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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 January 2022 ESO-FS-200-4494 v.17



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:
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* 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
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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.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
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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

ESO-FS-200-4494 v.13

Thirteenth

October 2021

The following changes were made:

The Fees page has been
updated to allow filers to
create payment accounts
on the Fees page during
filing creation.

The Documents tab has
been changed to the
Preload Documents tab.

The Upload Documents
pane on the Filings page
has been changed to the
Documents pane. The Add
Documents button in the
Documents pane has been
changed to the Select
Documents button.

The Envelope Submitting
window has been added at
the end of the filing
process. After filers click
the Submit button, the
Envelope Submitting
window is displayed with
three options for the filer’s
next step. The options
include: return to the
Dashboard page, view the
receipt, or start a new
envelope.

ESO-FS-200-4494 v.14

Fourteenth

November 2021

The following changes were made:

Updated the requirements
for registering as an
individual filer

Added the ability to view
service contact history
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* Added the ability to view
the case judicial officer
from specified pages in the
application

* Added the ability to search
and filter specified drop-
down menus

» Updated the Support and
Feedback sections

* Added the ability to view
the Return Date and Out of
State indicator in the
envelope details

ESO-FS-200-4494 v.15 Fifteenth November 2021 The following changes were made:

» Updated the “Redaction”
chapter to include the
addition of the transactional
redaction feature

» Updated the Filings page
sections to include the
required optional services
feature

* Added descriptions of the
additional fields on the
Parties page in the
Additional Identifiers tab

* Added a section for the
new keyboard shortcuts,
available through the Help
drop-down menu

» Updated the “Support and
Feedback” chapter to
include the revised Help
drop-down menu

* Added the “Manage
Account” chapter

* Revised “Changing the
User Password” and
moved the section to the
“Manage Account” chapter

* Added a description of the
new Profile page

* Added a description of the
new Email Notifications
page

* Revised the “Signing Out”
section
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Removed Account
Settings from the
Dashboard menu. Also
removed the Account
Settings description from
the “Orientation” section.

Added a chapter to
describe how to access re:
Search from Odyssey File
& Serve

ESO-FS-200-4494 v.16

Sixteenth

December 2021

The following changes were made:

Removed the Preload
Documents page and
replaced all screen shots
where the Preload
Documents tab was
previously displayed

Replaced the Start Filing
page throughout the
document, reflecting the
removal of the Location
drop-down list

On the Filings page,
changed the Documents
pane to the Upload
Documents pane. Also
changed “Component” to
“Type” in the Upload
Documents pane headers

Replaced screen shots to
reflect the new page
headers for the following
pages:

— Payment Accounts
— My Information

— Change Password
— Profile

— Email Notifications

Reordered some of the
sections in the “Case
Information” chapter

Removed the “Uploading
Documents for a New Case
Filing” section

Removed the “Uploading
Documents for a Bulk
Filing” section
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*  Removed the Unused
Documents message from
the Summary page
ESO-FS-200-4494 v.17 Seven- January 2022 The following changes were made:
teenth

Changed the Start Filing
page throughout the
document

Added information on
creating draw-down
accounts

Updated the “Payment
Accounts” chapter to reflect
the change to the payment
account pane for adding
new payment accounts

Added draw-down
accounts to the account
types listed for creating
new payment accounts on
the Fees page

Added envelope level
information to the Case
Information page, the
Summary page, and the
envelope details

Updated the “File into an
Existing Case” chapter

Removed the topic “Filing
into an Existing Case from
the Case Search Page”
and included the
information in other topics

Updated screen shots to
reflect the addition of the
Filter option on the
Templates pages

Updated screen shots in
the “Payment Accounts”
chapter to reflect the
changes to the Add
Payment Account button

Changed the sample
screen shot of the public
service contacts list to
show the addition of the
firm name associated with
each service contact
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Individual Filer User Guide

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

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.

XX
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Contents

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 2022.1 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 2022.1 Enhancements

The following enhancements were made to the Odyssey® File & Serve™ system for Release 2022.1.

Feature/Update Description/Location in Document

The Start Filing page was changed.

Throughout the document, replaced the Start Filing
page.

The ability to create draw-down accounts was
added.

Adding a Draw-Down Account, page 42

The “Payment Accounts” chapter was updated to
reflect the change to the payment account pane for
adding new payment accounts.

Payment Accounts, page 32

The Add Payment Account button was changed.

Updated screen shots in the “Payment Accounts”
chapter reflecting the changes to the Add
Payment Account button.

The account types listed for creating new payment
accounts on the Fees page were updated to
include draw-down accounts.

Entering Payment Information, page 88

The ability to include envelope level information
was added to the Case Information page, the
Summary page, and the envelope details.

The following topics were added:

* Adding Envelope Level Comments to a
Case Filing, page 50

* Viewing the Envelope Summary, page 100

» Viewing Envelope Level Information in the
Envelope Details, page 198

The “File into an Existing Case” chapter was
updated. The topic “Filing into an Existing Case
from the Case Search Page” was removed, and
the information was added to the other topics.

File into an Existing Case, page 147
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Feature/Update Description/Location in Document
The Filter option was added to the Templates In the “Templates” chapter, screen shots were
pages. updated to show the addition of the Filter option.
The firm name associated with public service The sample screen shot of the public service
contacts was added to the Public Service Contacts | contacts list was updated to show the addition of
window. the firm name associated with each service
contact.
Adding a Service Contact from a Public List to a
Filing, page 167

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.

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.

e 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)
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Page Navigation

— 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.

Keyboard Shortcuts

You can access the keyboard shortcuts from the Help drop-down menu.

Click m in the eFile header.

The Help drop-down menu is displayed.

@ Support
B Feedback
® Keyboard Shortcuts

Figure 1.1 — Help Drop-Down Menu

Click Keyboard Shortcuts.

The Keyboard Shortcuts window is displayed.
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Keyboard Shortcuts *
Go - Bookmarks Go - Firm Attorneys R g Go- Start Filing

Go - Bulk Drafts Go - Firm Details Go - Templates

Go - Bulk History Go - Firm Payment Accounts Go - Vacation Letter

Go - Case Search Go - Firm Service Contacts Show Keyboard Shorteut List

C ashboard Go - Firm Users Toggle Menu

Go - Filing Drafts Go - Profile
Go - Filing History Go - Reports
Do you want to enable hot keys? (O Not now - remind me later @ Yes - enable hot keys (O No- turn off hot keys CLOSE

Figure 1.2 — Keyboard Shortcuts Window

Select the option that you want. You can turn hot keys on or off, or you could set a reminder to enable the
hot keys at a later time.

Drop-Down Menus

The application allows you to search and filter various drop-down menus to quickly find the selection that
you want.

The search function allows you to type the name of the item that you want to locate in the search field. The
search function can be used in the following drop-down menus:

* Location field in the following places in the application:

— Case Search page
— Case Information page
» Case Category field
« Case Type field
* Party Type field
* Filing Code field
» Payment Account field on the Fees page
* Filing Attorney field on the Fees page

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

Error Messages

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

Enter Data in Required Fields

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

Note: Required fields may vary in different sections.
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Orientation

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.

7% eFile Dashboard

Start Filing > Filing History = Drafts B 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 1.3 — Dashboard Page

Case Search

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

File into Existing Case *

Location %
Select.. +

Location is Required.

Search for a Case by

@ oot O Parytiome

Case number format is default.

Case Number %

Case Number is Required

Figure 1.4 — 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

ocation %

Select.. B

Location is Required
Case number format is default.

noer o

Case Number is Required

Figure 1.5 — File into Existing Case Window—EXxcludes Party Name Option

& DASHBEOARD |

to return to the Dashboard page.

If your search does not produce any results, click

€ DASHBOARD REFINE SEARCH

Figure 1.6 — 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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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 1.7 — 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 1.8 — 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

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 1.9 — 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.

n
=- ‘-:’::-_, EFILE QA 01 - EFM QA1 Templates

Filter by

FiterType Name
My Templates : FILTER RESET
Favorite Name Type Actions
bid Baseball template New Case E
Pxd New template pro se New Case B
Pxd Pro Se subsequent template Existing Case B
Previous Next

Figure 1.10 — Templates Page

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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i '-:' 2, EFILEQA01-EFM QA1 Payment Accounts

Payment Accounts

Filter by
coount Typs ceount stat
All : All B FILTER RESET
Payment Account Name Payment Account Type Status. Last 4 Digits Actions
Mastercard Credit Card Active 5454 E
New waiver Waiver Active
Prosece Credit Card Active 1881
Pro se Discover Credit Card Active m7
waiver Waiver Active

Figure 1.11 — 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.

eFile Service Contacts

First Name Last Name Email Address

FILTER RESET O
ADD SERVICE CONTACT

First Name Last Name Email Address Actions

Test Contact testcontact@gmail.com EI
Patte Smith patte.smith@gmail.com EI
Tonia Smith tsmith@gmail.com EI

Previous I Next

Susie N Potter susiep@gmail.com

Russ Smith russ.smith@gmail.com

Figure 1.12 — Service Contacts Page

My Information
On the Dashboard menu, click My Information. From here, you can view or edit your personal information.
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=- 'ls::g. EFILE QA 01 - EFM QA4 My Information

My Information

Country

United States

Address Line 1 % acess Lne2
123 Main st

cry ¥ st 2 Cose
Plano Texas 75024

Phone Number

1234567899

SAVE

Figure 1.13 — My Information 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.

=

!:..9. EFILEQA 01 Reports

Reports

Useful when recanciling financial transactions against envelopes submitted 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

Location

' A seLECT

Statuz Date From % Date To %

! All Statuses
M Accepted M Reviewed

M cancelied M served Date From is Required Date To is Required

M Receipted B submission Failed

H Returned H Submitted

Figure 1.14 — 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.
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3 Landing Page

Topics covered in this chapter

¢ Registering as an Individual Filer
¢ Resetting Your 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.

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

Welcome 0 el

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

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

Figure 3.1 — eFile Landing Page

Registering as an Individual Filer

You can register as an individual filer if you are a single user of the system, and if it is allowed by your court.
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 or may not be permitted by your court.

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 PR S THEE mvgSch v fIE e £ 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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Updating User Information

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.

.
'-E::g, EFILE QA 01 -EFM QA4 My Information

My Information

Country
United States

Line1 %
123 Main st

cay% siate Zp code
Plano Texas : 73024

Phane Number %

1234567899

SAVE

Figure 3.10 — 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).
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Signing Out

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:

1. Click the drop-down arrow at the top right of the header next to your initials.

The Manage Account window is displayed.

ESO-FS-200-4494 v.17 January 2022
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Lauren Groswald

gigmail.com

LG

PROFILE SIGN OUT

Figure 4.2 — Manage Account Window

SIGN OUT
2. Click _I

You are now signed out of the application.
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5 Manage Account

Topics covered in this chapter

¢ Changing the User Password
¢ Updating the User Profile
¢ Selecting Email Notifications

You can manage some of your account settings in the application.

The settings you can manage are:

» Change your password
» Update your user profile

» Select your email naotifications regarding your case filings

Changing the User Password

You can change your password on the Change Password page.
To change your password:

1. Click the drop-down arrow at the top right of the header next to your initials.

The Manage Account window is displayed.

e- @ g ‘ -
wr aEE
Lauren Groswald
@gmall.com
PROFILE SIGN OUT

Figure 5.1 — Manage Account Window

PROFILE
2. Click —. .

The Profile page is displayed.
3. Click Change Password.

The Change Password page is displayed.
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. ’::g_ EFILEQA 01 - EFM QA4 Change Password
v

CHANGE PASSWORD PROFILE EMAIL NOTIFICATIONS

Change Password

Oid Password

Old Password is Required.

New Password

New Password is Required

Figure 5.2 — Change Password Page

4. Type the old password in the Old Password field.

5. 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.

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

SAVE
7. Click

Your password is changed.

Updating the User Profile

You can update your user profile on the Profile page.
To update your user profile:

1. Click the drop-down arrow at the top right of the header next to your initials.

The Manage Account window is displayed.

e- @ g ‘ -
wr aEE
Lauren Groswald
@gmail.com
PROFILE SIGN OUT

Figure 5.3 — Manage Account Window

PROFILE
2. Click —l

The Profile page is displayed.
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Selecting Email Notifications

.
=- '-:‘:',g, EFILEQA 01 - EFM QA4 Profile

CHANGE PASSWORD PROFILE EMAIL NOTIFICATIONS

Profile

First Name % Middle Name Last Name

Lauren Groswald

(@gmail.com

SAVE

Figure 5.4 — Profile Page

3. Verify that your name is displayed correctly, and make changes, if needed.
4. Verify that your email address is correct, and make changes, if needed.

5. Click .

Selecting Email Notifications

You can select the email notifications that you want to receive for case filings on the Email Notifications
page.
To select your email notifications:

1. Click the drop-down arrow at the top right of the header next to your initials.

The Manage Account window is displayed.

Lauren Groswald

gigmail.com

LG

PROFILE SIGN OUT

Figure 5.5 — Manage Account Window

PROFILE
2. Click _I

The Profile page is displayed.
3. Click Email Notifications.

The Email Notifications page is displayed.
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=- % EFLEQA01-EFMOA4 Email Notifications

CHANGE PASSWORD PROFILE EMAIL NOTIFICATIONS

Email Notifications

et

B Accepted Email B Rejected Email B Receipted Email

B submission Failed Email B submitted Email B service Undeliverable Email

SAVE

Figure 5.6 — Email Notifications Page

4. Select the check box for each type of email notification that you want to receive for your case filings.

5. Click .
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6 Dashboard

Topics covered in this chapter

¢ Dashboard Page

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

@ Dashboard

Q Case Search

= Filing History

# Filing Drafts

M Bookmarks

Im Templates

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

@ Reports

Figure 6.1 — 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 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 6.2 — 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 6.3 — 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 6.4 — 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 6.5 — 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 6.6 — 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 6.7 — File into Existing Case Window—Excludes Party Name Option

€ DASHEOARD |

If your search does not produce any results, click

to return to the Dashboard page.

€ DASHBOARD REFINE SEARCH

Figure 6.8 — 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 6.9 — 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.

o

-:_;_, EFILE QA 01 - EFM QA1 Templates

Filter by:

Filter Type Name

My Templates : FILTER RESET <+ ADD TEMPLATE

Favorite Name Type Actions

bad Baseball template New Case

=1k
fd MNew template pro se New Case E
Pxd Pro Se subsequent template Existing Case B

Previous Next

Figure 6.10 — Templates Page
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7 Payment Accounts

Topics covered in this chapter

¢ Adding a Waiver Payment Account

¢ Adding a Credit Card Payment Account
¢ Adding an E-Check Payment Account
¢ Adding a Draw-Down Account

¢ Editing a Payment Account

¢ Deleting a Payment Account

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

You can set up a payment account from the Dashboard menu or from the Fees page while you are creating
a filing.

To 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.

To set up a payment account during a filing, select the Create New Payment Account option on the Fees
page. Then, follow the steps to create the payment 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.
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Adding a Waiver Payment Account

2, EFILEQAOT-EFMQAT Payment Ac

Payment Accounts

Filter by:

Payment Account Name

Mastercard
New waiver
Prosece

Pro se Discover

waiver

Aecoun
Al
Payment Account Type Status
Credit Card Active
Waiver Active
Credit Card Active
Credt Card Active
Waiver Active

= ADD PAYMENT ACCOUNT

s FILTER RESET

Last 4 Digits Actions

5454 El
]
1881 El
1m7 E'
(%]

| 5 Rosults) ] Page 1of1]

Figure 7.1 — Payme

nt Accounts Page

= ADD PAYMENT ACCOUNT
2. Click .

A new pane is displayed.

Payment Account Name

Payment Account Type

Status

Last 4 Digits Actions

‘Account Name is Required.

Credit Card

Creste 3 Mew:

Waiver

cour: Type ¥

: Select... :

2000 Bank

Fee OC 01.04

Fimis New CC 11202020
Laureris Waiver

Waiver

rrevious [ wea

Bank Account

Credit Card

Credit Card

Waiver

Waiver

Active

Active

Active

Active

Active

(%]
(u]
(%]
Ll
(%]

| SRecuis) [ Page i of 1

Figure 7.2 — New Payment Account Pane

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

4. Select the Waiver option from the Create a New drop-down list.
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Create a New: %

ik

Credit Card
Select...

Credit Card
Waiver

Draw Down
Bank Account

Figure 7.3 — Create a New Drop-Down List

5. Select the Waiver option from the Account Type drop-down list.

Account Type *

Select... 5

Waiver
Indigent Filer Account

Figure 7.4 — Account Type Drop-Down List for Waivers

6. 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.
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Adding a Credit Card Payment Account

2, EFILEQAOT-EFMQAT Payment Ac

Payment Accounts

Filter by:

Al s Al s FILTER RESET

Payment Account Name Payment Account Type Status Last 4 Digits Actions

Mastercard Credit Card Active 5454 El
New waiver Waiver Active E'
Prosecc Credit Card Active 1881 El
Pro se Discover Credit Card Active 117 E'
waiver Waiver Active El
Previous Next m m

Figure 7.5 — Payment Accounts Page

= ADD PAYMENT ACCOUNT
2. Click .

A new pane is displayed.

Payment Account Name: Payment Account Type Status Last 4 Digits Actions

Credit Card

Hame % Create a Hen: %
Credit Card %

Account Name is Required.

onen
2020 Bank Bank Account Active 0000 EI
Fee CCO1.04 Credit Card Active 5454 El
Fim's New GG 11202020 Credit Card Active 5454 EI
Laureris Waiver Waiver Active El
Waiver Waiver Active EI
Previous Next | seautis) | Page 10t ]

Figure 7.6 — New Payment Account Pane

3. Type a name for the payment account in the Account Name field.
4. Select the Credit Card option from the Create a New drop-down list.
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Create a New: %

Credit Card

Select...
Credit Card

ik

Waiver
Draw Down
Bank Account

Figure 7.7 — Create a New Drop-Down List

ENTER INFORMATION
5. Click .

The Enter Information window is displayed.

Enter Information

o iler T

Payment Information

Method of Payment
© Credit Card
O e-Check

Figure 7.8 — Enter Information Window

6. 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 7.9 — Payment Information Pane

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

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

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

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

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

The Verify Billing Information pane is displayed.

Adding a Credit Card Payment Account

ESO-FS-200-4494 v.17 January 2022

37



Individual Filer User Guide

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 7.10 — Verify Billing Information Pane

15.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.

38
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Adding an E-Check Payment Account

2, EFILEQAOT-EFMQAT Payment Ac

Payment Accounts

Filter by:

Al s Al s FILTER RESET

Payment Account Name Payment Account Type Status Last 4 Digits Actions

Mastercard Credit Card Active 5454 El
New waiver Waiver Active E'
Prosecc Credit Card Active 1881 El
Pro se Discover Credit Card Active 117 E'
waiver Waiver Active El
Previous Next m m

Figure 7.11 — Payment Accounts Page

= ADD PAYMENT ACCOUNT
2. Click .

A new pane is displayed.

Payment Account Name Payment Account Type Status Last 4 Digits Actions

Credit Card

Name % Creste s New: %
Bank Account [}

Account Name is Required.

e

2020 Bank Bank Account Active 0000 El
Fee CC01.04 Crecit Card Active 5454 E'
Fimis New CC 11202020 Crecit Card Active 5454 El
Lauren's Waiver Waiver Active El
Waiver Waiver Active El
Previous Next [ 3Remis [ pagatata

Figure 7.12 — New Payment Account Pane

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

4. Select the Bank Account option from the Create a New drop-down list.
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Create a New: %

Credit Card

Select...
Credit Card

ik

Waiver
Draw Down
Bank Account

Figure 7.13 — Create a New Drop-Down List

ENTER INFORMATION
5. Click .

The Enter Information window is displayed.

Enter Information

o iler T

Payment Information

Method of Payment
© Credit Card
O e-Check

Figure 7.14 — Enter Information Window

6. Select the e-Check option.

The Payment Information pane is displayed.
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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 7.15 — Payment Information Pane

7. Select the account type from the Account Type drop-down list.
8. Type your account number in the Account Number field.

9. Type the bank routing number in the Routing Number field.
10. Type your name in the Name on Account field.

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

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

Adding an E-Check Payment Account
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Enter Information *

2. tyler -z

L) technologies

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 7.16 — Verify Billing Information Pane

Save Information .
13.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.

Adding a Draw-Down Account

You can create a draw-down account on the Payment Accounts page for use at a later time, or you can
create a draw-down account on the Fees page during a case filing.

To add a draw-down account from the Payment Accounts page:
1. On the Dashboard menu, click My Payment Accounts.

The Payment Accounts page is displayed.
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Adding a Draw-Down Account

2, EFILEQAOT-EFMQAT Payment Ac

Payment Accounts

Filter by:

Al s Al s FILTER RESET

Payment Account Name Payment Account Type Status Last 4 Digits Actions

Mastercard Credit Card Active 5454 El
New waiver Waiver Active E'
Prosecc Credit Card Active 1881 El
Pro se Discover Credit Card Active 117 E'

waiver Waiver Active El
| 5 Rosults) ] Page 1of1]
Previous RN Next

Figure 7.17 — Payment Accounts Page

= ADD PAYMENT ACCOUNT
2. Click .

A new pane is displayed.

Payment Account Name Payment Account Type Status Last 4 Digits Actions
Credit Card Active
ccount ame % Create s Naw: eesunt Type ¥
Draw Down [ Draw Down [}

Account Name is Required

iccount Humber %

O locations sclected  EDIT LOCATIONS

Account Number is Required. You must select at least one location.

-

2020 Bank Bank Account Active 000 El
Fee CG01.04 Credit Card Active 5454 EI
Firm's New CC 11202020 Credit Card Active 5454 EI
Lauren's Waiver Waiver Active EI
Waiver Waiver Active EI

- | Resunis) | Page 1ot 1 |
Previous Next

Figure 7.18 — New Payment Account Pane

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

4. Select the Draw Down option from the Create a New drop-down list.
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Create a New: %

Credit Card

Select...
Credit Card

ik

Waiver
Draw Down
Bank Account

Figure 7.19 — Create a New Drop-Down List

Select the Draw Down option from the Account Type drop-down list.

Type an account number in the Account Number field.

EDIT LOCATIONS I

7. Click

The Edit locations for Draw Down window is displayed.

Edit locations for Draw Down *
Filter

[ select Al ~

- D System -

- D File and Serve

+ [[] OFS Criminal (QAJUDTX)
D OFS Criminal (QAJUDTX)Court At Law

» Dorsaaz017
[Jors 2017 - Court at Law
[Jorsga2017 - Court at Law 1
[Jors 2017 - Court at Law 2

» Dorsoazms
[Jors qa 2018 - Court at Law
[Jors a 2018 - Court at Law 1
[Jorsga2018 - Court at Law 2

» [Jorsaazoi4
[Jorsaa2014- Court at Law
[Jorsqa2014- Court at Law 1
[Jorsga2014 - Court at Law 2

[J oS criminal (@aJUDCA) =

Figure 7.20 — Example of the Edit Locations for Draw Down Window

DOME
8. Select the locations where the draw-down account can be used, and then click - .

CREATE DRAWDOWMN
9. Click .

The Balance for Draw down window is displayed.
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Editing a Payment Account

Balance for Draw down

Location Balance Minimum Balance

OFS QA 2017 - Court at Law 526,049.15 $1,000.00

CLOSE

Figure 7.21 — Sample Balance for Draw Down Window

CLOSE
10. Verify the amount for the location that you selected. Then, click - .

The new 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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"%, EFLEQA01-EFMQA1 Payment Accounts

Payment Accounts
Filter by:
Al : Al s FITER  RESET
Payment Account Name Payment Account Type Status Last 4 Digits Actions
Mastercard Credit Card Active 5454 El
New waiver Waiver Active E
Prosecc Credit Card Active 1881 El
Pro se Discover Credit Card Active 117 E'
waiver Waiver Active El
E— - | 5 Rosults) ] Page 1of1]

Figure 7.22 — Payment Accounts Page

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

EFILEQA 01-EFM QA1 Payment Accounts

Payment Accounts
Filter by:
o coun st
Al Al s FITER  RESET
Payment Account Name Payment Account Type Status Last 4 Digits Actions
Mastercard Credit Card Active 5454 El
New waiver Waiver Active E
Prosecc Credit Card Active 1881 El
Pro se Discover Credit Card Active 117 E'
waiver Waiver Active El
E— - | 5 Rosults) ] Page 1of1]

Figure 7.23 — Payment Accounts Page

[ ]
2. Locate the payment account that you want to delete, and then click ="

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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8 Case Initiation

Topics covered in this chapter

¢ Starting a New Case Filing

¢ Entering Case Information

¢ Adding Envelope Level Comments to a Case Filing
¢ 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

¢ 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
¢ Capability for Filing a Return Date

¢ Selecting a Return Date for a Case Filing

¢ Reverify the Return Date

¢ Reverifying a Return Date

¢ Submission Agreements

¢ Viewing the Envelope Summary

¢ Viewing Case Address Information on the Summary Page
¢ View Case Judicial Officer

¢ Capability for Filing Hearing Date

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

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 u to view the case number or draft number.
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Starting a New Case Filing

eFile Dashboard

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

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

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

START FILING
View Filing History View My Drafts

Case Search Q Bookmarks [ | Templates 1

CC-15-1813 - ks
O0FSQA2017

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

€C-15-230
File and Serve

Search Cases View My Bookmarks View My Templates

Figure 8.1 — Dashboard Page

Starting a New Case Filing

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

1. On the Dashboard page, click .

The Start Filing page is displayed.

EFILEQA 01 - EFM QA1 Start Filing

Start Filing

Please note that preload documents tab has been removed.
E-file

File a New Case

Click on File a new case.

FILE A NEW CASE

File Into an Existing Case

Help content - Click an File into a case.

FILE INTO EXISTING CASE

€ DASHBOARD

Figure 8.2 — Start Filing Page

FILE A NEW CASE

2. Click

The Case Information page is displayed.
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Entering Case Information

You must have a payment account to create a filing. You can set up a payment account in advance, or you
can create an account from the Fees page.

-
"% EFILEQAO1-EFM QA4 Case Information- Draft #7932 @~
L

This is test content on case info page for firms.

Location ak Case Categary &

Select..

Location is Required Case Category is Required

s Type

Case Type is Required.

SAVE DRAFT AND EXIT

Figure 8.3 — Case Information Page

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

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

A=

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

PARTIES < SAVE DRAFT AND EXIT l
5. Click to save your work and continue, or click to save your

filing and continue it at another time.

Adding Envelope Level Comments to a Case Filing

You can add envelope level comments on the Case Information page during filing creation. The comments
are then displayed on the Summary page, in the print preview, and in the envelope details.

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

To add envelope level comments to a case filing:

1. On the Dashboard page, click .

The Start Filing page is displayed.

FILE & NEW CASE |

2. Click

The Case Information page is displayed.
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Adding Envelope Level Comments to a Case Filing

r
% EFLEQAO1-ERM QA1 Case Information - Draft # 8526 @~
v

Case

Case Information

This i test content on case infa page for firms

Location Case s
OFS QA ODY RICMS - Review in CMS x - Civil

se Type 3
small Claims $0 - $1500- $30.00

Procedure / Remedy / Damage

SELECT Select
Envelope Level Information

nueiops Comments &

Envelope Comments is Required.

SAVE DRAFT AND EXIT

Figure 8.4 — Sample Case Information Page

3. Select the location from the Location drop-down list.
4. Select the case category from the Case Category drop-down list.

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

SELECT
6. If configured, in the Procedure / Remedy / Damage section, click —I , and then complete the
required fields for procedures and remedies.

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

7. If configured, from the Damage Amount drop-down list, select the amount of damages.

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

8. In the Envelope Level Information section, in the Envelope Comments field, type the comments that
you want to attach to the case filing.

9. Click to continue with your case filing.
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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.

"::g_ EFILEQA 01-EFM QA1 Case Information - Draft #8101 @~
v

Case
This is test content an case info page for firms

Lozation s Case Categ:
OFS QA 2017 X - Civil

https:#/www hedistrictelerk com/Gommon/Givil/EFiling.aspx

< e ¥

Notice Of Removal

Dameg Amount

SELECT Select...

Case Address

ountry
United States

Line 1 %

Address Line 1 is Required

cay ¥ state K 2ip Code %
Select.

City is Required State is Required Zip Code is Required.

County

County is Required.

SAVE DRAFT AND EXIT

. [ 0

Figure 8.5 — Sample Case Information Page—Case Address Pane Blank

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:

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

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

AL h =

In the Case Address pane, complete all required address fields.
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Entering Case Information for a Civil Case

{3 EFILEQAO1-EFMQA1 CaseInformation-Draft #8101 @~

Case

This is test content on case info page for firms.

Location % Case Category %

OFS QA 2017 % v Civil X v

https://www hedistrictclerk.com/Commaon/Civil/EFiling. aspx

Case Type &

Notice Of Removal x>

Procecires / Remedies Damage Amount
SELECT Select s

Case Address

Country *

United States %

Address Line 1 %

555 Main Street

Cy State % ZpCose ¥
Dallas Texas % 75231

County %

Dallas

SAVE DRAFT AND EXIT PARTIES 9

Figure 8.6 — Sample Case Information Page—Case Address Pane Completed

PARTIES - SAVE DRAFT AND EXIT l
5. 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.

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

1. Select the location from the Location drop-down list.
2. Select Civil from the Case Category drop-down list.
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-,:_-__ EFILEQA 01 - EFM QA1 Case Information - Draft # 8112

This is test content on case info page for firms.

Locetion %

Case Cate
OFS QA 2017 x v ivil

https://www hedistrictelerk.com/Common/Civil/EFiling. aspx

Case Type is Required.

SELECT Select

SAVE DRAFT AND EXIT

Figure 8.7 — Case Information Page

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

SELECT
5. Click —I

The Select Procedures / Remedies window is displayed.

Select Procedures / Remedies

Select Procedure / Remedy
D Appeal

|:| Class Action

|:| Garnishment

CANCEL SAVE

Figure 8.8 — Select Procedures / Remedies Window

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

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

:
*}s, EFILEQAO1-EFM QA1 Case Information-Draft #8112 @~
.

Case
This is test content on case info page for firms.
Location Gase Catagory %
OFSQA 2017 x - Civil
https://www hedistrictclerk.com/Commeon/Civil/EFiling aspx
se Type
Appeal
edures / Remed age i
SELECT Between $1000 and 35000
SAVE DRAFT AND EXIT

Figure 8.9 — Sample Completed Case Information Page

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

work and exit the filing.

Filing a New Case with Case Cross References

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

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

-
"% EFILEQAO1-EFM QA4 Case Information- Draft #7932 @~
L

This is test content on case info page for firms.

Location ak Case Categary &

Select..

Location is Required Case Category is Required

Case Type

Case Type is Required.

SAVE DRAFT AND EXIT

Figure 8.10 — Sample Case Information Page

To file a new case that uses case cross references:

Select the location from the Location drop-down list.

Select Civil from the Case Category drop-down list.

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

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

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

© a0k wbdh -~

In the Case Cross Reference Type section, type the case cross reference number in the Case Cross
Reference Id field.
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Note: Some case cross reference types require a six-digit number. Other types may require a
four-digit number.

EFILEQA 01-EFM QA1 Case Information - Draft #8113 @~

This is test content on case info page for fims.

Lecation % Case Category %

OFS QA 2017 X - Civil X -
hittps://www hedistrictelerk com/Commony Civil/EFiling aspx
Case Type ¥
City Ordinance Cases - $10.00 x -
Procedures / Remedies Demage Amount
SELECT Select

ADD CASE CROSS REFERENCE
Case Cross Reference Type Case Cross Reference Id Action

*
Case Cross Reference Number 2

* Warrant Number (CM) (]

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

SAVE DRAFT AND EXIT

Figure 8.11 — Sample Case Information Page with the Case Cross Reference Type Section
Displayed

ADD CASE CROSS REFERENCE

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

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

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

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

9. Continue adding case cross reference numbers until you are done.
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Filing a New Case with a Will Filed Date

;
"%, EFILEQA01-EFM QA1 Case Information - Draft # 8113

Case
This is test content on case info page for firms.
Leeztion % Cass Catagory %
OFS QA 2017 X - Civil X -
https //www hedistrictelerk com/Commaon/Civil/EFiling aspx
Case Type ¥
City Ordinance Cases - $10.00 X -
Procedures / Remedies Damage Amount
SELECT Select B
ADD CASE CROSS REFERENCE
Case Cross Reference Type Case Cross Reference Id Action
*
Case Cross Reference Number ] 123456
*
Warrant Number (CM) ] 567890
Uniform Case Nurber s a2 [7]
SAVE DRAFT AND EXIT

Figure 8.12 — Example of a Case Information Page with Case Cross Reference Numbers Added

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

work and to exit the filing.

Filing a New Case with a Will Filed Date

You can file a new case and enter the date on which the will was filed with the court.
Note: This feature is configured by Tyler and may not be available on your system.

To file a new case and enter the date on which the will was filed:

1. On the Dashboard page, click .

The Start Filing page is displayed.
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-.::;,_ EFILEQA 01 - EFM QA1 Start Filing

Start Filing

Please note that preload documents tab has been removed.
E-file

File a New Case

Click on File a new case.

FILE A NEW CASE

File Into an Existing Case

Help content - Click on File into a case.

FILE INTO EXISTING CASE

4 DASHBOARD

Figure 8.13 — Start Filing Page

FILE & NEW CASE

2. Click

The Case Information page is displayed.

:
=~ *», EFLEQAOI-EFMQAT Case Information - Draft #8069 @~
’

Case
This is test cantent on case info page for firms.
Locetion % Case Category %
OFS QA 2017 x v Probate or Mental Health
hitps:/www hedistrictelerk com/Common/ Civil/EFiling aspx
Case Type % Case Sub Type
Probate of Will x - Select.
Wil Filed Date
12/02/2021 EI
SAVE DRAFT AND EXIT

Figure 8.14 — Example of the Will Filed Field on the Case Information Page

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

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

Note: In the example, “Probate or Mental Health” is selected.
5. 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.

6. 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.

7. 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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Entering Party Details

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

work and to exit the filing.

Entering Party Details

Each case requires a party type.

]
=- g EFLEQADI-EFMOA Parties-Draft #7977 @~

Case Parties

Party Type Required Party Party Name Actions

This is test content for Pro Se Party Personal

Defendant

Personal Information

@ O iy

| AMTHIS PARTY

Fest e Middie Name Lozt Name Suffix
Select

First Name is Reguired. Last Namne is Reguired,
Select...
Attorney Information

Select. GO TO ADDRESS

Plaintiff This is a required Party A
[+ B
& CASE INFORMATION SAVE DRAFT AND EXIT m

© 2021 Tyler Technolagies, Inc. | All Rights Reserved | Version: 0.0.0.2082 G, s

Figure 8.15 — 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. Onthe 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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Party Type Required Party Party Name Actions

uuuuuuu

Address Line

state Zip Code
Select

hone Nmber @

GO TO ADDITIONAL IDENTIFIERS

Plaintiff This is a required Party John Plaintiff
Figure 8.16 — 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
Plaintiff ProSe EI
Defendant May Sanders ﬂ

Personal Address Additional Identifiers e

This is test content for Pro Se party Additional Identifiers.

Drves License Type
Select

ver Licensa 5
Select.

te of Birth

Da Gender
MM/DD/YYYY Select.

Figure 8.17 — Additional Identifiers Tab on the Parties Page

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

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

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

Note: After you type the Social Security number, asterisks are displayed to hide the number.

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

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

?ﬂ
15.Click —l to enter information for the other required party.

16. Complete all of the required fields for the second party.
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Entering Date of Death on Parties Page

OADD PARTY
17.1f you have another party to add to the case, click —I Continue to add parties until all parties
have been added to the case.

18.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

| 4
My Drafts. Locate the specified draft, and then click —I .

Entering Date of Death on Parties Page

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

Note: Your screens may vary from the examples provided.

cese
Party Type Required Party Party Name Lead Attorney Actions
Plaintiff This Is a required Party o
» , A

party Type

Plaintiff

Personal Information

e

Firs Neme 4 Middle Neme Lest Hame # S

Select
First Name is Required. Last Name is Required
Select...
Attorney Information
Lead Aceney
Select
GOTO ADDRESS
Defendant This is a required Party A
@ oo perry
4 CASE INFORMATION SAVE DRAFT AND EXIT m

Figure 8.18 — 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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-.::;,_ EFILEQA 01 - EFM QA1 Start Filing

Start Filing

Please note that preload documents tab has been removed.
E-file

File a New Case

Click on File a new case.

FILE A NEW CASE

File Into an Existing Case

Help content - Click on File into a case.

FILE INTO EXISTING CASE

4 DASHBOARD

Figure 8.19 — Start Filing Page

FILE & NEW CASE

2. Click

The Case Information page is displayed.

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

4. 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.

5. 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.

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

ADD/EDIT ATTORNEYS &% I
8. Click to select the filing attorney.

Note: For some users, the attorney is already selected.

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

GO TO ADDRESS
9. Click to enter the address information for the first party.
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Entering Date of Death on Parties Page

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 Addreks Additional Identifiers ek

Address Line 1

Select. +
Pronc Number @

GO TO ADDITIONAL IDENTIFIERS

Figure 8.20 — Example of the Address Tab on a Parties Page

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

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

12.Select the state where the deceased party’s driver’s license was issued from the Drivers License
State drop-down list.

13.Type the deceased party’s driver’s license number in the Drivers License Number field.

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

Note: After you type the Social Security number, asterisks are displayed to hide the number.

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

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

=)

17. Type the deceased party’s date of death in the Date of Death field, or click to select a date from

the calendar.
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Party Type Required Party Party Name Lead Attorney Actions

Petitioner This s a required Party Bobby Petitioner e

Personal Address Additional Identifiers Hlﬂa?\msl\s

This is test content for Firm-Party-Additional Identifiers.
Derver License Type

Class A

Social Security Number

Date of Birth Gender Dateof Death %
10/14/1950 Male ¢ 12/01/2021
Deceased Jane Doe E
o ADD PARTY
4 CASE INFORMATION SAVE DRAFT AND EXIT FILINGS

Figure 8.21 — Example of the Additional Identifiers Tab on a Parties Page Including the Date of
Death Field

rd
18.Click to enter information for any other required party.
19. Complete all of the required fields for the second party.

oADD PARTY
20.1f you have another party to add to the case, click —l . Continue to add parties until all parties
have been added to the case.

21.Click to save your work and to continue.
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E

ntering Filing Details

You can enter the filing details on the Filings page.

Upload Documents”
e

[Eep—

s doeuman s

smsenmares

°a:[= ]

Fig

ure 8.22 — 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:

o w0 Dd =~

Select the filing type from the Filing Type drop-down list.

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

Type a description in the Filing Description field.

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

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

GO TO OPTIONAL SERVICES I

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

Note: Some courts require you to select an optional service. When an optional service is
required, that service is automatically selected by the system. For some required optional
services, you might be asked to select the multiplier before you can continue filing.

The Optional Services tab is displayed.
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EFILEQA01-EFM QA4 Filings - Draft #7974 @~

Case Parties Filings

Filing Code Client Ref # Filing Description Actions

s omn
. . ~
Details Optional Services (1Y Communication tide Detais

Test content filing details optional services firm

Not Selected Selected
Once Per Party 10 Certified Copies
Per Page Fee Service .

Priority Processing
Split Fee Service s10 Multiplier is Required
TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 8.23 — 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.

EFILEQA01-EFM QA4 Filings - Draft #7974 @~

Case Parties Filings Service Fees Summary

Filing Code Client Ref # Filing Description Actions

Abstract Of Judgment ﬂ
) A
Details Optional Services Communication e Detls

Test content filing details optional services firm

Not Selected Selected
Once Per Party 10 Certified Capies 2% $5 = %18
Per Page Fee Service —

Priority Progessing kl B

Split Fee Service s1e

TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 8.24 — Sample Optional Services Tab with an Optional Service Selected

Note: If you decide that you do not want to use a particular optional service that you have

selected, click . However, if a specified optional service is required by your

court, that service will be automatically selected by the system.
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GO TO COMMUMNICATION

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

Party Type
Select... 5 FILTER RESET

Select Party Name Party Type

O Phil Defendant Defendant

D Susan Plaintiff Plaintiff

CANCEL SAVE

Figure 8.25 — 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 :

BROWSE
14.1n the Upload Documents pane, click —I Then, select the document that you want to
upload.

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

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

Type Name Size Actions. Description Security

Lead Document

This dg nt
is documentis & Dragfile hereor BROWSE
required.

) (TIFF TIF), . Word 2007 File (DOCX), (ooc), oL )

Attachments

& Dragfilehereor BROWSE

Maximum File Size: §0.00 MB
Supported File Types: MPEG (MPEG), Portabl ). ™H, . Word 2007 File (DOCX), (ooe), L )

Figure 8.26 — Upload Documents Pane

BROWSE
15.If you have attachments to add to the filing, click —I in the Attachments section. Then,
upload the specified attachments.

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

17.1f you want to add another filing, click g Then, repeat the same steps for the next filing.

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

Entering a Filing with an Ad Damnum Amount

You can enter an Ad Damnum (damage) amount when that amount 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.
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e
~ASSOCIATED FARTIES

Upload Documents”

e Hame s actins, Boccrion

Lad Deumene

T o s

Figure 8.27 — Sample 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 OPTIOMNAL SEFWICES'
6. If you need to apply any optional services for the filing, click .

Note: Some courts require you to select an optional service. When an optional service is
required, that service is automatically selected by the system. For some required optional
services, you might be asked to select the multiplier before you can continue filing.

The Optional Services tab is displayed.
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EFILEQA01-EFM QA4 Filings - Draft #7974 @~

Case Parties Filings

Filing Code Client Ref # Filing Description Actions

s omn
. . ~
Details Optional Services (1Y Communication tide Detais

Test content filing details optional services firm

Not Selected Selected
Once Per Party 10 Certified Copies
Per Page Fee Service .

Priority Processing
Split Fee Service s10 Multiplier is Required
TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 8.28 — 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.

EFILEQA01-EFM QA4 Filings - Draft #7974 @~

Case Parties Filings Service Fees Summary

Filing Code Client Ref # Filing Description Actions

Abstract Of Judgment ﬂ
) A
Details Optional Services Communication e Detls

Test content filing details optional services firm

Not Selected Selected
Once Per Party 10 Certified Capies 2% $5 = %18
Per Page Fee Service —

Priority Progessing kl B

Split Fee Service s1e

TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 8.29 — Sample Optional Services Tab with an Optional Service Selected

Note: If you decide that you do not want to use a particular optional service that you have

selected, click . However, if a specified optional service is required by your

court, that service will be automatically selected by the system.
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GO TO COMMUMNICATION

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

Party Type
Select... 5 FILTER RESET

Select Party Name Party Type

O Phil Defendant Defendant

D Susan Plaintiff Plaintiff

CANCEL SAVE

Figure 8.30 — 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 :

BROWSE
14.1n the Upload Documents pane, click —I Then, select the document that you want to
upload.

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

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

Type Name Size Actions Description Security

Lead Document

This document is

required. & Drag file here or BROWSE

Maximum File Size: §0.00 MB
Supportad File Types: MPEG (MPEG), Portable Document File (PDF), TIFF Files (TIFF TIF), Windows Media File (WMV), Word 2007 File (DOCX), (ooc), oL )

Attachments

& Dragfilehereor BROWSE

Maximum File Size: §0.00 MB
Supgortad File Tyges: MPEG (MPEG), Portable Document File (PDF), TIFF Files (TIFF TIF), Windows Medie File (WMV), Word 2007 File (DOCX), (ooe), L )

Figure 8.31 — Upload Documents Pane

BROWSE
15.1f you have attachments to add to the filing, click —| in the Attachments section. Then,
upload the specified attachments.

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

17.1f you want to add another filing, click Q' . Then, repeat the same steps for the next filing.

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

The Service page is displayed.

19. Select the service contacts, and then click .

The Fees page is displayed.

EFILE QA 01 - EFM QA1 Fees - Draft # 8

Case Parties Filings Service Fees

Pro se-fees

Ad Damnum %

Ad Damnum is Reguired.

@ Use Existing Payment Account (O Create New Payment Account

Paymens Account %

Selec

Payment Account is Required

Party Respansible for Fees %

Select SEARCH

Party Responsible for Fees is Required

Filer Type

Select

SAVE DRAFT AND EXIT SUMMARY
Figure 8.32 — Sample Fees Page

20.0n the Fees page, type the amount of damages for the case in the Ad Damnum field.
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21.Select the payment account from the Payment Account drop-down list, or follow the steps to create a
new payment account.

22.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.

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

i
24.Click .

The fees for the filing are displayed.

.
'-:::-_. EFILEQA 01-EFMQA1 Fees-Draft #8052 @~
L

Case Parties Filings Service Faes
Pro se-fees - .
i Other Civil ~
Ad Damnum #
5000 Case Initiation Fee $5.00
Subtotal §$5.00
@ Use Existing Payment Account (O Create New Payment Account
Payment Account &
Pro se Discover Credit Card x v B Agreement (w/ Ad Damnum) ~
forbess Filing Fee $40.00
A SEARCH
e clendant : Subtotal $40.00
Default s & Service Fees ~
Total Service Fees $1.00
=] Convenience Fee §1.18
s Total Court Service Fees $1.00
Subtotal $3.18
Grand Total $48.18

Figure 8.33 — Example of the Ad Damnum Fees on the Fees Page

25.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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amans

~
e

Matians.

Ty
ASSOGIATED PRATIES.

Upload Documents”

Figure 8.34 — Example of a Filings Page with a Motion Filing Code Selected

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...

AL

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

Figure 8.35 — 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 o~ w

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

GO TO OPTIONAL SERVICES I

7. If you need to apply any optional services for the filing, click
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Note: Some courts require you to select an optional service. When an optional service is
required, that service is automatically selected by the system. For some required optional
services, you might be asked to select the multiplier before you can continue filing.

The Optional Services tab is displayed.

EFILEQA01-EFM QA4 Filings - Draft #7974 @~

Case Parties Filings

Filing Code Client Ref # Filing Description Actions

Abstract Of Judgment o ﬂ
i ) ~
Details Optional Services (1Y Communication ide Detais

Test content filing details optional services firm

Not Selected Selected

Once Per Party 10 Certified Copies
Per Page Fee Service I

Priority Processing 32 x5

Split Fee Service s Multiplier is Required

TOGA Decline Error

Garnishment | 2 x $2

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 8.36 — Sample Optional Services Tab

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

8. To select the applicable optional services, click
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.
'-'::-__ EFILEQA 01 - EFM QA Filings - Draft # 7074 @~
E

Case Parties Filings Service Fees Summary
Filing Code Client Ref # Filing Description Actions
Abstract Of Judgment ﬂ
N ~
Details Optional Services Communication e
Test content filing details optional services firm

Not Selected Selected

Once Per Party s10 Certified Copies 2 x 85 - 510

Per Page Fee Service

Mt

Priorty Processing 4

Split Fee Service 10

TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 8.37 — Sample Optional Services Tab with an Optional Service Selected

Note: If you decide that you do not want to use a particular optional service that you have

e
selected, click - . However, if a specified optional service is required by your

court, that service will be automatically selected by the system.

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
10.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 8.38 — 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 :

BROWSE
15.1n the Upload Documents pane, click —I Then, select the document that you want to
upload.

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

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

Upload Documents”

Type Name Size Actions. Description Security

Lead Document

This document is

) & Dragfiehereor BROWSE
required

Maximum File Size: 50.00 MB
Supported File Types: MPEG (MPEG), ), (TIFETIF), . Word 2007 File (DOCX), (ooc), oL )

Attachments

& Dragfilehereor | BROWSE

Maximum File Size: §0.00 MB
Supportad File Types: MPEG (MPEG), ) (TIFF TIF),  Word 2007 File (OCX), (ooc), oL )

Figure 8.39 — Upload Documents Pane

BROWSE
16.If you have attachments to add to the filing, click —I in the Attachments section. Then,
upload the specified attachments.

17.1f you want to add security to any of the documents, select an option from the Security drop-down list.

18.1f you want to add another filing, click g Then, repeat the same steps for the next filing.

19. After you have added all of the filings, click :

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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)

ASSOCINTED PARTIES.

Upload Documents”

e Name s acen

amsenmans

Figure 8.40 — Sample Filings Page

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

Note: In the example provided, the “Waiver w/ special behavior” filing code is displayed. The
wording in your system’s configuration may differ from the example.

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

Note: Some courts require you to select an optional service. When an optional service is
required, that service is automatically selected by the system. For some required optional
services, you might be asked to select the multiplier before you can continue filing.

The Optional Services tab is displayed.
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EFILEQA01-EFM QA4 Filings - Draft #7974 @~

Case Parties Filings

Filing Code Client Ref # Filing Description Actions

s omn
. . ~
Details Optional Services (1Y Communication tide Detais

Test content filing details optional services firm

Not Selected Selected
Once Per Party 10 Certified Copies
Per Page Fee Service .

Priority Processing
Split Fee Service s10 Multiplier is Required
TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 8.41 — 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.

EFILEQA01-EFM QA4 Filings - Draft #7974 @~

Case Parties Filings Service Fees Summary

Filing Code Client Ref # Filing Description Actions

Abstract Of Judgment ﬂ
) A
Details Optional Services Communication e Detls

Test content filing details optional services firm

Not Selected Selected
Once Per Party 10 Certified Capies 2% $5 = %18
Per Page Fee Service —

Priority Progessing kl B

Split Fee Service s1e

TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 8.42 — Sample Optional Services Tab with an Optional Service Selected

Note: If you decide that you do not want to use a particular optional service that you have

selected, click . However, if a specified optional service is required by your

court, that service will be automatically selected by the system.
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GO TO COMMUMNICATION

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

Party Type
Select... 5 FILTER RESET

Select Party Name Party Type

O Phil Defendant Defendant

D Susan Plaintiff Plaintiff

CANCEL SAVE

Figure 8.43 — 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 :

BROWSE
14.1n the Upload Documents pane, click —I Then, select the document that you want to
upload.

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

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

Type Name Size Actions Description Security

Lead Document

This document is

required. & Drag file here or BROWSE

Maximum File Size: §0.00 MB
Supportad File Types: MPEG (MPEG), Portable Document File (PDF), TIFF Files (TIFF TIF), Windows Media File (WMV), Word 2007 File (DOCX), (ooc), oL )

Attachments

& Dragfilehereor BROWSE

Maximum File Size: §0.00 MB
Supgortad File Tyges: MPEG (MPEG), Portable Document File (PDF), TIFF Files (TIFF TIF), Windows Medie File (WMV), Word 2007 File (DOCX), (ooe), L )

Figure 8.44 — Upload Documents Pane

BROWSE
15.1f you have attachments to add to the filing, click —| in the Attachments section. Then,
upload the specified attachments.

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

17.1f you want to add another filing, click Q' . Then, repeat the same steps for the next filing.

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

The Service page is displayed.

19. Select the service contacts, and then click .

The Fees page is displayed.

EFILEQA 01 -EFM QA1 Fees-Draft #8056 @~

Case Parties Filings Service Fees

Pro se-fees

am Amount %

Claim Amount is Required.

@ Use Existing Payment Account () Create New Payment Account

Payme:

Payment Account is Required.

Party Responsii for Fees %

Select SEARCH

Party Responsible for Fees is Required.

Files Type

Select

SAVE DRAFT AND EXIT SUMMARY
Figure 8.45 — Sample Fees Page

20.0n the Fees page, type the Claim Amount in the Claim Amount field.
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21.Select the payment account from the Payment Account drop-down list, or follow the steps to create a
new payment account.

22.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.

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

i
24.Click .

The fees for the filing are displayed.

.
%, EFILEQAO!-EFMQA1 Fees-Draft #8056 @~
’

Case Parties Filings Service Fees
Pro se-fees
I Other Civil ~
Ciaim Amount %
0000 Case Initiation Fee $5.00
Subtotal $5.00
@ Use Existing Payment Account (O Create New Payment Account
Payment Account %
Mastercard Credit Card % v E Waiver w/ special behavior ~
Party Responsible for Fees & Filing Fee $10.00
N SEARCH
Carolyn Defendant B Sublotal §10.00
Default e & Service Fees ~
Total Service Fees $1.00
B Gonvenience Fee $1.00
CALCHERIERESS Total Court Service Fees $1.00
Subtotal $3.00
Grand Total  $18.00

Figure 8.46 — Example of the Claim Amount Fees on the Fees Page

25.Click to review and complete your filing.

Entering a Filing with an Estate Value

You can enter the Estate Value when that amount has been 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. You
can enter the amount in the Estate Value field. When the Estate Value is set, an appropriate fee will be
applied.

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.
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a— )

ASSOCINTED PARTIES.

Upload Documents”

e Name s acen

Lot Bocument

Tz document

amsenmans

Figure 8.47 — Sample Filings Page

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

Note: In the example provided, the “Statement w/ special behavior - $10.00” 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 SERVICES I
6. If you need to apply any optional services for the filing, click .

Note: Some courts require you to select an optional service. When an optional service is
required, that service is automatically selected by the system. For some required optional
services, you might be asked to select the multiplier before you can continue filing.

The Optional Services tab is displayed.
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EFILEQA01-EFM QA4 Filings - Draft #7974 @~

Case Parties Filings

Filing Code Client Ref # Filing Description Actions

s omn
. . ~
Details Optional Services (1Y Communication tide Detais

Test content filing details optional services firm

Not Selected Selected
Once Per Party 10 Certified Copies
Per Page Fee Service .

Priority Processing
Split Fee Service s10 Multiplier is Required
TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 8.48 — 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.

EFILEQA01-EFM QA4 Filings - Draft #7974 @~

Case Parties Filings Service Fees Summary

Filing Code Client Ref # Filing Description Actions

Abstract Of Judgment ﬂ
) A
Details Optional Services Communication e Detls

Test content filing details optional services firm

Not Selected Selected
Once Per Party 10 Certified Capies 2% $5 = %18
Per Page Fee Service —

Priority Progessing kl B

Split Fee Service s1e

TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 8.49 — Sample Optional Services Tab with an Optional Service Selected

Note: If you decide that you do not want to use a particular optional service that you have

selected, click . However, if a specified optional service is required by your

court, that service will be automatically selected by the system.
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GO TO COMMUMNICATION

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

Party Type
Select... 5 FILTER RESET

Select Party Name Party Type

O Phil Defendant Defendant

D Susan Plaintiff Plaintiff

CANCEL SAVE

Figure 8.50 — 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 :

BROWSE
14.1n the Upload Documents pane, click —I Then, select the document that you want to
upload.

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

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

Type Name Size Actions Description Security

Lead Document

This doct nt
is document is & Dragfile hereor BROWSE

required

Maximum File Size: §0.00 MB
Supportad File Types: MPEG (MPEG), Portable Document File (PDF), TIFF Files (TIFF TIF), Windows Media File (WMV), Word 2007 File (DOCX), (ooc), oL )

Attachments

& Dragfilehereor BROWSE

Maximum File Size: §0.00 MB
Supgortad File Tyges: MPEG (MPEG), Portable Document File (PDF), TIFF Files (TIFF TIF), Windows Medie File (WMV), Word 2007 File (DOCX), (ooe), L )

Figure 8.51 — Upload Documents Pane

BROWSE
15.1f you have attachments to add to the filing, click —| in the Attachments section. Then,
upload the specified attachments.

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

17.1f you want to add another filing, click Q' . Then, repeat the same steps for the next filing.

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

The Service page is displayed.

19. Select the service contacts, and then click .

The Fees page is displayed.

EFILEQA 01 -EFM QA1 Fees-Draft #8058 @~

Case Parties Filings Service Fees

Pro se-fees

Estate Value is Required.

@ Use Existing Payment Account (O Create New Payment Account

Payme:

Payment Account is Required.

Party Responsible for Fees %

Select SEARCH

Party Responsible for Fees is Required.

Files Type

Select..

€ SERVICE SAVE DRAFT AND EXIT m

Figure 8.52 — Sample Fees Page

20.0n the Fees page, type the Estate Value in the Estate Value field.
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21.Select the payment account from the Payment Account drop-down list, or follow the steps to create a
new payment account.

22.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.

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

i
24.Click .

The fees for the filing are displayed.

Case Parties Filings Service
Pro se-fees
I Other Civil ~
Estate Value
20000 Case Initiation Fee $5.00
Subtotal $5.00
@ Use Existing Payment Account O Create New Payment Account
Payment Account
Fro se Discover Credit Card x v B statementw/ special behavior ~
Party Respansibie for Fees % Filing Fee $10.00
s SEARCH
Robert Defendant 2 Subtotal §10.00
Files Type
Default [ 4 Service Fees -~
Total Service Fees $1.00
E Convenience Fee §1.00
CAICHERIEREES Total Court Service Fees §1.00
Subtotal $3.00
Grand Total $18.00

Figure 8.53 — Example of the Estate Value Fees on the Fees Page

25.Click to review and complete your filing.

ESO-FS-200-4494 v.17 January 2022 87



Individual Filer User Guide

Entering Payment Information

You can create a payment account before you begin your filing. You can also create a payment account
during your filing from the Fees page.

Pro se-fees

@ Use Existing Payment Account (O Create New Payment Account

caum
Select.

Payment Account is Required

Select * SEARCH

Select

€ SERVICE ‘SAVE DRAFT AND EXIT

Figure 8.54 — Example of a 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 one of the payment options:

» If you have already created a payment account, select the Use Existing Payment Account
option. From the Payment Account drop-down list, select the account that you want to use.
Then, continue to Step 2.

» If you do not have an existing payment account created, select the Create New Payment
Account option. Additional fields are displayed. Type a name to the new payment account in
the Account Name field. Then, select the type of account from the Create a New drop-down
list. Complete the fields that are displayed for the account type that you are creating.

CREATE WAIVER
— For a waiver account, click . Then, continue to step 2.
ENTER INFORMATION
— For a credit card or bank account, click . The Enter Information

window is displayed. Complete the fields in the Enter Information window for the type of

Confinue
account that you want to create. Then, click UL and go to step 2.

Note: For detailed information on how to complete the fields in the Enter
Information window, refer to Adding a Credit Card Payment Account, page 34 and
Adding an E-Check Payment Account, page 38.

— For a draw-down account, complete the fields that are displayed, and then click

CREATE DRAWDOWN
. Proceed to step 2.

Note: For more information about creating a draw-down account, refer to Adding a
Draw-Down Account, page 42.

88 January 2022 ESO-FS-200-4494 v.17



Entering Payment Information

2. Select the party responsible for fees from the Party Responsible for Fees drop-down list. Click

if you want to search for a party.

Select Party Responsible For Fees

First Name Last Name Entity Party Type

| Select... + FILTER RESET

Select Party Name Party Type
O Mary Jones Plaintiff
o John Smith Defendant
Previous Next ZRouls)

CANCEL SAVE

Figure 8.55 — 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.

E CALCULATE FEES
4. Click .

The fees for the filing are displayed.
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)
=- %, FEFLEQADT-EFMOQA1 Fees-Draft # 7982

Case Parties Filings

4 SERVICE ‘SAVE DRAFT AND EXIT

Service

Fees

Summary

Pro se-fees
N
@ Use Existing Payment Account (O Create New Payment Account E Abstract Of Judgment “~
Payment Accoun %
Mastercard Credit Card x - Filing Fee $5.00
Subtotal $5.00
Party Respansibie forFecs
Debby Defendant SEARCH
$ Optional Service Fees -
e Type
Default Certified Copies ($17.00x 2) $34.00

4 Service Fees ~
Total Service Fees §1.00
Convenience Fee §1.00
Total Court Service Fees $1.00

Subtotal $34.00

Subtotal $3.00

Grand Total 542,00

SUMMARY 3

Figure 8.56 — 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.

EFILEQA 01 - EFM QA1 Fees - Draft # 8013

Case Parties Filings Service Fees
Pro sefees
@ Use Existing Payment Account () Create New Payment Account B Abstract Of Judgment ~
Payment Account
Mastercard CreditCard - Filing Fee $5.00
Subtotal $5.00
par
SEARCH
$ Optional Service Fees ~
e Type
Default Certified Copies (§17.00 x 2) $34.00
Per Page Fee Service ($2.00 X 2) $4.00

4 SERVICE ‘SAVE DRAFT AND EXIT

Mail Service Fees ~
Total Mail Service Fees $6.00

Subtotal $6.00
& Service Fees ~
Total Service Fees $1.00
Convenience Fee $1.28
Total Court Service Fees $1.00

Subtotal $3.28

Subtotal $38.00

Grand Total  $52.28

SUMMARY >

Figure 8.57 — Example of a Fees Page with the Mail Service Fees Displayed

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

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

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

Note: You can create a payment account before you begin your filing. You can also create a
payment account during your filing from the Fees page.

To enter the payment information for your filing:

1. On the Case Information page, enter the information for the case.
2. On the Parties page, enter the information for all parties on the case.

3. On the Filings page, enter the filing details:

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

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

GO TO OPTIONAL SEFWICESI

c. Click

The Optional Services tab is displayed.

Details Communication H,d!n\m‘,s
Not Selected Selected

Zero Fee Service

Per Page Fee Service

Split Fee Service
Multiplier 3

Certified Copies o
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 8.58 — Sample Optional Services Tab

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

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

e. Continue entering the rest of the required information on the Filings page.
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4. On the Service page, add the appropriate service contacts.

steps to create a new payment account.

if you want to search for a party.

Select Party Responsible For Fees

First Name Last Name Entity

Select Party Name
O Mary Jones
o John Smith

Previous Next

Party Type

Select...

-

Party Type

Plaintiff

Defendant

On the Fees page, select the payment account from the Payment Account drop-down list, or follow the

Select the party responsible for fees from the Party Responsible for Fees drop-down list. Click

FILTER RESET

2Resuls

CANCEL SAVE

Figure 8.59 — 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.

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

E CALCULATE FEES
8. Click .

The fees for the filing are displayed.
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% EFILEQAOT-EFM QAT Fees-Draft #8013 @~

Case Parties Filings Service Fees Summary

Pro se-fees

@ Use Existing Payment Account () Create New Payment Account B Abstract Of Judgment ~
Payment Account %
Mastercard Credit Card x - Filing Fee $5.00
Subtotal $5.00
Pary Responsiiefor Fees %
Susie Smith s SEARCH
$ Optional Service Fees ~
Fler Type
Default N Certified Copies ($17.00 x 2) $34.00
Per Page Fee Service ($2.00 x 2) $4.00

Subtotal $38.00

B cacuaterees

& Service Fees ~

Total Service Fees $1.00
Convenience Fee $1.12
Total Court Service Fees $1.00

Subtotal $3.12

Grand Total  $46.12

4 SERVICE ‘SAVE DRAFT AND EXIT SUMMARY

Figure 8.60 — Example of a Fees Page with the Filing Fees Displayed

9. Review the filing fees, and then click .

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 State Senice

O

Retum Date

VERIFY

Return date must be verified.

Figure 8.61 — Return Date Pane

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

»” Retum Date verified.

Figure 8.62 — 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.
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Return Date

Out Of State Serace

O

Retumn Date

— [ vear |

Figure 8.63 — Sample Return Date Pane with Valid Date Displayed

If you select an invalid return date, an error message is displayed.

Return Date

OutOf State Sarice

O

Return Date
01/13/2020 VERIFY

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

Return date must be verified.

Figure 8.64 — Return Date Pane with Error Message Displayed

After you complete your filing, the return date is displayed in the envelope details. If you requested out of
state service, that information is also displayed in the envelope details.
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Details - Envelope # 168796

Envelope

Emveicpe 0

168796

Case

OFS MockCMS

Hearing

Hoanng san Data

11/01/2021

Return Date

Riturn Date

11/171/201

Parties

Count:2

Filings

Filng Cose

Abstract Of Judgment
suns

Submitted

Comganam

Lead Document

Dawnioad Versian

Original

Service
—

Mone

Fees

Faymant Accaunt
Lauren's Waiver

orer

CaentRof s
Revicw Dato

Documant Mame

redactthis.pdf

Fating amtorney
-Jack Stone

Tranzaction Rezpanza

Submictad by
Lauren Groswald

categary

Civil

Heanng Stan Tmo

4:00 PM

usemama

@gmail.com

Type

Ereach Of Contract

Haaring End Tima

500 PM

Out Of State Service

Fiing Desenpticn

Desergtion

Party Responsibla for Fees
James Kirk

Traazaction Amaunt

50,00

v
Shaw &ll

Submmea Data
11/01/2021 515 PM
Sacunty

Filar Typo

Tranzaction 10

Total $0.00

Figure 8.65 — Example of the Return Date and Out of State Service Option in the Envelope Details
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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 = Drafts o 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
fings: 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 [ | Templates H

CC-15-1813 - ks
OFSQA2017

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 8.66 — Dashboard Page

The Start Filing page is displayed.

EFILEQA 01 - EFM QA1 Start Filing

Start Filing

Please note that preload documents tab has been removed.
E-file

File a New Case

Click on File a new case.

FILE A NEW CASE

File Into an Existing Case
Help content - Click on File into a case.

FILE INTO EXISTING CASE

€ DASHBOARD

Figure 8.67 — Start Filing Page

FILE & NEW CASE

2. Click

The Case Information page is displayed.
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Selecting a Return Date for a Case Filing

3. 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 =
4. Complete the fields on the Parties page, and then click

The Filings page is displayed.

SERVICE =

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

The Service page is displayed.

6. Select the service contacts, and then click .

The Fees page is displayed.

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

The Summary page is displayed.

. E Negligence
Partes 2.

Filings s

Service 4
Fees s

B Abstract Of Judgment

e =]
Figure 8.68 — Return Date Pane on the Summary Page

8. On the Summary page, to select a return date:

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

Outof Stete Sernce

Retur Date

04/10/2020 VERIFY

Figure 8.69 — Out of State Service Check Box Selected in the Return Date Pane

b. Type a date in the Return Date field, or click " to select a date from the calendar.

VERIFY '
c. Click .

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

«” Retum Date verified. x

|
Figure 8.70 — 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.

Return Date

Out Of State Serice

Retum Date

04/06/2020

Figure 8.71 — Sample Return Date Pane with Valid Date Displayed

9. 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.
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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
Out OF State Senace

a

Retum Date

04/10/2020 VERIFY

Return date must be verified.

Figure 8.72 — 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 .

Submission Agreements

The court may elect to have a submission agreement that is specific to the terms of the e-filing rules. In this

case, you must select the appropriate check boxes before continuing with your filing.
Note: Submission agreements are configured by Tyler and may not be available on your system.
The Submission Agreements pane is displayed on the Summary page.

Submission Agreements

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

You must accept the Submission Agreements.

Figure 8.73 — 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 8.74 — Submission Agreements Pane with the Check Box Selected — One Disclaimer

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

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

You must accept the Submission Agreements.

Figure 8.75 — 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 8.76 — Submission Agreements Pane with the Check Boxes Selected — Two Disclaimers

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

Submission Agreements

Figure 8.77 — 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.
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Submission Agreements

[ i ptance with the Rules for E-Fiing

Case s o
Parties v s %H.
Filings s

scafernic_Calendse_Fall 2012 {1)pd0 Pubic (6)

Service g
Pt walters Serice Metho: Coerve
Fees L4
Launeriz Vs Pemy basen Jahnes Detauit
B Absiract Of Judgment
Fang Fee 500
Subtotsl 5500
& Senvice Fees
o Feee w
w0
o
Subtotsl 500

Grand Totsl SE.00

e [ESSCREES m

axcxroToR

Figure 8.78 — Sample Summary Page

If you selected mail service for your filing, the mail service fees are displayed in the Fees pane 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

Locaton

OFS QA 2017
Parties
Filings

Filng Type

eFile and Serve

Compossat

Lead Document

Service

Coent:1

Lillian Henderson
1207 tenth ave Plano, TX 75024

#ssacieted Partes: Mary Do

Fees

Fayment account

Firmis CC

W Fraud

Case Initiation Fee

= Mail Service Fees

Total Mail Service Fees

catogory

Civil

Filing Cada

Acknowledgement

umest Name

Academic_Calendar_Spring_2019_pdf

Service Methed: Mail

Faing amamay

Perry Mason

Tvee

Fraud
Chant Raf Fang pezcrptan
Bascripion Securty
Academic_Calendar_Spring_2019.pdf Confidential (G)
Party Respomsibla for Fees FilorTyge
Mary Doe Default

v &

Shaw A1

Hida at

$10.00
Subtotal $10.00

A

$6.00
Subtotal $6.00

Figure 8.79 — Sample Summary Page with Mail Service Fees Displayed

If envelope comments are configured on your system, the comments are displayed in the Case pane on

the Summary page.
Note: The Envelope Comments feature is configured by Tyler and may not be available on your
system.
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Parties

Filings e

Service

Fees

$5001-$10,000

SAVE CRUT AN BT

Figure 8.80 — Sample Summary Page with Envelope Comments Displayed

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

The Envelope Submitting window is displayed.
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Envelope Submitting x

Envelope #27878 is submitting.

VIEW RECEIPT START NEW ENVELOPE

Figure 8.81 — Envelope Submitting Window

5. In the Envelope Submitting window, do one of the following:

DASHBOARD
*  Click to return to the Dashboard page.

e Click . The Printable Envelope Details page is displayed in a separate tab.
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=- ', EFILE QA 01 - EFM QA4 Printable Envelope Details

Details - Envelope # 27878

Case
VD(FVS/QA 2017

Parties .

Filings

Petition (Open Case) 08/05/2021 11:44 AM

SUMMONS for Amy Doe pef Fublic (T)

08/05/2021 11:44 AM

sewremnae  cuug -
Civil Domestic Filing Form pdf Public (T)

08/05/2021 11:44 AM

documen .pdf Confidential (6)

S0,

021 Tyl Teshnlogies, Inc. |43 Rights Reserved | Version: 0011937 g s

Figure 8.82 — Sample Printable Envelope Details Page

View the envelope details, and then close the tab. Then, in the Envelope Submitting window,

START NEW ENVELOPE
click either or .
* Click . The Start Filing page is displayed.

» Click x to close the Envelope Submitting window. The Dashboard page is displayed.

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.
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Submission Agreements

BB e that tis ing i i compiiance with the Rule for £
Case ’ Agremments
Watce OfRemarsl —
Firgs
parties v
Filings s+
e Absiract Of s
s document ()81 Socument (1) pat i
[
Service 4
hene
Fees 4
FarrsNew CE 11202020 By Mazor Dan Defendar Defau
B abstract 0f Judgment ~
$ Option F -
& Service F ~

T =]
Figure 8.83 — 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

The Envelope Submitting window is displayed.
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Envelope Submitting x

Envelope #27878 is submitting.

VIEW RECEIPT START NEW ENVELOPE

Figure 8.84 — Envelope Submitting Window

5. In the Envelope Submitting window, do one of the following:

DASHBOARD
*  Click to return to the Dashboard page.

e Click . The Printable Envelope Details page is displayed in a separate tab.
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=- ', EFILE QA 01 - EFM QA4 Printable Envelope Details

Details - Envelope # 27878
Case

VD(FVS/QA 2207

Parties

Filings

Petition (Open Case)

Samited
Lesd Docurens SUMMONSfor Amy Doe et
[

o s Orly

Shemited

e Document Gl Domesi Fing Form
orgnal

Acknowledgement

‘Submitted

Lead Document document pdf
Original

Service

None

Fees

Laureris Waiver Abby Carmichael

Summens for Amy Doe

Case Information

-

Pty Sessansia fr
Joanne Doe

$0.00

© 2021 Tyler Tachnelogies, In. 43 Rights Reseved | Versior: 0.0.0.1837

0010572021 1144 At
Public (1
0870572021 11:44 Al
;unlm m
0810572021 1144 Al

Confiertial (€)

Flartyse
Default

'nm

Figure 8.85 — Sample Printable Envelope Details Page

View the envelope details, and then close the tab. Then, in the Envelope Submitting window,

START NEW ENVELOPE
click either or
* Click . The Start Filing page is displayed.

» Click x to close the Envelope Submitting window. The Dashboard page is displayed.

View Case Judicial Officer

You can view the judicial officer who is assigned to a case from several locations in the application.

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

The judicial officer information is available on the following pages:

» Envelope Details page for initial and subsequent filings
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Details - Case # CC-21-493 - Envelope # 158108 m cLosE

Envelope

Envelope ID Submitied by

158108 Lauren Groswald » S@gmail.com

Case
Location Categary Type
OFS QA 2014 Civil Breach Of Contract

dudge

Bender, Bill

Parties v

Show All
Count:2

Filings

Filing Code Client Rl & Filing Description Subritted Date
Acknowledgement 04/25/2021 810 AM
S Review Date Comments

Accepted 11/01/2021 523 PM

Companent Document Name Deseription

Securty
Lead Document Book1.pdf Sealed - Criminal (G)
Downlasd Version

Original Court Copy

Service
Count:0

None

Fees

Payment Account Fiing Attarney Farty Responsible for Fees Fer Type

Lauren's Waiver Tim Andews

Qrder D Transaction Response Transactian Amaunt Transaction ID

$0.00

Total $0.00

Figure 8.86 — Example of the Judge Information on the Envelope Details Page

» Summary page for subsequent filings
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Parties v s
Filings s

Alsiract OF udgment Sealed - Criminal (&

Le
i
Service —a?
Fees 4
Fams New GC 11202020 Jatk e funtimess Detsu
B Abstract Of Judgment ~
Fiing Fee 50
subtersl 500
$ Oplional Service Fees ~
Cortife Copies ($17.0012) 51400
Sutnoual 33400
& Serice Fees N

Grand Total 543.00

e [IESREERCREEY aackToTOR =
m e

Figure 8.87 — Example of the Judge Information on the Summary Page

» Case Information page for subsequent filings

EFILEQA 01 - EFM QA1 Case Information - Draft # 8100 - Cas: 403 - Judge Bender, Bill - New Case For Sessi

Case Parties Filings
This is test content on case info page for firms.

Location Case Category

OFS QA 2014 Civil

Case Type

Seizure/Forfeiture - w/ Hearing

Judge

Bender, Bill

SAVE DRAFT AND EXIT PARTIES ¥

Figure 8.88 — Example of the Judge Information on the Case Information Page

» Bookmarks page for subsequent filings
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-
=~ %% EFLEQAOT-EAMQAT Bookmarks

Bookmark Fiter BT
Cas Location ccane Lt
Any Location + | Andrea Thompsonv.ABC Consultants
Case Number
‘ P srsanor Li]
Case Number
N Naomi Watson v. Helena Carter
Case Deseription
Case Description - _—
CC-211355 OFS QA 2017 EI
CC-211375 OFS QA 2017 E‘
Teal Brantleyv. Donnelle Vance
SSarress orsomzon ]
R —
Jane Doe, MD v.John Smith, SR
Gozraun 6rS 2017 GowrtaLan Li]
©C-21-3013 OFS QA 2017 E‘
Jane Doe, lllv.John Smith, Il
Location e
CC21-3102 OFS QA 2017 - Court at Law Hammond, Don E‘
o Greamzon ]
Lo T =rs 1l
2021 Tyler Technologies, Inc. | All Rights Reserved | Versior: 0.0.0.2054 ‘y e

Figure 8.89 — Example of the Judge Information on the Bookmarks Page

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.
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*%, eFile Schedule Hearing

Schedule Hearing for Envelope #183167
Select Date Start End

[e] 04/14/2020 800 AM 00 AM
[e] 04/14/2020 900 AM 10:00 AM
[e] 04/14/2020 10:00 AM 11:00 AM
fe) 0471412020 11:00 AM 12:00PM
fe) 0471412020 12:00PM 100PM
o 04/14/2020 100PM 200PM 5
o) 04/14/2020 200PM 3:00PM
o] 04/14/2020 3:00PM 400PM
o] 04/14/2020 400PM S00PM
o] 04/15/2020 800 AM 900 AM

Previous 2 3 4 5 Ne Ko R

DO NOT SCHEDULE m

Figure 8.90 — 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

Scheduling a Hearing Date for a New Case Filing

Start Filing >

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

START FILING

Case Search Q

Search Cases

Filing History =

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

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

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

View Filing History

Bookmarks [ |

CC-15-1813 - ks
O0FSQA2017

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

€C-15-230
File and Serve

View My Bookmarks

Drafts

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

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

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

View My Drafts

Templates

View My Templates

Figure 8.91 — Dashboard Page

The Start Filing page is displayed.

EFILE QA 01 - EFM QA1

Start Filing

Please note that preload documents tab has been removed.
E-file

File a New Case

Click on File a new case.

FILE A NEW CASE

File Into an Existing Case

Help content - Click on File into a case.

FILE INTO EXISTING CASE

4 DASHBOARD

Figure 8.92 — Start Filing Page

FILE A NEW CASE

2. Click

The Case Information page is displayed.
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=- =%, EFILEQAO1-EFMOQAI Case Information-Draft #8073 @~

g

Case

This is test content on case info page for firms.

Locstion %

[oFS MockCMs

https://www.collincountyte gow/district_courts/Pages/default.aspx

Case Category %

Select -

Case Category is Required

Case Type %

Case Type is Required

SAVE DRAFT AND EXIT

Figure 8.93 — Case Information Page

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

PARTIES =

The Parties page is displayed.

.
~ %™, EFILEQA01-EFM QA1 Parties- Draft # 8073 0-

o

Case Parties

Party Type Required Party Party Name Lead Attorney Actions

Defendant This s a required Party o
Address Additional Identifiers Hide Detalls

Party Type

Defendant

Personal Information

@ oo O o

First Name % Middie Name Last Name % Suffix
Select...

First Name is Required. Last Name is Required.

Party CMS 1D Intespeetes

Select

Attorney Information

ADD/EDIT ATTORNEYS &2 60 TO ADDRESS

Plaintiff This is a required Party A
©) noo parTy
€ CASE INFORMATION SAVE DRAFT AND EXIT

Figure 8.94 — Parties Page

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

The Filings page is displayed.
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ASSOCIATED PARTIES.

Upload Documents”

o

Quoorune
saonsr e

Figure 8.95 - Filings Page

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

The Service page is displayed.

6. Select the service contacts, and then click .

The Fees page is displayed.

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

The Summary page is displayed.
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B veREY

Case s
07 MockCMes 2 Neglgence
Parties v’
Filings s
document (1}t Altract OF Judgment

Criging
Service 4 %
Noe
Fees s
Fore b €6 11203020 P M D bt et

B Abstract Of Judgment
$ Optional Service Fees
& Senice Fees

Grand Total 54202

Kl [==oemeere =]
Figure 8.96 — Summary Page

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

The Schedule Hearing page is displayed.

eFile Schedule Hearing

Schedule Hearing for Envelope #183167
Select Date Start End

[e] 04/14/2020 800 AM 900 AM
[e] 04/14/2020 S-00 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 Ly
fe) 0471412020 200PM 300PM
o 04/14/2020 300PM 400PM
o) 04/14/2020 400PM S00PM
o] 04/15/2020 8:00AM 9:00 AM

Previous n 2 3 4 5 Next

DO NOT SCHEDULE m

Figure 8.97 — Sample Schedule Hearing Page

SAVE
9. 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.

Note: If you want to schedule your hearing at another time, click

Scheduling a Hearing for an Existing Case Filing

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.

File Filing History

Filing History Filter T
- Envelope # 165244 \Z\
O Accepted iling Status ing Code Filing Type,
g :ZZZ”SZ Submitted Acquittal eFile Only °
822[:;‘% Envelope # 165149 (]
O Submitted Envelope # 165149 Submitted 01/24/2020 9:22 AM by Pre Se
O Submitting
Location Re\;i;awed Acknowledgement eFile only
Any Location + Previous oo oo
Case Number / Envelope Number
Case Number
Envelope Number
Date Range N
@ Anytime
O Last Month
O Last Week
Q Last Two Days.
O Today
O Pick a Custom Range
From Date EI
To Date ’T\
RESET
Figure 8.98 — Filing History Page
2. Locate the specified case for which you want to schedule a hearing.
G |
3. Click mw"
The envelope details are displayed.
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Details - Envelope # 183169 m SCHEDULEHEARNG  €LOSE

Case

OFS MackCMS Family Division Of Property

Parties v
Stoml

caunt:2

Filings

Filng

Acknowledgement

04/14/2020 5:18 PM Submitted

Lead Document redactthis. pdf
[——

Origina

Service
fo—

None

Fees

Fing Attamey Pany Regpansibi for Fess Filer Trpe
Peter John Parker George Jones Default
E Transsciion 10

fon Respacse Toansaciion Amount
50.00

Total 50.00

Waiver Selected

SCHEDULEHEARING  CLOSE

Figure 8.99 — Sample Envelope Details Page

SCHEDULE HEARING l

4. Click

The Schedule Hearing page is displayed.

dule Hearing
Schedule Hearing for Envelope #183167
Select Date Start End
o] 04/14/2020 800 AM 900 AM
o] 04/14/2020 900 AM 10:00 AM
o] 04/14/2020 10:00 AM 11:00 AM
Q 04/14/2020 11:00 AM 12:00 PM
Q 04/14/2020 12:00 PM 1:00 PM
[e] 04/14/2020 100 PM 200PM I}
[e] 04/14/2020 Z00PM 300PM
[e] 04/14/2020 300PM 400 PM
[e] 04/14/2020 400PM 500 PM
[e] 04/15/2020 800 AM 900 AM
Previous u 2 3 4 5 Next ——
DO NOT SCHEDULE m

Figure 8.100 — 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.
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9 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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Entering Service of Process Information on the Parties Page

{3 EFILEQA01-EFM QA4 Case Information- Draft #7971 @~
E

Case

This is test content on case info page for firms.

Location * Case Categ
OFS MockCMS % v Civil

Case Type %

Negligence

Procedures / Remedies Damage Amount

SELECT Select.

O hereby certify that the documents in this filing, including attachments and exhibits, satisfy the requirements for redaction of personal or confidential information in OCGA § 8-11-7.1.

[ bo you or your client need any disability accommodations? If so, please describe the accommodation request
‘Accommedation Request

SAVE DRAFT AND EXIT PARTIES 3

Figure 9.1 — Additional Data Fields on the Case Information 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 ko

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.

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.
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L’ :;._ EFILEQA 01 -EFM QA1 Parties-Draft 28117 @ -
Farty Type Regquired Party Farty Name Adti
Defendant This is & required Party o
This is test content for Pra Se Party Personal
Defendant
Personal Information
@ Qe
renama Hama & .‘
Select
First Name is Required. Last Name is Required.
Parycus 0 e Saruce ot precsse %
Select. . Select.
Senvice of Process is Required
Attorney Information
Select
0 T0 ADDRESS
Plaintiff This is a required Party A
[+ FEEE
€ CASE INFORMATION SAVE DRAFT AND EXIT FILINGS 3

Figure 9.2 — 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
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.
If available, select an option from the Service of Process drop-down list.
Service of Process %
Select...

Select...
Filing Acknowledgement of Service
Filing Waiver of Service

L1

Sheriff's Entry of Service
Summaons
Mo Summens Required

Figure 9.3 — 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.
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EFILEQAO1 -EFMQAT Parties-Draft #8117 @~

GCase Parties
Party Type Required Party Party Name Actins
Defendant This s a raquired Party Jana Defendant

Address Additional Identifiers N:d:’h\ﬂml;

This is test content for Pro Se Party Personal
Party Type
Defendant

Personal Information

@ Faon Oty

| AM THIS PARTY
Fastame Midde Name Lost Harme % suric
Jane Defendant Select. 2
Pasty CUS 1D [ Semice of Pracess ¥

Select s Sheriffs Entry of Service s
Attorney Information
Lesd Anormey
Select. - GO TO ADDRESS

Plaintiff This is 3 required Party Paul Plaintiff
[+ E
4 CASE INFORMATION SAVE DRAFT AND EXIT FILINGS >

Figure 9.4 — Example of the Personal Tab on the Parties Page with Fields Completed

GOTO ADDRESS'

9. Click to enter the address information for the first party.

Party Type Required Party Party Name Lead Attorney Actions
Defendant This is a required Party Eleanor Defendant Perry Mason
Plaintiff This is a required Party Thomas Plaintiff Sam Smith

Personal Additional Identifiers dez?mwls

United States *

Select. +
Phone Number @
GO TO ADDITIONAL IDENTIFIERS

Figure 9.5 — 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.
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Party Type Required Party Party Name Actions.
Plaintff ProSe El
Defendant May Sanders ﬂ

Personal Address Additional Identifiers e

This is test content for Pro Se party Additional Identifiers.
Driver License Type river License State
Select Select.

to of Birth

Da Gender
MM/DD/YYYY Select.

Figure 9.6 — Additional Identifiers Tab on the Parties Page

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

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

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

Note: After you type the Social Security number, asterisks are displayed to hide the number.

=)

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

calendar.

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

?Q
18.Click —I to enter information for the other required party.

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

OADD PARTY
20.1f you have another party to add to the case, click —I Continue to add parties until all parties
have been added to the case.

21.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

| 4
My Drafts. Locate the specified draft, and then click —I .

Entering Filing Details for Service of Process Cases

You can enter the filing details on the Filings page. 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.
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Auto Generated Filings
Filing Code Filing Description Filing Component Document t 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 Public (T)

€ PARTIES 'SAVE DRAFT AND EXIT SKIP TOFEES 33 SERVICE 3

Figure 9.7 — Example of an Auto Generated Filings Pane

°

ASSOCINTED PARTES

Upload Documents”

Auto Generated Filings

Figure 9.8 — 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 DN~

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

GO TO OPTIONAL SERVICES l

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

Note: Some courts require you to select an optional service. When an optional service is
required, that service is automatically selected by the system. For some required optional
services, you might be asked to select the multiplier before you can continue filing.
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The Optional Services tab is displayed.

"%, EFILEQAO1-EFM QA4 Filings-Draft# 7974 @~

ot

Case Parties Filings

Filing Code Client Ref # Filing Description Actions

Abstract Of Judgment o ﬂ
. N ~
Details Optional Services (f+Y Communication Hide Detailz

Test content filing details optional services firm

Not Selected Selected
Once Per Party 318 Certified Copies
Per Page Fee Service
Muttipler %
Priority Pracessing
Split Fee Service 10 Multiplier is Required.

TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 9.9 — 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.
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.
'-'::-__ EFILEQA 01 - EFM QA Filings - Draft # 7074 @~
E

Case Parties Filings Service Fees Summary
Filing Code Client Ref # Filing Description Actions
Abstract Of Judgment ﬂ
N ~
Details Optional Services Communication e
Test content filing details optional services firm

Not Selected Selected

Once Per Party s10 Certified Copies 2 x 85 - 510

Per Page Fee Service

Mt

Priorty Processing 4

Split Fee Service 10

TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 9.10 — Sample Optional Services Tab with an Optional Service Selected

Note: If you decide that you do not want to use a particular optional service that you have

e
selected, click - . However, if a specified optional service is required by your

court, that service will be automatically selected by the system.

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
9. 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 9.11 — 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.

ESO-FS-200-4494 v.17 January 2022 127



Individual Filer User Guide

13.Click :

BROWSE
14.1n the Upload Documents pane, click —I Then, select the document that you want to
upload.

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

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

Upload Documents”

Type Name Size Actions. Description Security

& Drag file here o BROWSE

Maximum File Size: 50.00 MB
Supported File Types: MPEG (MPEG), ), (TIFETIF), . Word 2007 File (DOCX), (ooc), oL )

Attachments

& Dragfilehereor | BROWSE

Maximum File Size: §0.00 MB
Supportad File Types: MPEG (MPEG), ) (TIFF TIF),  Word 2007 File (OCX), (ooc), oL )

Figure 9.12 — Upload Documents Pane

BROWSE
15.1f you have attachments to add to the filing, click —I in the Attachments section. Then,
upload the specified attachments.

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

17.1f you want to add another filing, click g Then, repeat the same steps for the next filing.

18. After you have added all of the filings, click :
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Entering Payment Information

You can create a payment account before you begin your filing. You can also create a payment account
during your filing from the Fees page.

Pro se-fees

@ Use Existing Payment Account (O Create New Payment Account

caum
Select.

Payment Account is Required

Select * SEARCH

Select

€ SERVICE ‘SAVE DRAFT AND EXIT

Figure 9.13 — Example of a 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 one of the payment options:

» If you have already created a payment account, select the Use Existing Payment Account
option. From the Payment Account drop-down list, select the account that you want to use.
Then, continue to Step 2.

» If you do not have an existing payment account created, select the Create New Payment
Account option. Additional fields are displayed. Type a name to the new payment account in
the Account Name field. Then, select the type of account from the Create a New drop-down
list. Complete the fields that are displayed for the account type that you are creating.

CREATE WAIVER
— For a waiver account, click . Then, continue to step 2.
ENTER INFORMATION
— For a credit card or bank account, click . The Enter Information

window is displayed. Complete the fields in the Enter Information window for the type of

Confinue
account that you want to create. Then, click UL and go to step 2.

Note: For detailed information on how to complete the fields in the Enter
Information window, refer to Adding a Credit Card Payment Account, page 34 and
Adding an E-Check Payment Account, page 38.

— For a draw-down account, complete the fields that are displayed, and then click

CREATE DRAWDOWN
. Proceed to step 2.

Note: For more information about creating a draw-down account, refer to Adding a
Draw-Down Account, page 42.
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2. Select the party responsible for fees from the Party Responsible for Fees drop-down list. Click

if you want to search for a party.

Select Party Responsible For Fees

First Name Last Name Entity Party Type

| Select... + FILTER RESET

Select Party Name Party Type
O Mary Jones Plaintiff
o John Smith Defendant
Previous Next ZRouls)

CANCEL SAVE

Figure 9.14 — 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.

E CALCULATE FEES
4. Click .

The fees for the filing are displayed.
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)

=- %%, EFLEQADT-EFMOAT Fees-Draft# 7082
Case Parties Filings Service Fees Summary
Pro se-fees
N
@ Use Existing Payment Account (O Create New Payment Account E Abstract Of Judgment “~
Payment Accoun %
Mastercard Credit Card x - Filing Fee $5.00
Subtotal $5.00
Party Respansibie forFecs
Debby Defendant s SEARCH
$ Optional Service Fees -
e Type
Default : Certified Copies ($17.00x 2) $34.00

Subtotal $34.00

# Service Fees -

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

Subtotal $3.00

Grand Total 542,00

4 SERVICE ‘SAVE DRAFT AND EXIT s SUMMARY 3

Figure 9.15 — 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.

EFILEQA 01 - EFM QA1 Fees - Draft # 8013

Case Parties Filings Service Fees
Pro sefees
@ Use Existing Payment Account () Create New Payment Account B Abstract Of Judgment ~
Payment Account
Mastercard CreditCard x v Filing Fee $5.00
Subtotal $5.00
par
SEARCH
$ Optional Service Fees ~
e Type
Default : Certified Copies (§17.00 x 2) $34.00
Per Page Fee Service ($2.00 X 2) $4.00

Subtotal $38.00

Mail Service Fees ~

Total Mail Service Fees $6.00

Subtotal $6.00
& Service Fees ~
Total Service Fees $1.00
Convenience Fee $1.28
Total Court Service Fees $1.00

Subtotal $3.28

Grand Total  $52.28

SAVE DRAFT AND EXIT
Figure 9.16 — Example of a Fees Page with the Mail Service Fees Displayed

5. Review the filing fees, and then click .
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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.

Submission Agreements

B e st s g iz in complisnce wih the Fules for E-Fiing

Case 4 A

orsoazonr o fe— -
i

Parties A4

Filings 4 m

et Ony

orgini

Auto Generated Filings

E Action- rital Only Case Informsion

Civl Domestic Fiing Farm1.paf Putiz T)

rrrrrrr

Service 4
Fees 4
Fars ew G 11202020 Pemy Mascn Doy Delendant Detauit
B Abstract Of Judgment ~
B Action - initial Only ~
$ Optior F ~
- i ~
Grand
auie e e e =l -

Figure 9.17 — Sample Summary Page

3. If there 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 .

132 January 2022 ESO-FS-200-4494 v.17
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The Envelope Submitting window is displayed.
Envelope Submitting x

Envelope #27878 is submitting.

VIEW RECEIPFT START NEW ENVELOPE

Figure 9.18 — Envelope Submitting Window

5. In the Envelope Submitting window, do one of the following:

DASHBOARD
* Click to return to the Dashboard page.

e Click . The Printable Envelope Details page is displayed in a separate tab.
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= % ;;., EFILE QA 01 - EFM OA4. Printable Envelope Details

Details - Envelope # 27878

Case
VD(FZBA 2017

Parties .

Filings

Petition (Open Case) 08/05/2021 11:44 AM

SUMMONS for Amy Doe pef Fublic (T)

08/05/2021 11:44 AM

sewremnae  cuug -
Civil Domestic Filing Form pdf Public (T)

08/05/2021 11:44 AM

documen .pdf Confidential (6)

S0,

021 Tyl Teshnlogies, Inc. |43 Rights Reserved | Version: 0011937 g s

Figure 9.19 — Sample Printable Envelope Details Page

View the envelope details, and then close the tab. Then, in the Envelope Submitting window,

START NEW ENVELOPE
click either or L
* Click . The Start Filing page is displayed.

» Click x to close the Envelope Submitting window. The Dashboard page is displayed.

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 9.20 - 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 9.21 — Sample Envelope Details Page

PRINT
4. Click - to print a copy of the envelope details.
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1 0 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.

Depending on your configuration, a transactional redaction fee may be applied to each document in your
envelope. If a fee is applied, the amount is displayed on the Filings page, the Fees page, the Summary
page, and in the envelope details.

The following data is automatically redacted from documents:

» Social Security Numbers

* Tax ID Numbers (EINs)

» 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
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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.
Note: Your court may charge a transactional redaction fee for each document that you redact.

To enter a filing with redacted documents:

1. On the Dashboard page, click .

The Start Filing page is displayed.

.
{3, EFILEQAO1-EFMQA1 Start Filing

Start Filing

Please note that preload documents tab has been removed.
E-file

File a New Case

Click on File a new case.

FILE A NEW CASE

File Into an Existing Case

Help content - Click on File into a case.

FILE INTQ EXISTING GASE

€ DASHBOARD

Figure 10.1 — Start Filing Page

FILE & NEW CASE

2. Click

The Case Information page is displayed.

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

The Parties page is displayed.

4. Complete the required fields on the Parties page, and then click .

The Filings page is displayed.

138 January 2022 ESO-FS-200-4494 v.17



Entering a Filing with Redacted Documents

e @

Upload Documents”

e Name s actons Descipion

Laa pecumane

e Qoagtenr BAOWSE

amsenmants

Q@ orue
sucomer s swraraas

Figure 10.2 — Sample Filings Page with the Redaction Fee Displayed

5. On the Filings page, complete the required fields. Upload a lead document and attachments, if

AUTO-REDACT I
applicable. Click .

Note: 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 10.3 — Example of a Message for a Completed Redaction

6. After you have completed all required fields on the Filings page and uploaded the applicable

SERVICE =
documents, click .

The Service page is displayed.

FEES
7. Complete the required fields on the Service page, and then click - .
The Fees page is displayed.
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EFILE QA O1 - EFMQA1 Fees-Draft #7082 @~

Case Parties Filings Service Fees Summary
Pro se-fees
@ Use Existing Payment Account () Greate New Payment Account Bi Abstract Of Judgment -~
Payment Account 3
Mastercard Credit Card x - Filing Fee $5.00
Subtotal $5.00
Pacty Responsible for Fees 3
Debby Defendant * SEARCH
$ Optional Service Fees -~
e Type
Default : Certified Copies (§17.00 x 2) $34.00

Subtotal $34.00

B cacusmeres &0 Redaction Fees -

Redaction Fee (§5.00 x 1) $5.00
Subtatal $5.00

4 Service Fees -~
Total Service Fees §1.00
Convenience Fee §1.00
Total Court Service Fees $1.00

Subtotal $3.00

Grand Total  $47.00
sxcimeraoom

Figure 10.4 — Sample Fees Page with the Redaction Fees Displayed

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

The Summary page is displayed.
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=- . cuon-cuon sy -DensT O e @ =

Submission Agreements

WA sttt i i i compiance it the e for 4

Case s A

75042018 - ourtanLow Fomity Other Py Low Mt -

Parties A4 o
. Abatact O Sdgment

Absract Of Juggment

Service s
Nens

Fees s’

Suboal 8500

;;;;;

Subtotsl €200

Figure 10.5 — Sample Summary Page with the Redaction Fees Displayed

EDIT REDACTIONS

9. Review the envelope summary. If you want to edit the redacted document, click

The Redaction Editor (Tyler Content Manager window) opens in a new tab in your browser.

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

Some documents are still

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

Figure 10.6 — Example of a Message with Redaction in Progress

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

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

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

submission agreements (if applicable), click .
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Note: After submission, you can view the redaction fees on the Envelope Details page.

=- . sasoam-cuens Pt e Do e o -
Details - Envelope # 169524

Envelope

Case

OFS QA 2018 CountaLan Famity

Parties v,

Filings

Service

Fees

5700

Figure 10.7 — Sample Envelope Details Page with the Redaction Fees Displayed

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.
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Annotation Notes

Tag(s):

Created by:
QCRWeb Test User >
on:
Thu Oct 11 2018
1:48:02 PM
-
W «+ 0

Figure 10.8 — 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

»
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 10.9 — 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.
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3. Resize the redaction, or move the redaction to another location in the document.

a| ok |
4. When you are done, click to save your changes, or click to save your changes and close

the viewer.

Redaction Editor Toolbar

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

window).

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

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

Icon Description

Click this icon to begin performing a redaction.

Click this icon to stop performing a redaction.

Click this icon to save the document.

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.
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Description

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.

3]

Use this window to view the current page of the document
and the length of the document.

Click this icon to view the next page of the document.

Click this icon to view the last page of the document.

Click this icon to rotate the document to the right.

Click this icon to rotate the document to the left.

Click this icon to download the document.
Note: You will be prompted to save the document
before you download it.

BRI

Click this icon to display the thumbnail pane, where you
can then navigate through the pages of the document.
The thumbnail pane is displayed.

Note: Click the icon again to close the thumbnail pane.

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

Figure 10.10 — Sample Thumbnail Pane

The following table describes the icons in the thumbnail pane.

Icon Description

Click this icon in the thumbnail pane to view the pages of
the document in the Redaction Editor.

Click this icon in the thumbnail pane to display the previous
annotation page.

Click this icon in the thumbnail pane to display the next
annotation page.

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

e l=
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1 1 File into an Existing Case

Topics covered in this chapter

¢ Filing into an Existing Case from the Dashboard Page

¢ Filing into an Existing Case from the Filing History 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.

There are various ways to file into an existing case.

« Onthe Dashboard page, select one of the following methods to access the File into Existing Case
window:

— Click . On the Start Filing page that is displayed, click

FILE INTO EXISTING CASE |

— Click Case Search.

] Search Casesl
— Click .

When the File into Existing Case window is displayed, enter 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 “==—=""

Filing into an Existing Case from the Dashboard
Page

You can file into an existing case from the Dashboard page using any one of several methods.
To file into an existing case from the Dashboard page:

1. From the Dashboard page, select one of the following methods to begin:

e Click . On the Start Filing page that is displayed, click

FILE INTO EXISTING CASE |

* Click Case Search. 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. Then, continue to

step 3.
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) Search Cases I
e Click .

The File into Existing Case window is displayed.

File into Existing Case *

ocation %
Select.. *

Location is Required.

Search for a Case by

@ casetumber () PartyName

Case number format is default.

mber sk

Case Number is Required

Figure 11.1 —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 s

Location is Required.

Case number format is default.

Case Number 3

Case Number is Required

Figure 11.2 — File into Existing Case Window—Excludes 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.
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Location: OFS QA 2014 - Court at Law Case Number: CC-19-1245
Case # CC-19-1245 |z|
OFS QA 2014 - Court at Law Civil Landlerd / Tenant

Figure 11.3 — Case Search Page

3. Click IE

The Case Information page of the specified case is displayed.

to file into the case.

4. Verify the information on the Case Information page. Make any changes, if applicable. Then, click

The Parties page is displayed.
5. Add additional parties to the case if you want to.

Note: The ability to add a new party to an existing case is configured by Tyler. If your system is

oADD PARTYI
configured with this capability, is displayed on the Parties page.

6. Click .

The Filings page is displayed.
7. Select the filing type from the Filing Type drop-down list.
8. Select the filing code from the Filing Code drop-down list.
9. Type a description in the Filing Description field.
10. Type a client reference number in the Client Reference Number field.

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

GO TO OPTIONAL SERVICES I

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

Note: Some courts require you to select an optional service. When an optional service is
required, that service is automatically selected by the system. For some required optional
services, you might be asked to select the multiplier before you can continue filing.

The Optional Services tab is displayed.

13.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 a particular optional service that you have

%
selected, click - . However, if a specified optional service is required by your

court, that service will be automatically selected by the system.

GO TO COMMUMNICATION

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

ASSOCIATED PARTIES I

15.Click to associate parties with the filing.

The Associate Parties to this Filing window is displayed.

Associate Parties to this Filing

First Name Party Type
Select... s FILTER RESET

Select Party Name Party Type

D Phil Defendant Defendant

O Susan Plaintiff Plaintiff

CANCEL SAVE

Figure 11.4 — Associate Parties to this Filing Window

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

19.Click :

BROWSE
20.In the Upload Documents pane, click —I Then, select the document that you want to
upload.

[ ]
Note: If you want to delete a document that you have uploaded, click —l
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Upload Documents”

Type Name Size Actions. Description Security

Lead Document

This document is

) & Dragfilehereor | BROWSE
required

) (TIFF TIF), . Word 2007 File (DOCX), (ooc), oL )

Attachments

& Dragfilehereor BROWSE

Maximum File Size: §0.00 MB
Supported File Types: MPEG (MPEG), Portabl ). ™H, . Word 2007 File (DOCX), (ooe), L )

Figure 11.5 — Upload Documents Pane

BROWSE
21.1f you have attachments to add to the filing, click —I in the Attachments section. Then,
upload the specified attachments.

22.1f you want to add security to any of the documents, select an option from the Security drop-down list.

23.1f you want to add another filing, click g Then, repeat the same steps for the next filing.

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

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, or follow the
steps to create a new payment account.

27.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.

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 .
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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:

1.

On the Filing History page, click

y
{3 EFLEQAD Filing History

[o]

Filing History Filter
Case # CC-20-2697 [1]
@ Al stases Envelope # 212360 Submiltted 09/03/2020 12:11 Phi by Pra Se
O Accepted
O Cancelled flmEs i ods f e
O Receipted Accepted Acknowledgement eFile Only
O Served
S Envelope # 210580 [1]
© Submitting Envelope # 210580 Submilted 08/27/2020 3:15 FM by Fro Se
Location R - N
Any Location Submitted Application eFile Only °
Case / Envelope Number
Envelope # 210579 [1]
Gase Number Envelope # 210579 Submilted 08/27/2020 3:13 FM by Fro Se
Envelope Number
Filing Stetus Filng Code Filng Type
Daleilange Submitted Acknowledgement eFile Only o
@ Anytime
O Last Month
O ok Case # CC-20-1971 4]
O Last Two Days Envelope # 200496 Submitied 08/26/2020 4:57 PM by Pro Se
O Today
(O Pick a Custom Range Filing Status Filng Code Fiing Type
From Date E| Submitted Affidavit eFile Only 0
To Date E|
Envelope # 209495 [1]
Envelope # 200495 Submilled 08/26/2020 4:55 PM by Fro Se
Filing status Fiing Code Fibng Type Filing Desenption CaentRaf
Submitted Abstract Of Judgment eFile Only @

Figure 11.6 — Example of a Filing History Page

The Case Information page of the specified case is displayed.

2. Click .

The Parties page is displayed.
3. Verify the party information. You can add another party to the filing if you want.

4. Click to continue with your filing.

The Filings page is displayed.
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.

® N o O

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

Note: Some courts require you to select an optional service. When an optional service is
required, that service is automatically selected by the system. For some required optional
services, you might be asked to select the multiplier before you can continue filing.

The Optional Services tab is displayed.

=Y
11. To select the applicable optional services, click - .

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

Note: If you decide that you do not want to use a particular optional service that you have

&
selected, click _ . However, if a specified optional service is required by your

court, that service will be automatically selected by the system.

GO TO COMMUMNICATION l

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

ASSOCIATED PARTIES
13.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

— . 2 Resukis) | Page 1.of 1]

CANCEL SAVE

Figure 11.7 — Associate Parties to this Filing Window

14.Type the name of the party that you want to associate with the filing.
15. Select the relationship of the party from the Party Type drop-down list.

16. Select the check box for the party to which the associated party should be connected.

17.Click :

BROWSE
18.1n the Upload Documents pane, click —I Then, select the document that you want to
upload.
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[ ]
Note: If you want to delete a document that you have uploaded, click —l

Upload Documents”

& Drag file here or BROWSE

Maximum File Size: §0.00 MB
Supported File Types: MPEG (MPEG), Portabl ) TR, . Word 2007 File (00CX), (poc), oL )

Attachments

& Dragfile hereor | BROWSE

) TiF), . Word 2007 File (00CX), (ooc), oL )

Figure 11.8 — Upload Documents Pane

BROWSE
19.If you have attachments to add to the filing, click —I in the Attachments section. Then,
upload the specified attachments.

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

21.1f you want to add another filing, click g Then, repeat the same steps for the next filing.

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

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, or follow the
steps to create a new payment account.

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.

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

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

30.When you are satisfied with your filing, click .
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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

ation %
Select . *

Location is Required.

Search for a Case by

@ casetumber Q) ParyName

Case number format is default.

umber

Case Number is Required.

Figure 11.9 — 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 s

Location is Required.

Case number format is default.

Case Number

Case Number is Required

Figure 11.10 — File into Existing Case Window—Excludes 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.
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SEARCH
4. Click or press ENTER.

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

= %, eFile CaseSearch
S

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 11.11 — 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.

| 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.

OFS Non-Integrated CC-145333 0

Figure 11.12 — 1 Don’t See My Case Window

| UNDERSTAND, CONTINUE
6. Click to continue filing into the case.

The Case Information page is displayed. The location and case number are auto-filled on the page.

’
=- '-:‘:;-_, EFILEQA 01 - EFM QA1 Case Information - Draft # 8076 - Case # CC-145333 @~

Case

This is test content on case info page for firms.

Case Number
CC-145333
Loeation % Case Category %
OFS Non-Integrated x v Select. -
Case Category is Reguired.

Case Type is Required.

SAVE DRAFT AND EXIT

Figure 11.13 — 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.
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Creating a Service Only Filing

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.

12.

C

SUBMIT
Review your filing. When you are satisfied with the information you have entered, click - .

reating a Service Only Filing

To create a Service Only filing:

1. Select an existing case that you want to file into.

Upload Documents”

Type

Lea

This docurment is
required

Attachments

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.

On the Filings page, select Service Only from the Filing Type drop-down list.

BROWSE
In the Upload Documents pane, click —I Then, select the document that you want to
upload.

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

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

Narme Size Actions. Deseription Security

d Document

& Drag file here or BROWSE

Meximum File size: 50.0(
Supported File Types' MPEG (MPEG), Portable (POF), TIFF Files (TIFF TIF), . Word 2007 File (DOGX), Word 97/XP File (DOC), WordPerfect File (WPD), XML Document (XML)

& Drag file here or BROWSE

Maximum File Size: 50.00 MB
Supportad File Types: MPEG (MPEG), ) ),  Word 2007 File (DOCX), (oog), a4 )

Fig

ure 11.14 — Upload Documents Pane

BROWSE
If you have attachments to add to the filing, click —I in the Attachments section. Then,
upload the specified attachments.

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

7. Click to save your entries and to continue.

8. On the Service page, add the service contacts that you want to receive a Service Only filing.
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9. 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 11.15 — 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.

EFILEQA 01 - EFM QA1 Service - Draft # 8078 @~

Case Parties Filings Service
Pro Se service contact content
Add Service Contacts:
&2 FROM MY SERVICE CONTACT LIST | | &* FROM PUBLIC LIST ‘ ‘ & ADD NEW CONTACT ‘
Parties Service Contacts [ Serve all v
Show Al
Type: Name: Serve Service Method Name Email/Mail v
Defendant Charlotte Doe Count 0
No service contacts
Type: Name: Serve Service Method Name Email/Mail v
Plaintiff John Plaintiff Count: 0
N service contacts
Type: Name: Serve Service Method Name Email/Mail A
N4 Other Service Contacts Count: 1
1B serve all other contacts Eserve .| Prese \@gmail.com El
€ FILINGS SAVE DRAFT AND EXIT FEES 3

Figure 11.16 — Example of a Service Page for a Service Only Filing

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

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

13.Review the information on the Summary page, and then click .
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1 2 Access re:Search®

While you are working in the Odyssey File & Serve system, you can access re:Search® from several
locations in the system.

Note: This feature is configured by Tyler and may not be available on your system. You also must
have an existing account in re:Search to access it from the Odyssey File & Serve system.

You can access re:Search from the following locations in the Odyssey File & Serve system:

* Filing History page

EFILE QA 01 - EFM QA1 Filing History

Filing History Filter [
status Envelope # 169273 H

@ ~ll Statuses Envelope # 169273 Submitted 11/05/2021 10:40 AM by Fro Se Filer

d by
O Accepted
O Cancelled R F— - RS -
© Receipted Submitted Abstract Of Judgment eFile and Serve

9

O Served
O Returned

Submitted
o Envelope # 169272 DER
Envelope # 169272 Submitted 11/05/2021 10:36 AM by Pro Se Filer
Location

Filing Status Filing Code Filing Type Fiing Description et R
Any Location s
Submitted Abstract Of Judgment eFile and Serve

Case / Envelope Number

Gase Number Case # CC-21-3514 [¢]

Envelope Number john adams v. mary adams
Envelope # 160271 Submitted 11/05/2021 10:33 AM by Pro Se Filer
Date Range
@ Anytime Filing Status Fiing Code Fiing Type Filing Description
O Last Month UnderReview Abstract Of Judgment eFile and Serve
O Last Week

(O Last Twa Days

O Today Envelope # 169270 [1]

O Pick a Custom Range Envelope # 169270 Submitted 11/05/2021 10:31 AM by Pro Se Filer

From Date ] |
Filing Stetus Filing Code: Filing Type Filing Desciption Chent Ref #
To Date ® | Submitted Action - Initial Only eFile Only o

= Case # C0-21-3714 EYIPNiE= m
Figure 12.1 —re:Search Icon on the Filing History Page

* Filing Drafts page
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Draft # 7712

Draft # 7645

Draft # 7628

D.r_aj‘t # 75797. o
= s
Dr.aft#753.7 N B
Draft S‘z'wl‘z it w) special behaviar Efile

D.ra]‘.t 75.’29.

orsh Waivr wfspacia Bior
Dra-ft #7522

Draft # 4191

D.raft # 4049.

Case # C.C—ZHJ]O )

Case # CC-21-2212

Petition (Open Case)

Deatt st OF Judgment EflefndServe pr———

E=mIra

[][s] 2]
B
BIEC]
[1[=] (2]

B
P[]

[1[=] (2]

[ [=] L]
B[]
[1[=] (]
kIE G
CE =]

Figure 12.2 — re:Search Icon on the Filing Drafts Page

» Case Search page

.
=- %%, EFLEQAD1-EFMOQAT CaseSearch

Location: OFS QA 2017 Case Number: CC-21-3102

Case #CC-21-3102
Locetion Gase Category
OFS QA 2017 - Court at Law Civil

€ DASHBOARD

EIEICY R

Case Type

City Ordinance Cases

|1 Resuit(e) | Page 10 1]

REFINE SEARCH

Figure 12.3 —re:Search Icon on the Case Search Page

* Bookmarks page
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n
=- "E}' EFILE QA 01 - EFM QA1 Bookmarks

Bookmark Filter
case ¥ Location
Case Location €C-20-1475 OFS QA 2017 lz‘

Case Descrgtion

Any Location ] Julia Reedv.Sam Muir

Case Number

Case # Location
ENEICYE
Case Number cez-2477 @ c‘
Case Description .
Case # cction
CC-21-247% OFS QA 2017 E

Case Description

CC-21-2499 OFS QA 2017 IZ‘

Case Descrigtion

Henry Ford vs Jane Do

Ccase# Location
CGC-21-493 OFSQA 2014 Iz‘

Case Descrgtion

Fran Klinv.Henderson and Associates

Case # Location
C€V-2021-019900 OFS MockCMS IZ‘

Case Description

Henry Doe vs Maria Jones

Previous n Next 6 Rosuitis) | Page 101

s @

Figure 12.4 — re:Search Icon on the Bookmarks Page

G G

A case that is integrated with re:Search is indicated by an icon (‘J ). Click ‘J to access a specified
case in re:Search. re:Search opens in a new tab in your browser, and the specified case details are
displayed. You can view past and future hearing dates for the case.
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1 3 Service Contacts

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

¢ Viewing Service Contact History

¢ 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.
You can view the service contact history for a case from any of the following locations:

» Filing History page

S, eFile Filing History

X Envelope # 165244 (]
tatus
Envelope # 165244 Submitted 01/26/2020 353 PM by Pro Se
@ Al Statuses
O Accepted g Status Filng Cade Fiing Type Filng Descripton CllntRef s
O Cancelled Submitted Acauittal eFile Only °
O Receipted
Served
0 Envelope # 165149 (]
O Retuned
O Submitted Envelope # 163149 Submitted 01/24/2020 922 AM by Pro Se
O Submitting
P— FiingCode FilngTyoe il Desrpion Clentref s
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 B

Figure 13.1 — Example of a Filing History Page

» Case Search page
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Adding a New Service Contact

s EFILEQA 01 - EFM QA1 Case Search
Location: OFS QA 2017 Case Number: CC-20-1475

Case #CC-20-1475 Julia Reedv.Sam Muir

Losation

OFS QA 2017 Civil
Previous Next

€ DASHBOARD

=] [@] [Q][+]

Case Type
Breach Of Contract

| 1 Resuiic) | Page of1]

REFINE SEARCH

Figure 13.2 — Example of a Case Search Page

* Bookmarks page

y
=- '-S}, EFILEQA 01 - EFM QA1 Bookmarks

Bookmark Filter

Case# Location
Case Location CC-20-1475 OFSQA 2017
Case Descrigtion
Any Location ® Julia Reedv.Sam Muir

Case Number

caser Location

Case Number €C-21-2477

Case Deseription i o
€C-21-2479 OFS QA 2017

Case Description

RESET FILTER Coma # Location

C€C-21-2499 OFS QA 2017
Case Descs

Henry Ford vs Jane Doe

Caser Location
CV-2021-019900 OFS MockCMS
Case Descrption

Henry Doe vs Maria Jones

Previous n Next

| S Resuit(s) | Page 1of 1]

ENEICYE

=] =] [e][4]
[#] &) [e][¢]
ENEICY

ENEICYE

5 Resut(s) | Page1of1]

Figure 13.3 — Example of a Bookmarks Page

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.
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*3%, eile Service Contacts
L

Last Name o
FILTER RESET

ADD SERVICE CONTACT
First Name Last Name Email Address Actions
Test Contact testeontact@gmail.com EI
swie Poer  cusie p@gmail.com EI
Patte Smith patte. smith@gmail.com EI
Russ Smith fuss.smith@gmail.com EI
Tonia Smith tsmith@gmail.com EI

Figure 13.4 — Service Contacts Page

ADD SERVICE CONTACT

2. Click

Additional fields are displayed.

Address Line 1 is Required.

Select.

Gty s Required State s Required Zip Gode s Required.

oven. [0

Figure 13.5 — 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 pubilic 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.
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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.

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:

&6 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

|:| Test Contact testcontact@gmail.com
|:| Susie Potter susiep@gmail.com
|:| Pro Se Yo m@gmail.com
|:| Patte Smith patte.smith@gmail.com
|:| Russ Smith russ.smith@gmail.com
First Previous - MNext Last 5 et )| EwgutaLil

CANCEL ASSOCIATED PARTIES

Figure 13.6 — 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 13.7 — 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 13.8 — 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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S% EFILEQA01-EFMQA4 Service-Draft #7948 @~

Case Parties Filings Service
Pro Se service contact content
Add Service Contacts:
GIB FROM MY SERVICE CONTACT LIST | ‘ “ FROM PUBLIC LIST | ‘ = ADD NEW CONTACT ‘
Parties Senvice Contacts B Serve al v
Showal
Tpe Name: Serve Service Method Name Email/Mal v
Defendant Josephine Doe counto
No service contacts
Type: Name: Serve Service Method Name Email/Mail kv
Plaintiff Paul Plaintiff Count 1
[ serve all party contacts Click to expand
e Hame Serve Service Method Name Email/Mal v
NA Other Service Contacts Eoamt
No service contacts
€ FILINGS SAVE DRAFT AND EXIT FEES

Figure 13.9 — 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:

‘ aat 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 13.10 — 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

d

O0OO00OO0 0O 00 ooboOo odgo

Lest Name

pguvdwff Ihythzuy
ennmdhth metygtgo

zmedergb mhancgxa

aymwjvdp mkmmhubc
bhafwdx mtrqubi
ddepbnig mtxrmjhe

wtomdhhk oewetygi

bldnyohe chewufac
ajgzperndjc omotvedgos-
update

rleebiid opjwjpol
Portland Oregon
dadrppsv ozmmcusy
hictdmoeu pvbyxyj
atseodfm phyxcmst

pakrdljw pktuhsfj

Email Firm

pguvdwif.Ihythzuv@tylertech.com
ennmdhth. metygtqo@tylertech.com

zmedergb mhgncgxa@tylertech.com

aymwjvdp.mkmmhubc@tylertech.com
bhafwdvx mtrqubwj@tylertech com
ddepbnig.mtxrmjhe@tylertech.com

wtomdhhk.cewetygi@tylertech.com

bidnyohe ohewufac@tylertech.com

ajgzperndjc.omotvedgos@tylertech.com
rleebiid_opjwjpol @tylertech com

portlandoregon@tylertech.com
dadrppsv.ozmmeusv@tylertech com
hitdmeeu pdvbyxyj@tylertech com
atseodfm._phyxcmst@tylertech.com

pakrdljw.pktuhsfj@tylertech.com

Previous 1 2 3 5 6 7 Next

FILTER RESET

Law Offices of rfwnglejxu
Law Offices of jpllacjmdr

Law Offices of
imbeczxxcz
Law Offices of jtcokywtpl

Law Offices of rgxruvlyzz
Law Offices of zxcjjowyeh

Law Offices of
hmkvmxdgju
Law Offices of ihquvfqvde

Individual

Law Offices of
wyabaopmeg

Law Offices of lygixnieyj
Law Offices of bxhniggrjh
Law Offices of vgjitffsnh
Law Offices of kbtebgtyux
| Page 40t 7 |

CANCEL ASSOCIATED PARTIES

Figure 13.11 — 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.

Parties

Select Parties

-

Selected Service Contacts:

xyjagryh jvezoxry

PUBLIC SERVICE CONTACTS

xyjagryh jvezoxrv@tylertech.com

o -

Figure 13.12 — 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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Adding a New Service Contact to a Filing

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 13.13 — 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.

“%, EFLEQAO1-EFMOAs Senice-Dmft #7948 @~

Case Parties Filings Service
Pro Se service contact content
Add Service Contacts:
&6 FROM MY SERVICE CONTACT LIST | ‘ &+ FROM PUBLIC LIST | ‘ & ADD NEW CONTACT ‘
Parties Service Contacts [ Serve all v
Snow Al
Type: Name Serve Service Method Narme Email/Mail v
Defendant Josephine Doe count 0
No service contacis
Type: Name: Serve Service Method Name Email/Mail v
Plaintiff Paul Plaintiff Count 1
M serve all party contacts Click to expand
Type: MName: Serve Service Method Name Email/Mail v
NA Other Service Contacts Count ©
No service contacis
£ FILINGS SAVE DRAFT AND EXIT FEES )

Figure 13.14 — 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 13.15 — 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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Adding a New Service Contact to a Filing

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 13.16 — 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 13.17 — 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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=- ‘-:;:g, EFILEQA01-EFMQA4 Service-Draft #7948 @~

Case Parties Filings Senvice

Pro Se service contact content

Add Service Contacts:

GIA FROM MY SERVICE CONTACT LIST | ‘ “ FROM PUBLIC LIST | ‘ = ADD NEW CONTACT

Parties Senvice Contacts B Serve al v
Showal

Tpe Name: Serve Service Method Name Email/Mail v

Defendant Josephine Doe counto

No service contacts

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

Plaintiff Paul Plaintiff Count 1

[ serve all party contacts Click to expand

e Name. Serve Service Method Name Email/Mail v

NA Other Service Contacts Eoamt

No service contacts

€ FILINGS SAVE DRAFT AND EXIT FEES

Figure 13.18 — 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 | Potter susiep@gmail.com EI
" * areteen EI
Patte Smith patte smith@gmail.com EI
Russ smith fuss.smith@gmail.com EI
Tonia Smith tsmith@gmail.com EI
- n Nt [ 6Resuts [ Page . 1

Figure 13.19 — Service Contacts Page

?9
2. Locate the service contact that you want to update, and then click —I .

The additional fields for the specified service contact are displayed with the information that you
previously entered.

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 13.20 — 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 13.21 — 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 13.22 — Service Contact Attached Cases Window — No Attached Cases

Viewing Service Contact History

You can view the service contact history from the Filing History page, the Case Search page, or the
Bookmarks page.

To view the service contact history for a case:

1. Locate the case for which you want to view the service contact history.

2. Click

The Service Contacts window for the specified case is displayed.
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Service Contacts - Case # CC-20-1475

Pro Se service contact content

Add Service Contacts:

&6 FROM MY SERVICE CONTACT LIST | ‘ &+ FROM PUBLIC LIST | ‘ & ADD NEW CONTACT
Parties Service Contacts
Type: Neme: Mame
Defendant Sam Muir

Click to expand
Type: Neme: Mame
Plaintiff Julia Reed
Click to expand
Type: Neme: Mame
Leinholder Texas Fences
No service contacts
Type: Neme: Name
NA Other Service Contacts

SERVICE CONTACT HISTORY

No service contacts

Email/Mail

Email/Mail

Email/Mail

Email/Mail

CANCEL

Show Al

Count 2

Count: 1

Count: 0

Count: 0

SAVE

Figure 13.23 — Example of a Case Service Contacts Window

SERVICE CONTACT HISTORY l
3. Click .

The Service Contact History window is displayed.
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Service Contact History

MName Action
Test Attamey Attach
Jojo Carey Attach
Tim Cook Attach
Tim Cook Detach
Greg Jones Attach

Date/Time

11/01/2021 5:08 PM

11/01/2021 5:08 PM

11/01/2021 5:08 PM

11/01/2021 5:09 PM

11/01/2021 5:09 PM

CLOSE

Figure 13.24 — Example of a Service Contact History Window

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

Filing History Filter
Envelope # 165244

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

Status

@ Al Statuses

O Accepted Filing Satus Fiing Code
O Cancelled Submitted Acquittal
O Receipted

Se d
8;{“ , Envelope # 165149

ume
O submitted Envlope # 165149 Submited 012412020 522 AM by Pro 52
O Submitting
Location Reviewed Acknowledgement
Any Location + Previous Next

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

Fombse

To Date =]
RESET FILTER

Filing Type Filing Descripton

eFile Only

Filing Type Filing Descripton

eFile Only

Figure 13.25 — Filing History Page

2. Locate the case for which you want to view the service contacts.
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3. Click

The service contacts for the case are displayed.

?0
4. Locate the service contact that you want to update, and then click —I .

The Update Service Contact window is displayed.

Update Service Contact

m T

0

First Name % Middle Name Last Mame %
Tonia Smith

Email ¥ Phone Number
tsmith@gmail.com

United States

1

555 Main Street

City % State Zip Code %

Des Moines lowa s 33355

Figure 13.26 — 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 13.27 — 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 4 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 QA 01 - EFM QA1 Templates
o

Filter by:

Fiter Type Name
My Templates : FILTER RESET
Favorite Name Type Actions
bad Baseball template New Case E
fd MNew template pro se New Case E
Pd Pro Se subsequent template Existing Case E
Previous Next

Figure 14.1 — Templates Page

2. Click .

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 14.2 — 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
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Editing a Template

n
= '-:‘}, EFILEQA 01 - EFM QA1 Summary - Template: Holiday Cases @~

Case Parties Filings Service Fees Summary
Case 4
Lacation Category Type
OFS QA 2017 Family Other Family Law Matters
Case
Parties 4 Parties
Gount: 2
Filings
Service
Filings 4
Fees
Filing Type Filing Cade Cliont Ref # Filing Descrigticn
SAVE TEMPLATE
eFile Only Abstract Of Judgment _
Companens Bocument Name Descrigtion Secury
Lead Document document (1) pdf
Dawnload Version
Original
Service 4
Count 0
None
Fees 4
ayment Account Fling Attaney Party Respansitie for Fees Fier Type
Firm's New CC 11202020 Perry Mason Ray Respondent Default

€ FEES SAVE DRAFT AND EXIT SAVE TEMPLATE

Figure 14.3 — 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.

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.
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n
=- ‘c:’::-_, EFILE QA 01 - EFM QA1 Templates

Filter by
Fiter Type Neme
My Templates * FILTER RESET < ADD TEMPLATE
Favorit Name Type Actions
fd Baseball template New Case E
o New template pro se New Gase E
o0 Pro Se subsequent template Existing Case E
| 2 Resuitis) | Page1af 1]
Previous [ Next

Figure 14.4 — Templates Page

2]

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

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

3. Click :

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

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

pages. Then click

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

Using a New Case Template

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

1. On the Dashboard menu, click Templates.

The Templates page is displayed.
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n
=- %%, EALEQAD-EAMOAT Templates

e

Filter by

Fiter Type Neme
My Templates * FILTER RESET < ADD TEMPLATE
Favorit Name Type Actions
fd Baseball template New Case E
o New template pro se New Gase E
o0 Pro Se subsequent template Existing Case E

| 2 Resuitis) | Page1af 1]

Previous [ Next

Figure 14.5 — 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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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 14.6 — 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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Copying a Template

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 14.7 — 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 Preload 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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n
=- %%, EALEQAD-EAMOAT Templates

e

Filter by
Fiter Type Neme
My Templates * FILTER RESET < ADD TEMPLATE
Favorit Name Type Actions
fd Baseball template New Case E
o New template pro se New Gase E
o0 Pro Se subsequent template Existing Case E
| 2 Resuitis) | Page1af 1]
Previous [ Next

Figure 14.8 — Templates Page

(1 1]

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

A drop-down list is displayed.

W Delete Template

Il Copy Template

Figure 14.9 — 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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Deleting a Template

.
'.:::,_ EFILE QA 01 - EFM QA1 Templates
L

Filter by

Fiter Type Neme
My Templates * FILTER RESET < ADD TEMPLATE
Favorit Name Type Actions
fd Baseball template New Case E
o New template pro se New Gase E
o0 Pro Se subsequent template Existing Case E

| 2 Resuitis) | Page1af 1]

Previous [ Next

Figure 14.10 — Templates Page

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

A drop-down list is displayed.

W Delete Template

Il Copy Template

Figure 14.11 — More Options Drop-Down List

3. Click Delete Template.

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

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

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

ESO-FS-200-4494 v.17 January 2022 187



1 5 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
¢ Viewing Envelope Level Information in the Envelope Details

¢ Resuming a Case Filing

¢ Deleting a Draft Filing

¢ Canceling a Filing

After you have uploaded and submitted your filing, the filing is displayed on the Filing History page. On this
page, you can view the status of your filing, check the filing code, check the filing type, get a document
description, see the number assigned to your case, review the details of the case, view the service
contacts attached to a case, and cancel a filing. You can also view the time and date that the filing was
submitted. The time stamp corresponds to the time zone in which the filing occurred.

Copying the Envelope

You can copy an envelope to create a new envelope to resubmit to the courts if the envelope has been
returned or rejected for any reason.

To copy an envelope:
1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.
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Copying the Envelope

2, eFile Filing History

. Envelope # 165244 \Z\

Envelope # 165244 Subimitted 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 522 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 15.1 — 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 15.2 — More Options Drop-Down List

A copy of the envelope is displayed on the Case Information page.

.
=- '-:'::-__ EFILE QA 01 - EFM QA1 Case Information - Draft # 8089 - Case # CC-21-1253 @~

Case Parties Filings Service Fees Summary
This is test content on case infa page for firms.

Location Case Category

OFS QA 2018 Family
https-//www.dallascounty.org/government/courts/

Peace / Protection Order

SAVE DRAFT AND EXIT PARTIES

Figure 15.3 — Sample Case Information 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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SUBMIT
6. Review the information on the Summary page. If everything is correct, click -

Note: A message on the Summary page indicates that the envelope is a copy.

16906,

oFs 0AzpE Farmily ction Qs

Parties

Filings

orging

Service

Mew Payment seccur 021 0A' Ably Carmizhsel Chase Mills

Sublatsl 5500

subtatal 5200

e =1
Figure 15.4 — 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.

190 January 2022 ESO-FS-200-4494 v.17



Viewing the Envelope Details

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 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 15.5 — 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
orS wockous
Parties
Filings
na s s coce
eFile Only Metions

12/16/19 4:54 PM Submitted

Original

Service
Contt

Service Method: Eserve

Fler e
Default

[a—
s0.00

Wrongful Death

Confidental

Tul

iy

Total 5000

Waiver Selected

cLosE

Figure 15.6 — 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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Viewing Case Address Information in the Envelope Details

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 15.7 — 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

Fiing Cace
Acknowledgement
sz

Submitted

Dacumant Nama

Academic_Calendar_Spring_201%.pdf

Filisg Attarney
Perry Mason

Transction Respanse

ChantAat s

Reio Date

Dazcrgtian

Farty Responsible for Fees

John Doe

Trasssaction Amaunt

$0.00

Natice Of Removal

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

Figure 15.8 — 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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Viewing Mail Service Fees in the Envelope Details

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 FilngType Fiing Description Clentrer s
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 15.9 — 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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Details - Case # CC-21-117 - Envelope £ 256195 m cuose
Case
oFsQA2017 cil Appeal
Parties ~
Filings
eFde Ovly
0172172021 11:13 a0 0172172021 11:16 44 P ——
Attachments. .ﬁJN\C"EI
BlankTes: pdf o .mm‘scen
Crigens Court Capy
Service e
Fees
Firnis 02 AuteReview
oa2s61950 260820
B Abstract Of Judgment -~
Filing Fee ss00
Sublots! 3500
& Mail Service Fees -
s1200
Subtoral 51200
A& e F -~
s100
1.00
B
Subnotal 5300

Grand Total £20.00

Figure 15.10 — Sample Envelope Details Page with the Mail Service Fees Displayed

PRINT
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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Viewing Certified Mail Services Information in Envelope Details

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 15.11 - 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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Details - Case # CC-21-116 - Envelope # 256191 PRINT CLOSE
Case
Location Categary Type
OFS QA 2017 Civil Breach Of Contract
Parties v
Shaw A
Cownt: 2
Filings
Fiing Type Filing Code Client Rt Filing Description
eFile Only Abstract Of Judgment
Submitted Dite Statuz Review Date Comments
01/21/2021 10:32 AM Accepted 01/21/2021 10:35 AM Auto Review Accepted
Component Document Name Description Security
Lead Document BlankTest.pdf Public (G)
Court Copy
Service -~
fide
Count: 3
Firm Admin Service Method: Eserve Lillian Henderson Service Method: Mail
I@gmail.com 1201 tenth ave Plano US, Texas
Status: Sent (Opened) Status: Not Sent
Served Date: 01/21/2021 10:35 AM Opened Date: 01/21/2021 11:08 AM Tracking: 0000000000000000000075025 (USPS)
Associzted Parties: Noae Associsted Parties: None
Raymond Thompson Service Method: Mail

4201 Chio Dr Dallas US, Texas
Status: Not Sent
Tracking: 0000000000000000000075024 (USPS)

Associated Parties: None

Figure 15.12 — 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.

Viewing Envelope Level Information in the Envelope
Details

You can view the envelope comments that were added to a case filing in the envelope details.
Note: This feature is configured by Tyler and may not be available on your system.
To view the envelope comments in the envelope details:
1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.
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Viewing Envelope Level Information in the Envelope Details

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 FilngType Fiing Description Clentrer s
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 15.13 — Filing History Page

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

3. Click —I

The envelope comments are displayed in the envelope details in the Case pane.

ESO-FS-200-4494 v.17 January 2022 199



Individual Filer User Guide

Details - Envelope # 174042

Envelope

174082

Case

RICMS - Review in CMS

Anciber test case Ring

Parties

Filings

eFiling Event

N .
LEH; Document él};Lnlﬂ:L-l'-ud[
orgnal

Service

Hane

Fees

Firmis New CC 11202020

0001740420

M Small Claims $5,001 - $10,000

Total Caunt Case Fees

B cFiling Event

Filing Fee

& ServiceFees

Comvenience Fee
Total Filing & Service Fees
Total Caun Service Fees

Lawren Groswald

@gmai.com

e
‘Small Clsims $5,001 - §10.000

-
S
Defiun
14429
7500

Subtotal 57500

sa000

Subtotal 53000

-

248
5100
$100
Subtotal 3456

Grand Toral  §102.68

Figure 15.14 — Sample Envelope Details with the Envelope Comments Displayed

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

Resuming a Case Filing

You can resume a filing after logging off from the system or exiting the filing process by accessing your

case on the Filing Drafts page.
To resume a case filing:

1. Locate the specified draft on the Filing Drafts page.
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Deleting a Draft Filing

.:::,, 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 15.15 — Filing Drafts Page

2. Click LI

The filing opens on the Preload 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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= %%, 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 15.16 — 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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Canceling a Filing

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 Previo 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 15.17 — 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 “ to cancel the filing, or click —I to cancel the action.

If you clicked n , a confirmation message is displayed, and the filing is canceled.
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1 6 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 16.1 — 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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Viewing a List of Bookmarked Cases

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 16.2 — 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 16.3 — Sample Bookmarks Page

FILTER
2. Set the parameters for the cases that you want to view, and then click .

The cases that you selected in your filter are now displayed on the Bookmarks page.
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1 7 Bulk Filing

Topics covered in this chapter

4 Dashboard

¢ Starting Multiple New Case Filings

¢ 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

= Filing History

# Filing Drafts

= Bulk History

# Bulk Drafts

M Bookmarks

IE Templates

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

@ Reports

Figure 17.1 — Dashboard

From here, you can perform the following actions:
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Bulk History

» 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 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.
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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 17.2 — 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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Starting Multiple New Case Filings

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

2343&*7{‘:"\0

11 Next

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

[#][8]

[#][8]

[#][8]

Figure 17.3 — 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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.
=~ i, EFLEQAO1-EFM QA1 Start Filing
.

Start Filing

Please note that preload documents tab has been removed.

E-file Bulk File
File a New Case Bulk File New Cases
Click on File a new case Firm - You ean initiate bulk filing.
FILE A NEW CASE BULK FILE NEW CASES
File Into an Existing Case Bulk File Into Existing Cases
Help content - Click on File into a case. Firm - You can bulk file into multiple cases
FILE INTO EXISTING CASE BULK FILE INTO CASES

4 DASHBOARD

Figure 17.4 — Start Filing Page

BULK FILE NEW CASES

2. Click
The Bulk Filing window is displayed.

Bulk Filing x

Location is Required.

Figure 17.5 — Bulk Filing Window

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

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

The Bulk Filing Dashboard page is displayed.
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Starting Multiple New Case Filings

:
& EFLEQAGT BulkFiing 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.
If you wish to edit or add details to a specific draft, you
may do so. s
Draft # 992 [»][s]
Locston Case Category cosaype
OFS QA 2017 Civil Negligence
Quick Actions
Fiing Code Filng Type Fiing Descrpnon Cheme st
Acknowledgement eFile Only
Acknouledgement i oy
Draft # 993 (][] (5]
Location o y Cose Type
OFS QA 2017 Malpractice
Filng Code. Filng Type Filng bescrpnon Clent et
Acknowledgement eFile and Serve
Acknowledgement &File Only
| 2duaite. |
SAVE DRAFT AND EXIT

Figure 17.6 — 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 Case Information page is displayed.
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Entering Case Information for a Bulk Filing

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

- % EFLEQADI-EFMQA4 Case Information - Bulk# 353 - Deoember Filings - Draft #7949 @~

This is test content on case info page for firms

Location
OFS QA 2017

Case Category is Required

s Type %

Case Type is Required

Figure 17.7 — Sample Case Information Page

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

1. 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.

somrors - |
5. Click to save your work and continue, click to add another

SAVE DRAFT AND EXIT
draft filing, or click to save your work and exit the filing.
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Entering Party Details for a Bulk Filing

Entering Party Details for a Bulk Filing

Each bulk filing requires a party type.

Address Additional Identifiers e
This is test content for Pro Se Party Personal.

Plaintiff

Personal Information

@ e Q) miy

Select
First Name Is Required Last Name is Required.
Select
Attorney Information
Leni
Select 6070 ADDRESS
Defendant This s arequired Party a
@ sovesary

PR Ul SAVEDRAFT ANDEXT ADDDRAFT -

Figure 17.8 — 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.

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.
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
Click to enter the address information for the first party.
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Party Type Required Party Party Name Actions

uuuuuuu

Address Line

state Zip Code
Select

hone Nmber @

GO TO ADDITIONAL IDENTIFIERS

Plaintiff This is a required Party John Plaintiff
Figure 17.9 — 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
Plaintiff ProSe EI
Defendant May Sanders ﬂ

Personal Address Additional Identifiers e

This is test content for Pro Se party Additional Identifiers.

Drves License Type
Select

ver Licensa 5
Select.

te of Birth

Da Gender
MM/DD/YYYY Select.

Figure 17.10 — Additional Identifiers Tab on the Parties Page

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

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

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

Note: After you type the Social Security number, asterisks are displayed to hide the number.

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

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

?ﬂ
15.Click —l to enter information for the other required party.

16. Complete all of the required fields for the second party.
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Entering Filing Details for a Bulk Filing

oADD PARTY
17.1f you have another party to add to the case, click —I Continue to add parties until all parties
have been added to the case.

ETEE)
18.Click to add another filing to the bulk, or click to save your

work and to continue.

Entering Filing Details for a Bulk Filing

The Filings section allows you to enter the filing details.

nintard @

~ASSOCIATED FARTIES

Upload Documents”

e nama s sctens

Lead Dezument

Tz dosmentiz | |

I

o -

Figure 17.11 — 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.

o~ wDd =~

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

GO TO OPTIONAL SERVICES I

6. If you need to apply any optional services for the filing, click
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Note: Some courts require you to select an optional service. When an optional service is
required, that service is automatically selected by the system. For some required optional
services, you might be asked to select the multiplier before you can continue filing.

The Optional Services tab is displayed.

EFILEQA01-EFM QA4 Filings - Draft #7974 @~

Case Parties Filings

Filing Code Client Ref # Filing Description Actions

Abstract Of Judgment o ﬂ
i ) ~
Details Optional Services (1Y Communication ide Detais

Test content filing details optional services firm

Not Selected Selected

Once Per Party 10 Certified Copies
Per Page Fee Service I

Priority Processing 32 x5

Split Fee Service s Multiplier is Required

TOGA Decline Error

Garnishment | 2 x $2

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 17.12 — Sample Optional Services Tab

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

7. To select the applicable optional services, click
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.
'-'::-__ EFILEQA 01 - EFM QA Filings - Draft # 7074 @~
E

Case Parties Filings Service Fees Summary
Filing Code Client Ref # Filing Description Actions
Abstract Of Judgment ﬂ
N ~
Details Optional Services Communication e
Test content filing details optional services firm

Not Selected Selected

Once Per Party s10 Certified Copies 2 x 85 - 510

Per Page Fee Service

Mt

Priorty Processing 4

Split Fee Service 10

TOGA Decline Error

Garnishment |

Garnishment Il

Per Page Fee No Multiplier

GO TO COMMUNICATION

Figure 17.13 — Sample Optional Services Tab with an Optional Service Selected

Note: If you decide that you do not want to use a particular optional service that you have

e
selected, click - . However, if a specified optional service is required by your

court, that service will be automatically selected by the system.

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
9. 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 17.14 — 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 .

BROWSE
14.1n the Upload Documents pane, click —I Then, select the document that you want to
upload.

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

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

Upload Documents”

Type Name Size Actions. Description Security

Lead Document

This document is

required. & Drag file here or BROWSE

Maximum File Size: 50.00 MB
Supported File Types: MPEG (MPEG), ), (TIFETIF), . Word 2007 File (DOCX), (ooc), oL )

Attachments

& Dragfilehereor | BROWSE

Maximum File Size: §0.00 MB
Supported File Types: MPEG (MPEG), ) (TIFF TIF),  Word 2007 File (OCX), (ooc), oL )

Figure 17.15 — Upload Documents Pane

BROWSE
15.1f you have attachments to add to the filing, click —I in the Attachments section. Then,
upload the specified attachments.

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

T
17.Click to save your work and continue, click to add another

SAVE DRAFT AND EXIT
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.
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)
=- g,
L

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 1o All Drafts
Select B APPLY TO ALL*

+Payment accounts may be restricted at some locations

Draft # 560

Case Categary Case Type
OFS QA 2018 - Court at Law Civil Landlord / Tenant

Payment Account Party Responsible for Fees

Select B Select SEARCH

Payment Account is Required

Filer Type
Select...

Draft # 1658

a Case Category
OFS QA 2018 - Court at Law Civil Collection

Case Type

Payment Account Parly Responsible for Fees

Select... : Select SEARCH

Payment Account is Required

Filer Type
Select

SAVE DRAFT AND EXIT CALCULATE FEES
Figure 17.16 — 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.
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* l
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 —I if you want to search for a party.
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Select Party Responsible For Fees

First Name

Last Name Entity Type
Select... :
Select Party Name Party Type
Q Mary Jones Plaintiff
[ ] John Smith Defendant

FILTER RESET

2Resuit(s)

CANCEL SAVE

Figure 17.17 — 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.

EFILEQA D1 Bulk Fee:

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"
Aggly Payment Accountta Al Drefts

Select. : APPLY TO ALL*

* Payment accounts may be resiricted at some locations.

Draft # 560

Location

OFS QA 2018 - Court at Law

Case Category

Civil

Case Type
Landlord / Tenant
Fayment Aocount % Party Responsible for Fees

Pro Se Waiver + Test test *

Files Type

Default

Draft # 1658

Location

OFS QA 2018 - Court at Law

Case Category

Civil

Case Type
Collection
Payment Account %

Pro Se MC

Party Responsible for Fees

L} Amy Adams =

Filer Type

Default

4 BULK DASHBOARD SAVE DRAFT AND EXIT

SEARCH

SEARCH

CALCULATE FEES m

Figure 17.18 — Sample Bulk Fees / Summary Page—Completed Fields

4. When all fields on the page have been completed, click

CALCULATE FEES l

The Fee Details button is displayed.
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FEE DETAILS l
5. Click .

The Fee Details window is displayed.

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 17.19 — 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 17.20 — 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

ors an 2017 ol Heglgence
Draft # 993

ors ar 2017 ol olpracice

m SAVE DRAFT AND EXIT

Bulk submission is complete. [EIEETSAY DASHBOARD

Figure 17.21 — Sample Bulk Fees / Summary Page After Filing is Submitted

5. Click to return to the Bulk History page, or click

Dashboard page.

to return to the
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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.

)
"% EFILEQA0T Bulk Filing Dashboard

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.
| 2dnft).
If you wish to edit or add details to a specific draft, you
may do so. .
Draft # 992 [»][5]
Locston Case Categony cosaype
OFS QA 2017 Civil Negligence
Quick Actions
Fiing Code. Filng Type Filng Descriion Crent et
Acknowledgement &File Only
nckroutecgement erteonly
Draft # 993 (][] (5]
Location Case Category CaseType
OFS QA 2017 Civil Malpractice
Filng Code Filng Type Fillng bescripton Gl et
Acknowledgement eFile and Serve
Acknowledgement eFile Only
| 2deatte. |
SAVE DRAFT AND EXIT

Figure 17.22 — 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 BulkAdd Filings
L

[ISelect All

Filter:

Select ] Select Select

RESET FILTER

[JOFS QA 2017

[ Draft # 992

Location

OFS QA 2017 civi Negligence

DVDraft #993

Location Case Category ase Type
OFSQA 2017 Civil Malpractice

Figure 17.23 — Sample 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.

- h SUEGACI-EMoM BukAdd Fiings

Drfts  JEEIELSIY s Filings
Fiing Code Clint Rer # Fiing Description Actons
e omn
Optional Services Communication AN

Test content pro se fling detals.
o
N ‘ Jsbstract Of Judgment - $5.00

Upload Documents”

Tree Name Size Actions Descrplion

Lead Document

j’:ﬂ\i::umeuhi & Dagfilhec o BROWSE

»»»»»»

& Dagfilhec o BROWSE

»»»»»»

22021 Tyer Technologs, Inc | Al ights Reserved | Lersion: 00.0:2082 ¢

Figure 17.24 — Sample 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.

BROWSE
7. In the Upload Documents pane, click —I Then, select the document that you want to
upload.

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

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

Type Name Size Actions Description

Security

Lead Document

This doct nt
is documentis & Dragfile hereor BROWSE
required.

Maximum File Size: §0.00 MB
Supportad File Types: MPEG (MPEG), Portable Document File (PDF), TIFF Files (TIFF TIF), Windows Media File (WMV), Word 2007 File (DOCX), (ooc), oL

Attachments

& Dragfilehereor BROWSE

Maximum File Size: §0.00 MB
Supgortad File Tyges: MPEG (MPEG), Portable Document File (PDF), TIFF Files (TIFF TIF), Windows Medie File (WMV), Word 2007 File (DOCX), (ooe), L

Figure 17.25 — Upload Documents Pane

BROWSE
8. If you have attachments to add to the filing, click —| in the Attachments section. Then,

upload the specified attachments.

9. Click .

The Save Filings tab is displayed.

EFILEQA 01 Bulk Add Filings

Drafts Add Filings Save Filings

Filings
Filing Code Filng Type Filing Descrpton

eFile Only

Draft # 992
Lecaton Case category cass Type

OFS QA 2017 civil Negligence

Draft # 993

OFS QA 2017 Civil Malpractice

4 ADD FILINGS

SAVE

Figure 17.26 — Sample Save Filings Tab on the Bulk Add Filings Page

SAVE
10.0n the Save Filings tab, click

The Associate Parties button is displayed for each filing.
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%, EFILEQAO1 Bulk Add Filings

Filings
o Sy o -
Draft # 992 o
oFs aa2m7 i Neglgerce
Draft # 993 ()
ors aa 207 i Hapracice
4 ADD FILINGS
Figure 17.27 — 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 Addendum
D Acknowledgement
D Acknowledgement
D Acknowledgement
CANCEL m

Figure 17.28 — 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.
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Associate Parties to selected Filing(s)

First Name Last Name
SELECT ALL
Select Party Name
O Jane Doe
O John Doe

Previous Next

Entity

Party Type

Select. .

s FILTER RESET

Party Type

Defendant

Plaintiff

2 Resuhis

CANCEL SAVE

Figure 17.29 — 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 17.30 — 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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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.

.
‘.,::.J EFILE QA 01 - EFM QA1 Start Filing
o

Start Filing
Please note that preload documents tab has been removed.
E-file Bulk File
File a New Case Bulk File New Cases

Click on File a new case Firm - You can initiate bulk filing.

FILE A NEW CASE BULK FILE NEW CASES

File Into an Existing Case Bulk File Into Existing Cases

Help content - Click on File into a case. Firm - You can bulk file into multiple cases.

FILE INTO EXISTING CASE BULK FILE INTO CASES

€ DASHBOARD

Figure 17.31 — Start Filing Page

BULK FILE INTO CASES

2. Click

The Bulk Filing window is displayed.

Bulk Filing x

Lecation is Required.

Figure 17.32 — Bulk Filing Window

3. Select the location from the Location drop-down list.
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CONTINUE
4. Type the name of the bulk filing that you want to file into, and then click .

The Bulk Filing Dashboard page is displayed.

¢ EFLEQAO1 BulkFiling Dashboard

To add the same filing code(s) and document(s) to all the Bulk # 158 - Texas

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

Find Cases

SAVE DRAFT AND EXIT

Figure 17.33 — 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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.
=~ i, EFLEQAO1-EFM QA1 Start Filing
.

Start Filing

Please note that preload documents tab has been removed.

E-file Bulk File
File a New Case Bulk File New Cases
Click on File a new case Firm - You ean initiate bulk filing.
FILE A NEW CASE BULK FILE NEW CASES
File Into an Existing Case Bulk File Into Existing Cases
Help content - Click on File into a case. Firm - You can bulk file into multiple cases
FILE INTO EXISTING CASE BULK FILE INTO CASES

4 DASHBOARD

Figure 17.34 — Start Filing Page

BULK FILE INTO CASES

2. Click
The Bulk Filing window is displayed.

Bulk Filing x

Location is Required.

CANCEL

Figure 17.35 — 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.

3. Select the location from the Location drop-down list.
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=- '.5::._ EFILEQAO1 Bulk Filing Dashboard

To add the same filing code(s) and docurment(s) fo all the Bulk # 158 - Texas

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

Find Cases

SAVE DRAFT AND EXIT

Figure 17.36 — 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.

Select...

@

FILTER RESET

[ Ccase #CC-20-3600 Tim Thompsonv.Laura and Associates
Location

OFS QA 2017

O

Case #CC-21-006 a av.Ben Benson
Location

OFS QA 2014

O

Case #CC-21-116  Andrea Thompsonv.ABC Consultants

OFS QA 2017

O

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

CAMCEL PROCEED

Figure 17.37 — Sample Bookmarks Window

6. Select the bulk filing that you want to file into, and then click .
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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

OFS QA 2017
BACK CANCEL ADD TO BULK

Figure 17.38 — 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.

.
=- . EALEQADT BukFiling Dashboard
*

To add the same filing cade(s) and document(s) Bulk # 175 - Sports Cases

to all the drafts in this bulk, click on Quick Action

below. | 2draftce).
If you wish to edit or add details to a specific 91 lz‘ @ lz‘
pCo—— Case # CC-21-1185

Losstion Case Category Case Type

OFS QA 2017 Civil Malpractice

Quick Actions Filing Code Filing Type Filing Description Client fief #

Find Cases
Case # CC-21-1184 [»][w][]
Filing Code Filing Type Filing Description
Acknowledgement eFile Only
2 draft(s).
SAVE DRAFT AND EXIT

Figure 17.39 — 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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.
{3 EFILEQAO1-EFMQA1 Start Filing
.

Start Filing

Please note that preload documents tab has been removed.

E-file Bulk File
File a New Case Bulk File New Cases
Click on File a new case Firm - You ean initiate bulk filing.
FILE A NEW CASE BULK FILE NEW CASES
File Into an Existing Case Bulk File Into Existing Cases
Help content - Click on File into a case. Firm - You can bulk file into multiple cases
FILE INTO EXISTING CASE BULK FILE INTO CASES

4 DASHBOARD

Figure 17.40 — Start Filing Page

BULK FILE INTO CASES

2. Click

The Bulk Filing window is displayed.

Bulk Filing x

Location is Required.

CANCEL

Figure 17.41 — 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.

3. Select the location from the Location drop-down list.
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EFILEQA 01 Bulk Filing Dashboard

To add the same filing code(s) and docurment(s) fo all the Bulk # 158 - Texas

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

Find Cases

SAVE DRAFT AND EXIT
Figure 17.42 — Sample Bulk Filing Dashboard Page

CASE SEARCH

5. Inthe Quick Actions pane, click

The Case Search window is displayed.

Search for Cases Case Search Results Add to Bulk

ation X
OFS QA 2017 ]

Search for a Case by

If you are not sure your case number is correct, refer to the formatting instructions for the selected court.

*

Case Number is Required.

S |

Figure 17.43 — Case Search Window

6. Select the location of the case that you want to find from the Location drop-down list.

SEARCH
7. Type the number for the case you want to find, and then click - or press ENTER.

The Case Search Results window is displayed.
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Search for Cases Case Search Results Add to Bulk

Location: OFS QA 2017 Case Number: CC-21-117

[ case #cC-21-117
Naomi Watson v. Helena Carter

Location Case Categary Case Type
OFS QA 2017 Civil Appeal

REFINE SEARCH CANCEL PROCEED

Figure 17.44 — Case Search Results Window

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

Case Type
OFS QA 2017 Civil Appeal

CAMNCEL ADD TO BULK

Figure 17.45 — Add to Bulk Window

Note: If the case that results from the search is not correct, click . Then
search for your case again.

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 CANCEL ADD TO BULK

Figure 17.46 — 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.
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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. EZ
If you wish to edit or add details to a specific E @ E
pC——— Case # CC-21-1185

Locstion Case Categony Case Type

QOFS QA 2017 Civil Malpractice
Quick Actions Filing Code Fillng Type o Description Client Ref &
Find Cases

Case # CC-21-1184 [»] (=[]
|
Filing Code Filing Type: Filing Deseription Client Ref #

Acknowledgement eFile Only

SAVE DRAFT AND EXIT
Figure 17.47 — 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.

=- =, EFLEQAO1-EFMQA1 Start Filing

o

Start Filing

Please note that preload documents tab has been removed.

E-file Bulk File
File a New Case Bulk File New Cases
Click on File a new case Firm - You can initiate bulk filing

FILE A NEW CASE BULK FILE NEW CASES

File Into an Existing Case Bulk File Into Existing Cases

Help content - Click an File into a case. Firm - You can bulk file into multiple cases

FILE INTO EXISTING CASE BULK FILE INTO CASES

€ DASHBOARD

Figure 17.48 — Start Filing Page

BULK FILE INTO CASES

2. Click

The Bulk Filing window is displayed.
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Bulk Filing x

Location is Required.

CANCEL

Figure 17.49 — Bulk Filing Window

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

4. Type the name of the bulk filing that you want to file into, and then click .

The Bulk Filing Dashboard page is displayed.

% EFLEQADT BulkFiling Dashboard

To add the same filing code(s) and document(s) to all the Bulk # 158 - Texas

drafts in this bulk, click en 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

Figure 17.50 — Sample Bulk Filing Dashboard Page

FILING HISTORY SEARCH
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 17.51 — 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 17.52 — 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 17.53 — 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 17.54 — 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 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 draft, you
may do o

Quick Actions

BULK ADD FILINGS
ADD DRAFT

SAVE DRAFT AND EXIT

Bulk # 157 - Sports Cases

Draft # 992

Location

OFS$ QA 2017

Fing Code
Acknowledgement

Acknowledgement

Draft # 993

Location

OFS QA 2017

Fing Code
Acknowledgement

Acknowledgement

civil
Fing Type
eFile Only
eFile Only

civil
Filng Type

eFile and Serve

eFile Only

CasaType

Negligence

Fiing Descrigton

Cose Type
Malpractice

Fiing Descrigtion

(] [s] (]

FEES

Figure 17.55 — Sample Bulk Filing Dashboard

4. Continue with your filing.
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1 8 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

= Filing History

# Filing Drafts

= Bulk History

# Bulk Drafts

M Bookmarks

IE Templates

= Vacation Letter

= My Payment Accounts
B My Service Contacts
© My Information

@& Reports

Figure 18.1 — 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.
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» 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 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.

=- 3. EFLEQA0I-ERMOA4 Bulk Hislory

! (i [ pge12]
Bulk Number / Name Bulk # 242
Bulk Name
Case # CC-20-2697
Status Envelope # 290632 Submitted 06/24/2021 304 AM by Pra Se
@ All Statuses ‘OFS‘ A
O Accepted
O Cancelled
e — [ f— ,
O Served Submitted Notice - Auto Accept Efile °
O Returned
(O Submitted
O Submitting Case # CC-20-2041

Pro Sev.Frederick & Sons

Envelope # 290631 Submitted 06/24/2021 3:04 AM by Pro Se

Location

Any Location Locati
OFS QA 2017

Case / Envelope Number

Filng sta g Cote sangType
Case Number Submitted Notice - Auto Accept Efile °
Envelope Number
Date Range Bulk # 240
@ Anytime Bulk #240 Started 06/24/2021 836 AM by Pro Se
O Last Month
O Last Week
, Case # CC-20-2697 (8]
O Last Two Days
O Today Envelope # 290625 Submitiod 06/24/2021 42 Al by Fra Se
Pick a Custom R
O Pick a Custom Range oF6 QA 2017
From Date ®|
Fiing St g Code —— Fiing Descaton oot et
@ Help
= m Accepted Notice - Auto Accept Efile -

Figure 18.2 — 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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Filing a Vacation Letter (or Leave of Absence)

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

Efile

[7][w]

@ Heip

Figure 18.3 — 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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.
=- '-:;;-_, 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 18.4 — 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 18.5 — 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 18.6 — 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 18.7 — 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 18.8 — 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 18.9 — 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

sk

Location e T

Case Category Case Type
OFS QA 2017 Civil Malpractice

Case # CC-21-1184

Sl
OFS QA 2017 Civil Negligence
e |

Figure 18.10 — 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
Fillng 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 18.11 — Sample Vacation Letter Filing on the Bulk Filing Dashboard Page

SAVE DRAFT AND EXIT |
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 18.12 — 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 to Al Dratis Apply Filing Aticmey 1o All Drafiz
Lauren's Waiver s APPLY TO ALL® Perry Mason

*Payment accounts may be restricted at some locations

Case # CC-21-1185

Locator Case Category 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
4 BULK DASHBOARD SAVE DRAFT AND EXIT CALCULATE FEES

Figure 18.13 — 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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-
=+ %, EFILEQADI-EFMOA4 BuikFees /

| .
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 Payenent Account to Al Dt Appiy Fiing Attomey to All Dits
Lauren's Waiver ] APPLYTO ALL* Perry Mason e APPLYTO ALL

= Payment accounts may be restricted at some lacations

Case # CC-21-1185

Loester Gase Gategery Gase Type
OFS QA 2017 Civil Malpractice
ot 3¢
Lauren's Waiver * Select SEARCH
i &tieney @ K e Type
Perry Mason ® Select ©
Total 50.00 FEE DETAILS
Case # CC-21-1184
Locatior 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 18.14 — Fee Totals and Fee Details Button on the Bulk Fees / Summary Page

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

submission agreements.

4. Review the summary of the vacation letter filing. After you are satisfied with the information in your

filing, click .

-
=- s EFLEQAOT-EFMOQA Bulk Fees/ S

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 18.15 — 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 9 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

Figure 19.1 — Reports Page

2. Click to select the locations for which you want to run the report.

The Select Locations dialog box is displayed.

252 January 2022 ESO-FS-200-4494 v.17



Creating a Report

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 19.2 — 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 19.3 — 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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20 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 a in the eFile header.

The Help drop-down menu is displayed.

@ Support
B reedback
® Keyboard Shortcuts

Figure 20.1 — Help Drop-Down Menu

2. Click Support.

The Support window is displayed.

Note: Your screen may vary from the example provided.

Support

Self Service Support

1]

Contact Technical Support

CLOSE

Figure 20.2 — Example of a Support Window

3. Click the support link that you want.
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Zendesk Support

The appropriate Tyler support page is displayed in a new tab, depending on the link that you clicked.

CLOSE
4. Click _I

Zendesk Support

A new Help icon has been added to every page in the application.

eFile Dashboard

Start Filing > Filing History = Drafts &
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)
fing ! Draft # 15055 Started at 11/09/2020 1:17 PM

Case # CC-20-182
Envelope if 3275 Submitted at 10/19/2020 5:28 PM
Filings: Submitted (1)

START 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 = whsshinns simple civil
OFS QA 2017 File and Serve

Search Cases View My Bookmarks View My Templates

Figure 20.3 — 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 20.4 — 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 20.5 — 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 a in the eFile header.

The Help drop-down menu is displayed.

@ Support
M reedback
® Keyboard Shortcuts

Figure 20.6 — Help Drop-Down Menu

2. Click Feedback.

The Feedback window is displayed.

Feedback .

Select... [
Feedback Type is Required.

sck ok

Feedback is Required.

|:| It is ok to contact me about this feedback

SUBMIT FEEDBACK

CLOSE

Figure 20.7 — Feedback Window

3. Select the appropriate option from the Feedback Type drop-down list.

ESO-FS-200-4494 v.17 January 2022 257



Individual Filer User Guide

_C-C-:.'.E:-C_'_\-:.": * |
Feedback ﬁ

Select. ..

Feedback
Suggestion
Other

Figure 20.8 — 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 .

CLOSE
7. 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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