Envelope Summary for a Vacation Letter
(or Leave of Absence) Filing

The envelope summary provides a summary of your vacation letter (or leave of absence) filing, including
the cases to which your letter will be attached, the location of the cases, the case category, and the case

type.
To view the envelope summary for a vacation letter (or leave of absence) filing:

1. Complete the required information on the File Vacation Letter page (all tabs) and the Bulk Fees /
Summary page.

2. After you have completed the fields on each page, from the Bulk Fees / Summary page, click

SUMMARY =

The Bulk Fees / Summary page is displayed.
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submission agreements.

filing, click .

-
=- s EALEQAOT-EFMOQA Bulk Fees/ Summary

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

Review the summary of the vacation letter filing. After you are satisfied with the information in your

Bulk # 262 - Jane's Law Firm
OFS QA 2017

Submission Agreements

B sqree that this filing is in compliance with the Rules for E-Filing
Case # CC-21-1185
OFs QA 2017
Case # CC-21-1184

OFS QA 2017

4 FEES SAVE DRAFT AND EXIT

Civil

Civil

Gase e
Malpractice

CaseType
Negligence

SUBMIT

Figure 16.15 — Sample Bulk Fees / Summary Page

5. Click to return to the Bulk History page, or click to return to the

Dashboard page.
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1 7 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 submitted. The report is available in a Microsoft Excel spreadsheet that you can download.

Creating a Report

To run a report:
1. On the Dashboard menu, click Reports.
The Reports page is displayed.

:
i % EFILEQADT Reports

Useful when recanciling financial transactions against envelopes submilted during a selectable time frame up 1o 60 days. * Provides envelope and filing level information specific to fees. * Delivered in an Excel spreadsheet to allow for filtering and searching.

Locstion

B
Status Date From DateTo %

! All Statuses
! Accepted u Reviewed

4 cancelled M served Date From is Required Date To is Required

! Receipted ' Submission Failed

! Returned u Submitted

b

Figure 17.1 — Reports Page

2. 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 17.2 — Select Locations Dialog Box

3. Select the locations that you want to include in the report, and then click m .
4. Select the statuses that you want to include in the report.

Note: The date range that you select cannot exceed 60 days. If it does, an error message is
displayed.

5. Type the date range for the report, or click to select the dates from the calendar.

Date From % Date To %

02/12/2020 oy 05/20/2020 &

Date range cannot exceed 60 days.

CAMNCEL DOWNLOAD REPORT

Figure 17.3 — Error Message for Report Date Range

DOWNLOAD REPORT
6. 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 8 Support and Feedback

Topics covered in this chapter

¢ Requesting Support

¢ Zendesk 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:

1. Click E in the eFile header.

The Support / Feedback window is displayed.

Support / 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

Figure 18.1 — 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 18.2 — 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 CLOSE
4. Either click , or click
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Zendesk Support

A new Help icon has been added to every page in the application.

Start Filing ) Filing History Drafts ' d
Click on START FILING to select your filing options. You could Case i CC-20-182 Draft # 15081
initiate a case or file into an existing case. Click here Envelope # 3277 Submitted at 10/21/2020 10:50 AM Draft # 15081 Started at 11/23/2020 3:44 PM
Filings: Submitted (1)
Draft # 15075
Case # CC-20-182 Draft # 15075 Started at 11/16/2020 1:32 PM
Envelope # 3276 Submitted at 10/19/2020 5:39 PM
Draft # 15055

Filings: Submitted (1)
fne m Draft # 15055 Started at 11/09/2020 1:17 PM

Case # CC-20-182
Envelope i 3275 Submitted at 10/19/2020 5:28 PM
Filings: Submitted (1)

RT FILING
View Filing History View My Drafts

Case Search Q Bookmarks . Templates ﬁ
Case #'CC-20-182' CC-19-2373 - Drina Colin v. McDonald Associates LLC Small Claims template *
OFS QA 2018 QOFS QA 2017 - Court at Law
Case # 'CC-20-201' CC-15-1813 - wwsmiinns simple civil
OFS QA 2017 File and Serve

Search Cases View My Bookmarks View My Templates

Figure 18.3 — Help Icon on the Dashboard Page

You can click the Help icon to open a chat modal.
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Odyssey File and Serve
Cloud

Hi! Welcome to Odyssey File
and Serve Cloud.

Ask me a question and I'll find
the answer for you.

Figure 18.4 — Chat Modal

In the chat modal, click Get in touch. Options are displayed for the method by which you want to
communicate with the Support representative.

Odyssey File and Serve
Cloud

Hi! Welcome to Odyssey File
and Serve Cloud.

Ask me a question and I'll find

the answer fior you.
Get in touch

How do you want to get in
touch?

Live chat

Leave a message

Figure 18.5 — Chat Modal with Communication Options

Click the option that you want to use, and then type your question in the chat window. A Support
representative will assist you.
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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:

1. Click E in the eFile header.

The Support / Feedback window is displayed.

Support / 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

Figure 18.6 — Support / Feedback Window

2. Click .

The Feedback window is displayed.
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Feedback

Feedback Type %

Feedback

L1

Feedback %

Feedback is Required.

D It is ok to contact me about this feedback

SUBMIT FEEDBACK

BACK TO SUPPORT / FEEDBACK CLOSE

Figure 18.7 — Feedback Window

3. Select the appropriate option from the Feedback Type drop-down list.

Feedback Type %

Feedback °&J

Select. .

Feedback
Suggestion
Other

Figure 18.8 — 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

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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