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* Added a procedure for
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Claim Amount.
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Estate Value.

* Updated the Parties page.

» Updated the procedure for
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» Updated the Fees page.
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* 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
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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
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— Orientation
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— Filing into an
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Page

— Filing into an
Existing Case from
the Dashboard
Page
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the new Zendesk Help icon

* Changed the document
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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
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ESO-FS-200-4494 v.9 Ninth February 2021 The following changes were made:
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regarding the new Start
Filing page

iv June 2022 ESO-FS-200-4494 v.18



Document Publication
Number

Revision

Date

Contents

Changes Made

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

Updated the Service
Contacts section to include
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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
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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
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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
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July 2021

The following changes were made:
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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
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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 the following: return
to the Dashboard page,
view the receipt, or start a
new envelope.
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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

Vi

June 2022

ESO-FS-200-4494 v.18



Contents

Document Publication Revision Date Changes Made

Number

* 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 list

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

* 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
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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-
teenth

January 2022

The following changes were made:

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 example
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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The following changes were made:

» Updated all screen shots to
reflect the new user
interface

* Revised steps in applicable
sections to reflect changes
to the filing flow

* Added information about
adding the current filer as a
service contact in a case
filing

¢ Added information on the
Merge Document feature
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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
¢ 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 Description Example
Bold Shorthand notation for a menu, menu | On the Main Menu, click Tools
item, optional cascading menu, or —Options—Forms.

selected tab

Objects to click or select, including Click License Key Editor.

buttons, check boxes, options in a
drop-down list, elements, fields, and
section header name

Fixed-Width User interface (Ul) input typed exactly | Type the value Boston in the City field.
as shown

Run the tables. sql script for the

Server names, file names, path jcpBasketR database.

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

Italics Page and dialog box names Return to the Home page.

Document fitles Refer to the Navigation Guide.

Variable data to be replaced by an
appropriate value Type the filename.

“Quotation marks” Chapter within a document Refer to the “Logic Rules” chapter.

Rights on a role Feature requires the “Print the Event

Job tasks within a job definition Listing Report” right.
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Contents

Documentation Notes
Each documentation note provides information or action items regarding that area of the document.

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
¢ Capabilities
¢ Release 2022.2, 2022.3, 2022.4, and 2022.5 Enhancements

The Odyssey® File & Serve™ application 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.

Capabilities
The File & Serve functionality allows filers to do the following:

» Create and submit filings at any time

* Check the status of draft filings, as well as filings that are stored in the filing history
» Search for a case that was previously submitted

* File into an existing case to create a subsequent filing

« Bookmark a case to return to it at a later time

* Create and save a template that you can use to quickly create future filings

* Create and store payment accounts for use in your future filings

» Create and manage service contacts for use in your future filings

* Generate reports for a specified time frame and export them to a Microsoft Excel file, which you can
then download

Release 2022.2, 2022.3, 2022.4, and 2022.5
Enhancements

The following enhancements have been made to File & Serve for Release 2022.2, 2022.3, 2022.4, and
2022.5.

Feature/Update Description/Location in Document

The user interface for File & Serve has been Throughout the document, all screen shots for the

changed. application have been replaced.

The filing flow has been changed to improve the Throughout the document, the steps in procedures

user experience when the user is creating a case have been changed to reflect changes in the filing

filing. flow.

The ability to add the current filer as a service Adding Yourself as a Service Contact to a Filing,

contact in a case filing has been added. page 156

The Merge Document feature has been added. Merging Documents for File Upload in a Case
Filing, page 71
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2 Before You Begin

Topics covered in this chapter

¢ System Requirements and Recommendations
¢ Page Navigation

¢ Keyboard Shortcuts

¢ Drop-Down Lists

¢ Error Messages

¢ Orientation

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

Before you begin, review this information to successfully use 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 and Recommendations

The system requirements and recommendations are as follows:

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

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

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

Minimum Hardware Requirements—The system supports the following hardware:

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

— 2 gigabytes (GB) of random-access memory (RAM)

— 1366 x 768 resolution screens for desktop computers, or 1280 x 720 resolution screens for
mobile devices

Recommended Hardware—Tyler recommends the following hardware:

— Intel® Core™ i3 or AMD A6 processors with at least a 2.0 GHz clock speed

— 4GB of RAM

— 1920 x 1080 resolution for both desktop computers and mobile devices
Connection Recommendation—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

This section describes how to navigate through File & Serve 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 list.

To access keyboard shortcuts:

o]
1. Click in the eFile header.

The Help drop-down list is displayed.

9-

©® Support
B Feedback
B Keyboard Shortcuts

Figure 2.1 — Help Drop-Down List

2. 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

Go - Dashboard 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

Figure 2.2 — Keyboard Shortcuts Window

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

Drop-Down Lists

The application allows you to search and filter various drop-down lists 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 lists:

Court Location field on the Case Information page
Location field on the Case Search 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: The Filing Attorney field may not be available for some users.

Error Messages

File & Serve 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 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.

= '-:'. EFILE QA D1 - EFM QA1 o- ®- m &
a
" Start Filing Filing History Drafts
@ Are you filing an original petition with courts? OR Are you Filing on a Case # CC-20-1475 Draft # 9848
case that already exists in the courts? Not sure? Click the START Envelope # 179288 Submitted at 02/24/2022 10:14 AM Draft # 3848 Started at 02/28/2022 1:57 PM
n FILING button to see the options. Filings: Submitted (1), Served (1) Case # CC-21-2212
Case # CC-22-684 Draft # 3979 Started at 08/23/2021 4:12 PM
(=] .
Envelope # 179280 Submitted at 02/24/2022 8:25 AM Draft £ 9765
o) Filings: Accepted (1) Draft # 9765 Started at 02/23/2022 4:58 PM
Case # CC-21-4204
) Envelope # 175475 Submitted at 01/24/2022 1:23 PM
Filings: Accepted (1)
. = R

Case Search

Case # 'CC-21-4204'

Bookmarks

CC-22-684 - Pro Se Filerv.James Weir

Templates

Pro Se subsequent template

OFS QA 2017 OFS QA 2017
Case # 'CC-20-1475' €C-20-909 Baseball template
OFS QA 2017 OFSQA 2018
New template pro se
Cases with party name 'Beh Beh'
OFS QA 2017
Search cases View my bookmarks View my templates

Figure 2.3 — 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.
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File into Existing Case

Location *

[_ Select. hd l

Location is Required.

Search for a Case by
@ Casetiumber () PartyName

If you are not sure your case number is correct, refer to the formatting instructions for the selected
court.

Case Number *

Sort results by

Newest o Oldest - 1

Figure 2.4 — Example of a File into Existing Case Window

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

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

Location: OFS MockCMS Case Number: CC-22-4567

No results found. Select 'Refine Search' to change the search criteria.

€ Dashboard
Figure 2.5 — 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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Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location
Any Location -
Case / Envelope Number
Case Number
Envelope Number
Sort By
Newest to Qldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date E‘
To Date E‘

Filing History | Filing Drafts

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

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate

Case # CC-22-684
Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204
Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type
Service Only

eFile Only

Filing Type

eFile Only

Fillng Type

eFile Only

Fillng Type

eFile and Serve

Filing Description

Filing Description

Filing Daszription

Filing Description

Orientation

EIOEIRE

Client Ref &

[
EIOEIRE

Client Raf &

EIOEIE

Client Raf &

EIOEICE

Client Ref &

Figure 2.6 — 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.

ESO-FS-200-4494 v.18
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Filing Drafts Filter

Location
Any Location -
Case / Draft Number
Case Number
Draft Number
SortBy
Newest to Oldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

O Pick a Custom Range

From Date E‘
To Date E‘

Reset m

Filing History | Filing Drafts

Draft # 9848

Draft # 9848 Started 02/28/2022 1:57 PM by Pro Se Filer

Filing Status Filing Gode

Draft Action - Initial Only
Draft # 9765
Draft # 9765 Started 02/23/2022 4:58 PM by Pro Se Filer

Filng Status Filing Gode

Draft Fee Split Filing Code
Draft # 8511
Draft # B511 Started 01/06/2022 2:11 PM by Pro Se Filer

Filng Status Filing Code

Draft Abstract Of Judgment
Draft # 8142
Draft # B142 Started 12/15/2021 12:55 PM by Fra Se Filer

Filing Status Filing Code

Draft Action - Initial Only
Draft# 8117
Draft & B117 Started 12/13/2021 2:32 PM by Pro Se Filer

Filng Status Filing Code

Draft Abstract Of Judgment

Draft # 8078

Draft # BO7S Started 12/09/2021 5:33 PM by Pro Se Filer

Filing Type

EfileAndServe

Filing Type

Efile

Filing Typa

Efile

Filng Type

Efile

Fiing Typa

Efile

Filng Description

Action - Initial Only

Filng Description

Fee Split Filing Code

Filng Description

Abstract Of Judgment

Filng Description

Action - Initial Only

Filing Deseription

Abstract Of Judgment

=]

Client Ref &

()=

Client Ref &

(>)[w][:]

Client Ref &

()= (]

Client Ref &

)

Client Ref

e

Figure 2.7 — 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.

June 2022
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6 Resi
Bookmark Filter ispasstis) | it il
Case# Location
Case Location CC-20-1475 OFS QA 2017 @
Case Description
Any Location - Julia Reedv.Sam Muir
Case Number

Case# Location
BIEIE

ce Number cc21-2477 ] <
Case Description

Case# Location

CC-21-2479 OFS QA 2017 @
Case Description

Case# seation

CC-21-2499 OFS QA 2017 @

Case Description

Henry Ford vs Jane Doe

Case # Location
€C-21-493 OFS5 QA 2014 @

Case Description
Fran Klinv.Henderson and Associates

Case# Location
CV-2021-019900 OFS MockCMS @

Case Description

Henry Doe vs Maria Jones

Previaus Next G Resuls) | Pageof1 ]

Figure 2.8 — Example of a Bookmarks Page

Templates

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

Filter by:
_ Filter Type L N
My Templates - ‘ ‘ Narme Filter Reset
(optional) + Add Template
Favarite Name Type Actions

f}' Pro Se subsequent template Existing Case @
P g Baseball template New Case E
ﬁ New template pro se New Case @

Previous Next

Figure 2.9 — 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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Payment Accounts

Filter by:
__Account Type __ Account Status
Account Name | ‘ All - ‘ |A\I hd
{optional)
Account Name: Payment Type Expires Status
01.24.2022 CC VISA #1881 11/2029 Inactive
CC 2242022 AMEX **++8431 11/2035 Active
Mastercard MASTERCARD ****5454 12/2028 Active
New waiver Waiver Active
Prose cc VISA #*++1887 5/2025 Active
Pro se Discover DISCOVER ****1117 11/2029 Active
waiver Waiver Active

Previous Next

Filter

+ Add Payment Account

(71w}
7][w]
[#][w]
(7 ][w]
(s][7]
[7](w]
(7][7]

[7 Resuts) [ Pagn 1t

Figure 2.10 — Payment Accounts Page

My Service Contacts

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

First Name ‘ ‘ Last Name | ‘ Ernail Address

First Name Last Name Email Address

Lilly Dog lily94321 dog@gmail.com
Tasha Dogster Tasha.dogster@gmail.com
Lauren Groswald 1@gmail.com
Bobby Smith bobby smith@gmail.com
Ruby Smith ruby@smith.com

Phillip Walters

N - =

l+ Add Service Contact

Actions

[2][=][w]
[21[=][7]
[(#][=](F]
(2][=]("]
(21(=]("]
[#][=][w]

1-60f6

Figure 2.11 — Service Contacts Page

My Information

On the Dashboard menu, click My Information

. From here, you can view or edit your personal information.

10
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My Information

Country

ﬁmted States

Address Line 1%

[TZS Main st

I Address Line 2

Zip Code *

(optional)
City ¥ State ®
El ano ] Texas

hd I FSDZQ ]

Phone Number *

F234567899

Figure 2.12 — 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.

Reports

Useful when lling financial
filtering and searching.

Location

..

Status

M 2l statuses
- Accepted
- Cancelled
- Receipted
- Returned

during a ime fr ip to 60 days. * Providi lope and filing level i specific to fees. * Delivered in an Excel spreadsheet to allow for

Date From¥

Date To¥

Lo]

le]

- Reviewed
M served Date From is Required.

- Submission Failed
- Submitted

Date To Is Required.

Figure 2.13 — Reports Page
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3 E-Filing Overview

Topics covered in this chapter

¢ Filing Queue Status

This chapter 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 3.1 — The E-Filing Process

Once a user has registered to use ® 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. The clerk sends an email 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, the clerk sends an email 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 the case, it is recommended that the filer contact the local
court.
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Filing Queue Status

Filing Queue Status

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

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

Note: EFO means EFile Only, EFS means EfileAndServe, and SO means 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
option 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 workflow.

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 (SO) filings are
completed.

ESO-FS-200-4494 v.18 June 2022 13
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Status

Filing Type

Definition

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

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

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

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

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

14
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4 Landing Page

Topics covered in this chapter

¢ Registering as an Individual Filer
¢ Resetting a Forgotten Password
¢ Updating User Information

The Landing page serves as the gateway to File & Serve. From this page, you can register or sign in to File

& Serve.

Welcome
EFILE QA 01 - EFM QA1

Sign inta your account >

Court Information

Enhancements o the document flattening process have resulted inincreased submission
failures for some PDF Producers, including Corel for Word Perfect. If yor
that your filing was submission failed, please use the help link below 10 assist

notice
n refiling

Online Help Article for Submission Failure - New Gloud-based Portal

Register for a Firm Account

Firm registration is for.

- Attorneys
« Firms with Multiple Users
« Solo Attorney Practitioners

Register

Register for an Individual Account

Individual registration is for

« Process Servers
« Landiord / Tenants

Register

Figure 4.1 — Example of an eFile Landing Page

Registering as an Individual Filer

You can register as an individual filer if you are a single user of File & Serve, 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 Individual Account Registration page is displayed.

Note: There is no fee to sign up for e-filing.

ESO-FS-200-4494 v.18 June 2022
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& Account Registration

Individual Account Registration

Figure 4.2 — Example of an Individual Account Registration Page

2. Complete the required fields.

3. 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
Individual Account Registration page.

4. Click .

The Registration Successful page is displayed.
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Resetting a Forgotten Password

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.

Welcome to eFiling. Here are some helpful articles to get started as
a pro se filer.
ProSe - how to get started with efiling.
PraSe - FAQs about efiling.
Welcome to eFiling. Here are some helpful articles to get started as
a pro se filer.
ProSe - how to get started with efiling.
ProSe - FAQs about efiling.
Welcome to eFiling. Here are some helpful articles to get started as
a pro se filer.
ProSe - how to get started with efiling.
ProSe - FAQs about efiling.

Figure 4.3 — Registration Successful Page

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

Note: You must verify your email address to complete the registration process. A verification
email (from 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.

6. You can now navigate to the Landing page to sign in, or click on the Registration

Successful page.

Resetting a Forgotten Password

If you have forgotten your password, you can reset it from the Sign In page.

To reset your password:

l Reset Password I

1. On the Sign In page, click

ESO-FS-200-4494 v.18 June 2022
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The Reset Password window is displayed.

Reset Password

| Email Address * |

I'm not a robot
reCAPTCHA

Privacy - Tarms

Cancel Reset Password

Figure 4.4 — Reset Password Window

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

3. Select the I'm not a robot check box.
A window is displayed from which you must select specified images.

Note: Depending on your browser, you may not see the images.

4. Click the requested images, and then click .

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

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

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

Figure 4.5 — Reset Password Window—Complete Reset Process

6. Check your email inbox.

7. Locate the email from File & Serve.
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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://fsSssslsel ResetPassword.aspx 7 i e Sie S et R Ty, ER

1. = S i - { S Thasl

Updating User Information

Password Reset Request

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

Figure 4.6 — Example of the Password Reset Request Email

8. Click 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.

Updating User Information

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

1. On the Dashboard menu, click My Information.

The My Information page is displayed.

ESO-FS-200-4494 v.18 June 2022
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My Information

Country
ﬁmted States

Address Line 1%

[TZS Main st ]
I Address Line 2 ]
(optional)
City * State ® Zip Code *
Flanc ] Fexas - I FSUZA ]
Phone Number *
F234567899 l

Figure 4.7 — Example of a My Information Page

2. Update any information as needed, and then click m
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5 Sign In and Sign Out

Topics covered in this chapter

¢ Signing In
¢ Signing Out

All users are required to sign in to 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 File & Serve Landing page.

2. Click )

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

@ Please sign in to continue

Email

Email

Password

Password

Having a problem?

Figure 5.1 — Example of a Sign In Page

ESO-FS-200-4494 v.18 June 2022
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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 your 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 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.

Lauren Groswald
@gmail.com

Profile Sign out

Figure 5.2 — Manage Account Window

Sign out
2. Click —l

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

Topics covered in this chapter

¢ Changing Your User Password
¢ Updating the User Profile

¢ Updating Preferences

¢ Selecting Email Notifications

You can manage some of your account settings when you are signed in to File & Serve.
You can perform the following actions:

* Change your password
» Update your user profile

» Update your preferences for the following features:

— Enabling or disabling hot keys in File & Serve
— Enabling or disabling the Document Merge feature

» Select your email notifications regarding your case filings

Changing Your 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.

Lauren Groswald
@gmail.com

Profile Sign out

Figure 6.1 — Manage Account Window

Profile l
2. Click .

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

The Change Password page is displayed.
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Change Password Profile Preferences Email Notifications

Change Password

| old Password * |

| New Password * | ‘ Re-enter New Password

(optional)

Figure 6.2 — 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.

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.
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Updating Preferences

Lauren Groswald
@gmail.com

Profile Sign out

Figure 6.3 — Manage Account Window

Profile I
2. Click .

The Profile page is displayed.

Change Password Preferences Email Notifications

Profile

First Name * Last Name *
[_Lnuren I [ Middle Name ] Groswald

(optional)

Email *

r I@gmail.com I

Figure 6.4 — 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.

Updating Preferences

You can update your preferences for Hot Keys and the Document Merge feature on the Profile page.
To update your preferences:

1. Click the drop-down arrow at the top right of the header next to your initials.
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The Manage Account window is displayed.

Lauren Groswald
@gmail.com

Profile Sign out

Figure 6.5 — Manage Account Window

Profile l
2. Click .

The Profile page is displayed.

3. Click Preferences.

The Preferences page is displayed.

Change Password Profile Email Notifications

Preferences

Hot Keys
@ Enabled O Disabled
Document Merge

@ Enabled O Disabled

Figure 6.6 — Preferences Page

4. Select either the Enabled option or the Disabled option for Hot Keys.

5. Select either the Enabled option or the Disabled option for the Document Merge feature.
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Selecting Email Notifications

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
@gmail.com

Profile Sign out

Figure 6.7 — Manage Account Window

Profile l
2. Click .

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

The Email Notifications page is displayed.

Change Password Profile Preferences

Email Notifications

! Accepted Email - Rejected Email

- Submission Failed Email - Submitted Email

Email Notifications

! Receipted Email

- Service Undeliverable Email

Figure 6.8 — Email Notifications Page

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

ESO-FS-200-4494 v.18 June 2022

27




Individual Filer User Guide

28 June 2022 ESO-FS-200-4494 v.18



7 Dashboard

Topics covered in this chapter

¢ Dashboard Page

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

f
[ o]
=]

2 Q@ B ® 0 =

Dashboard

Case Search

My Filings ~

Filing History

Filing Drafts

Bookmarks

Templates

My Payment Accounts

My Service Contacts

My Information

Reports

Figure 7.1 — Dashboard

From the Dashboard, 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.

= ’-E:S-, EFILE QA 01 - EFM QA1 0 . @ . FEH ._
f
= Start Filing Filing History Drafts
Q
=] Are you filing an original petition with courts? OR Are you Filing on a Case # CC-20-1475 Draft # 9848
case that already exists in the courts? Not sure? Click the START Envelope # 179288 Submitted at 02/24/2022 10:14 AM Draft # 9848 Started at 02/28/2022 1:57 PM
n FILING button to see the options Filings: Submitted (1), Served (1) Case # CC-21-2212
Case # CC-22-684 Draft # 3979 Started at 08/23/2021 4:12 PM
[=1] ’
Er‘wa\ope #179280 Submitted at 02/24/2022 8:25 AM Draft £ 9765
) Filings: Accepted (1) Draft # 9765 Started at 02/23/2022 4:58 PM
Case # CC-21-4204
n Envelope # 175475 Submitted at 01/24/2022 1:23 PM
Filings: Accepted (1)
5 e

Case Search

Case # 'CC-21-4204'
OFS QA 2017

Bookmarks

CC-22-684 - Pro Se Filerv.James Weir
OFS QA 2017

Templates

Pro Se subsequent template

Baseball template

Case # 'CC-20-1475' CC-20-909
OFS QA 2017 OFS QA 2018
New template pro se
Cases with party name ‘Beh Beh'
OFS QA 2017
Search cases View my bookmarks View my templates

Figure 7.2 — Dashboard Page

Start Filing

Click g to start a new case f|||ng or to file into an

existing case.

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

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.
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Dashboard Page

Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location

Any Location -

Case / Envelope Number
Case Number

Envelope Number
Sort By
Newest to Qldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date

To Date =] ‘

Filing History | Filing Drafts

Case # CC-20-1475

Julia Reedv.Sam Muir

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate

Case # CC-22-684

Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204

Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type Filing Description
Service Only

eFile Only

Filng Type Filing Description
eFile Only

Filng Type Filng Description
eFile Only

Filng Type Filing Description

eFile and Serve

28 Rosult(s)

<))

Client Ref &

Client Raf &

Client Raf &

Client Ref &

Figure 7.3 — 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.
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Filing Drafts Filter
Location Draft # 9848 E @ B

X Draft # 9848 Started 02/28/2022 1:57 PM by Pro Se Filer
Any Location -

Fillng Status Filng Code FilngType Fillng Descripticn Client hef =
Case / Draft Number ° 9 aTy q beseript

Draft Action - Initial Only EfileAndServe Action - Initial Only
Case Number

Draft Number Draft # 9765 B @ E

Draft & 9765 Started 02/23/2022 4:58 PM by Pro Se Filer

SortBy
Newest to Oldest - Filing Status Filing Gode Filing Type Filing Description Client Ref &
Draft Fee Split Filing Code Efile Fee Split Filing Code
Date Range
S toerior Draft # 8511 (>)[w][:]
) Last week Draft # B511 Started 01/06/2022 2:11 PM by Pro Se Filer
O Last Two Days
O Today Filng Status Filng Cade Fiing Type Filng Description Client Ref #
O Pick a Custom Range Draft Abstract Of Judgment Efile Abstract Of Judgment
From Date 8

- Draft#8142 > [w][¢]

Draft & B142 Started 12/15/2021 12:55 FM by Pro Se Filer

Reset m Fillng Status Filing Cade Filing Type Filing Description Client Ref #

Draft Action - Initial Only Efile Action - Initial Only

Draft # 8117 ][]

Draft & B117 Started 12/13/2021 2:32 PM by Pro Se Filer

Filng Status Filing Code Fiing Typa Filing Deseription Client Ref

Draft Abstract Of Judgment Efile Abstract Of Judgment

Draft # 8078 »]

Draft # BO7S Started 12/09/2021 5:33 PM by Pro Se Filer

Figure 7.4 — 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.

File into Existing Case

Location *

f Select. hd l

Location is Required.

Search for a Case by
@ Casetiumber () PartyName

If you are not sure your case number is correct, refer to the formatting instructions for the selected
court.

Case Number *

Sort results by

Newest o Oldest - 1

Figure 7.5 — Example of a File into Existing Case Window

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

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

Location: OFS MockCMS Case Number: CC-22-4567

No results found. Select 'Refine Search' to change the search criteria

€ Dashboard
Figure 7.6 — Case Search Page with No Search Results Displayed

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

6 Resi
Bookmark Filter ispasstis) | it il
Case # Location
Case Location CC-20-1475 OFS QA 2017 @
Case Description
Any Location - Julia Reedv.Sam Muir
Case Number

Case# Location
[t
q

Case Description

Case# Location
i £C-21-2479 OFS QA 2017 @
Case Description
Case# seation
£C-21-2499 OFS QA 2017 @

Case Description

Henry Ford vs Jane Doe

Case # Location
€C-21-493 OFS5 QA 2014 @

Case Description

Fran Klinv.Henderson and Associates

Case# Location
CV-2021-019900 OFS MockCMS @

Case Description

Henry Doe vs Maria Jones

Previaus Next G Resuls) | Pageof1 ]

Figure 7.7 — Example of a Bookmarks Page

Templates
Click Templates to locate a template to use in your case filing or to create a new template for future use.
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Filter by:
Filter Type .
My Templates - ] [ Name Rllkey RS
Favorite Name Type Actions
ﬂ? Pro Se subsequent template Existing Case E
Pnd Baseball template New Case @
ﬂ? New template pro se New Case E
Previous Next
Figure 7.8 — Templates Page
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8 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.

) . .+ Add payment account I
To set up a payment account during a filing, click 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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Payment Accounts

Filter by
Account Type Account Status 3
Account Name l P\ﬂ - F\u - Filter Reset
(optianal)
Account Name Payment Type Expires Status Actions

01.24.2022CC VISA **++1881 1172029 Inactive @
€C2.24.2022 AMEX *+++8431 1172035 Active @

Mastercard MASTERCARD ****5454 12/2028 Active
New waiver ‘Waiver Active
Prosecc VISA ***+1881 5/2025 Active
Pro se Discover DISCOVER ****1117 11/2029 Active
‘waiver Waiver Active >
(%]

Figure 8.1 — Example of a Payment Accounts Page

2. Click A

A new pane is displayed.

Account Name Payment Type Expires Status Actions
Credit Card Active
Create a New: * Account Type ®
Account Name * l Waver - l Select...
2020 Bank Bank Account Active
abd Waiver Active
Draw down Draw Down Active
Fee CC01.04 MASTERCARD **#+5454 11/2029 Active
Firm's New CC 11202020 MASTERCARD **++5454 12/2029 Active
Lauren's Waiver Waiver Active
Waiver Waiver Active
Previous Next

Figure 8.2 — New Payment Account Pane

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

4. Select Waiver from the Create a New drop-down list.
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__Create a New: ®

Select... -

Credit Card
Waiver

Draw Down
Bank Account

Figure 8.3 — Create a New Drop-Down List

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

Account Type *

Select... -

Select...
Waiver
Indigent Filer Account

Figure 8.4 — Account Type Drop-Down List for Waivers

6. Click .

Adding a Credit Card Payment Account

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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Payment Accounts

Filter by

Account Type

Account Name

o

Account Status

E—

-]

(optional)

Account Name

01.24.2022 CC
€C2.24.2022
Mastercard
New waiver
Pro se cc

Pro se Discover

waiver

Payment Type

VISA ***+1881

AMEX *+++8431

MASTERGARD ****

5454

Waiver

VISA *+*+1881

DISCOVER ****1117

Waiver

Expires

1112029

1172035

12/2028

5/2025

1112029

Status

Inactive

Active

Active

Active

Active

Active

Active

Filter

+ Add Payment Account

Reset

Actions
(7]
(%]

(][]

Figure 8.5 — Payment Accounts Page

2. Click A

A new pane is displayed.

Account Name

Payment Type

Credit Card

Expires

Status

Active

Actions

Create a New: *

Account Name *

l [Ered\l Card

2020 Bank

abd

Draw down

Fee CC01.04

Firm's New CC 11202020
Lauren's Waiver

Waiver

Previous Next

Bank Account

Waiver

Draw Down

MASTERCARD ****5454

MASTERCARD ****5454

Waiver

Waiver

11/2029

12/2029

Active

Active

Active

Active

Active

Active

Active

Figure 8.6 — New Payment Account Pane

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

4. Select Credit Card from the Create a New drop-down list.
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Adding a Credit Card Payment Account

__Create a New: ®
Select... -

Credit Card
Waiver

Draw Down
Bank Account

Figure 8.7 — Create a New Drop-Down List

5. Click .

The Enter Information window is displayed.

Enter Information

P bler P

Payment Information

Method of Payment
O Credit Card
O eCheck

Figure 8.8 — Enter Information Window

6. Select Credit Card.

The Payment Information pane is displayed.
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Goe T

Payment Information

Method of Payment
@® Credit Card
O e-Check

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

CardType [ ~"

Card Number I:l‘
ExpMonth [VMM  |* ExpYear [vrvv |~
cweode [ |* cuwkeb

Name on Card
Maximum of 30 characters

Address Type  ®Us O Foreign

®

Address Line 1

Street address, R.O. box, company name, /o

Address Line 2

Apartment, suite, unit, building, fioor, etc.
city | =
sate [ ~]®
woode [

Figure 8.9 — 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 Card Verification Value (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.
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Adding an E-Check Payment Account

Goe T

Verify Billing Information

Billing Detail
Card Type MASTERCARD
Card Number =Fe#s#ssasss5a5q
Exp Date 11/28
CVV Code ==
Name on Card John Smith
Address Type US
Address Line 1 555 Main St.
Address Line 2
City Chicago
State IL
Zip Code 50642

Terms and Conditions

This is 3 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.

Save Information

Figure 8.10 — Verify Billing Information Pane

Save Information .
15.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 account is added to the list of your other payment accounts.

Adding an E-Check Payment Account

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.
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Payment Accounts

Filter by
Account Type Account Status X
Account Name l P\ﬂ - F\u - Filter Reset
(optianal)
Account Name Payment Type Expires Status Actions

01.24.2022CC VISA **++1881 1172029 Inactive @
€C2.24.2022 AMEX *+++8431 1172035 Active @

Mastercard MASTERCARD ****5454 12/2028 Active
New waiver ‘Waiver Active
Prosecc VISA ***+1881 5/2025 Active
Pro se Discover DISCOVER ****1117 11/2029 Active
‘waiver Waiver Active >
(%]

Figure 8.11 — Payment Accounts Page

2. Click A

A new pane is displayed.

Account Name Payment Type Expires Status Actions

Credit Card Active

Create a New:*
Account Name * l [Eank Account -
2020 Bank Bank Account Active
abd Waiver Active
Draw down Draw Down Active
Fee CC01.04 MASTERCARD ****5454 11/2029 Active
Firm's New CC 11202020 MASTERCARD ****5454 12/2029 Active
Lauren's Waiver Waiver Active
Waiver Waiver Active >
(7]

Figure 8.12 — New Payment Account Pane

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

4. Select Bank Account from the Create a New drop-down list.
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Adding an E-Check Payment Account

__Create a New: ®
Select... -

Credit Card
Waiver

Draw Down
Bank Account

Figure 8.13 — Create a New Drop-Down List

5. Click .

The Enter Information window is displayed.

Enter Information

P bler P

Payment Information

Method of Payment
O Credit Card
O eCheck

Figure 8.14 — Enter Information Window

6. Select e-Check.

The Payment Information pane is displayed.
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Gue

Payment Information

Method of Payment
O Credit Card
® e-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 b
Account Number I:l =
Verify Account Number I:' N
Routing Number l:l *  Routing Mumber Help
Verify Routing Number I:l =

Name on Account
Masimum of 30 characters

Address Type @ Us O Foreign

Address Line 1

Street address, R.O. box, company name, /o

Address Line 2 | ‘
Apartment, suite, unit, building, ficor, etc.

city | =
sate [ ~]°
meode [

Ly
Figure 8.15 — 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.
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Adding a Draw-Down Account

G

Verify Billing Information

Billing Detail
Account Type Checking
Account Number === 7890
Routing Number 113000023
Name on Account John Doe
Address Type US
Address Line 1 555 Main St.
Address Line 2
City Chicago
State IL
Zip Code 60642

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.

Save Information

Figure 8.16 — 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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Payment Accounts

Filter by
Account Type Account Status 3
Account Name l P\ﬂ - F\u - Filter Reset
(optianal)
Account Name Payment Type Expires Status Actions

01.24.2022CC VISA **++1881 1172029 Inactive @
€C2.24.2022 AMEX *+++8431 1172035 Active @

Mastercard MASTERCARD ****5454 12/2028 Active
New waiver ‘Waiver Active
Prosecc VISA ***+1881 5/2025 Active
Pro se Discover DISCOVER ****1117 11/2029 Active
‘waiver Waiver Active >
(%]

Figure 8.17 — Payment Accounts Page

2. Click A

A new pane is displayed.

Account Name. Payment Type Expires Status Actions
Credit Card Active
Create a New: * Account Type *
[ Account Name * ] ﬁraw Down - ] Eraw Down -
[ Account Number * l 0 locations selected  Edit Locations

“ou must select at least one location

Ccancel Create Drawdown

2020 Bank Bank Account Active
abd Waiver Active
Draw down Draw Down Active
Fee GG 01.04 MASTERGARD ***5454 11/2029 Active
Firmis New GG 11202020 MASTERGARD ***5454 12/2029 Active
Lauren's Waiver Waiver Active
Waiver Waiver Active

Figure 8.18 — New Payment Account Pane

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

4. Select Draw Down from the Create a New drop-down list.
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Adding a Draw-Down Account

__Create a New: ®
Select... -

Credit Card
Waiver

Draw Down
Bank Account

Figure 8.19 — Create a New Drop-Down List

Select Draw Down 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 an -~
v [Jsystem -

+ [JFile and Serve
~ [J oFs criminal (QAJUDTX)
] oFs Criminal (QAJUDTX)Court At Law
~ [Jorsaaz017
[Jors qa 2017 - court at Law
[ oFs 0A 2017 - Court at Law
[JoFs qa 2017 -court at Law 2
~[JorFsgazois
[JoFs 0a 2018 - Court at Law
[Jors qa 2018 - Court at Law
[ oFs 0A 2018 - Court at Law
+ [JoFsqazo1a
[JoFs qa 2014 - Court at Law
[JoFs 0a 2014 - Court at Law
[Jors qa 2014 - Court at Law 2
[ oFs Criminal (QAJUDCA) -

Figure 8.20 — Example of the Edit Locations for Draw Down Window

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

9. Click 8

The Balance for Draw down window is displayed.
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Balance for Draw down (OFSDD)

Location Balance Minimum Balance

OFS QA 2014 $36,825.00 $1,000.00

Figure 8.21 — Example of a Balance for Draw Down Window

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

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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Deleting a Payment Account

Payment Accounts + Add Payment Account
Filter by
_AccountType___ _ AccountStatus X

Account Name ‘ |A|| - | ‘A\I - Filter Reset

(optional)

Account Name Payment Type Expires Status Actions
01.24.2022CC VISA **++1881 1172029 Inactive E]
€C2.24.2022 AMEX *+++8431 1172035 Active E]
Mastercard MASTERCARD ***+5454 1212028 Active E]
New waiver Waiver Active E]
Pro se cc VISA #4881 5/2025 Active E]
Pro se Discover DISCOVER *#+1117 1172029 Active E]
waiver Waiver Active E]

Figure 8.22 — Payment Accounts Page

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

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 Active check box. If you want to change the name of the

account, type the new name. Then, click m .

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

"3
4. To return the payment account to the Active status, click —' , and then select the Active check box.

Then, click m .

The status of the payment account changes back to the 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.

ESO-FS-200-4494 v.18 June 2022 49



Individual Filer User Guide

Payment Accounts

Filter by

‘ |AII

_AccountType

- | ‘A\I

+ Add Payment Account

— Account Status

Filter Reset

Account Name -
(optional)

Account Name Payment Type Expires Status

01.24.2022CC VISA #+++1881 1172029 Inactive

CC2.24.2022 AMEX ****8437 1172035 Active

Mastercard MASTERCARD **5454 12/2028 Active

New waiver Waiver Active

Pro se cc VISA 41881 5/2025 Active

Pro se Discover DISCOVER *+1117 1172029 Active

waiver Waiver Active

[+][w)
[s][F]
[+][w)
[s][¥]
[#]("]
[+][%]
[#](=]

Figure 8.23 — Payment Accounts Page

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

The following warning message is displayed: Are you sure you want to delete the payment
account “xyz”?

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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9 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 the Parties Page

¢ Entering Filing Details

¢ Merging Documents for File Upload in a Case Filing
¢ Entering a Filing with an Ad Damnum Amount

¢ Entering a Filing with a Motion Type Code

¢ Entering a Filing with a Claim Amount

¢ Entering a Filing with an Estate Value

¢ Entering Payment Information

¢ 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 Hearing Dates

¢ 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

g . 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 —l to view the case number or draft number.
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= EFILE QA 01 - EFM QA1 - S- ..
a
" Start Filing Filing History Drafts
@ Are you filing an original petition with courts? OR Are you Filing on a Case # CC-20-1475 Draft # 9848
case that already exists in the courts? Not sure? Click the START Envelope # 179288 Submitted at 02/24/2022 10:14 AM Draft # 3848 Started at 02/28/2022 1:57 PM
n FILING button to see the options. Filings: Submitted (1), Served (1) Case # CC-21-2212
Case # CC-22-684 Draft # 3979 Started at 08/23/2021 4:12 PM
(=] .
Enjﬁe\ope # 179280 Submitted at 02/24/2022 8:25 AM Draft £ 9765
e Filings: Accepted (1) Draft # 9765 Started at 02/23/2022 4:58 PM
Case # CC-21-4204
=] Envelope # 175475 Submitted at 01/24/2022 1:23 PM
Filings: Accepted (1)
Start filing
B View filing history View my drafts

Case Search

Case # 'CC-21-4204'

Bookmarks

CC-22-684 - Pro Se Filerv.James Weir

Templates

Pro Se subsequent template

OFS QA 2017 OFSQA 2017
Case # CC-20-1475' €C-20-909 Baseball template
OFS QA 2017 OF3QA2018
New template pro se
Cases with party name 'Beh Beh'
OFSQA 2017
Search cases View my bookmarks View my templates

Figure 9.1 — 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.
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€ Start Filing

]

File New Case
If you do not have a case number and you want to start a new case for

the first time.

A\ 1f a case already exists, your filing will be rejected. Yeu will need to
come back and use ‘File Into Existing Case'

Entering Case Information

[

File into existing case

If the case was started by you or someone else and you have the case
number or names of the parties to find the case

Figure 9.2 — Start Filing Page

2. Click .

The Case Information page is displayed.

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.
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New Case Filing Draft# 10015 @ -

ocase Information 2 Parties 3) Filings 4) Service 5 Fees 6) Summary

Case Information

Court location *

Select... -
This is the court where you are filing your case

Case category *
Select... -

This is the type of case you are filing (Family, Probate, or Civil)

Case type *

Select A d

If you can't find your case type, change the case category 1o see other case types.

Save Draft and Exit Parties

Figure 9.3 — Case Information Page

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

On the Case Information page, select the location from the Court 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.

P w0 DN~

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

Note: The Case Sub Type field is configured by Tyler and may not be available on your system.

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: The envelope level comments feature is configured by Tyler and may not be available on your
system.

To add envelope level comments to a case filing:

———— o

The Start Filing page is displayed.

2. Click .
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The Case Information page is displayed.

New Case Filing Draft#10433 @ -

@ case information 3) Parties 3 Filings @) senvice §) Fees &) Ssummary

Case Information

Court location *
OFS QA ODY RICMS - Review in CMS < w

This is the court where you are filing your case.

Case category *
Civil ‘-

This is the type of case you are filing (Family, Frobate, or Civil)

Case type *
small Claims - $20.00 ‘-

1f you can't find your case type, change the case categary to see other case types.
Damage Amount

— Damage Amount
Under $1000 -

Procedure/Remedies

Select all that apply

Select -

Envelope Level Information
Envelos Conments *
This is a test case.

Figure 9.4 — Example of a Case Information Page

Select the location from the Court 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.

o ok~ w

Select the amount of damages you are seeking from the Damage Amount drop-down list.

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

7. Select the appropriate procedures or remedies from the Procedure/Remedies drop-down list.

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

8. In the Envelope Level Information pane, 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: The case address feature is configured by Tyler and may not be available on your system.

New Case Filing Draft#10383 @ -

o Case Information @ Fariics @ Fiinas @ service B) Fees B) Summary

Case Information

Court location ®

OFS QA 2017 x w

Damage Amount

— Damage Amount
Select -

Procedure/Remedies

Select all that apply

Select -

Case Address

— Country *
[untea states v |

‘ addressLine 1% |

—state®
[ om* | |seect v | [ zpooer |

‘ County® |

Figure 9.5 — Example of a Case Information Page—Blank Case Address Pane

Note: While you are entering a case filing, click —l 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 Court 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.

AN

In the Case Address pane, complete all of the required address fields.
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@ case information

& Parties

Entering Case Information for a Civil Case

& Filngs & senvice

Case Information

Court location *

OFS Q4 2017

This is the court where you are filing your case

hitps:/fwww hedistrictclerk com/Common/ Civil/EFiling.aspx

Case category *
Civil

This is the type of case you are filing (Family, Prabate, or Civl)

Case type®
Notice Of Removal

If you carit find your case type, change the case categary Lo see other case types.

Damage Amount

—Damage Amount

Draft #10383 @~

@ Fees ) summary

Select. .

Procedure/Remedies

Setect all that apply

Select

Case Address

__ Country*
[united states

Address Line 1%

-

|555 Main Street

State * — Zip Cade *

[ | e 7] [

County *

IEaHds

|
|
|
l

Figure 9.6 — Example of a Case Information Page—Completed Case Address Pane

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 feature and theDamage Amount feature are configured by Tyler
and may not be available on your system.

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

To enter case information:

1. Select the location from the Court Location drop-down list.

2. Select Civil from the Case Category drop-down list.
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New Case Filing Draft# 10427 @~

@ case information 3) Parties @) Filings @) senice 8) Fees &) summary

Case Information

Court location *
OFS QA 2017 -

This is the court where you are filing your case.

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

Case category *

Civil -
This ié the type of case you are filing (Family, Probate, or Civil).

Case type ¥
Select -

If you can't find your case type, change the case category to see other case types.

Damage Amount %
Damage Amount

Eelect - v

Procedure/Remedies

Select all that apply

Select -

Figure 9.7 — Example of a Case Information Page

3. Select the case type from the Case Type drop-down list.
4. Select the amount of damages you are seeking from the Damage Amount drop-down list.

5. Select the appropriate procedures or remedies from the Procedure/Remedies drop-down list.

New Case Filing Draft # 10427 @~

00a5e|nfonnaﬁon 3) Parties @) Filings @) service 8) Fees 8 summary

Case Information

Court location ¥

OFS QA 2017 xw

This Is the court where you are filing your case.

https:/fwww.hedistrictclerk.com/Common/Civil/EFiling.aspx

Case category ¥
Civil .

This is the type of case you are filing (Family, Probate, or Givil).

Case type *
Appeal “ v

If you can't find your case type, change the case category to see other case types.
Damage Amount

Damage Amount

ﬁnaermooa - ‘

Procedure/Remedies

Select all that apply

=0 ]

Figure 9.8 — Example of a Completed Case Information Page

Save Draft and Exit I
6. Click to save your work and continue, or click to save your work

and exit the filing.
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Filing a New Case with Case Cross References

Filing a New Case with Case Cross References

You can include case cross references in your case filing if the Case Cross Reference Number 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.

New Case Filing Draft # 10384 (@~

Omselnfomanm @) Partics §) Filings @) service B) recs ) summary

Case Information

Court location *

OFS QA 2017 “ -

This is the court where you are filing your case.
https:/www.hedistrictclerk.com/Commen/Civil/EFiling.aspx

Case category *

Civil -

This is the type af case you are filing (Farmily. Probate. or Givi).

Case type

.
City Ordinance Cases - $10.00 5w

Procedure/Remedies

Select all that apply

Select -

Case Cross Reference

— Case cross ’
[case Cross Referenca Number ~ w | [ Casecross eferencein® |

_Case cross reference type *
| Warrant Number (CM) v | [ esseeo

=+ Add more

Figure 9.9 — Example of a Case Information Page with the Case Cross Reference Section Displayed

To file a new case that uses case cross references:

o a0k~ w b~

Select the location from the Court 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 Damage Amount drop-down list.

In the Case Cross Reference pane, type the case cross reference number in the Case cross reference
Id field.

Note: Some case cross reference types require a six-digit number. Other types may require a
four-digit number.

+ Add More I

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

Another row for case cross references is displayed.

Continue adding case cross reference numbers until you are done.
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New Case Filing Draft# 10384 @ -

@ cose wormaton B vore 9 rince ® sovee B roos © sy

Case Information

Courtlocation *
OFS QA 2017 B

Casatype*
City Ordinance Cases - §10.00 v

1§ you can' find your cass type, changs the cas

casatypes.

Damage Amount

Select -

Procedure/Remedies
Select allthat apply

Select -

Case Cross Reference

[Goe Crone Rofomeamter ] [1254 \

— Case cross reference type * — Case cross referenceID ™
‘V'/‘Lalranl Number(Cl::) ~ | ‘123455 ‘

R —
~ | [ase |

Figure 9.10 — Example of a Case Information Page with Case Cross Reference Numbers Added

Save Draft and Exit I
9. Click to save your work and continue, or click to save your work

and exit the filing.

Filing a New Case with a Will Filed Date

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

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

S——— ]

The Start Filing page is displayed.
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€ Start Filing

L R

File New Case File into existing case
If you do not have a case number and you want to start a new case for If the case was started by you or someone else and you have the case
the first time. number or names of the parties to find the case

A\ 1f a case already exists, your filing will be rejected. Yeu will need to

come back and use ‘File Into Existing Case'

Figure 9.11 — Start Filing Page

2. Click .

The Case Information page is displayed.
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New Case Filing Draft # 10380 (@ ~

@ case information @) Parties 3) Filings @) service §) rees 8 summar

Case Information

Court location *

OFSQA2017 «w
This is the court where you are filing your case.
https://www hedistrictelerk. com/Common/Civil/EFiling aspx
Case category *
Prabate or Mental Health ‘v
This is the type of case you are filing (Family, Probate, or Civil).
Case type *
Probate of Will «w
If you can't find your case type, change the case category to see other case types.
__ Case Sub Type.
| setect -
Will Filed
— Will Filed Date *®
(0572012022 5]

Figure 9.12 — Example of the Will Filed Field on the Case Information Page

3. Select the location from the Court 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.

Save Draft and Exit I
8. Click to save your work and continue, or click to save your work

and exit the filing.
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Entering Party Details
Each case requires a party type.

New Case Filing Draft#10015 @@~

@ Case Information ePanies 3 Filings 4 Service 5)Fees 6 Summary
Party Type Party Name Lead Attorney Actions
A Defendant * + Add party details
A paintit * =+ Add party details
+ Add More

D Help
s >

Figure 9.13 — Example of a Parties Page

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

To enter the details for the parties involved in the case:

1. On the Parties page, select the party type that you want to begin to describe, and then click
=+ add party detailsl

The Edit Party Details window for the specified party is displayed.
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Edit Party Detalls

Party Information

e

[Fravame® | [reasenare | [ IS =
e | [Eeee -]

Contact Information

Losd atermay

Figure 9.14 — Example of the Edit Party Details Window

2. Click either m or m

Note: The following steps describe the fields that are displayed if you select “Person.”
If you are the first party, select | Am This Party.

4. In the Party Information pane, 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.

Type the party’s date of birth in the Date of Birth field, or click J to select the date from the calendar.
Type the party case management system identification (ID) in the Party CMS ID field, if appropriate.
Select a language from the Interpreter drop-down list, if appropriate.

® N o o

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

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

11. 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.

12.Select the party’s gender from the Gender drop-down list.
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13.In the Contact Information pane, enter the country, address, city, state, ZIP code, and phone number for
the specified party.

14.In the Attorney Information pane, from the Lead Attorney drop-down list, select Pro Se for the filing
attorney.

15. After all of the required fields for the specified party are completed, click m .
16.0n the Parties page, complete the party information for the next party.

<+ Add More
17.1f you have another party to add to the case, click , and complete the party
information for the additional party. Continue to add parties until all of the parties have been added to
the case.

18.Click " to save your work and continue.

Entering Date of Death on the Parties Page

You can enter the date of death for a party when the Date of Death 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.

To enter the date of death on the Parties page:

S——— e ]

The Start Filing page is displayed.
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€ Start Filing

L R

File New Case File into existing case
If you do not have a case number and you want to start a new case for If the case was started by you or someone else and you have the case
the first time. number or names of the parties to find the case

A\ 1f a case already exists, your filing will be rejected. Yeu will need to

come back and use ‘File Into Existing Case'

Figure 9.15 — Start Filing Page

2. Click .

The Case Information page is displayed.

Parties 2
3. Complete the required sections on the Case Information page, and then click .

The Parties page is displayed.
4. On the Parties page, select the party type that you want to begin to describe, and then click
+ Add party detailsl

The Edit Party Details window for the specified party is displayed.
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Edit Party Detalls

Party Information

e

[Fravame® | [reasenare | [ IS =
e | [Eeee -]

Contact Information

Losd atermay

Figure 9.16 — Example of the Edit Party Details Window

5. Click either m or m

Note: The following steps describe the fields that are displayed if you select “Person.”

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.

If you are the first party, select | Am This Party.

7. In the Party Information pane, 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.

8. Type the deceased party’s birth date in the Date of Birth field, or click J to select the date from the
calendar.

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

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

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

14.Type the party’s Social Security number in the Social Security Number field.
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Note: After you type the Social Security number, asterisks are displayed to hide the number.

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

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

17.In the Contact Information pane, enter the country, address, city, state, ZIP code, and phone number for
the specified party.

18.In the Attorney Information pane, from the Lead Attorney drop-down list, select Pro Se for the filing
attorney.

19. After all of required fields for the specified party are completed, click m .

<+ Add More I

20.0n the Parties page, if you have another party to add to the case, click . Then,
complete the party information for the next party.

21. Continue to add parties until all of the parties have been added to the case.

22.Click " to save your work and continue.

Entering Filing Details
You can enter the filing details on the Filings page.

New Case Filing Draft# 10234 @@~

@ case information @ rarties © Fiins @) ssrice 8) rees 8) summary

Max Envelope Size: 2.10 GB

FIlIngS Remaining: 2.10 GB

Filing Code Filing Type Description Actions

ﬁ
No Filings Added Yet

Atleast one filing is required to complete the
filing process.

+ Add filing

Figure 9.17 — Filings Page

Note: While you are entering a case filing, click —. to view the case number or draft number.
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Entering Filing Details

To enter the filing details:

1. On the Filings page, click .

The Edit Filing Details page is displayed.

New Case Filing Draft#10234 (@~
& Caselnformation @ Parties © Filings @) service § rocs 8 summary
Edit Filing Details 3
Filing Requwri:nsms A Additional Services Communications

N

Filing Type * equie)

@ eFile Only

Pick "eFile Only" 1o just electronically file your papers.

ile your papers with the court and have your
he selected service contacts.

Filing Information

Filing Cade *
Select -

|| cten Reference Number |

Filing on behalf of €

Select -

Upload Documents
‘add more than one lead document to

To add more than o he filing, create ancther filing and upload your document

Select a Filing code 1o enable adding documents.

Figure 9.18 — Edit Filing Details Page

In the Filing Type pane, select the filing type option.

In the Filing Information pane, select the filing code from the Filing Code drop-down list.
Type a client reference number in the Client Reference Number field.

Type a description in the Filing Description field.

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

S L R

In the Filing on behalf of section, from the drop-down list, select the parties that you want to associate
with the filing.

Select files
8. In the Upload Documents pane, click —' . Then, select the document that you want to
upload.

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

To add more than ene lead document to the filing, create another filing and upload your document
Type File Name File Description Security

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Word 2007 File (DOCX), Word 87/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Lead Document * Required

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Ward 2007 File (DOCX), Word 57/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size- 2.10 GB

Amachments

Figure 9.19 — Upload Documents Pane

Select files
9. If you have attachments to add to the filing, click —' in the Attachments section. Then,
upload the specified attachments.

10.1f you want to add security to any of the documents, select an option from the Security drop-down list.
11. To add additional services, click Additional Services.

The Additional Services pane is displayed.

Edit Filing Details

Filing Requirements Additional Services Communications
Test content fiing details optional services firm.
Additional Services
The additional services you see below are based an the filing code you picked
O Type Fee Amount Quantity Total
O Certified Copies s17 ‘ Enter quantity ‘
O Garmishment | | Enter amount ‘ ‘ Enter quantity ‘
O Garnishment Il |m‘
(] Once Per Party $10 %
O Per Page Fee No Multiplier s0
O Per Page Fee Service 0 ‘ Enter quaniity ‘
O Briority Processing 17 ‘ Enter quantity ‘
O Spiit Fee Service 10
O TOGA Decline Emor 260

Figure 9.20 — Additional Services Pane on the Edit Filing Details Page

12.Select the additional services that you want to add. Also, if applicable, type the fee amount and/or
select the quantity of the specified service.
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Go to Cummunicatinnl
13.Click , or click Communications at the top of the page.

The Communications pane is displayed.

Edit Filing Details

Filing Requirements Additional Services Communications

Communications

If you want someone ta receive emails (for example, a legal helper, family member, friend), input their email address below. If the court rejects a filing these email addresses do
not receive notification that the file was rejected by the court

Test Content for filing communications firm.

‘ Courtesy Copies ‘

These individuals will receive a file stamped copy of the document if the court accepts the filing.

‘ Preliminary Copies ‘

These individuals will receive a copy of the document as soon as the file is submitted to the court. The documents will not be file stamped

Figure 9.21 - Communications Pane on the Edit Filing Details Page

14.Type a valid email address to specify the recipient of the courtesy or preliminary copies.

=+ Add More I

16.1f you want to add another filing, on the Filings page, click . Then, repeat the same
steps for the next filing.

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

Merging Documents for File Upload in a Case Filing

You can merge multiple documents into one file before uploading the file in a case filing.

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

To merge multiple documents for file upload:
1. Navigate to the Filings page.

2. Complete the fields pertaining to the case filing.

Merge documents I

3. Inthe Upload Documents pane, click
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Upload Documents
To add more than one lead document to the filing, create another filing and upload your document.
Type File Name File Description Security
Drag files here or
Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG),
Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF), WAV (WAV),
Lead Document * Required Windows Media File (WMV), Word 2007 File (DOCX), Word 97/XP File (DOC), WordPerfect File (WPD),
XML Document (XML)
Maximum File Size: 2.10 GB
or
Drag files here or
Select files
Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG),
Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF), WAV (WAV),
Attachments Windows Media File (WMV), Word 2007 File (DOCX), Word 97/XP File (DOC), WordPerfect File (WPD),
XML Document (XML)
Maximum File Size: 2.10 GB
or
Merge documents

Figure 9.22 — Example of the Upload Documents Pane

The Merge Documents window is displayed.
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Merge Documents

\:‘ Add a Separator Page
Drag files here or
Select files
Supported File Types: Portable Document File (PDF)
File Name Reorder Delete

You must provide at least two documents to merge.

Name your merged file

| Merged File Name * ‘

Figure 9.23 — Merge Documents Window

l Select files l
4. Click , and then select the files that you want to merge.

5. If you want to change the order of the files after you have added them, use the up and down arrows to
reorder the files.

6. Type a name for the merged file in the Name your merged file field.
7. If you want to add a separator page to the files, select Add a Separator Page.

8. When you have added all of your files, reordered them if necessary, and named the merged file, click

9. Proceed with the rest of your filing.

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.
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New Case Filing Draft# 10234 @~

@ case information @ rarties © Fiins @) senice 8) rees 8) summary

Max Envelope Size: 2.10 GB

Filings Femaning 21068

Filing Code Filing Type Description Actions

No Filings Added Yet

Atleast one filing is required to complete the
filing process.

+ Add filing

Figure 9.24 - Filings Page

To enter the filing details:

1. On the Filings page, click .

The Edit Filing Details page is displayed.

New Case Filing Draft#10234 @~
@ Caselnformation @ Parties e Filings W) Service &) Fees &) Summary
Edit Filing Details ®
Filing Renu\mﬂems A Additional Services Communicatiens

S

Filing Type * requrea)

® eFile Only O eFile and Serve

Pick "eFile Gnly’ to just electronically file your papers. Electronically file your papers with the court and have your
documents sent 1o the selected service contacts.

Filing Information

Fiing Code *
Select.

‘ Client Reference Number ‘

[ Fing Descrpon |

Comments to Court
add comment here

nter comments for fling

Filing on behalf of €

Upload Documents

To add more than one lead document to the filing, ereate another filing and upload your document

Select a Filing code 1o enable adding documents.

Figure 9.25 — Edit Filing Details Page

2. Inthe Filing Type pane, select the filing type option.
3. Inthe Filing Information pane, select the appropriate filing code from the Filing Code drop-down list.

4. Type a client reference number in the Client Reference Number field.
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5. Type a description in the Filing Description field.
If you have any comments for the court regarding the filing, type them in the Comments to Court field.

. Inthe Filing on behalf of section, from the drop-down list, select the parties that you want to associate
with the filing.

Select files
8. In the Upload Documents pane, click —' . Then, select the document that you want to
upload.

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

To add more than one lead document to the filing, create another filing and upload your document
Type File Name File Description Security

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Word 2007 File (DOCX), Word 97/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Lead Document * Required

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Ward 2007 File (DOCX), Word 97/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Attachments

Figure 9.26 — Upload Documents Pane

Select files
9. If you have attachments to add to the filing, click —' in the Attachments section. Then,
upload the specified attachments.

10.1f you want to add security to any of the documents, select an option from the Security drop-down list.
11. To add additional services, click Additional Services.

The Additional Services pane is displayed.
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Edit Filing Details

Filing Requirements Additional Services Communications
Test content fiing details optional services firm.
Additional Services
The additional services you see below are based an the filing code you picked
O Type Fee Amount Quantity Total
O Certified Copies s17 ‘ Enter quantity ‘
O Garmishment | | Enter amount ‘ ‘ Enter quantity ‘
O Garnishment Il |m‘
(] Once Per Party $10 %
O Per Page Fee No Multiplier s0
O Per Page Fee Service 0 ‘ Enter quaniity ‘
O Briority Processing 17 ‘ Enter quantity ‘
O Spiit Fee Service 10
O TOGA Decline Emor 260

Figure 9.27 — Additional Services Pane on the Edit Filing Details Page
12.Select the additional services that you want to add. Also, if applicable, type the fee amount and/or
select the quantity of the specified service.

Go to Cummunicatinnl
13.Click , or click Communications at the top of the page.

The Communications pane is displayed.

Edit Filing Details

Filing Requirements Additional Services Communications

Communications

If you want someone ta receive emails (for example, a legal helper, family member, friend), input their email address below. If the court rejects a filing these email addresses do
not receive notification that the file was rejected by the court

Test Content for filing communications firm.

‘ Courtesy Copies ‘

These individuals will receive a file stamped copy of the document if the court accepts the filing.

‘ Preliminary Copies ‘

These individuals will receive a copy of the document as soon as the file is submitted to the court. The documents will not be file stamped

Figure 9.28 —- Communications Pane on the Edit Filing Details Page

14.Type a valid email address to specify the recipient of the courtesy or preliminary copies.

15.Click

16.Click .

The Service page is displayed.
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17.Select the service contacts, and then click Y.

The Fees page is displayed.
18.0n the Fees page, type the amount of damages for the case in the Ad Damnum field.

19. Select the payment account from the Payment Account drop-down list, or follow the steps to create a
new payment account.

20. 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.

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

R:" Calculate Fees I

22.Click
The fees for the filing are displayed.

23.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: The Motion Type feature is configured by Tyler and may not be available on your system.

New Case Filing Draft# 10234 @ -

@& case information @ rarties © Fiings @) senice 8) rees 8) summary

Max Envelope Size: 2.10 GB

Filings emsining 21068

Filing Code Filing Type Deseription Actions

ﬁ
No Filings Added Yet

Atleast one filing is required to complete the
filing process

+ Add filing

Figure 9.29 — Filings Page

To enter a filing with a Motion Type code:

1. On the Filings page, click .
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The Edit Filing Details page is displayed.
New Case Filing Draft#10234 @~
@ Caselnformation @ Parties e Filings W) Service &) Fees & Summary

Edit Filing Details

‘
x

Filing Requirements 4 Additional Services [+
A
Filing Type * requrea)

® eFile Only O eFile and Serve

Pick "eFile Gnly’ to just electronically file your papers. lectronically file your papers with the court and have your

El
documents sent to the selected service contacts.

Filing Information

Filing on behalf of €

Select -

Upload Documents
To add more than one lead document 1o the filing

Select a Filing code 1o enable adding documents

Figure 9.30 — Edit Filing Details Page

2. Inthe Filing Type pane, select the filing type option.
3. In the Filing Information pane, 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.
Select the appropriate motion type from the drop-down list.

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

Type a description in the Filing Description field.

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

© N o o &

In the Filing on behalf of section, from the drop-down list, select the parties that you want to associate
with the filing.

Select files
9. Inthe Upload Documents pane, click —' . Then, select the document that you want to
upload.

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

To add more than ene lead document to the filing, create another filing and upload your document
Type File Name File Description Security

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Word 2007 File (DOCX), Word 87/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Lead Document * Required

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Ward 2007 File (DOCX), Word 57/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size- 2.10 GB

Amachments

Figure 9.31 — Upload Documents Pane

Select files
10.If you have attachments to add to the filing, click —' in the Attachments section. Then,
upload the specified attachments.

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

12.To add additional services, click Additional Services.

The Additional Services pane is displayed.

Edit Filing Details

Filing Requirements Additional Services Communications
Test content fiing details optional services firm.
Additional Services
The additional services you see below are based an the filing code you picked
O Type Fee Amount Quantity Total
O Certified Copies s17 ‘ Enter quantity ‘
O Garmishment | | Enter amount ‘ ‘ Enter quantity ‘
O Garnishment Il |m‘
(] Once Per Party $10 %
O Per Page Fee No Multiplier s0
O Per Page Fee Service 0 ‘ Enter quaniity ‘
O Briority Processing 17 ‘ Enter quantity ‘
O Spiit Fee Service 10
O TOGA Decline Emor 260

Figure 9.32 — Additional Services Pane on the Edit Filing Details Page

13. Select the additional services that you want to add. Also, if applicable, type the fee amount and/or
select the quantity of the specified service.
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Go to Cummunicatinnl
14.Click , or click Communications at the top of the page.

The Communications pane is displayed.

Edit Filing Details

Filing Requirements Additional Services Communications

Communications

If you want someone ta receive emails (for example, a legal helper, family member, friend), input their email address below. If the court rejects a filing these email addresses do
not receive notification that the file was rejected by the court

Test Content for filing communications firm.

‘ Courtesy Copies ‘

These individuals will receive a file stamped copy of the document if the court accepts the filing.

‘ Preliminary Copies ‘

These individuals will receive a copy of the document as soon as the file is submitted to the court. The documents will not be file stamped

Figure 9.33 - Communications Pane on the Edit Filing Details Page

15. Type a valid email address to specify the recipient of the courtesy or preliminary copies.

16.Click m .
=+ Add More I

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

18. 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.
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New Case Filing Draft# 10234 @~

@ case information @ rarties © Fiins @) senice 8) rees 8) summary

Max Envelope Size: 2.10 GB

Filings Femaning 21068

Filing Code Filing Type Description Actions

No Filings Added Yet

Atleast one filing is required to complete the
filing process.

+ Add filing

Figure 9.34 - Filings Page

To enter the filing details:

1. On the Filings page, click .

The Edit Filing Details page is displayed.

New Case Filing Draft#10234 @~
@ Caselnformation @ Parties e Filings W) Service &) Fees &) Summary
Edit Filing Details ®
Filing Renu\mﬂems A Additional Services Communicatiens

S

Filing Type * requrea)

® eFile Only O eFile and Serve

Pick "eFile Gnly’ to just electronically file your papers. Electronically file your papers with the court and have your
documents sent 1o the selected service contacts.

Filing Information

Fiing Code *
Select.

‘ Client Reference Number ‘

[ Fing Descrpon |

Comments to Court
add comment here

nter comments for fling

Filing on behalf of €

Upload Documents

To add more than one lead document to the filing, ereate another filing and upload your document

Select a Filing code 1o enable adding documents.

Figure 9.35 — Edit Filing Details Page

2. Inthe Filing Type pane, select the filing type option.
3. Inthe Filing Information pane, select the appropriate filing code from the Filing Code drop-down list.

4. Type a client reference number in the Client Reference Number field.
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5. Type a description in the Filing Description field.
If you have any comments for the court regarding the filing, type them in the Comments to Court field.

. In the Filing on behalf of section, from the drop-down list, select the parties that you want to associate
with the filing.

Select files
8. In the Upload Documents pane, click —' . Then, select the document that you want to
upload.

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

To add more than one lead document to the filing, create another filing and upload your document
Type File Name File Description Security

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Word 2007 File (DOCX), Word 97/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Lead Document * Required

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Ward 2007 File (DOCX), Word 97/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Attachments

Figure 9.36 — Upload Documents Pane

Select files
9. If you have attachments to add to the filing, click —' in the Attachments section. Then,
upload the specified attachments.

10.1f you want to add security to any of the documents, select an option from the Security drop-down list.
11. To add additional services, click Additional Services.

The Additional Services pane is displayed.
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Edit Filing Details

Filing Requirements Additional Services Communications
Test content fiing details optional services firm.
Additional Services
The additional services you see below are based an the filing code you picked
O Type Fee Amount Quantity Total
O Certified Copies s17 ‘ Enter quantity ‘
O Garmishment | | Enter amount ‘ ‘ Enter quantity ‘
O Garnishment Il |m‘
(] Once Per Party $10 %
O Per Page Fee No Multiplier s0
O Per Page Fee Service 0 ‘ Enter quaniity ‘
O Briority Processing 17 ‘ Enter quantity ‘
O Spiit Fee Service 10
O TOGA Decline Emor 260

Figure 9.37 — Additional Services Pane on the Edit Filing Details Page
12.Select the additional services that you want to add. Also, if applicable, type the fee amount and/or
select the quantity of the specified service.

Go to Cummunicatinnl
13.Click , or click Communications at the top of the page.

The Communications pane is displayed.

Edit Filing Details

Filing Requirements Additional Services Communications

Communications

If you want someone ta receive emails (for example, a legal helper, family member, friend), input their email address below. If the court rejects a filing these email addresses do
not receive notification that the file was rejected by the court

Test Content for filing communications firm.

‘ Courtesy Copies ‘

These individuals will receive a file stamped copy of the document if the court accepts the filing.

‘ Preliminary Copies ‘

These individuals will receive a copy of the document as soon as the file is submitted to the court. The documents will not be file stamped

Figure 9.38 — Communications Pane on the Edit Filing Details Page

14.Type a valid email address to specify the recipient of the courtesy or preliminary copies.

15.Click

16.Click .

The Service page is displayed.
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17.Select the service contacts, and then click Y.

The Fees page is displayed.
18.0n the Fees page, type the Claim Amount in the Claim Amount field.

19. Select the payment account from the Payment Account drop-down list, or follow the steps to create a
new payment account.

20. 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.

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

R:” Calculate Fees I

22.Click
The fees for the filing are displayed.

23.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.
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New Case Filing Draft# 10234 @~
@ case information @ rarties © Fiins @) senice 8) rees 8) summary
Fl"n S Max Envelope Size: 2.10 GB
g Remaining: 2.10 GB

Filing Code Filing Type Description Actions

No Filings Added Yet

Atleast one filing is required to complete the
filing process.

+ Add filing

Figure 9.39 - Filings Page

To enter the filing details:

1. On the Filings page, click .

The Edit Filing Details page is displayed.

New Case Filing Draft#10234 @~
@ Caselnformation @ Parties e Filings W) Service &) Fees &) Summary
Edit Filing Details ®
Filing Renu\mﬂems A Additional Services Communicatiens

S

Filing Type * requrea)

® eFile Only O eFile and Serve

Pick "eFile Gnly’ to just electronically file your papers. Electronically file your papers with the court and have your
documents sent 1o the selected service contacts.

Filing Information

Fiing Code *
Select.

‘ Client Reference Number ‘

[ Fing Descrpon |

Comments to Court
add comment here

nter comments for fling

Filing on behalf of €

Upload Documents

To add more than one lead document to the filing, ereate another filing and upload your document

Select a Filing code 1o enable adding documents.

Figure 9.40 — Edit Filing Details Page

2. Inthe Filing Type pane, select the filing type option.
3. Inthe Filing Information pane, select the appropriate filing code from the Filing Code drop-down list.

4. Type a client reference number in the Client Reference Number field.
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5. Type a description in the Filing Description field.
If you have any comments for the court regarding the filing, type them in the Comments to Court field.

. In the Filing on behalf of section, from the drop-down list, select the parties that you want to associate
with the filing.

Select files
8. In the Upload Documents pane, click —' . Then, select the document that you want to
upload.

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

To add more than one lead document to the filing, create another filing and upload your document
Type File Name File Description Security

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Word 2007 File (DOCX), Word 97/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Lead Document * Required

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Ward 2007 File (DOCX), Word 97/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Attachments

Figure 9.41 — Upload Documents Pane

Select files
9. If you have attachments to add to the filing, click —' in the Attachments section. Then,
upload the specified attachments.

10.1f you want to add security to any of the documents, select an option from the Security drop-down list.
11. To add additional services, click Additional Services.

The Additional Services pane is displayed.
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Edit Filing Details

Filing Requirements Additional Services Communications
Test content fiing details optional services firm.
Additional Services
The additional services you see below are based an the filing code you picked
O Type Fee Amount Quantity Total
O Certified Copies s17 ‘ Enter quantity ‘
O Garmishment | | Enter amount ‘ ‘ Enter quantity ‘
O Garnishment Il |m‘
(] Once Per Party $10 %
O Per Page Fee No Multiplier s0
O Per Page Fee Service 0 ‘ Enter quaniity ‘
O Briority Processing 17 ‘ Enter quantity ‘
O Spiit Fee Service 10
O TOGA Decline Emor 260

Figure 9.42 — Additional Services Pane on the Edit Filing Details Page
12.Select the additional services that you want to add. Also, if applicable, type the fee amount and/or
select the quantity of the specified service.

Go to Cummunicatinnl
13.Click , or click Communications at the top of the page.

The Communications pane is displayed.

Edit Filing Details

Filing Requirements Additional Services Communications

Communications

If you want someone ta receive emails (for example, a legal helper, family member, friend), input their email address below. If the court rejects a filing these email addresses do
not receive notification that the file was rejected by the court

Test Content for filing communications firm.

‘ Courtesy Copies ‘

These individuals will receive a file stamped copy of the document if the court accepts the filing.

‘ Preliminary Copies ‘

These individuals will receive a copy of the document as soon as the file is submitted to the court. The documents will not be file stamped

Figure 9.43 —- Communications Pane on the Edit Filing Details Page

14.Type a valid email address to specify the recipient of the courtesy or preliminary copies.

15.Click

16.Click .

The Service page is displayed.
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17.Select the service contacts, and then click Y.

The Fees page is displayed.
18.0n the Fees page, type the Estate Value in the Estate Value field.

19. Select the payment account from the Payment Account drop-down list, or follow the steps to create a
new payment account.

20. 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.

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

R:" Calculate Fees I

22.Click
The fees for the filing are displayed.

23.Click to review and complete your filing.

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.

New Case Filing Draft #10303 (@ ~

& casenformation @ Parties @ Filngs & senvice © = 8) summary

Fees
Fee Breakdown
You must select a payment acoount even f there are o fees

Payment Account *
Select - Once you've picked yaur payment account, click the button belaw to see the total fees

Q Calculate Fees
+ Add payment account - -

__Party Responsible for Fees *
[setect.. -

__Filer Type
[setect -

Figure 9.44 — Example of a Fees Page

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

1. Select the payment account from the Payment Account drop-down list.
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o ) + Add payment account I . )
If you do not have an existing payment account, click . Additional fields are

displayed. Then, follow the steps to create a new payment account.

Refer to the following topics for details on creating the various types of payment accounts:

* Adding a Credit Card Payment Account, page 37
* Adding an E-Check Payment Account, page 41
* Adding a Draw-Down Account, page 45
2. 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.

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

L.:’ Calculate Fees l

4. In the Fee Breakdown pane, click

The fees for the filing are displayed.

New Case Filing Draft # 10303 @ -
& caseInformation & rarties & Fiings & service © s 8) summary
Fees Fee Breakdown Q Calculate Fees
You must select a payment account even if there are no fees,
Case Initiation Fee
Payment Account * Other Givil $5.00
Pro se Discover Credit Card .-
Fiing Fe
4 Add payment account Abstract Of Judgment $5.00
_Party Responsible for Fees * Filing Fe
|Jane Doe - ‘ Action - Initial Only $5.00
__Filer Type Fiing Fe
|Defaul| hd ‘ Abstract Of Judgment $5.00
Total Service Fess $1.00
Convenience Fee $1.00
Total Court Service Fees $1.00
Grand Total $23.00
N

Figure 9.45 — 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.

5. 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: The Return Date feature is configured by Tyler and may not be available on your system.
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Return Date

Qut Of State Service

O

l Return Date (| T

Return date must be verified.

Figure 9.46 — Example of the Return Date Pane

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

Note: You cannot proceed until you verify the selected date.

«” Retum Date verified. x

|
Figure 9.47 — Return Date Verified Message

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

Return Date

Out Of State Service

O

Return Date .
ﬁﬁﬂ 4/2022 =] Verify

Figure 9.48 — Example of the Return Date Pane with a Valid Date Displayed

If you select an invalid return date, the invalid date is displayed with a red border, indicating an error. You
cannot proceed until you select a valid date.

90 June 2022 ESO-FS-200-4494 v.18



Return Date

Out OF State Service

O

Return Date

EE;’B‘I /2022

e

Capability for Filing a Return Date

Figure 9.49 — Example of the Return Date Pane with an Error in the Return Date Field

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.

Details - Envelope # 187677

Envelope

Enveicpa 10

187677

Case Information
OF’S}ViockCMS
Hearing

Heanng Swar oare
06/04/2022
Return Date

Ratum Date

06/14/2022

Parties

Party Type
Defendant

Plaintiff

Filings

Fiing Coce

Abstract Of Judgment

Service Contacts

Party Typa

Defendant

Plaintiff

Other Service Contacts

Filor Typa
Default

0001876770

Subemitioa by
auren Groswald

DazeType

Pary Nama
John Doe

Sally Smith

@gmail.com

PRS-

9:00 AM

Load Attomey

Abby Carmichael

Pemy Mason

Fing Descrnc

Pany wame

John Doe

Sally Smith

Pary respanzmic

John Doe

Tramsacticn

$8.00

ggg !

Frint m

Tranzacticn

sncsaction D
158938

Figure 9.50 — Example of the Return Date in the Envelope Details
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Selecting a Return Date for a Case Filing

Note: The Return Date 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 g i

= EFILE QA 01 - EFM QA1 Q- @ - ..
A
' Start Filing Filing History Drafts
Q
=} Are you filing an original petition with courts? OR Are you Filing on a Case # CC-20-1475 Draft # 9848
case that already exists in the courts? Not sure? Click the START Envelope # 179288 Submitted at 02/24/2022 10:14 AM Draft # 3848 Started at 02/28/2022 1:57 PM
n FILING button to see the options. Filings: Submitted (1), Served (1) Case # CC-21-2212
Case # CC-22-684 Draft # 3979 Started at 08/23/2021 4:12 PM
[=1] ’
Enjle\ope #179280 Submitted at 02/24/2022 8:25 AM Draft # 5765
) Filings: Accepted (1) Draft # 9765 Started at 02/23/2022 4:58 PM
Case # CC-21-4204
n Envelope # 175475 Submitted at 01/24/2022 1:23 PM
Filings: Accepted (1)
(i}
Start filing .
B view filing history View my drafts

Case Search

Case # 'CC-21-4204'

Bookmarks

CC-22-684 - Pro Se Filerv.James Weir

Templates

Pro Se subsequent template

OFSQA 2017 OFSQA 2017
Case # 'CC-20-1475' €c-20-909 Baseball template
OFS QA 2017 OFSQA 2018
New template pro se
Cases with party name ‘Beh Beh'
OFSQA2017
Search cases View my bookmarks View my templates

Figure 9.51 — Dashboard Page

The Start Filing page is displayed.
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€ Start Filing

File New Case File into existing case
If you do not have a case number and you want to start a new case for If the case was started by you or someone else and you have the case
the first time. number or names of the parties to find the case
A\ 1f 3 case already exists, your filing will be rejected. You will need to
come back and use File Into Existing Case’
AL I

Figure 9.52 — Start Filing Page

2. Click .

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

The Parties page is displayed.

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

The Filings page is displayed.

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

The Service page is displayed.

6. Select the service contacts, and then click _a

The Fees page is displayed.

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

New Case Filing D e 10s7 @

@ cassmermanen @ e @ s & e @ [

e
o poer
Return Date

-

e Ay Car

Pery Mz

Filings.
A oy v
Service Contacts
oee (=] v
e o v
Serice Comact Q v

Figure 9.53 — Return Date Pane on the Summary Page

8. Onthe Summary page, to select a return date:
a. Ifthe respondent is located out of state, select the Out of State Service check box.

Return Date

Out Of State Service

Return Date .
ﬁﬁf‘l 4/2022 B Verify

Figure 9.54 — Out of State Service Check Box Selected in the Return Date Pane

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

Verify I
c. Click .

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

+” Retum Date verified. x

|
Figure 9.55 — 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 Service

O

Return Date i
Eﬁf‘l 4/2022 B Verify

Figure 9.56 — Example of the Return Date Pane with a 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 you to reverify the return date if you navigate away from the Summary page before
submitting the filing. When you return to the Summary page, you must reverify the return date before the
filing can be submitted.

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

Reverifying a Return Date

Note: The Return Date feature is configured by Tyler and may not be available on your system.
To reverify the return date:
1. After making changes in your case filing, navigate to the Summary page.

Note: You must reverify the return date that you previously selected.

If the date you previously selected is still available, the date is displayed in the Return Date field.

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

Out Of State Service

O

Return Date R
EGIZEIZGZZ B Verify

Return date must be verified.

Figure 9.57 — Return Date Pane

Verify I Verify I
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 m .

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

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

Submission Agreements *
D This is the first disclaimer.

D This is a second disclaimer.

You must accept the Submission Agreements.

Figure 9.58 — Example of a Submission Agreements Pane with Two Disclaimers

Submission Agreements *
u This is the first disclaimer.

H This is a second disclaimer.

Figure 9.59 — Example of a Submission Agreements Pane with the Check Boxes Selected for Two
Disclaimers

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

The Summary page is displayed.

New Case Filing Draft#10380 @ -

Gase information Paries Fings servce Fess Summary
9 4 (] L] 4 [ ]

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

Under $1000

partes

Defendant Joseph Doe Jerty Jones

Plaintiff Harry Smith Jack Stone

Abstract Of Judgment eFile Only v

Service Contacts

Defendant Joseph Doe
Plaintiff Harry Smith

ther Service Comtacts

<

Fees

Firm's New CC 11202020 Harry Smith Abby Carmichael

Figure 9.60 — Example of a 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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I

H
3
I

s
s100
s100

Grand Total s2400

Figure 9.61 — Example of a 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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New Case Filing

@ cse nromatin

@ rores

@ rinos

Case Information

Gours Locstion CaseTioe
OFS QA ODY RICMS - Review in CMS Small Claims

This is a test case

Parties

Plainiff George Doe
Defendant Susie Smith
Filings

Fing cade Fing Ty

efiling Event eFile Only

Service Contacts

Flaintiff George Doe
Defendant Susie Smith

Other Service Contacts

Fees
Firmis New CC 11202020 George Doe

sty
Default

@ servee

cwil

Tim Andews

Jack Stone

Tim Andews.

Viewing the Envelope Summary

Draft# 10433 @ -

@ ress © summary

.

Figure 9.62 — Example of a Summary Page with Envelope Comments Displayed

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

Review the summary of the case filing. If you want to change any information on the page, click

& Edit
I—' in the pane in which you want to change the information.

5. After you are satisfied with the information in your filing, click m .

The Envelope Submitted window is displayed.
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Envelope Submitted .

Envelope Submitted

Envelope #185847 has been submitted successfully.

l View Receipt l Return to dashboard

Figure 9.63 — Envelope Submitted Window

6. Inthe Envelope Submitted window, do one of the following:

View Receipt .
e Click " . The Printable Envelope Details page is displayed in a separate
tab. View the envelope details, and then close the tab.

Return to dashboard
* Click to return to the Dashboard page.

* Click x to close the Envelope Submitted 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 page, the Parties page, the Filings page,
and the Fees page.

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

The Summary page is displayed.
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Viewing Case Address Information on the Summary Page

Figure 9.64 — 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. If you want to change any information on the page, click

& Edit
I—' in the pane in which you want to change the information.

5. After you are satisfied with the information in your filing, click m .

The Envelope Submitted window is displayed.
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Envelope Submitted .

Envelope Submitted

Envelope #185847 has been submitted successfully.

l View Receipt l Return to dashboard

Figure 9.65 — Envelope Submitted Window

6. Inthe Envelope Submitted window, do one of the following:

View Receipt .
e Click " . The Printable Envelope Details page is displayed in a separate
tab. View the envelope details, and then close the tab.

Return to dashboard
* Click to return to the Dashboard page.

* Click x to close the Envelope Submitted 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 File & Serve.

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

The case judicial officer information is available on the following pages:

» Envelope Details page for initial and subsequent filings
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Envelope Details

Envelope

Case Information
OFSQA2017

uage

Hammond, Don

Parties

Plaintiff

Defendant

Filings
Abstract Of Judgment

Service Contacts
ey e

Plaintiff

Defendant

Other Service Contacts

Default

0001877990

Filng Fee

Abstract Of Judgment

Convenience Fee

Total Filing & Service Fees

Total Court Service Fees

View Case Judicial Officer

Lauren Groswald @gmail com
casarym e congry
Breach Of Contract civi
ParyName [rp—
Jane Doe
John Doe
v

Jane Doz Q v
John Doe Q v
® v
[E—
John Doe

$8.00 159069
§5.00

$1.00
$1.00
$1.00

Figure 9.66 — Example of the Judge Information on the Envelope Details Page

»  Summary page for subsequent filings
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@ case ormaton

Submission Agreements *

@ rings

B 1 agree that this filing is in compliance with the Rules for E-Filing

Case Information

OFS 042017
sudas
Hammend, Don

Parties
FartyTrve
Plaintiff

Defendant
Filings
Fang e

Abstract Of Judgrent

Service Contacts

FartyTrve
Plaintiff
Defendant

Other Service Contacts

Fees

Pyma

lew CC 11202020

Default

Breach Of Contract

Paryame
Jane Doe

John Doe

Fing Tes File Seserpec

eFile and Serve

Paryame

Jane Doe

John Doe

civil

Fumgsnemey
Abby Carmichael

Figure 9.67 — Example of the Judge Information on the Summary Page

» Case Information page for subsequent filings

File Into Case

@ case information

@ Parties

Court location

OFS QA 2017

(3) Filings

Draft # 10445 - Case # CC-21-4233 - Judge Hammond, Don - Jane Doev.John Doe 0 -

4 Service

Case Information

https://www.hcdistrictclerk.com/Common,/Civil/EFiling.aspx

Case category

Civil

Case type

Breach Of Contract
Judge

Hammaond, Don

(5) Fees

8) summary

Figure 9.68 — Example of the Judge Information on the Case Information Page

» Bookmarks page for subsequent filings
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Bookmark Filter

Case Location

Any Location

Case Number

Case Number

Case Description

Case Description

CC-21-3102

GC-21-3181

CC-21-3321

Caze Description

James Beardv.Emma Thomas
:;(;21 -452
CCE(?-;LESS
g(";;}ﬁﬁ&

GC-21-668
Case Descriptios

Frank AndersonVS. Julian Smith

Locstor
OFS QA 2017

Locatiar
OFS QA 2017 - Court at Law
Locator

OFS QA 2017

Locstor

OFS QA 2017

Locatin
OFS QA 2017

Locatior
OFS 0A 2014

Location
OFS QA 2017

Locatior
OFS QA 2018 - Court at Law 1

Locatiar
OFS QA 2017

Judge
Hammend, Don

Capability for Hearing Dates

EIEICNE

EIEICHE
EIEICNE
EIEICNE

EEIEE

EEICYE
BEIE
EREICYE
ERIEICNE

Figure 9.69 — Example of the Judge Information on the Bookmarks Page

Capability for Hearing Dates

Filers can search for available hearing dates and then select a specified date. The hearing date is reserved

in the system.

Note: The Hearing Date 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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Schedule Hearing for Envelope #185887

Select

@]

o O O O O O

O

o]

@]

Prewousnz 3 4 5 Next

Date

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/07/2022

Do not schedule

Start

2:00 AM

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2.00PM

300 PM

4:00 PM

8:00 AM

End

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:.00 PM

4:00PM

5:00 PM

9:00 AM

[ 5Rem) [ page o5

Figure 9.70 — Example of a Schedule Hearing Page

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

Do not schedule I

Scheduling a Hearing Date for a New Case Filing

You can schedule a hearing after completing all of the fields in a case filing and then submitting your filing.

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

Note: The example screen shots 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 QA 01 - EFM QA1

.

" Start Filing

B

n FILING button to see the options.
[=1]

[S]

=]

(]

B

Case Search

Case # 'CC-21-4204'
OFS QA 2017
Case # 'CC-20-1475"
OFS QA 2017

Cases with party name 'Beh Beh'
OFS QA 2017

Search cases

Are you filing an original petition with courts? OR Are you Filing on a
case that already exists in the courts? Not sure? Click the START

Scheduling a Hearing Date for a New Case Filing

Filing History

Case # CC-20-1475

Envelope # 179288 Submitted at 02/24/2022 10:14 AM

Filings: Submitted (1), Served (1)
Case # CC-22-684

Envelope # 179280 Submitted at 02/24/2022 8:25 AM

Filings: Accepted (1)
Case # CC-21-4204

Envelope # 175475 Submitted at 01/24/2022 1:23 PM

Filings: Accepted (1)

View filing history

Bookmarks

CC-22-684 - Pro Se Filerv.James Weir
OFS QA 2017

CC-20-909
OFS QA 2018

View my bookmarks

Drafts

Draft # 9848
Draft # 9848 Started at 02/28/2022 1:57 PM

Case # CC-21-2212
Draft # 3979 Started at 08/23/2021 412 PM

Draft # 9765
Draft # 9765 Started at 02/23/2022 4:58 PM

View my drafts

Templates

Pro Se subsequent template
Baseball template

New template pro se

View my templates

Figure 9.71 — Dashboard Page

The Start Filing page is displayed.
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€ Start Filing

L R

File New Case File into existing case
If you do not have a case number and you want to start a new case for If the case was started by you or someone else and you have the case
the first time. number or names of the parties to find the case

A\ 1f a case already exists, your filing will be rejected. Yeu will need to

come back and use ‘File Into Existing Case'

Figure 9.72 — Start Filing Page

2. Click .

The Case Information page is displayed.
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Scheduling a Hearing Date for a New Case Filing

New Case Filing

@ casenformation ) Parties ) Filings

Case Information

Court location *

4 Service 5 Fees

| OFS MockCMS

This is the court where you are filing your case.
https:/fwww.collincountytx. gov/district_courts/Pages/default aspx
Case category ¥
Select
This is the type of case you are filing (Family, Probate, or Civil).
Case type *

Select

If you can' find your case type, change the case category to see other case types

Draft# 10188 () -

6) Summary 7) Hearing

Figure 9.73 — Case Information Page

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

The Parties page is displayed.

New Case Filing

o Case Information o Parties 3 Fi ings 4 Service 9 Fees
Party Type Party Name Lead Attorney
A\ Defendant * + Add party details
A Plaintiff * + Add party details

Draft#10188 @ -

6) Summary 7 Hearing

Actions

Figure 9.74 — Parties Page

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

The Filings page is displayed.
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New Case Filing Draft# 10234 @~
Case Information Parties Filings 4 Service 5) Fees 6y Summary
9 (] © Fing
HH Max Envelope Size: 2.10 GB
Flllngs Remaining: 2.10 GB
Filing Code Filing Type Description Actions
ﬁ
No Filings Added Yet
Atleast one filing is required to complete the
filing process.
Figure 9.75 — Filings Page

On the Filings page, click . Then complete the required fields, as applicable.

Click .

The Service page is displayed.

Select the service contacts, and then click r.

The Fees page is displayed.

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

The Summary page is displayed.
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Return Date

H

]

Figure 9.76 — Example of a Summary Page

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

The Schedule Hearing page is displayed.
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Schedule Hearing for Envelope #185887

Select Date Start End

O 05/06/2022 2:00 AM 9:00 AM
05/06/2022 9:00 AM 10:00 AM
05/06/2022 10:00 AM 11:00 AM
05/06/2022 11:00 AM 12:00 PM
05/06/2022 12:00 PM 1:00 PM

05/06/2022 1:00 PM 2:00 PM

o O O O O O

05/06/2022 2.00PM 3:.00 PM

05/06/2022 3:00PM 4:00PM

O

(@] 05/06/2022 4:00 PM 5:00 PM

O 05/07/2022 8:00 AM 9:00 AM

45 Result(s) | Page 1of 5
Prewousnz 3 4 5 Next B0 E=3ER

Do not schedule m

Figure 9.77 — Example of a Schedule Hearing Page

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

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

Do not schedule I

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

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 for which
the court has not yet reviewed the envelope.

Note: The Hearing Date 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.
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Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location

Any Location -

Case / Envelope Number
Case Number

Envelope Number
Sort By
Newest to Qldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date

To Date =] ‘

Filing History | Filing Drafts

Case # CC-20-1475

Julia Reedv.Sam Muir

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate

Case # CC-22-684

Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204

Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Scheduling a Hearing for an Existing Case Filing

Filng Type Filing Description
Service Only

eFile Only

Filng Type Filing Description
eFile Only

Filng Type Filng Description
eFile Only

Filng Type Filing Description

eFile and Serve

28 Rosult(s)

<))

Client Ref &

Client Raf &

Client Raf &

Client Ref &

Figure 9.78 — Example of a Filing History Page

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

5

3. Click '

The envelope details are displayed.
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Details - Envelope # 1 Peint =3

envelope
187678 Lawren Groswald Bemaicom
Case information

e - f——

Return Date

08/24/2022

Parties.
o

Dsfendant Sei B Jerry Jores

Piaintiff Mally Jones ‘Abby Carmichae!
Filings

Astract OF Judgment -

Service Contacts

Defendant Seter Pan

Prsintilt Mally Jones

<

Fees
- SRR
e Peter Pant
0001876780 $8.00 158938
Absersct OF Judgenens ss.00
s1.00
$100
s1.00
Grand Total s8.00
Schegule Hearing  Clase

Figure 9.79 — Example of an Envelope Details Page

Schedule Hearing I

4. Click
The Schedule Hearing page is displayed.
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Schedule Hearing for Envelope #185887

Select

@]

o O O O O O

O

o]

@]

Prewousnz 3 4 5 Next

Date

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/06/2022

05/07/2022

Start

2:00 AM

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2.00PM

300 PM

4:00 PM

8:00 AM

Scheduling a Hearing for an Existing Case Filing

End

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:.00 PM

4:00PM

5:00 PM

9:00 AM

Do not schedule m
Figure 9.80 — Example of a Schedule Hearing Page
5. Select the hearing date and time that you want from the options listed, and then click m .

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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1 0 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

File & Serve automatically generates some case-related documents based on configuration. When auto
generation of documents is 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: The Auto Generated Documents feature is configured by Tyler and may not be available on
your system.

Note: The Auto Generated Documents 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 of the 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 the Civil Domestic Information feature is configured, you can enter additional data for an initial filing
on the Case Information page.

Note: The Civil Domestic Information feature is configured by Tyler and may not be available on
your system. In addition, some of the fields described in this section may not be displayed on your
system.

Note: The Civil Domestic Information feature is used when the case category is for a civil or family
case.
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Collecting Additional Data on the Case Information Page

Case Information

Court lacation *
OFS MockCMS B

This is the court where you are filing your case
httpsz/fwww.collincountytx.gov/district_courts/Pages/default.aspx

Case category ¥
Civil = w

This i the type of case you are filing (Family, Probate, or Civil)

Case type ™
fNegIlqence B 4 ]

If you cant find your case type, change the case category to see other case types

Damage Amount

__ Damage Amount
Select. -

Procedure/Remedies
Select all that apply
Sel

ect hd

Civil Domestic Information

If the action is related 1o another action(s) pending or previously pending in this court invelving
some or all the same parties, subject matter, or factual issues, enter the related case numbers:

| Related case ‘ | Additional related case

I:‘ | hereby certify that the documents in this filing, including attachments and exhibits, satisfy
the reguirements for redaction of personal or confidential information in OCGA § %-11-7.1.

B Do you or your client need any disability accommodations? If so, please describe the
accommodation request.

| Accommodation request |

Figure 10.1 — Civil Domestic Information Section on the Case Information Page

Note: While you are entering a case filing, click —' to view the case number or draft number.
To collect additional data on the Case Information page:

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

In the Damage Amount section, if applicable, select the damages amount from the Damage Amount
drop-down list.

5. In the Procedure/Remedies section, select the appropriate procedures or remedies from the drop-
down list.

In the Civil Domestic Information section, 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.
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9. Ifthere is a disability accommodation to note, describe the accommodation in the Accommodation
request field.

10.Click to save your work and 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: The Service of Process feature is configured by Tyler and may not be available on your
system.

Note: The Service of Process feature is used when the case category is for a civil or family case.

New Case Filing Draft#10015 @~
o Case Information eparties 8) Filings 4 Service 5 Fees 6 Summary
Parties
Party Type Party Name Lead Attorney Actions
A\ pefendant * =+ Add party details
A Plaintift * =+ Add party details
D Help
€ Case Information Filings —>

Figure 10.2 — Example of a Parties Page

To enter Service of Process information on the Parties page:

1. On the Parties page, select the party type that you want to begin to describe, and then click
+ Add party detailsl

The Edit Party Details window for the specified party is displayed.
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Entering Filing Details for Service of Process Cases

2. Click either m or m

Note: The following steps describe the fields that are displayed if you select “Person.”
3. If you are the first party, select | Am This Party.

4. In the Party Information pane, 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.

Type the party’s date of birth in the Date of Birth field, or click J to select the date from the calendar.
Type the party case management system identification (ID) in the Party CMS ID field, if appropriate.

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

®© N o o

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

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

11. 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.
12. Select the party’s gender from the Gender drop-down list.
13.If available, select an option from the Service of Process drop-down list.

14.In the Contact Information pane, enter the country, address, city, state, ZIP code, and phone number for
the specified party.

15.1n the Attorney Information pane, from the Lead Attorney drop-down list, select Pro Se for the filing
attorney.

16. After all of the required fields for the specified party are completed, click m .
17.0n the Parties page, complete the party information for the next party.

<+ Add More
18.If you have another party to add to the case, click , and complete the party
information for the additional party. Continue to add parties until all of the parties have been added to
the case.

19. Click " to save your work and continue.

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: The Auto Generated Documents feature is configured by Tyler and may not be available on
your system.
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New Case Filing Draft# 10234 @~

@ case information @ rarties © Fiins

4) service 5 Fees ) summary
Fl"n s Max Envelope Size: 2.10 GB

g Remaining: 2.10 GB
Filing Code Filing Type Description

Actions

No Filings Added Yet

Atleast one filing is required to complete the
filing process

+ Add filing

Figure 10.3 — Filings Page

Auto Generated Filings

The following filings and documents were automatically generated.

Filing Code Filing Description Document Name

o Action - Initial Only Case Information Civil Domestic Filing Form_pdf

o Abstract Of Judgment Sheriff's Entry of Service for James Doe SheriffsEntryOfService for James Doe.pdf
o Petition (Open Case) Summons for James Doe SUMMONS for James Doe.pdf

Figure 10.4 — Example of an Auto Generated Filings Pane

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

To enter the filing details:

1. On the Filings page, click .

The Edit Filing Details page is displayed.
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New Case Filing Draft#10234 (@~
& Caselnformation @ Parties © Filings @) service § rocs 8 summary
Edit Filing Details 3
Filing Requ\vri:nenisA Additional Services C ations

N
Filing Type * equie)

@ eFile Only

Pick "eFile Only" 1o just electronically file your papers.

Filing Information

Filing Cade *
Select -

|| cten Reference Number |

Filing on behalf of €

Select -

Upload Documents
n ead document to the fi

To add more than

Select a Filing code 1o enable adding d ents.

Figure 10.5 — Edit Filing Details Page

In the Filing Type pane, select the filing type option.

In the Filing Information pane, select the filing code from the Filing Code drop-down list.

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

Type a description in the Filing Description field.

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

N o o bk~ owDd

In the Filing on behalf of section, from the drop-down list, select the parties that you want to associate
with the filing.

Select files
8. In the Upload Documents pane, click —' . Then, select the document that you want to
upload.

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

To add more than ene lead document to the filing, create another filing and upload your document
Type File Name File Description Security

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Word 2007 File (DOCX), Word 87/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Lead Document * Required

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Ward 2007 File (DOCX), Word 57/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size- 2.10 GB

Amachments

Figure 10.6 — Upload Documents Pane

Select files
9. If you have attachments to add to the filing, click —' in the Attachments section. Then,
upload the specified attachments.

10.1f you want to add security to any of the documents, select an option from the Security drop-down list.
11. To add additional services, click Additional Services.

The Additional Services pane is displayed.

Edit Filing Details

Filing Requirements Additional Services Communications
Test content fiing details optional services firm.
Additional Services
The additional services you see below are based an the filing code you picked
O Type Fee Amount Quantity Total
O Certified Copies s17 ‘ Enter quantity ‘
O Garmishment | | Enter amount ‘ ‘ Enter quantity ‘
O Garnishment Il |m‘
(] Once Per Party $10 %
O Per Page Fee No Multiplier s0
O Per Page Fee Service 0 ‘ Enter quaniity ‘
O Briority Processing 17 ‘ Enter quantity ‘
O Spiit Fee Service 10
O TOGA Decline Emor 260

Figure 10.7 — Additional Services Pane on the Edit Filing Details Page

12.Select the additional services that you want to add. Also, if applicable, type the fee amount and/or
select the quantity of the specified service.
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Go to Cummunicatinnl
13.Click , or click Communications at the top of the page.

The Communications pane is displayed.

Edit Filing Details

Filing Requirements Additional Services Communications

Communications

If you want someone ta receive emails (for example, a legal helper, family member, friend), input their email address below. If the court rejects a filing these email addresses do
not receive notification that the file was rejected by the court

Test Content for filing communications firm.

‘ Courtesy Copies ‘

These individuals will receive a file stamped copy of the document if the court accepts the filing.

‘ Preliminary Copies ‘

These individuals will receive a copy of the document as soon as the file is submitted to the court. The documents will not be file stamped

Figure 10.8 - Communications Pane on the Edit Filing Details Page

14.Type a valid email address to specify the recipient of the courtesy or preliminary copies.

=+ Add More I

16.1f you want to add another filing, on the Filings page, click . Then, repeat the same
steps for the next filing.

17. 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.

New Case Filing Draft #10303 @ ~

Case Information Parties Filings. Service Foes B) summary
g

Fees
Fee Breakdown
You must select a payment account even if there are no fees

Payment Account *
Select. - Once you've picked your payment account, click the button below to see the total fees

Q Calculate Fees
+ Add payment account - ]

__Party Responsible for Fees *
[ setect -

__Filer Type
[setect -

Figure 10.9 — Example of a Fees Page

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

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

o ) + Add payment account I » )
If you do not have an existing payment account, click . Additional fields are

displayed. Then, follow the steps to create a new payment account.

Refer to the following topics for details on creating the various types of payment accounts:

* Adding a Credit Card Payment Account, page 37
* Adding an E-Check Payment Account, page 41
* Adding a Draw-Down Account, page 45
2. 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.

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

L:‘ Calculate Fees I

4. In the Fee Breakdown pane, click

The fees for the filing are displayed.
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New Case Filing Draft# 10303 @~
@ caseInformation @ rarties & Fiings & service (s I B) summary
You must select a payment account even if there are no fees.
Case Initation Fe
Payment Account * Other Civil $5.00
Pro se Discover Credit Card . v
Fiing Fe
+ Add payment account Abstract Of Judgment §5.00
__Party Responsible for Fees * Fiing Fe
|Jane Doe A ‘ Action - Initial Only $5.00
__Filer Type Filing Fe
[Detaut v | Abstract Of Judgment $5.00
Total Service Fees $1.00
Convenience Fee $1.00
Total Court Service Fees $1.00
Grand Total $23.00
[

Figure 10.10 — 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.

5. Review the filing fees, and then click .

Viewing the Envelope Summary for Service of
Process Cases

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

Note: The Service of Process feature and the Auto Generated Documents feature are 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 page, the Parties page, the Filings page,
and the Fees page.

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

The Summary page is displayed.
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New Case Filing

@ cssowmaton @ Faies

Draf # 10255 @~

Figure 10.11 — Example of a Summary Page

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

submission agreements.

& Edit
|—' in the pane in which you want to change the information.

5. After you are satisfied with the information in your filing, click m .

The Envelope Submitted window is displayed.

Review the summary of the case filing. If you want to change any information on the page, click

126

June 2022

ESO-FS-200-4494 v.18



Viewing the Envelope Details for Service of Process Cases

Envelope Submitted .

Envelope Submitted

Envelope #185847 has been submitted successfully.

l View Receipt l Return to dashboard

Figure 10.12 — Envelope Submitted Window

6. Inthe Envelope Submitted window, do one of the following:

View Receipt .
e Click " . The Printable Envelope Details page is displayed in a separate
tab. View the envelope details, and then close the tab.

Return to dashboard
* Click to return to the Dashboard page.

* Click x to close the Envelope Submitted 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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Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location

Any Location -

Case / Envelope Number
Case Number
Envelope Number
Sort By
Newest to Qldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date &
To Date =] ‘

Filing History | Filing Drafts

Case # CC-20-1475

Julia Reedv.Sam Muir

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate

Case # CC-22-684

Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204

Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type Filing Description
Service Only

eFile Only

Filng Type Filing Description
eFile Only

Filng Type Filng Description
eFile Only

Filng Type Filing Description

eFile and Serve

Client Ref &

Client Raf &

Client Raf &

Client Ref &

Figure 10.13 — Filing History Page

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

5

3. Click '

The envelope details are displayed.

128

June 2022

ESO-FS-200-4494 v.18




Viewing the Envelope Details for Service of Process Cases

Envelope Details m X

Envelope

g o semmesty
187789 Lauren Groswald @gmail com

Case Information

OFSQA 2017 Other Civil civi

Parties

Defendant Sherry Doe Perry Mason
Plaintiff John Doe: Jack Stone
Filings

Action - Initial Only v
Abstract OF Judgment v
Petition (Open Case) v
Abstract OF Judgment v

Service Contacts

e [
Defendant sherry Doe Q v
Plaintitt John Doe Q v
Qther Service Contacts m v

Fees

Faymant sccount Pty esponaite
Firmis New CC 11202020 ‘Sherry Doe
sy

Default

orters TanssctanRazponse Trasssctan Ameunt Tanssctan o
0001877890 $23.00 159057
O support
Other Civil $5.00

Figure 10.14 — Example of an Envelope Details Page

4. Click m to print a copy of the envelope details.
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1 1 Redaction Feature

Topics covered in this chapter

¢ Entering a Filing with Redacted Documents
¢ Deleting a Redaction

¢ Working with an Existing Redaction

¢ Redaction Editor Toolbar

File & Serve 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 and to perform redactions. The
icons that are visible in the Redaction Editor may differ slightly from the screen shots shown 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, on the Fees page, on the
Summary page, and in the envelope details.

The following data is automatically redacted from documents:

» Social Security numbers

» Tax ID numbers (EINSs)

» Passport numbers

* Credit card numbers

* Driver’s license numbers

* Account numbers

* Government ID numbers

* Names of minors listed as parties on the case
» Dates of birth of minors

¢ Addresses of minors listed on the case
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Entering a Filing with Redacted Documents

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:

The Start Filing page is displayed.

& Start Filing

File New Case File into existing case
If you do not have a case number and you want to start a new case for If the case was started by you or someone else and you have the case
the first time. number or names of the parties to find the case.
A\ 1f 2 case already exists, your filing will be rejected. You will need to
come back and use File Into Existing Case’
LU IC )

Figure 11.1 — Start Filing Page

2. Click r

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 ’

ESO-FS-200-4494 v.18 June 2022 131




Individual Filer User Guide

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

Auto-Redact
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 11.2 — Example of a Message for a Completed Redaction

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

documents, click v

The Service page is displayed.

Fees 2
7. Complete the required fields on the Service page, and then click .
The Fees page is displayed.

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

The Summary page is displayed.

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

The Redaction Editor opens in a new tab in your browser.

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

Some documents are still

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

Figure 11.3 — 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

&
—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 m .

Note: After submission, you can view the redaction fees on the Envelope Details page.

Deleting a Redaction

After you mark a section to be redacted and before you close the Redaction Editor, 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.

To delete a redaction in a document before you have closed the Redaction Editor:

1. Right-click the specified redaction.

The Annotation Notes dialog box is displayed.

-

Annotation Notes

Tag(s):

Created by:
OCRWeb Test User »>
on:

Thu Oct 11 2018

1:48:02 PM

m -+ 0

Figure 11.4 — 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
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»
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 11.5 — 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.
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.

To work with an existing redaction:

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

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

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

Redaction Editor Toolbar

You can use icons to navigate in the Redaction Editor.

Note: The icons that are visible in the Redaction Editor may differ slightly from the screen shots
contained in this document.

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

Icon Description

Click this icon to begin performing a redaction.

Click this icon to stop performing a redaction.

Click this icon to save the document.

Click this icon to save and close the document.

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

viewer.

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

Click this icon to zoom out.

Click this icon to draw a border around an area of the
document in which you want to zoom.

Click this icon to magnify an area of the document.

Click this icon to fit the document to the window.

Click this icon to fit the document to the height of the
window.

Click this icon to fit the document to the width of the
window.

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

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

Use this window to view the current page of the document

and the length of the document.

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

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

Click this icon to rotate the document to the right.

Click this icon to rotate the document to the left.

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

Click this icon to display the thumbnail pane, where you
can then navigate through the pages of the document.
Note: Click the icon again to close the thumbnail pane.

BlE ==

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

Figure 11.6 — Example of a Thumbnail Pane

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

Icon Description

0l

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

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

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

Y

Click this icon in the thumbnail pane to view only the pages
that have a redaction on them.
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1 2 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, as follows:

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

that is displayed, click .

Search cases'
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 m 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 by 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:

is displayed, click .

Search cases'
e Click .

The File into Existing Case window is displayed.
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Filing into an Existing Case from the Dashboard Page

File into Existing Case

Location ®

[_ Select. hd l

Location is Required.

Search for a Case by
@ Casetiumber () PartyName

If you are not sure your case number is correct, refer to the formatting instructions for the selected
court.

Case Number *

Sort results by

Newest o Oldest - ‘

Figure 12.1 — Example of a File into Existing Case Window

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

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

Note: You can search by case number or party name. You must know the location of the existing
case to complete your search.

The case that matches your search criteria is displayed.

Location: OFS QA 2017 Case Number: CC-21-4204

Case #CC-21-4204 Mark Smithv.Jefferson Estates

Location Category CaseType

Case Cal
OFS QA 2017 Civil Breach Of Contract

1 Result(s) | Page 10f 1
- et [msas) | Pagm zofinl

Figure 12.2 — Case Search Results

3. Click IEI

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

+ Add More
configured with this capability, is displayed on the Parties page.

6. Click ’.

The Filings page is displayed.

7. On the Filings page, click .

The Edit Filing Details page is displayed.

8. Inthe Filing Type pane, select the filing type option.

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

10.In the Filing Information pane, select the filing code from the Filing Code drop-down list.
11. Type a client reference number in the Client Reference Number field.

12.Type a description in the Filing Description field.

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

14.In the Filing on behalf of section, from the drop-down list, select the parties that you want to associate

with the filing.

Select files
15.1n the Upload Documents pane, click —' . Then, select the document that you want to
upload.

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

To add more than ene lead document to the filing, create another filing and upload your document
Type File Name File Description Security

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Word 2007 File (DOCX), Word 87/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Lead Document * Required

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Ward 2007 File (DOCX), Word 57/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size- 2.10 GB

Amachments

Figure 12.3 — Upload Documents Pane

Select files
16.If you have attachments to add to the filing, click —' in the Attachments section. Then,
upload the specified attachments.
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Filing into an Existing Case from the Filing History Page

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

18. To add additional services, click Additional Services.

The Additional Services pane is displayed.

19. Select the additional services that you want to add. Also, if applicable, type the fee amount and/or
select the quantity of the specified service.

Go to Communication
20.Click , or click Communications at the top of the page.

The Communications pane is displayed.

21. Type a valid email address to specify the recipient of the courtesy or preliminary copies.

23. After you have added all of the filings, click _

Fees =
24.0n the Service page, add service contacts if applicable. Then, click .

25.0n the Fees page, select the payment account from the Payment Account drop-down list, or follow the
steps to create a new payment account.

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

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

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

5:,"‘ Calculate Fees
28.Click if you want to view the fee total.

29.Click .

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

31.When you are satisfied with your filing, click m .

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
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Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location
Any Location -
Case / Envelope Number
Case Number
Envelope Number
Sort By
Newest to Oldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date E‘
To Date E‘

Filing History | Filing Drafts

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

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate
Case # CC-22-684

Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204
Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type
Service Only

eFile Only

Filing Type

eFile Only

Fillng Type

eFile Only

Fillng Type

eFile and Serve

Filing Description

Filing Description

Filing Daszription

Filing Description

Client Ref &

Client Raf &

Client Raf &

Client Ref &

EIOEIRE

[
EIOEIRE

EIOEIE

EIOEICE

[x

Figure 12.4 — 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.

5. On the Filings page, click .

The Edit Filing Details page is displayed.

© N o

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

In the Filing Type pane, select the filing type option.
Select the filing type from the Filing Type drop-down list.

10. Type a description in the Filing Description field.

In the Filing Information pane, select the filing code from the Filing Code drop-down list.

11. If you have any comments for the court regarding the filing, type them in the Comments to Court field.
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Filing into an Existing Case from the Filing History Page

12.In the Filing on behalf of section, from the drop-down list, select the parties that you want to associate
with the filing.

Select files
13.In the Upload Documents pane, click —' . Then, select the document that you want to
upload.

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
To add more than one lead document to the filing, create another filing and upload your document

Type File Name File Description Security

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Ward 2007 File (DOCX), Word 57/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size- 2.10 GB

Lead Document * Required

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Word 2007 File (DOCX), Word 87/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Attachments

Figure 12.5 — Upload Documents Pane

Select files |
14.If you have attachments to add to the filing, click —' in the Attachments section. Then,
upload the specified attachments.

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

16. To add additional services, click Additional Services.

The Additional Services pane is displayed.

17.Select the additional services that you want to add. Also, if applicable, type the fee amount and/or
select the quantity of the specified service.

Go to Cummunicatinnl
18.Click , or click Communications at the top of the page.

The Communications pane is displayed.
19. Type a valid email address to specify the recipient of the courtesy or preliminary copies.

21. After you have added all of the filings, click i

Fees =
22.0n the Service page, add service contacts, if applicable. Then, click .
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23.0n the Fees page, select the payment account from the Payment Account drop-down list, or follow the
steps to create a new payment account.

24 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.

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

l:“ Calculate Fees
26.Click if you want to view the fee total.

27.Click .

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

29.When you are satisfied with your filing, click m .

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
r Select. - l

Search for a Case by
@ Cosetumber () PartyName

If you are not sure your case number is correct, refer to the formatting instructions for the selected
court.

Case Number *

Sort results by

Newest to Oldest - ‘

Figure 12.6 — Example of a File into Existing Case Window

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

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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Filing into a Non-Indexed Case

4. Click m or press ENTER.

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

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 above, 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.

€ Dashboard I Don't See My Case Refine Search

Figure 12.7 — Case Search Window with No Results Found

| Don't See My Case I

5. To continue, click

The | 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.

— Case Number ¥

CC-145333

OFS Non-Integrated 0

Back To Results | Understand, Continue

Figure 12.8 — |1 Don’t See My Case Window

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.
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New Case Filing Draft # 10189 - Case # CC-145333 @ -

ocaselnformalian 2 Parties 3 Filings 4, Service 5 Fees 6) Summary

Case Information

—_Case Number ¥

CC-145333 ‘

Court location *
OFS Non-Integrated * -

This is the court where you are filing your case.

Case category ¥
Select hd

This is the type of case you are filing (Family, Probate, or Civil).

Case type *
Select hd

If you can't find your case type, change the case category to see other case types.

Figure 12.9 — Case Information Page

7. Select the case category from the Case Category drop-down list.
8. Select the case type from the Case Type drop-down list.
9. Select the case subtype, if applicable, from the Case Sub Type drop-down list.

10.Click to save your work and continue.

11. Continue entering case information on the following pages until you reach the Summary page.

12.Review your filing. When you are satisfied with the information you have entered, click m .

Creating a Service Only Filing

To create a Service Only filing:

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

2. Follow one of the methods for filing into an existing case (that is, from the Filing History page, from the
Case Search page, or from the Dashboard page).

Note: The Case Information page and the Parties page are already populated since this is an
existing case.

3. On the Filings page, click .
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Creating a Service Only Filing

The Edit Filing Details page is displayed.

File Into Case Draft # 10280 - Case # CC-22-071 - Amanda Thomasv.Colleen Martinez @ -

« n . @) servce ® res @ sunma
Edit Filing Details
Filing Requirements Additions! services Communications.

Filing Type « feaes

© efile Only © eFile and Serve ® Service Only

Filing Information

Service Only -

Filing on behalf of @

Select -

Upload Documents

securty

Figure 12.10 — Example of the Edit Filing Details Page—Service Only Filing

4. Inthe Filing Type pane, select Service Only.
5. Inthe Filing Information pane, enter information, if applicable.

Note: The Service Only filing code is selected by default.

Select files
6. Inthe Upload Documents pane, click _] . Then, select the document that you want to
upload.

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

To add more than ene le ocument to the filing, create another filing and upload your document

Type File Name File Description Security

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Word 2007 File (DOCX), Word 87/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Lead Document * Required

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Ward 2007 File (DOCX), Word 57/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size- 2.10 GB

Amachments

Figure 12.11 — Upload Documents Pane

Select files
7. If you have attachments to add to the filing, click —' in the Attachments section. Then,
upload the specified attachments.

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

9. Click '

10.0n the Service page, add the service contacts that you want to receive a Service Only filing.

11. Click " to save your entries and to continue.

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

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

14.Review the information on the Summary page, and then click m .

to save your entries and to continue.
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1 3 Access re:Search®

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

Note: The ability to access re:Search from File & Serve 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
File & Serve.

), cioe S

A case that is available in re:Search is indicated by an icon (‘J ). Click | 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 if it is available in re:Search.

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

* Filing History page

Filing History Filter m
Case # CC-20-1475 ]

@ Al Statuses Julia Reedv.Sam Muir
O Accepted Envelope # 170288 Submitted 02/24/2022 10:14 AM by Pro Se Filer
(O Cancelled
O Receipted Filing Status FilngCade Filing Type Filing Description Client Ref #
O Served Served Service Only Service Only
O Returned
O Submitted Submitted Mandate eFile Only °
© Submitting
— Case # CC-22:684 Bl E €[
Any Location v Pro Se Filerv.James Weir
Envelope # 170280 Submitied 012/24/2022 B:26 AM by Pro Se Filer
Case / Envelope Number
e Number Fiing Status Filng Cade Filng Type Filing Description Client Ref &
Accepted Action - Initial Only eFile Only

Envelope Number

— Case # CC-21-4204 (]

Mark Smithv.Jefferson Estates

Newest to Oldest -
Envelope # 175475 Submitted 01/24/2022 1:23 PM by Pro Se Filer

Date Range

@ Anytime Fiing Status Filng Cade Filng Type Filing Description Client Ref &
O Last Month Accepted Action - Subsequent Only eFile Only

O Last Week

(O Last Two Days

S Case # CC21-3714 B)(s) (@) @]
O Pick a Custom Range Pro Se Filer v. Linda McCall

From Date & ‘ Envelope ¥ 175474 Submitted 01/24/2022 1:17 FM by Pro Se Filer

To Date & ‘ Filing Status Filng Cade Filng Type Filng Description Cllent et &

Submitted Action - Subseguent Only eFile and Serve °

Envelope # 175472

Envelope # 175472 Subrmitted 01/24/2022 11:32 AM by Pro Se Filer

Figure 13.1 — re:Search Icon on the Filing History Page

* Filing Drafts page
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Filing Drafts Filter

Location

Any Location

Case / Draft Number

Case Number

Draft Number
Sort By
Newest to Oldest

Date Range

@ Anytime

Q) Last Month

O Last Week

O Last Two Days

© Today

© Pick a Custom Range

From Date

To Date

Draft # 10165

Drafl # 10165 Starled 05/04/2022 11:42 AM by Pro Se Filer

Case # CC-22-684
Pro Se Filerv.James Weir

Draft # 10158 Started 05/03/2022 12:06 PM by Pro Se Filer

Draft # 10148

Draft # 10148 Started 05/02/2022 B:06 AM by Pro Se Filer

Draft # 10145

Draft # 10145 Started 04/29/2022 3:20 PM by Pro Se Filer

Filing Suatus Fiing Cote Filing Type

Draft Abstract Of Judgment EfileAndServe

Draft # 10144

Draft # 10144 Started 04/29/2022 3:20 PM by Pro Se.

Draft # 10126

Draft # 10126 Started 04/27/2022 2:03 PM by Pro Se Filer

Draft # 10119

Draft # 10119 Started 04/27/2022 10:28 AM by Pro Se Filer

Fiimng C:

Fiing Type.

Draft Acknowledgment Of Paternity Efile

Draft # 10105

Draft # 10105 Started 04/25/2022 10:52 AM by Pro Se Filer

Fiing Dezcription

Abstract Of Judgment

Acknowledgment Of Paternity

[z paciy [ pagen o1 |

>
Qioa

(s []
(] [w][¢]

ClintRel

[»][w][]
>
>

ClientRer #

()] (]

Figure 13.2 — re:Search Icon on the Filing Drafts Page

» Case Search page

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

Case #CC-21-3102

Location

OFS QA 2017 - Court at Law

€ Dashboard

Case Categary

Civil

Case Type
City Ordinance Cases

[ Gecric) | Page1 1]

Figure 13.3 —re:Search Icon on the Case Search Page

* Bookmarks page
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Access re:Search®

6 Result(s)

Bookmark Filter

Case# Location
Case Location CC-20-1475 OFS QA 2017
Case Description
Any Location - Julia Reedv.Sam Muir
Case Number
Case# Location
Case Number CC-21-2477
Case Description
Case# Location
CC-21-2479 OFS QA 2017

Case Description

Reset
Case# Location

CC-21-2499 OFS QA 2017
Case Description

Henry Ford vs Jane Doe

Case # Location
CC-21-493 OFS QA 2014
Case Description

Fran Klinv.Henderson and Associates

Case# Location
CV-2021-019900 OFS MockCMS
Case Description

Henry Doe vs Maria Jones

previous [ nes: Rt [ Paat ot

Figure 13.4 —re:Search Icon on the Bookmarks Page
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1 4 Service Contacts

Topics covered in this chapter

¢ Adding a New Service Contact

¢ Adding Yourself as a Service Contact to a Filing

¢ Adding a Service Contact from Your 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 a List of Cases Attached to a Service Contact

¢ Viewing Service Contact History for a Case

¢ Updating Information for a Service Contact Attached to a Case

¢ 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
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Filing History Filter

Status CaSe # CC'20'1475

@ Al Statuses Julia Reedv.Sam Muir

O Accepted Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer
O Cancelled

O Receipted Filing Status FilingCade

O served Served Service Only

(O Returned

O submitted Submitted Mandate

) Submitting

Location

Any Location

Case / Envelope Number

Case Number

Envelope Number

Sort By

Newest to Qldest

Date Range

@ Anytime Filng starus FilngCods

O Last Month Accepted Action - Subseguent Only
(O Last Week

O Last Two Days

O Today Case # CC-21-3714

(O Pick a Custom Range

From Date Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer
To Date Fiing Status FilngCade
Submitted Action - Subsequent Only

Filing History | Filing Drafts

Case # CC-22-684

Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204

Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Pro Se Filer v. Linda McCall

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type Filing Description
Service Only

eFile Only

Filng Type Filing Description
eFile Only

Filng Type Filng Description
eFile Only

Filng Type Filing Description

eFile and Serve

Service Contacts

28 Rosult(s)

Client Ref &

Client Raf &

Client Raf &

Client Ref &

Figure 14.1 — Example of a Filing History Page

Case Search page

Location: OFS QA 2017 Case Number: CC-20-1475

Case #CC-20-1475

Location

OFS QA 2017

€ Dashboard

Julia Reedv.Sam Muir

Case Category

Civil

Case Tye
Breach Of Contract

1-10f1

Figure 14.2 — Example of a Case Search Page

Bookmarks page
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6 Resi
Bookmark Filter ispasstis) | it il
Case# Location
Case Location CC-20-1475 OFS QA 2017 @
Case Description
Any Location - Julia Reedv.Sam Muir
Case Number

Case# Location
[t
q

Case Description

Case# Location
i £C-21-2479 OFS QA 2017 @
Case Description
Case# seation
CC-21-2499 OFS QA 2017 @

Case Description

Henry Ford vs Jane Doe

Case # Location
€C-21-493 OFS5 QA 2014 @

Case Description

Fran Klinv.Henderson and Associates

Case# Location
CV-2021-019900 OFS MockCMS @

Case Description

Henry Doe vs Maria Jones

Previaus Next G Resuls) | Pageof1 ]

Figure 14.3 — 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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Adding a New Service Contact

First Name l [ Last Name l l Email Address l m ERest
I+ e
First Name Last Name Email Address Actions
Lilly Dog lilly94321 dog@gmail.com @
Tasha Dogster Tasha dogster@gmail.com @
Lauren Groswald 1@gmail.com @
Bobby Smith bobby.smith@gmail.com @
Ruby Smith ruby@smith.com @
Phillip wakters E]
Previous - Next teete
Figure 14.4 — Service Contacts Page
mndd Service Contact II
2. Click .
Additional fields are displayed.
First Name Last Name Email Address Actions
(=) 7]
You must provide either an email address or a physical address.
| First name * | ‘ Middle name ‘ ‘ Last name *
| Email * | ‘ Phone number
| Administrative email(s)
__Country
| United States -
| Address Line 1*
| Address Line 2
— State *
| City * | ‘Se\e:l. - ‘ ‘ Zip Code *
[ add to Public List
cancet [0

Figure 14.5 — Service Contacts—Additional Fields

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

4. Type the contact’s email address in the Email field.

Note: You must provide either an email address or a physical address. You can enter both
addresses if applicable.

If applicable, type a phone number in the Phone Number field.
If applicable, type the administrative email address in the Administrative email(s) field.
If the contact is in a country other than the United States, select the country from the drop-down list.
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The default selection is United States.

8. If a physical address is required for the service contact, type the address in the Address Line 1 field.

9. If applicable, type an address in the Address Line 2 field.
10. Type the name of the city in the City field.

11. Select the state from the State drop-down list.

12.Type the ZIP code in the Zip Code field.

13. Select the Add to Public List check box if you want to add the new service contact to the public list.

Note: If you add the service contact to the public list, other filers will have access to that contact

for their filings.

14. After you have entered the required information, click m .

The contact that you added is displayed in the list on the Service Contacts page.

Adding Yourself as a Service Contact to a Filing

You can add yourself as a service contact on a case filing to ensure that you will receive updates regarding

the filing.
New Case Filing

Case Information Parties & Filings Service
(] © @ Fiing (]

Draft # 10268 (@ ~

5) Fees B) summar

Service Contacts

+ Add Me ] l + My List l [ + Public list l l + Add New Contact

Defendant

Lucy Ricardo

Service Contact Email/Mail Service Method

No service contacts added. Add a new or existing contact.

Plaintiff
Ricky Ricardo

Service Contact Email/Mail Service Method

Mo service contacts added. Add a new or existing contact.

Other Service Contacts

Email/Mail Service Method

No service contacts added. Add a new or existing contact.

Actions

Actions

Actions

Figure 14.6 — Example of a Service Page in a Case Filing

To add yourself as a service contact on a case filing:

=+ Add Me l
1. On the Service page, click .

The Add Me As Service Contact page is displayed.
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New Case Filing Draft# 10247 @ -

° Case Information ° Parties o Filings ° Service @ Fees B Summary

Add Me As Service Contact ®

Associate Parties
Select one or more parties to associate with the service contact

Select Parties -

Figure 14.7 — Example of an Add Me As Service Contact Page

2. Inthe Associate Parties pane, select the party that you want to associate with the service contact.

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 Associate Parties drop-down list.
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Adding a Service Contact from Your Service Contact

List to a Filing

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

New Case Filing

& Case information & Farties & Filings © serice

Draft # 10268 (@ -

B) summary

Service Contacts

+ Add Me

[

l + My List

+ Public list

l + Add New Contact

Defendant
Lucy Ricardo

Service Contact

Email/Mail Service Method

Actions

No service contacts added. Add a new or existing contact.

Plaintiff
Ricky Ricardo

Service Contact

Email/Mail Service Method

No service contacts added. Add a new or existing contact

Other Service Contacts

Email/Mail Service Method

Actions

Actions

No service contacts added. Add a new or existing contact.

Figure 14.8 — Example of a Service Page in a Case Filing

To add a service contact from your contact list to a filing:

- + My List l
1. On the Service page, click .

The Add from My Service Contacts page is displayed.
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New Case Filing Draft # 10303 @ ~

@ caseInformation @ Farties @ Fiings © service §) rees &) summary

Add from My Service Contacts |

Associate Parties

My Service Contact List

[ ) [ | = 2=

O Prose @gmail com

Figure 14.9 — Example of an Add from My Service Contacts Page

2. Inthe Associate Parties pane, select the party that you want to associate with the selected service
contacts.

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

3. Inthe My Service Contact List pane, select the check box for each contact that you want to add to the
filing.
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Adding a Service Contact from a Public List to a

Filing
You can add a service contact from a public list to a filing.

New Case Filing

Parties Filings. Service
o ] <]

@& CaseInformation

Draft # 10268 (@ -

B) summary

Service Contacts

+ Add Me l + My List [ + Public list

l + Add New Contact

Defendant
Lucy Ricardo

Service Contact Email/Mail Service Method Actions
No service contacts added. Add a new or existing contact.
Plaintiff
Ricky Ricardo
Service Contact Email/Mail Service Method Actions
No service contacts added. Add a new or existing contact
Other Service Contacts
Email/Mail Service Method Actions

No service contacts added. Add a new or existing contact.

Figure 14.10 — Example of a Service Page in a Case Filing

To add a service contact from the public list to a filing:

+ Public list I

1. On the Service page, click

The Add Existing Public Contact page is displayed.
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New Case Filing Draft # 10247 (@ ~

@ CaseInformation & Farties Filings @ sevice (5) Fees 8) summar

Add Existing Public Contact

Associate Parties
Select c r more parties to associate with the service contact

elect Parties ™ -

Public Service Contact List

‘ First Name ‘ ‘ Last Name | ‘ Email Address | | Firm Name ‘ m

No results found.

Figure 14.11 — Example of an Add Existing Public Contact Page

2. Inthe Associate Parties pane, select the party that you want to associate with the selected service
contacts.

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

3. Inthe Public Service Contact List pane, type at least one letter in a field, and then click m .

The public service contacts that match the information you entered are displayed. The system returns a
maximum of 100 public service contacts.

4. Locate the contacts that you want to add to your filing.

5. Select the check box for each contact that you want to add.
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Adding a New Service Contact to a Filing

You can add a new service contact to a filing.

New Case Filing Draft# 10268 @@ -
@ case information @ Fartes & Fiings © service B rees 8 summary
SEI‘VICE ContaCtS + Add Me ] l + My List l [ + Public list l l + Add New Contact
Defendant 20

Lucy Ricardo
Service Contact Email/Mail Service Method Actions

No service contacts added. Add a new or existing contact.

Plaintiff '
Ricky Ricardo

Service Contact Email/Mail Service Method Actions

No service contacts added. Add a new or existing contact.

Other Service Contacts 20

Email/Mail Service Method Actions

No service contacts added. Add a new or existing contact.

Figure 14.12 — Example of a Service Page in a Case Filing

To add a new service contact to a filing:

4+ Add New Contact I

1. On the Service page, click

The Add Service Contact page is displayed.
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New Case Filing Draft # 10268 @ -

@ cese ation @ Perties @ Filings O senvice B) reas B summary

Add Service Contact

Associated Parties
Select one or mare parties fo assaciste vith the service contact

Associated parties™

Contact Information
A your s sddress below 1o be &

[ | [t | [ \

[ Eman*

| Adrinistrative email(s) ‘

| United States -

(= \

-
[ow EE | oo

[0 Addto Public List

Figure 14.13 — Example of an Add Service Contact Page

2. Inthe Service Method pane, from the Service Method drop-down list, select the service method to use
for each service contact.

Note: If you selected the eFile Only option for the filing type, the Service Method pane is not
displayed on the Add Service Contact page.

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

Eserve - I

Certified Mail
Eserve

Figure 14.14 — Example of a Service Method Drop-Down List

3. Inthe Associate Parties pane, select the party that you want to associate with the new service contact.

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

4. In the Contact Information pane, 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. If applicable, type the administrative email address in the Administrative email(s) field.
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8. 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.
9. If a physical address is required for the service contact, type the address in the Address Line 1 field.
10.If applicable, type an address in the Address Line 2 field.
11. Type the name of the city in the City field.
12. Select the state from the State drop-down list.
13. Type the ZIP code in the Zip Code field.
14.Select the Add to Public List check box if you want to add the new service contact to the public list.

Note: If you add the service contact to the public list, other filers will have access to that contact
for their filings.

15. After you have entered the required information, click m .

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.

First Name | | LastName | | Email Address | m Reset

(-l- Add Service Contact
First Name Last Name Email Address Actions
Lilly Dog lilly94321 dog@gmail.com @
Tasha Dogster Tasha.dogster@gmail.com E]
Lauren Groswald 1@gmail.com E]
Bobby Smith bobby smith@gmail.com E
Ruby Smith ruby@smith.com E]
()=
Previous - Next toeore

Figure 14.15 — Service Contacts Page

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

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 m .
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Viewing a List of Cases Attached to a Service
Contact

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 a list of cases that are attached to a service contact:
1. On the Dashboard menu, click My Service Contacts.

The Service Contacts page is displayed.

First Name | | LastName | | Email Address | m Reset

(-l- Add Service Contact
First Name Last Name Email Address Actions
Lilly Dog lilly94321 dog@gmail.com E]
Tasha Dogster Tasha.dogster@gmail.com @
Lauren Groswald 1@gmail.com @
Bobby Smith bobby smith@gmail.com @
Ruby Smith ruby@smith.com @
()=
Previous - Next oeote

Figure 14.16 — Service Contacts Page

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

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

Case Number Location Case Description

CC-151813 OFS QA 2017 Fhkikk

CC-22-984 OFS QA 2017

CC-22-1475 OFS QA 2017 - Court at Law Breegan Semonelli v. Sisco Agency

Download Attached Cases

Close

Figure 14.17 — Service Contact Attached Cases Window

Download Attached Cases
3. Click to download the case list to a Microsoft Excel file.

The attached cases are listed on the Excel spreadsheet.

Note: If there are no cases attached to the service contact, the following window is displayed.

Service Contact Attached Cases

There are no cases related to this service contact.

Close

Figure 14.18 — Service Contact Attached Cases Window—No Attached Cases

Viewing Service Contact History for a Case

You can view the service contact history for a case 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

Plaintiff
Edmund Chanelle

Email/Mail

\@gmail.com

Defendant

Simone Haydn

Email/Mail

Other Service Contacts

Email/Mail

bobby.smith@gmail.com

Service Contact History

Viewing Service Contact History for a Case

Service Contacts - Case # CC-21-1355

No service contacts added. Add a new or existing contact.

[ + Add Me l + My List [ +  Public list [ + Add Mew(}untacl]
21
Actions
s 0
20
Actions
-
Actions
/s 0

= -

Figure 14.19 — Example of a Case Service Contacts Window

Service Contact History I

3. Click

The Service Contact History window is displayed.
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Service Contact History

Mame Action Date/Time

Tasha Dogster Attach 05/09/2022 1:16 PM

Close

Figure 14.20 — Example of a Service Contact History Window

Updating Information for a Service Contact Attached
to a Case

You can view a list of service contacts that are attached to a case. You can also update the information for
a service contact, if necessary.

To update the information for a service contact attached to a case:
1. On the Dashboard menu, click Filing History.
The Filing History page is displayed.
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Status Case # CC'20'1 475
@ All Statuses Julia Reedv.Sam Muir
O Accepted Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer
O Cancelled
O Receipted Filng Status Filing Cade Filing Type Filing Deszriptian
O served Served Service Only Service Only
(O Returned
) submitted Submitted Mandate eFile Only
) Submitting
Location Case # CC-22-684
Any Location - Pro Se Filerv.James Weir

Envelope # 179250 Submitted 02/24/2022 8:26 AM by Pro Se Filer
Case / Envelope Number
Fiing Status Filng Cade Filng Type Filing Description
Case Number
Accepted Action - Initial Only eFile Only
Envelope Number

Sort By Case # CC-21-4204

Mark Smithv.Jefferson Estates

Newest to Qldest -
Envelope # 175475 Submitted 01/24/2022 1:23 PM by Pro Se Filer
Date Range
@ Anytime Filing Status Filng Cade Filng Type Filng Description
O Last Month Accepted Action - Subsequent Only eFile Only
(O Last Week

O Last Two Days

O Today Case # CC-21-3714

O Pick a Custom Range Pro Se Filer v. Linda McCall

From Date ] ‘ Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

To Date =] ‘ Fiing Stetus Fiingcade Filng Type Filng Deseription
Submitted Action - Subsequent Only eFile and Serve

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Client Ref &

Client Raf &

Client Raf &

Client Ref &

EIOEIRE

[
EIOEIRE

EIOEIE

EIOEICE

[x

Figure 14.21 — Filing History Page

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

3. Click

The service contacts for the case are displayed.

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

The Update Service Contact window is displayed.
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Update Service Contact

Associated Parties

Select one or more parties 1o associate with the service contact

Colleen Martinez €3

Contact Information

Add your email address below 1o be eligible 1o receive electronic service
— First name * ———————  —lastname®
|Ro«:ky ‘ ‘ Middle name | |Junes

—Email* _—_ Phone number
|rccky.jones@gmail.com | ‘ 972-555-1234

| Administrative email(s)

__ Country

| United States

| Address Line 1

| Address Line 2

__ State

| City | |SE\BCt - | ‘ Zip Code

[J Add to Public
List

el -

Figure 14.22 — Update Service Contact Window

5. Update the information for the service contact, and then click m .

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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Deleting a Service Contact

First Name l [ Last Name l l Email Address l m ERest (+
First Name Last Name Email Address Actions
Lilly Dog lilly94321 dog@gmail.com @
Tasha Dogster Tasha dogster@gmail.com @
Lauren Groswald I@gmail com @
Bobby Smith bobby.smith@gmail.com @
Ruby Smith ruby@smith.com @
Phillip wakters E]
Previous - Next toeere

Figure 14.23 — Service Contacts Page

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

. -i . . . . EE . .
3. Click :l to immediately delete the service contact, or click to first view the cases that are

attached to that service contact.

Note: Once deleted, the contact is immediately removed from the service contacts list and from
any case filings to which it was attached.
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1 5 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.

Filter by:
__Filter Type
My Templates - ‘ ‘ Name
(optional)
Favorite Name
f? Pro Se subsequent template
Ed Baseball template
f? New template pro se
Previous Next

Filter Reset

Type

Existing Case

New Case

New Case

+ Add Template

Actions

(2] (]
[@][2] ]
[®][2] ]

(3 R [ Page ot 1

Figure 15.1 — Templates Page

2. Click .

A pane is displayed.
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Favorite Name Type Actions

New Case

Narne *

s (3

Figure 15.2 — Templates Pane

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

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

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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Filter by:

__Filter Type
My Templates v ‘ ‘ Name

(optional) =+ Add Template

Filter Reset

Favorite Name Type Actions

ﬂi’ Pro Se subsequent template Existing Case [E
Pnd Baseball template New Case [E
ﬁ’ New template pro se New Case E]

Previous Next

Figure 15.3 — Templates Page

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

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

3. Click .

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

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

Save Draft and Exit l

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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Filter by:

__Filter Type

My Templates

Favorite

Name

Filter Reset

Type

Using an Existing Case Template

=+ Add Template

Actions

ﬂi’ Pro Se subsequent template Existing Case [E
Pnd Baseball template New Case [E
ﬁ’ New template pro se New Case E]
Previous Next

Figure 15.4 — Templates Page

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

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

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

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

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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Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location

Any Location -

Case / Envelope Number
Case Number
Envelope Number
Sort By
Newest to Qldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date E‘
To Date E‘

Filing History | Filing Drafts

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

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate

Case # CC-22-684
Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204
Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type
Service Only

eFile Only

Filing Type

eFile Only

Fillng Type

eFile Only

Fillng Type

eFile and Serve

Filing Des

Filing Des:

Filing Das:

Filing Description

cription

cription

eription

Client Ref &

Client Raf &

Client Raf &

Client Ref &

EIOEIRE

[
EIOEIRE

EIOEIE

EIOEICE

[x

Figure 15.5 — Filing History Page

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

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

The Templates Matching window is displayed, along with a list of available templates.
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Templates Matching Case: CC-22-684 | Location:OFS QA 2017 | Category:Civil | Case Type:Breach Of

Contract

Filter Type
EWTemplates v l | Name | m Reset

We matched your selected case's Location, Case Type, and Case Category to your ternplates. If the template's
Location/Type/Category matches the case, each template section will be created on the draft. You can use a template even if
there are mismatches. The templates are listed in best match order. If you select a template without a complete match, we
atternpt to create the entire template, but your draft might not include the template’s documents or optional services. The
Template Matches On tooltips display case criteria for the individual template.

Favorite Mame Template Matches On Actions
ﬁ Fro Se subsequent template [7]
1 Resus)
Previous - MNext
Cancel

Figure 15.6 — Templates Matching Window

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

The template that you selected is displayed on the Case Information 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

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 to it, as necessary. 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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Filter by:
__Filter Type
My Templates v ‘ ‘ Name
(optional)
Favorite Name
ﬂi’ Pro Se subseguent template
i} Baseball template
g New template pro se
Previous Next

Filter

Reset

=+ Add Template

Type Actions

Existing Case [E

Figure 15.7 — Templates Page

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

A drop-down list is displayed.

W Delete Template

& Copy Template

Figure 15.8 — More Options Drop-Down List

3. Click Copy Template.

(21}

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

Filter by:

__Filter Type

Iy Templates

Favorite

g
w

T

Previous Next

Name

Pro Se subseguent template

Baseball template

New template pro se

Filter Reset

Type

Existing Case

New Case

New Case

=+ Add Template

Actions

[2][2]
[@][2] ]
(] [#] (]

(3 Resu [ Page ot 1

Figure 15.9 — Templates Page

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

A drop-down list is displayed.

W Delete Template

IE Copy Template

Figure 15.10 — More Options Drop-Down List

3. Click Delete Template.

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

“Xyz”?

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

If you clicked “ a confirmation message is displayed, and the template is deleted.
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1 6 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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Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location

Any Location -

Case / Envelope Number
Case Number
Envelope Number
Sort By
Newest to Qldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date E‘
To Date E‘

Filing History | Filing Drafts

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

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate
Case # CC-22-684

Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204
Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type
Service Only

eFile Only

Filing Type

eFile Only

Fillng Type

eFile Only

Fillng Type

eFile and Serve

Filing Description

Filing Description

Filing Daszription

Filing Description

Copying the Envelope

EIOEIRE

Client Ref &

[
EIOEIRE

Client Raf &

EIOEIE

Client Raf &

EIOEICE

Client Ref &

[x

Figure 16.1 — Filing History Page

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

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

3. Locate the envelope that you want to copy.

(1 1]

4. Click

, and then select Copy Envelope.

I8 File Into Case With Template

M Bookmark Case

Il Copy Envelope

Figure 16.2 — More Options Drop-Down List

A copy of the envelope is displayed on the Case Information page.
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New Case Filing

@ cose mrormation @ rarties @& Fiings @ service

Case Information

Court location *

OFS QA 2018 - Court at Law

This is the court where you are filing your case.

https://www.dallascounty.org/government/courts/

Case category ¥

Family

This is the type of case you are filing (Family, Probate, or Civil).
Case type *

Other Family Law Matters

1f you can't find your case type, change the case category to see other case types

@ Fees

Draft#10273 @~

@ Summary

Figure 16.3 — Example of a Case Information Page for a Copied Envelope

Navigate through the pages of the envelope to verify the information. Make any changes as

appropriate.

Review the information on the Summary page. If everything is correct, click m .

Note: A message on the Summary page indicates that the envelope is a copy.
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Viewing the Envelope Details

w Case Filing Ot ¥ 023 @~

:
660
<

Figure 16.4 — Example of a Summary Page for a Copied Envelope

Viewing the Envelope Details

You can view the details of an envelope on the Filing History page.
To view the envelope details:

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

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location

Any Location -

Case / Envelope Number
Case Number
Envelope Number
Sort By
Newest to Qldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date &
To Date =] ‘

Filing History | Filing Drafts

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

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate

Case # CC-22-684
Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204
Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Fiing Status FilngCode
Submitted Action - Subsequent Only
Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type
Service Only

eFile Only

Filing Type

eFile Only

Fillng Type

eFile Only

Fillng Type

eFile and Serve

Filing Description

Filing Description

Filing Daszription

Filing Description

Client Ref &

Client Raf &

Client Raf &

Client Ref &

EIOEIRE

[
EIOEIRE

EIOEIE

EIOEICE

[x

Figure 16.5 — Filing History Page

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

5

3. Click ="

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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Envelope Details [ e B9

Envelope

Enveiopeid Subitied by name
179293 Lauren Groswald @gmail.com

Case Information

Cour Locstion CaseType Case Category
OFS QA 2017 Custodianship - Gifts To Minors Probate or Mental Health
Parties

Petitioner Nate Friends

Filings

Appointment v

Service Contacts

Petitioner Nate Friends Q v
Other Service Contacts Q v
Fees.
Payment sccount LR p——
Fee CCO1.04 Nate Friends
[y Temsaciion fespanse Transacson Amoust Tianssction D
000179293-0 $5.16 149867
Fiing Fee
Appointment. $5.00

Convenience Fee $0.16

O support
Grand Total $5.16

Figure 16.6 — Example of an Envelope Details Page

4. Click m 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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Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location

Any Location -

Case / Envelope Number
Case Number
Envelope Number
Sort By
Newest to Qldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date &
To Date =] ‘

Filing History | Filing Drafts

Case # CC-20-1475

Julia Reedv.Sam Muir

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate

Case # CC-22-684

Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204

Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type Filing Description
Service Only

eFile Only

Filng Type Filing Description
eFile Only

Filng Type Filng Description
eFile Only

Filng Type Filing Description

eFile and Serve

Client Ref &

Client Raf &

Client Raf &

Client Ref &

Figure 16.7 — Filing History Page

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

5

3. Click '

The envelope details are displayed.

186

June 2022

ESO-FS-200-4494 v.18




Envelope Details

Envelope

Enveiope 1D

188087

Case Information
CourtLocatian

OFS QA 2017
Caredtess

555 Main Street

Dallas, TX 75230 US
Dallas

Parties

Party Type

Defendant

Filings

Fiing Code

Abstract Of Judgment
Service Contacts
PartyType

Defendant

Other Service Contacts

Fees
Firm's New CC 11202020
FierTrme
Default
Crter 0
000188087-0
Abstract Of Judgment

Convenience Fee
Total Filing & Service Fees
Total Court Service Fees

Grand Total

Viewing Mail Service Fees in the Envelope Details

Subratedby
Lauren Groswald

Notice Of Removal

John Doe

John Doe

Py responsiie
John Doe

i@gmail. com

Civil

Lead Atomes

Perry Mason

Chent Rel

Transsctionld
159406

$5.00

$1.00
$1.00
$1.00

$8.00

Figure 16.8 — Case Address Information on the Envelope Details Page

4. Click m 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: The Mail Service Fees 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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Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location

Any Location

Case / Envelope Number
Case Number

Envelope Number
Sort By
Newest to Qldest

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date E‘
To Date E‘

Filing History | Filing Drafts

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

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate

Case # CC-22-684
Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204
Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type
Service Only

eFile Only

Filing Type

eFile Only

Fillng Type

eFile Only

Fillng Type

eFile and Serve

Filing Des

Filing Des:

Filing Das:

Filing Description

eription

cription

cription

Client Ref &

Client Raf &

Client Raf &

Client Ref &

<))

[
EIOEIRE

EIOEIE

EIOEICE

[x

Figure 16.9 — Filing History Page

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

5

3. Click ="
The mail service fees are displayed in the envelope details.

Note: Your screen may differ from the example provided below.
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Viewing Certified Mail Services Information in Envelope Details

Details - Case # CC-21-117 - Envelope £ 256195 m cuose
Case
oFsanz017 ci Aepesl
Parties >
Filings

01/21/2021 11:16 40 Aus Review Accepted

Fuibic (&)

BlankTest paf Puiblic (&)

Service

f¢

Fees

Firmis CC AuteReview

002861950 260820

B Abstract Of Judgment -~

Fiing Fee: 500
Subtatal §5.00

Tots! Msil Service Fees s1200

s1.00

s1.00
Subtatal $3.00

Grand Total £20.00

Figure 16.10 — Example of an Envelope Details Page with the Mail Service Fees Displayed

4. Click m 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: The Certified Mail Services 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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Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location
Any Location -
Case / Envelope Number
Case Number
Envelope Number
Sort By
Newest to Qldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date

To Date =] ‘

Filing History | Filing Drafts

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

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate

Case # CC-22-684
Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204
Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type
Service Only

eFile Only

Filing Type

eFile Only

Fillng Type

eFile Only

Fillng Type

eFile and Serve

Filing Description

Filing Description

Filing Daszription

Filing Description

EIOEIRE

Client Ref &

[
EIOEIRE

Client Raf &

EIOEIE

Client Raf &

EIOEICE

Client Ref &

Figure 16.11 - Filing History Page

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

5

3. Click ="

The envelope details are displayed.

Note: Your screen may differ from the example provided below.
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Viewing Envelope Level Information in the Envelope Details

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

Case

Location

OFS QA 2017

Parties

Count:2

Filings

Fiing Type
eFile Only
Submitted Dite

01/21/202110:32 AM

Component

Lead Document

Service

Count:3

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

Associated Parties: None

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

Tracking: 0000000000000000000075024 (USPS)

Associated Parties: None

Categary
Givil

Filing Code

Abstract Of Judgment
Statuz

Accepted

Document Name

BlankTest.pdf

Court Copy

Service Method: Eserve

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

Service Method: Mail

Client Ref
Review Date

01/21/2021 10:35 AM

Description

Lillian Henderson

1201 tenth ave Plano US, Texas

Status: Not Sent

PRINT CLOSE

Breach Of Contract

hd

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

~

fide o

Service Method: Mail

Tracking: 0000000000000000000075025 (USPS)

Associated Parties: None

Figure 16.12 — Example of an Envelope Details Page with the Certified Mail Services Information

Displayed

In the Service pane, you can view information about the status of 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: The Envelope Level 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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Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location
Any Location
Case / Envelope Number
Case Number
Envelope Number
Sort By
Newest to Qldest

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date E‘
To Date E‘

Filing History | Filing Drafts

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

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate

Case # CC-22-684
Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204
Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type
Service Only

eFile Only

Filing Type

eFile Only

Fillng Type

eFile Only

Fillng Type

eFile and Serve

Filing Description

Filing Description

Filing Daszription

Filing Description

EIOEIRE

Client Ref &

[
EIOEIRE

Client Raf &

EIOEIE

Client Raf &

EIOEICE

Client Ref &

Figure 16.13 — Filing History Page

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

5

3. Click ="

The envelope comments are displayed in the envelope details in the Case pane.
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Envelope Details

Envelope

—"

188086

Case Information
OFS QA ODY RIGMS - Review in GMS
Emre

This is a test case

Parties

Party Type
Plaintiff

Defendant

Filings

Fiing Cose
eFiling Event

Service Contacts

Party Tyge
Plaintiff

Defendant

Other Service Contacts
Fees

Payment scceur

Firm's New CC 11202020

Fier Trpe

Default

onger 10

000188086-0
small Claims

eFiling Event

Submitied by
Lauren Groswald

Small Claims

John Doe

Mary Smith

Party Name
John Doe

Mary Smith

Pary respunshic
John Doe

Resuming a Case Filing

@gmail.com

Givil

Lesd asormey
Jack Stone

Jerry Jones

<

a—
159405
$20.00

Figure 16.14 — Example of an Envelope Details Page with the Envelope Comments Displayed

4. Click m to print a copy of the envelope details.

Resuming a Case Filing

You can resume a case filing even if you have signed out of File & Serve or have exited the filing process.
You do so by signing back in to File & Serve, if necessary, and then 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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Location Draft # 9848

X Draft # 9848 Started 02/28/2022 1:57 PM by Pro Se Filer
Any Location -

Case / Draft Number i Filng Gade FingType
Draft Action - Initial Only EfileAndServe

Case Number

Draft Number Draf‘t # 9765

Draft & 9765 Started 02/23/2022 4:58 PM by Pro Se Filer

SortBy
Newest to Oldest - Filing Status Filing Gode Filing Type
Draft Fee Split Filing Code Efile
Date Range
@ Anytime
& Lot ot Draft # 8511
) Last wesk Draft # B511 Started 01/06/2022 2:11 PM by Pro Se Filer
O Last Two Days
O Today Filng Status Filng Cade Fiing Type
O Pick a Custom Range Draft Abstract Of Judgment Efile

From Date E‘
(=] Draft # 8142

Draft & B142 Started 12/15/2021 12:55 FM by Pro Se Filer

Draft Action - Initial Only Efile

To Date

Draft # 8117

Draft & B117 Started 12/13/2021 2:32 PM by Pro Se Filer

Filng Status Filing Code Fiing Typa

Draft Abstract Of Judgment Efile

Draft # 8078

Draft # BO7S Started 12/09/2021 5:33 PM by Pro Se Filer

Filng Description

Action - Initial Only

Filng Description

Fee Split Filing Code

Filng Description

Abstract Of Judgment

Filng Description

Action - Initial Only

Filing Deseription

Abstract Of Judgment

=]

Client Ref &

()=

Client Ref &

(>)[w][:]

Client Ref &

()= (]

Client Ref &

)

Client Ref

e

Figure 16.15 — Filing Drafts Page

2. Click Ll

The filing opens on the page where you previously stopped working.

Make any corrections to your entries as needed.

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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Filing Drafts Filter

Location
Any Location -
Case / Draft Number
Case Number
Draft Number
SortBy
Newest to Oldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

O Pick a Custom Range

From Date E‘
To Date E‘

Reset m

Draft # 9848

Draft # 9848 Started 02/28/2022 1:57 PM by Pro Se Filer

Filing Status Filing Gode

Draft Action - Initial Only
Draft # 9765
Draft # 9765 Started 02/23/2022 4:58 PM by Pro Se Filer

Filng Status Filing Gode

Draft Fee Split Filing Code
Draft # 8511
Draft # B511 Started 01/06/2022 2:11 PM by Pro Se Filer

Filng Status Filing Code

Draft Abstract Of Judgment
Draft # 8142
Draft # B142 Started 12/15/2021 12:55 PM by Fra Se Filer

Filing Status Filing Code

Draft Action - Initial Only

Draft # 8117

Draft & B117 Started 12/13/2021 2:32 PM by Pro Se Filer

Filng Status Filing Code

Draft Abstract Of Judgment

Draft # 8078

Draft # BO7S Started 12/09/2021 5:33 PM by Pro Se Filer

Filing Type

EfileAndServe

Filing Type

Efile

Filing Typa

Efile

Filng Type

Efile

Fiing Typa

Efile

Filng Description

Action - Initial Only

Filng Description

Fee Split Filing Code

Filng Description

Abstract Of Judgment

Filng Description

Action - Initial Only

Filing Deseription

Abstract Of Judgment

Canceling a Filing

=]

Client Ref &

()=

Client Ref &

(>)[w][:]

Client Ref &

()= (]

Client Ref &

)

Client Ref

e

Figure 16.16 — Filing Drafts Page

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

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

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

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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Filing History Filter

Status

@ Al Statuses
() Accepted
O Cancelled
O Receipted
O served

(O Returned
() Submitted
) Submitting

Location
Any Location -
Case / Envelope Number
Case Number
Envelope Number
Sort By
Newest to Qldest -

Date Range

@ Anytime

O Last Month

(O Last Week

O Last Two Days

O Today

(O Pick a Custom Range

From Date E‘
To Date E‘

Filing History | Filing Drafts

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

Envelope # 179288 Submitted 02/24/2022 10:14 AM by Pro Se Filer

Fiing Status Filng Cade
Served Service Only
Submitted Mandate
Case # CC-22-684

Pro Se Filerv.James Weir

Envelope # 179280 Submitted 02/24/2022 8:26 AM by Pro Se Filer

Filing Status Filing Coda

Accepted Action - Initial Only

Case # CC-21-4204
Mark Smithv.Jefferson Estates

Envelope # 175475 Submitled 01/24/2022 1:23 PM by Pro Se Filer

Filing Status Filng Coda

Accepted Action - Subsequent Only

Case # CC-21-3714
Pro Se Filer v. Linda McCall

Envelope # 175474 Submitted 01/24/2022 1:17 PM by Pro Se Filer

Filing Status Filing Cade

Submitted Action - Subsequent Only

Envelope # 175472

Envelope # 175472 Subrnitted 01/24/2022 11:32 AM by Pro Se Filer

Filng Type
Service Only

eFile Only

Filing Type

eFile Only

Fillng Type

eFile Only

Fillng Type

eFile and Serve

Filing Description

Filing Description

Filing Daszription

Filing Description

Client Ref &

Client Raf &

Client Raf &

Client Ref &

EIOEIRE

[
EIOEIRE

EIOEIE

EIOEICE

[x

Figure 16.17 — 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 QI

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 “ a confirmation message is displayed, and the filing is canceled.
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1 7 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 other user can see your
case list.

f
Bookmark Filter
Case # Location
Case Location CC-201475 OFS QA 2017 E}
Case Description
Any Location - Julia Reedv.Sarm Muir

Case Number
Case # Location
it
Case Number Cearzazy q

Case Description

Case # Location
) €C21-2479 OFS QA 2017 E’
Case Description

Case # ocation

€C-21-2499 OFS QA 2017 E’

Case Description
Henry Ford vs Jane Doe

Case# Location
CC-21-493 OFS QA 2014 E’

Case Description
Fran Klinv.Henderson and Associates

Case # Location
CV-2021-019900 OFS MockCMS E}

Case Description
Henry Doe vs Maria Jones

6 Resul Page1of 1
Previous Next [ 8 Rel(e) | P 1 oF 1)

Figure 17.1 — Example of a Bookmarks Page

Creating a Bookmark for a Case

You can create a bookmark for a case from both the Filing History page and 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.
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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.

of
Bookmark Filter

Case # Location
Case Location CC-20-1475 OFS QA 2017 @

Case Description
Any Location - Julia Reedv.Sam Muir

Case Number

Case# Location
EEIRE

Case Number CC-21-2477 @ c\
Case Description

Case# Location

CC-21-2479 OFS QA 2017 @
Case # Location
CC-21-2499 OFS QA 2017 @

Case Description
Henry Ford vs Jane Doe

Case # Location
CC-21-493 OFS QA 2014 EX

Case Description
Fran Klinv.Henderson and Associates

Case# Location
CV-2021-019900 OFS MockCMS @
Case Desr

cription
Doe vs Maria Jones

Case Description

Previous Next [ Remi(s) | g 1 021

Figure 17.2 — Example of a Bookmarks Page

2. Locate the case for which you want to remove the bookmark, and then click J .

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.
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Viewing a List of Bookmarked Cases

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.

6 Resi
Bookmark Filter ispasstis) | it il
Case# Location
Case Location CC-20-1475 OFS QA 2017 @
Case Description
Any Location - Julia Reedv.Sam Muir
Case Number

Case# Location
[t
q
Case Description

Case # Lecation
) CC-21-2479 OFS QA 2017 @
Case Description

Case # ocation

CC-21-2499 OFS QA 2017 @

Case Descriplion

Henry Ford vs Jane Doe

€C-21-493 OFS QA 2014 @

Case Description

Fran Klinv.Henderson and Associates

Case# Location
CV-2021-019900 OFS MockCMS @

Case Descriplion

Henry Doe vs Maria Jones

Previaus Next G Resuls) | Pageof1 ]

Figure 17.3 — Example of a Bookmarks Page

2. Set the parameters for the cases that you want to view, and then click m .

The cases that you selected in your filter are now displayed on the Bookmarks page.
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1 8 Bulk Filing

Topics covered in this chapter

¢ 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 a Bulk Filing That Contains Multiple Existing Cases
¢ Copying a Bulk Filing

Bulk filing allows you to create and submit a group of envelopes to the court at the same time. Some courts
may provide discounts if a specified number of envelopes is submitted in the same bulk filing.

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

To set up a bulk filing, first access the Start Filing page. Then, complete the required fields for the first draft,
followed by the next draft, and so forth. After you have prepared all of the drafts for a bulk filing, you can
view the fees for each draft, and choose the party responsible for fees, along with the payment method, for
each draft. When you are done, you can submit the bulk filing 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 by using the Bulk Add
Filings feature.

Click when the button is enabled on the Bulk Filing Dashboard

page.
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Dashboard

Dashboard

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

.0
[ o}
[=]

2 O e 0=

Dashboard

Case Search

My Filings ~

Filing History

Filing Drafts

Bulk Filings

Bulk History

Bookmarks

Templates

My Payment Accounts

My Service Contacts

My Information

Reports

Figure 18.1 — Dashboard

From the Dashboard, you can perform the following additional actions for bulk filing:

Access the Dashboard page to start an initial or subsequent bulk filing, view your bulk filing history,
and view your bulk filing drafts.

For subsequent bulk filings, you can add cases from the Case Search page.
For subsequent bulk filings, you can add cases from the Filing History page.
Access the Bulk Drafts page to view a list of your bulk draft filings.

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

For information regarding the other options displayed on the Dashboard, refer to Dashboard, page 29.

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 filing.
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S FlngWistry | Filg Dratt | Btk istary | Bk brats |

Bulk Number / Name Bulk # 242

Bulk # 242 Started 06/24/2021 8:55 AM by Pro Se
Bulk Number

Bulk Name

Case # CC-20-2697

Status E

# 290632 Submiitted 06/24/2021 5.04 AM by Pro Se

@ All Statuses

O Accepted w

o e Submitted Notice - Auto Accept Efile
O Returned

O Submitted Case # CC-20-2041

O Submitting
Pro Sev.Frederick & Sons

Location
Envelope # 290631 Submitted 06/24/2021 5:04 AM by Pro Se
\Any Location - Loesiien
OFS QA 2017
Case / Envelope Number
Fiing Satus Fitog Code Fitog Type Fang Descripicn
Case Number Submitted Notice - Auto Accept Efile

Envelope Number

Sort By Bulk # 240

Bulk # 240 Started 06/24/2021 8:36 AM by Pro Se

Newest to Oldest
Date Range Case # CC-20-2697
@ Anytime Envelope # 290625 Submiited 06/24/2021 :42 AM by Pro Se
QO Last Month Lesion
O Last Week OFS QA 2017
O Last Two Days
O Today Filing Status Fiig Code: Fimg Type Faing Deseriptian
() Pick a Custorn Range Accepted Notice - Auto Accept Efile

From Date E|
Case # CC-20-1971

To Date . Envelope # 200626 Submitted 06/24/2021 B:42 AM by Pro Se

1-40f4

[#]

]

Figure 18.2 — Example of a 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 filing drafts, resume

a bulk filing draft, or delete a bulk filing draft.
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Starting Multiple New Case Filings

Bulk Number / Name Bulk # 411

Bulk # 411 Started 05/03/2022 11:25 AM by Pro Se Filer

Bulk Number

Bulk Name
Draft # 10155

Location Draft # 10155 Started 05/03/2022 11:25 AM by Pro Se Filer
Location

Any Location - OFS QA 2017

Case / Draft Number

Draft # 10156

Case Number Draft # 10156 Started 05/03/2022 11:26 AM by Pro Se Filer

Location
Draft Number

OFS QA 2018
Sort By
Draft # 10157
Newest to Oldest -
Draft # 10157 Started 05/03/2022 11:26 AM by Pro Se Filer
Locstian
bate Range OFS QA 2018
@ Anytime
O Last Month
O Last Week Bulk # 410
O Last Two Days Bulk # 410 Started 05/03/2022 11:24 AM by Pro Se Filer
O Today
(O Pick a Custom Range
Bulk # 409

From Date
Bulk # 409 Started 05/03/2022 11:26 AM by Pro Se Filer

To Date o]
e Draft # 10154

G m Draft # 10154 Started 05/03/2022 11:24 AM by Pro Se Filer

Location
OFS MockCMS

F‘reﬂuuhnz 3 4 5 6 7 8 9 10 11 12 13 14 Next

2](5]
2])(w]

1-150f 41

Figure 18.3 — Example of a 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:

S——— ]

The Start Filing page is displayed.
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& Start Filing

= R

File New Case File into existing case
If you do not have a case number and you want to start a new case for If the case was started by you or someone else and you have the case
the first time. number er names of the parties to find the case

A\ it a case already exists, your filing will be rejected. You will need ta
come back and use File Into Existing Case"

Bulk file cases m Bulk file into cases File into existing case

Figure 18.4 — Start Filing Page

Bulk file cases I
2. Click "

The Bulk Filing window is displayed.

Bulk Filing

Lecation ¥ e |

Figure 18.5 — Bulk Filing Window

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

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

The Bulk Filing Dashboard page is displayed.

204 June 2022 ESO-FS-200-4494 v.18



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 1o edit or add details to a specific
draft, you may do so.

Quick Actions

Add Draft (2 of 100}

Save Draft and Exit

Draft # 10308

aaaaaa
OFS QA 2017
Filing Code

Abstract Of Judgment

Draft # 10309

Location

OFS QA 2017

Filing Code

Abstract Of Judgment

Bulk # 425 - Wednesday Test

Case Cat
Civil

Filing Type

eFile Only

Caze Category

Family

Filing Type

eFile Only

tegory

Starting Multiple New Case Filings

e

Case Type

Other Civil

Filing Descrption Client Ref #

()= (]

Caze Type

Division Of Property

Filng Descrpticn Client Ref #

Figure 18.6 — Example of a 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 configured for the maximum number of drafts, then the number is
displayed on the Add Draft button. The number reflects which draft filing you are about to add
(for example, “2 of 100”).

The Case Information page is displayed.
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Entering Case Information for a Bulk Filing

Before you can start a bulk filing, you must set up a payment account.

New Case Filing Bulk # 425 - Wednesday Test - Draft # 10308 @ -

@ cese information @) Parties 3 Filings &) service

Case Information

Court location *
OFS QA 2017 B 4

This is the court where you are filing your case.
https:/fwww. hedistrictclerk.com/Common/ Civil/EFiling aspx

Case category ¥

Select... v
This is the type of case you are filing (Family, Probate, or Civil)

Case type *
Select... -

I you ean't find your case type. change the case category to see other case types

Figure 18.7 — Example of a Case Information Page

Note: While you are entering a case filing, click —l to view the case number or draft number.
To enter case information:
. Select the location from the Court Location drop-down list.
Select the case category from the Case Category drop-down list.

1
2
3. Select the case type from the Case Type drop-down list.
4. Complete the other fields, as applicable.

Click to save your work and to continue.

i
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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.

New Case Filing Bulk # 425 - Wednesday Test - Draft # 10308 @ -~

@ case Information o Parties 3) Filings @) serice
Party Type Party Name Lead Attarney Actions
A efendam * + Add party details
A prainti * + Add party details
+ Add More

Figure 18.8 — Example of a Parties Page in a Bulk Filing

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

To enter the details for the parties involved in the case:

1. On the Parties page, select the party type that you want to begin to describe, and then click
=+ add party detailsl

The Edit Party Details window for the specified party is displayed.
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Edit Party Detalls

Party Information

e

[Fravame® | [reasenare | [ IS =
e | [Eeee -]

Contact Information

Losd atermay

Figure 18.9 — Example of the Edit Party Details Window

2. Click either m or m

Note: The following steps describe the fields that are displayed if you select “Person.”
If you are the first party, select | Am This Party.

4. In the Party Information pane, 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.

Type the party’s date of birth in the Date of Birth field, or click J to select the date from the calendar.
Type the party case management system ID in the Party CMS ID field, if appropriate.
Select a language from the Interpreter drop-down list, if appropriate.

® N o o

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

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

11. 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.

12.Select the party’s gender from the Gender drop-down list.
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Entering Filing Details for a Bulk Filing

13.In the Contact Information pane, enter the country, address, city, state, ZIP code, and phone number for
the specified party.

14.In the Attorney Information pane, from the Lead Attorney drop-down list, select Pro Se for the filing
attorney.

15. After all of the required fields for the specified party are completed, click m .
16.0n the Parties page, complete the party information for the next party.

<+ Add More
17.1f you have another party to add to the case, click , and complete the party
information for the additional party. Continue to add parties until all of the necessary parties have been
added to the case.

18.Click " to save your work and to continue.

Entering Filing Details for a Bulk Filing

The Filings section allows you to enter the details for a bulk filing.

New Case Filing Bulk # 425 - Wednesday Test - Draft # 10308 ) -

@ case Information @ Periies © riings @) senice

Filings Max Envelope Size: 2.10 6B

Remaining: 2.10 GB

Filing Code Filing Type Description Actions

@ S

No Filings Added Yet

Atleast one filing Is required to complete the

filing process

Figure 18.10 — Example of a Filings Page

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

To enter the details for a bulk filing:

1. On the Filings page, click .

The Edit Filing Details page is displayed.
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New Case Filing Draft#10234 (@~
& Caselnformation @ Parties © Filings @) service § rocs 8 summary
Edit Filing Details 3
Filing Requ\vri:nenisA Additional Services C ations

N
Filing Type * equie)

@ eFile Only

Pick "eFile Only" 1o just electronically file your papers.

Filing Information

Filing Cade *
Select -

|| cten Reference Number |

Filing on behalf of €

Select -

Upload Documents

To add more than to-the filing, create ancther filing and upload your document

Select a Filing code 1o enable adding d

Figure 18.11 — Edit Filing Details Page

In the Filing Type pane, select the filing type option.

In the Filing Information pane, select the filing code from the Filing Code drop-down list.

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

Type a description in the Filing Description field.

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

S L < R

In the Filing on behalf of section, from the drop-down list, select the parties that you want to associate
with the filing.

Select files
8. In the Upload Documents pane, click —' . Then, select the document that you want to
upload.

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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Entering Filing Details for a Bulk Filing

Upload Documents

To add more than ene lead document to the filing, create another filing and upload your document

Type File Name File Description Security

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Word 2007 File (DOCX), Word 87/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size: 2.10 GB

Lead Document * Required

Drag files here or

Select files

Supported File Types: MOV (MOV), MP3 (MP3), MP4 (MP4), MPEG (MPEG), Portable Document File (PDF), Text (TXT), TIFF Files (TIFF TIF),
WAV (WAV), Windows Media File (WMV), Ward 2007 File (DOCX), Word 57/XP File (DOC), WordPerfect File (WPD), XML Document (XML)
Maximum File Size- 2.10 GB

Amachments

Figure 18.12 — Upload Documents Pane

Select files
9. If you have attachments to add to the filing, click —' in the Attachments section. Then,
upload the specified attachments.

10.1f you want to add security to any of the documents, select an option from the Security drop-down list.

11. To add additional services, click Additional Services.

The Additional Services pane is displayed.

Edit Filing Details

Filing Requirements Additional Services Communications
Test content fiing details optional services firm.

Additional Services

The additional services you see below are based an the filing code you picked
O Type Fee Amount Quantity Total
O Certified Copies s17 ‘ Enter quantity ‘
O Garmishment | | Enter amount ‘ ‘ Enter quantity ‘
O Garnishment Il |m‘
(] Once Per Party $10 %
O Per Page Fee No Multiplier s0
O Per Page Fee Service 0 ‘ Enter quaniity ‘
O Briority Processing 17 ‘ Enter quantity ‘
O Spiit Fee Service 10
O TOGA Decline Emor 260

Figure 18.13 — Additional Services Pane on the Edit Filing Details Page

12.Select the additional services that you want to add. Also, if applicable, type the fee amount and/or
select the quantity of the specified service.
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Go to Cammunicatinnl
13.Click , or click Communications at the top of the page.

The Communications pane is displayed.

Edit Filing Details

Filing Requirements Additional Services Communications

Communications

If you want someone ta receive emails (for example, a legal helper, family member, friend), input their email address below. If the court rejects a filing these email addresses do
not receive notification that the file was rejected by the court

Test Content for filing communications firm.

l Courtesy Copies l

These individuals will receive a file stamped copy of the document if the court accepts the filing.

l Preliminary Copies l

These individuals will receive a copy of the document as soon as the file is submitted to the court. The documents will not be file stamped

Figure 18.14 —- Communications Pane on the Edit Filing Details Page

14.Type a valid email address to specify the recipient of the courtesy or preliminary copies.

=+ Add More I

16.1f you want to add another filing, on the Filings page, click . Then, repeat the same
steps for the next filing.

17.Click * to save your work and to continue.

Entering Payment Information for a Bulk Filing

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

Note: You must create a payment account before you can complete your bulk filing.
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Entering Payment Information for a Bulk Filing

Bulk # 429 - Test3

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 Aczount to All Drafs

Select - Apply to All

*Paym

counts may be restricted a

Draft # 10345

nnnnnn

Case Category Gase Type
OFSQA 2017 Civil Other Civil

— Payment Account *  Party Responsible for Fees ¥
[select. - | [select. -

i
[select -

Draft # 10346

tocatan [r— case Type
OFS QA 2017 Family Division Of Property
— Fayment Account * — Party Responsible for Fees * searen
‘Se\ect - ‘ ‘ Select v eare
— FlerTy
[ setect -
€ Bulk Dashboard Save Draft and Exit Calculate Fees

Figure 18.15 — Example of a Bulk Fees Page—Blank Fields

Note: While you are entering a case filing, click —l 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 drafts in the bulk.

Note: If you do not want to apply the same payment account to all of the drafts in the bulk, you
must select the payment account for each individual draft.

2. For each draft, select the party responsible for fees from the Party Responsible for Fees drop-down

Search l
list. Click if you want to search for a party.

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, select the filer type from the Filer Type drop-down list.
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Bulk # 429 - Test3

After filling in the required fields, click on "GALCULATE FEES" at the bottom of the page. To view the fee details on individual drafts, click on "FEE DETAILS".

— Apply Payment Account o All Drafts

.
[Pro se Discover - Apply to All

* Fayment accounts may be restricted at some lacations.

Draft # 10345

Locstir Case Category Case Type
OFS QA 2017 Civil Other Civil

— Payment Account * — Party Responsible for Fees *
‘ Pro se Discover - ‘ ‘ Henry Ford -

Search

_ FierT,
[Dofaut -

Draft # 10346

Dase O Gase Type
OFS QA 2017 Family Division Of Property

— Payment Account * — Party Responsible for Fees *
[Pro se Discover ~ | [patty smin -

Search

Filer Ty

[Be(a uit -

Save Draft and Exit Calculate Fees
Figure 18.16 — Example of a Bulk Fees Page—Completed Fields

Calculate Fees l
4. When all of the fields on the page have been completed, click .

The Fee Details button is displayed.

Fee Details

The Fee Details window is displayed.
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Viewing the Envelope Summary for a Bulk Filing

Fee Details

Other Civi $5.00

Abstract Of Judgment 55.00
Action - Initial Only $5.00
Abs"tlacl Of Judgment $5.00
Total Service Fees §31.25
Convenience Fee $1.3
Total Court Service Fees $1.00

Figure 18.17 — Example of a Fee Details Window

6. Review the filing fees, and then click .

Viewing the Envelope Summary for a Bulk Filing

The envelope summary for a bulk filing 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 page, the Parties page, the Filings page,
and the Bulk Fees page.

2. After you have completed the fields on each page, from the Bulk Fees page, click .
The Bulk Summary page is displayed.
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Bulk # 425 - Wednesday Test

OFS QA 2017

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

You must accept the Submission Agreements.
Draft # 10308
Location [
OFS0A 2017 Civil

Draft # 10309

Case Category

OFS QA 2017 Family

Category

CaseType
Other Civil

CaseType

Division Of Property

Figure 18.18 — Example of a Bulk Summary Page—Submission Agreements Not Accepted

3. If there are submission agreements for your bulk 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 bulk filing, click

Bulk # 425 - Wednesday Test

OFS QA 2017
Draft # 10308
o

Draft # 10309

Caze Category

OFS QA 2017 Family

et st comvce [

Cose Type

Other Civil

Type

Division Of Property

Figure 18.19 — Example of a Bulk Summary Page After Filing is Submitted

5. Click to return to the Bulk History page, or click to return to the

Dashboard page.
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Associating Parties to a Bulk Filing

Associating Parties to a Bulk Filing

You can associate parties to a bulk filing.

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 1o edit or add details to a specific

draft, you may do so. Draft # 10308
Location
OFSQA 2017
Quick Actions
Filing Gode
pstac Of rens
Draft # 10309
Loeston
OFS QA 2017
Filing Code
‘Abstract Of Judgment

Save Draft and Exit

Bulk # 425 - Wednesday Test

e

Case Category

Case Type

Civil Qther Civil
Filing Type Filing Deseription Client hef #
eFile Only

Casa Catagory Case Type

Family Division Of Property
Filing Type Filing Descrption Client Ref #
eFile Only

Figure 18.20 — Example of a Bulk Filing Dashboard Page

To associate parties to a bulk filing:

1. On the Bulk Filing Dashboard page in the Quick Actions pane, click

Bulk Add Filings

The Bulk Add Filings page is displayed.

Save Filings

O Select All

Filter:

__ Location __ Case Categary __CaseType

Select v | [select. v | |select. -

= .|

[J OFS QA 2017

O Draft # 10308

Location Cass Category Case Type

OF5 QA 2017 Civil Other Civil

[J Draft # 10309

Location Case Category Case Type

OFSQAZ017 Family Division Of Property

Figure 18.21 — Example of a Drafts Tab

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 m .
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3. Select the check boxes for the filings that you want to add to your selected drafts. If you want to add all
of the filings, select the Select All check box.

4. Click .

The Add Filings tab is displayed.

Drafts Add Filings Save Filings

Filing Code Filing Type Description Actions

n
No Filings Added Yet

Atleast one filing is required to complete the

filing process.

[ i |
Figure 18.22 — Example of an Add Filings Tab—No Filings Added Yet

5. Click .

The next page is displayed.

<+ Add More
6. Click . Continue to click the button until all of the filings have been added.

7. Click .

The Save Filings tab is displayed.
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Filing into a Bulk Filing That Contains Multiple Existing Cases

Drafts Add Filings Save Filings

Filings

Fiing Code Filng Type Filing Description Client Ref
eFile Only
eFile Only

Draft # 10308
Locatien Case Caragary Case Type

OFS QA 2017 Civil Other Civil

Draft # 10309
Locatien Case Caragary 1

e Case Type
0FS QA 2017 Family Division Of Property

=
Figure 18.23 — Example of a Save Filings Tab

8. On the Save Filings tab, click m .

The Associate Parties button is displayed for each filing.
9. Click Associate Parties.

The Select Filings window is displayed.

Select All
10.Select the check boxes for the filing codes that you want to add, or click —l . Then, click
Select.

The Associate Parties to selected Filing(s) window is displayed.

11. 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 m .

Select All
12.Select the check box for the filing that you want to associate with the added party, or click —l

13.Click m , and then click m

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 a Bulk Filing That Contains 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.
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To file into a bulk filing that already contains multiple existing cases:

The Start Filing page is displayed.

& Start Filing

= R

File New Case File into existing case
If you do not have a case number and you want to start a new case for If the case was started by you or someone else and you have the case
the first time. number er names of the parties to find the case

A\ it a case already exists, your filing will be rejected. You will need ta
come back and use File Into Existing Case"

Bulk file cases m Bulk file into cases File into existing case

Figure 18.24 — Start Filing Page

Bulk file into cases I

2. Click

The Bulk Filing window is displayed.
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Filing into Multiple Existing Cases by Using the Bookmark Search

Bulk Filing

Location ¥ e |

Figure 18.25 — 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 m .

The Bulk Filing Dashboard page is displayed.

To add the same filing code(s) and B u I k # 428 = TESIZ

document(s) to all the drafts in this
bulk, click on Quick Action below.

If you wish to edit or add details to a
specific draft, you may do so.

Quick Actions

Bulk Add Filings

Find Cases

Filing History {0 of
Search 100)

Save Draft and Exit

Figure 18.26 — Example of a 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 filing—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 by 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.
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To file into multiple existing cases by using the Bookmark search:

The Start Filing page is displayed.

& Start Filing

= R

File New Case File into existing case
If you do not have a case number and you want to start a new case for If the case was started by you or someone else and you have the case
the first time. number er names of the parties to find the case

A\ it a case already exists, your filing will be rejected. You will need ta
come back and use File Into Existing Case"

Bulk file cases m Bulk file into cases File into existing case

Figure 18.27 — Start Filing Page

Bulk file into cases I

2. Click

The Bulk Filing window is displayed.
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Filing into Multiple Existing Cases by Using the Bookmark Search

Bulk Filing

Location ¥ - Marma |

Figure 18.28 — 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 m .

The Bulk Filing Dashboard page is displayed.

To add the same filing code(s) and B u I k # 428 = TESIZ

document(s) to all the drafts in this
bulk, click on Quick Action below.

If you wish to edit or add details to a
specific draft, you may do so.

Quick Actions

Find Cases

Filing History {0 of
Search 100)

Save Draft and Exit

Figure 18.29 — Example of a Bulk Filing Dashboard Page

5. In the Quick Actions pane, click .

The Bookmarks window is displayed. If previous bulk filings were bookmarked, they are displayed in the
window.
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() Bookmarks (O addwBuk
__Location ‘ Case Numbe | ‘ Description
‘Seled. . - ‘
Select All m Reset
[ case #CC-20-1475 Julia Reedv.Sam Muir

Locatian

OFS QA 2017

[ case #CC-21-2479

Location

OFS QA 2017

[ case #CC-21-2499 Henry Ford vs Jane Doe

Location

OFS QA 2017

[ case #CV-2021-019900 Henry Doe vs Maria Jones

Lecation

OFS MockCMS

Previous Next 1odata

Figure 18.30 — Example of a Bookmarks Window

6. Select the bulk filing that you want to file into, and then click .

Note: If your bulk filing is not displayed in the Bookmarks window, you can search for the bulk
filing that you want. Select the location from the Location drop-down list, and then type the case

number in the Case Number field. Then, click m .
The Add to Bulk window is displayed.

() Bookmarks () AddoBulk
Case #CC-20-1475 Julia Reedv.Sam Muir
Location
OFS QA 2017
3

Figure 18.31 — Add to Bulk Window

-
7. Click *, and then click .

The case you selected is added to the bulk filing and is displayed on the Bulk Filing Dashboard page.
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To add the same filing code(s) and
document(s) to all the drafts in this
bulk, click on Quick Action below.

If you wish to edit or add details to a
specific draft, you may do so.

Quick Actions

Bulk Add Filings

Find Cases

Case Search (2 of 100)
Bookmarks Search (2 of 100)

Filing History (2 of
Search 100)

Save Draft and Exit

Filing into Multiple Existing Cases by Using a Case Search

Bulk # 428 - Test2

Case # CC-20-1475

Location Case Category
OFS QA 2017 Civil

Filing Cade Filing Type

Abstract Of Judgment eFile Only

Case # CC-21-117

Location Case Category
OFS QA 2017 Civil

Filing Code Filing Type

Abstract Of Judgment eFile Only

Qg

Case Type
Breach Of Contract

Filing Descaption Client Ref #

LI

Casa Type

Appeal

Figure 18.32 — Example of a Bulk Filing Dashboard Page—Case Added to Bulk Filing

Filing into Multiple Existing Cases by Using a 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 by using a case search:

The Start Filing page is displayed.

ESO-FS-200-4494 v.18
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& Start Filing

= R

File New Case File into existing case
If you do not have a case number and you want to start a new case for If the case was started by you or someone else and you have the case
the first time. number er names of the parties to find the case

A\ it a case already exists, your filing will be rejected. You will need ta
come back and use File Into Existing Case"

Bulk file cases m Bulk file into cases File into existing case

Figure 18.33 — Start Filing Page

Bulk file into cases I

2. Click
The Bulk Filing window is displayed.

Bulk Filing

Lecation ¥ e |

Figure 18.34 — 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 m .

The Bulk Filing Dashboard page is displayed.
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Filing into Multiple Existing Cases by Using a Case Search

To add the same filing code(s) and Bulk # 428 = TEStz
document(s) to all the drafts in this
bulk, click on Quick Action below.

If you wish to edit or add details to a
specific draft, you may do so.

Quick Actions

Bulk Add Filings

Find Cases

Case Search (0 of 100)
Bookmarks Search (0 of 100)

Filing History {0 of
Search 100)

Save Draft and Exit

Figure 18.35 — Example of a Bulk Filing Dashboard Page

5. In the Quick Actions pane, click .

The Case Search window is displayed.

() search for Cases () casesearch Results (O AddoBuKk
File into Existing Case
Location *
OFS QA 2017 5w

https//www.hcdistrictclerk.com/Common/Civil/EFiling.aspx
Search for a Case by
@ cesztumber (O Party Name

Click here to access Harris County Court Website. Family Information Form is available here,

Case Number * ‘

Sort results by

| Newest to Oldest - ‘

Gancel m

Figure 18.36 — Case Search Window

6. Select the location of the case that you want to find from the Location drop-down list.

7. Type the number for the case that you want to find, and then click m or press ENTER.

The Case Search Results window is displayed.
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() search for cases () casesearch Results () addtoBuk

Select the cases and click on Proceed.

Location: OFS QA 2017 Case Number: CC-21-117

Choose at most 99

[J case#cc-21-117 Naomi Watson v. Helena Carter

Case Type
Appeal

Location Case Category

OFS QA 2017 Civil

Previous - Next

Figure 18.37 — Case Search Results Window

8. Ifthe case is the one that you want to add to the bulk filing, select the check box, and then click

The Add to Bulk window is displayed.

() search for Cases () case search Resuits () AddtoBulk

Case #CC-21-117 Naomi Watson v. Helena Carter
Location Case Category

OFS QA 2017 Civil Appeal

Search Results Cancel Add to Bulk

Figure 18.38 — 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.

9. If the case that results from your search is correct and you selected the check box for that case, click

o
*, 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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To add the same filing code(s) and
document(s) to all the drafts in this
bulk, click on Quick Action below.

If you wish to edit or add details to a
specific draft, you may do so.

Quick Actions

Bulk Add Filings

Find Cases

Case Search (2 of 100)
Bookmarks Search (2 of 100)

Filing History (2 of
Search 100)

Save Draft and Exit

Filing into Multiple Existing Cases by Using a Filing History Search

Bulk # 428 - Test2

Case # CC-20-1475

Location Case Category
OFS QA 2017 Civil

Filing Cade Filing Type

Abstract Of Judgment eFile Only

Case # CC-21-117

Location Case Category
OFS QA 2017 Civil

Filing Code Filing Type

Abstract Of Judgment eFile Only

Qg

Case Type
Breach Of Contract

Filing Descaption Client Ref #

LI

Casa Type

Appeal

Figure 18.39 — Example of a Bulk Filing Dashboard Page—Case Added to Bulk Filing

Filing into Multiple Existing Cases by Using a Filing History Search

You can file into a bulk filing by using a 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 by using a Filing History search:

The Start Filing page is displayed.

ESO-FS-200-4494 v.18
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& Start Filing

= R

File New Case File into existing case
If you do not have a case number and you want to start a new case for If the case was started by you or someone else and you have the case
the first time. number er names of the parties to find the case

A\ it a case already exists, your filing will be rejected. You will need ta
come back and use File Into Existing Case"

Bulk file cases m Bulk file into cases File into existing case

Figure 18.40 — Start Filing Page

Bulk file into cases I

2. Click
The Bulk Filing window is displayed.

Bulk Filing

Lecation ¥ e |

Figure 18.41 — 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 m .

The Bulk Filing Dashboard page is displayed.
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Filing into Multiple Existing Cases by Using a Filing History Search

To add the same filing code(s) and Bulk # 428 = TESIZ
document(s) to all the drafts in this
bulk, click on Quick Action below.

If you wish to edit or add details to a
specific draft, you may do so.

Quick Actions

Bulk Add Filings

Find Cases

Case Search (0 of 100)
Bookmarks Search (0 of 100)

Filing History {0 of
Search 100)

Save Draft and Exit

Figure 18.42 — Example of a Bulk Filing Dashboard Page

Filing History (0 of

. . . Search 100)
5. Inthe Quick Actions pane, click ;

The Filing History window is displayed.
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(O Filng History
— Locatian ‘ st Nu
‘Sﬂﬂd - |
— Date Range
‘Anytime - |
Select All

[J case #cc-22-684

Lecancn

OFS QA 2017

O case #cC-20-1475

Lecancn

OFS QA 2017

[0 case #cc-21-4204
OFS QA 2017

O case #cc-21-3714

Lecancn

OFS QA 2017

[ case #cc-21-3514

Lecaten
OFS QA 2017 - Courtat Law 2

O case #cc-21-1159

Locatien

OFS QA 2018

[J case #cc-21-1355

Locaten

OFS QA 2017

Pro Se Filerv.James Weir

Case Camgory

Civil

Julia Reedv.Sam Muir

Case Cawgory

Civil

Mark Smithv.Jefferson Estates
singory

Civil

Pro Se Filer v. Linda McCall

Case Camgory

Civil

john adams v. mary adams

Catagary

Civil

Case Dotegory
Probate or Mental Health

Category

Civil

() addtoBulk

m Reset

caze Type
Breach Of Contract

case Type
Breach Of Contract

CasaType
Breach Of Contract

caze Type

Appeal

Caze Type

Appeal

Caze Type
Mental Health Evaluation

Case Type

Other Civil

Figure 18.43 — Example of a Filing History Window

6. Select the bulk filing that you want to file into, and then click .

The Add to Bulk window

() Filing History

Case #CC-21-4204

Lacati

OFS QA 2017

Case #CC-20-1475

,,,,,

Case #CC-21-3714

Lacan

OFS QA 2017

is displayed.

Mark Smithv.Jefferson Estates

Case Categery
Civil

Julia Reedv.Sam Muir

Case Caregery
Civil

Pro Se Filer v. Linda McCall

() addioBulk

CazaType
Breach Of Contract

CazaType
Breach Of Contract

CazaType
Appeal

cancel Add 1o Bulk

Figure 18.44 — 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
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Copying a Bulk Filing

case number in the Case Number field, and then select the date range for the filings that you

Add to Bulk
7. Click *, and then click

want to be displayed. Then, click m .

The case you selected is added to the bulk filing and is displayed on the Bulk Filing Dashboard page.

To add the same filing code(s) and B u I k # 428 - TESTZ

document(s) to all the drafts in this

bulk, click on Quick Action below.
If you wish to edit or add details to a
specific draft, you may do so. Case # CC_ZO_‘I 475 B @ E
Location Case Category ase Type
OFS QA 2017 Civil Breach Of Contract
Quick Actions
Filing Cade Filing Type Filing Description Client fef 2
Abstract Of Judgment eFile Only
Find Cases

Case # CC-21-117 Qi

Filing Histery (2 of
Search 100) Filing Cade Filing Type Filing Description Client Ref &

Abstract Of Judgment eFile Only

Save Draft and Exit

Figure 18.45 — Example of a Bulk Filing Dashboard Page—Case Added to Bulk Filing

Copying a Bulk Filing
You can copy a bulk filing if one or more envelopes in the bulk filing failed to be submitted successfully.
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.

ESO-FS-200-4494 v.18 June 2022
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Bulk # 136 - Wednesday Test

Bulk # 136 Started 04/14/2021 5:21 PM by Lauren Groswald

Draft # 817

Draft # 817 Started 04/14/2021 521 PM on behalf of Jack Stone by Lauren Groswald

Location

OFS 0A 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 PM on behalf of Jack Stone by Lauren Groswald
Location

OFS QA 2017
Filing Status Filing Code Filing Type Filing Description Client Ref #
Draft Acknowledgement Efile

Figure 18.46 — Example of a Bulk Filing Pane

3. Click ‘il

The filing that you copied is displayed on the Bulk Filing Dashboard page.

To add the same filing code(s) and Bulk # 425 - Wedn esday Test
document(s) to all the drafts in this bulk, click
on Quick Action below.

If you wish 1o edit or add details to a specific

crft, you may o s0 Draft # 10308 > [w][]

Location Case Category Case Type

OFSQA 2017 Civil Other Civil
Quick Actions

Filing Code Filing Type Filing Description Client Ref #
Draft # 10309 glion

Location Casa Category Case Type

OFS QA 2017 Family Division O Property
Filing Code Filing Type Filing Descrption Client Ref #
‘Abstract Of Judgment eFile Only

Save Draft and Exit
Figure 18.47 — Example of a Bulk Filing Dashboard

4. Continue with your filing.
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1 9 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 of the 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.
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Dashboard

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

ﬁ Dashboard

fa Case Search

@ My Filings ~

Filing History
Filing Drafts
Bulk Filings
Bulk History

Bookmarks

0 =

Templates

[

Vacation Letter

My Payment Accounts

My Service Contacts

My Information

B2 @ B &

Reports

Figure 19.1 — Dashboard

From the Dashboard, you can perform the following additional actions for vacation letter:

* Access the Dashboard page to file a vacation letter (or leave of absence).

» Access the File Vacation Letter page to create a filing in which you upload a vacation letter (or leave
of absence).

For information regarding the other options displayed on the Dashboard, refer to Dashboard, page 29.

Bulk History

The Bulk History page includes the filing history for your vacation letter (or leave of absence) filings.

From the Dashboard menu, click Bulk History. From here, you can view a history of your vacation letter (or
leave of absence) filings.
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S FlngWistry | Filg Dratt | Btk istary | Bk brats |

Bulk Number / Name

Bulk # 242

Bulk # 242 Starled 06/24/2021 8:55 AM by Pro Se

Bulk Number

Bulk Name

Status

@ All Statuses
O Accepted
O Cancelled
O Receipted
O Served

O Returned
O Submitted
O Submitting

Location
\Any Location -
Case / Envelope Number

Case Number

Envelope Number

Case # CC-20-2697

Envelope # 290632 Submitted 06/24/2021 9:04 AM by Pro Se

Location
OFS QA 2017

Fiing Status Fiing Code:

Submitted Notice - Auto Accept

Case # CC-20-2041
Pro Sev.Frederick & Sons

Envelope # 290631 Submitted 06/24/2021 9:04 AM by Pro Se

Location
OFS QA 2017

Filing Status Fiing Code

Submitted Notice - Auto Accept

Sort By Bulk # 240

Bulk # 240 Started 06/24/2021 8:36 AM by Pro Se

Newest to Oldest

Date Range

@ Anytime

O Last Month

) Last Week

O Last Two Days

O Today

() Pick a Custorn Range

From Date E|

To Date ]
= -

Case # CC-20-2697

Envelope # 290625 Submitted 06/24/2021 E:42 AM by Pro Se

Locaion
OFS QA 2017

Filng Stats Fiing Code

Accepted Notice - Auto Accept

Case # CC-20-1971

Envelope # 290626 Submitted 06/24/2021 B:42 AM by Pro Se
Location

OFS QA 2017

Filmg Type Fiing Description
Efile
Fifmg Type Fimg Descriptior
Efile
Fifing Type Fiing Description
Efile

Bulk Drafts

1-40f4

[#]

[#]

Figure 19.2 — Example of a 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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Bulk Drafts Filter

Bulk Number / Name

Bulk Number

Bulk Name

Location

Any Location -

Case / Draft Number
Case Number

Draft Number

Sort By

Newest to Oldest -

Date Range

@ Anytime

O Last Month

(O Last Week

(O Last Two Days

O Today

(O Pick a Custom Range

From Date

To Date
o (0

Draft # 10155

Draft # 10155 Started 05/03/2022 11:25 AM by Pro Se Filer
Location

OFS QA 2017

Draft # 10156

Draft # 10156 Started 05/03/2022 11:26 AM by Pro Se Filer
Location

OFSQA 2018

Draft # 10157

Draft # 10157 Started 05/03/2022 11:26 AM by Pro Se Filer
Location

OFS QA 2018

Bulk # 410

Bulk # 410 Started 05/03/2022 11:24 AM by Fro Se Filer

Bulk # 409

Bulk # 409 Started 05/03/2022 11:24 AM by Pro Se Filer

Draft # 10154

Draft # 10154 Started 05/03/2022 11:24 AM by Pro Se Filer
Location

OFS MockCMS

Prewuuhnz 3 4 5 & 7 8 9 10

Bulk # 411

Bulk # 411 Started 05/03/2022 11:25 AM by Pro Se Filer

112 13 14 Next

2](5]
2])(w]

1-150f 41

Figure 19.3 — Example of a Bulk Drafts Page

Filing a Vacation Letter (or Leave of Absence)

You can start a vacation letter (or leave of absence) filing from both the Dashboard menu and the

Dashboard page.

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.
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Start Filing

Are you filing an original petition with courts? OR Are you Filing on a case
that already exists in the courts? Not sure? Click the START FILING button
10 see the options.

If you would like to file vacation letter, click "FILE VACATION LETTER"
option

If you would like to file landlord tenant, click here.

l Vacation letter

Case Search

Case #'CC-21-3102'

OFSQA 2017

Cases with party name ‘John Doe'
OFSQA 2017

Case # 'CC-15-1813'

OFS QA 2017

Search cases

Filing History

Envelope # 185889

Envelope # 185889 Submitted at 05/06/2022 4:36 PM

Filings: Submitted (1)

Envelope # 185887

Envelope # 185887 Submitted at 05/06/2022 12:04 PM

Filings: Submitted (1)
Envelope # 185886

Envelope # 185886 Submitted at 04/05/2022 12:50 PM

Filings: Submitted (1)

View filing history

Bookmarks

CC-20-1475 - Julia Reedv.Sam Muir
OFS QA 2017

CC-21-2499 - Henry Ford vs Jane Doe
OFS QA 2017

CV-2021-019900 - Henry Doe vs Maria Jones
OFS MockCMS

View my bookmarks

Filing a Vacation Letter (or Leave of Absence)

Drafts

Draft # 10124
Draft # 10124 Started at 04/27/2022 12:56 PM

Case # AP-2022-025292
Draft # 10190 Started at 05/06/2022 3:39 PM

Case # CC-145333
Draft # 10189 Started at 05/06/2022 212 PM

View my drafis

Templates

Subsequent template for small claims
Holiday Cases

Halloween Filings

View my templates

Figure 19.4 — Dashboard Page

To file a vacation letter:

1. From the Dashboard menu, click Vacation Letter or click

Vacation letter

The Options tab on the File Vacation Letter page is displayed.

= -

Save

on the Dashboard page.

__ Vacation Letter Type *

[ select

- ‘ ‘ Vacation Letter Filing Name

Figure 19.5 — 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.

3. Type a name for the vacation letter filing in the Vacation Letter Filing Name field.

m Cases Filing

Save

Vacation Letter Type *

‘ LEAVE OF ABSENCE MORE THAN 30 DAYS

cation Letter Filing Name

- ‘ pones Law Firm|

This will only apply to cases at the following locations:

OFS QA 2017
OFS QA 2018 - Court at Law 2

Figure 19.6 — Example of an Options Tab on the File Vacation Letter Page with Fields Completed

The Cases tab is displayed. Your current cases are selected.

ESO-FS-200-4494 v.18

June 2022

239



Individual Filer User Guide

_ crestea By Location
[my Fiings v | [setect ~ | [ case Number

—baters
[Anytime -
Select Al 2 -

Case # CC-22-070

Samantha Testv.Bryan Franklin

Lo

OFS QA 2014

CaseTyme
Breach Of Contract

Case # AP-2022-025292

Test Test vs Test Test

Location

CaseTyme
OFS MockCMS Appellate Case

Case # CC-22-1475

Breegan Semonelli v. Sisco Agency

CaseTyme
Collection

Location
OFS QA 2017 - Court at Law

® cCase # CC-20-1475

Julia Reedv.Sam Muir

Location Case Cose Type.
OFS QA 2017 Civil Breach Of Contract

Figure 19.7 — Example of a 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 l
to select all of your cases, click .

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 m

6. After you have completed or verified the information on the Cases tab, click m .
7. On the Filing tab, select the filing type from the Filing Type drop-down list.
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Options Cases Filing Save

— Filing Type *
[ eFile only -

[ Fiing Description | | ctient Reference Number

Comments to Court

add comment here

Drag files here or

Select files

Supported 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)
Maximum File Size: 50.00 MB

= [ e |
Figure 19.8 — Filing Tab on the File Vacation Letter Page

l Select files l
8. Click , and then upload the vacation letter document.

The document that you uploaded is listed in the Filing pane, and your selected cases are listed in
individual panes on the Save tab.

Filing
Filng Trie

eFile and Serve

Doeument
Food Calendar_May.pdf (48.69 KB)

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

tegory Case Tyoe

Locatior Case Ca .
OFS QA 2017 Civil Breach Of Contract

Case # CC-15-1813

Sttt
Locatio Case Category Case Tyoe

OFS QA 2017 Family Investigation Of Child Abuse - Protected

Case # CC-22-984 [}
Locatian Case Category Case Type

OFS QA 2017 Probate or Mental Health Guardianship/Probate Case

Case # CC-22-689

Allison Smartv.Bob & Contractors

Locatian Case Gategory Case Type

OFS QA 2017 Civil Breach Of Contract

Case # CC-22-687

Locatior Gase Category Caze Tyme

OFS QA 2017 Family Division Of Property

Figure 19.9 — Save Tab on the File Vacation Letter Page

10. Review the information that is displayed, and then click m .

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.
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Bulk # 414 - Jones Law Firm
This is test content for vacation letter. New
Case # CC-20-1475 ] [®][¢]
—
OFS QA 2017 Civil Breach Of Contract
Application eFile and Serve
Case # CC-15-1813 [»][a][¢]
‘‘‘‘‘‘‘
OFSQA 2017 Family Investigation Of Child Abuse - Protected
Application eFile and Serve
Case # CC-22-984 ] [w][]
OFS QA 2017 Probate or Mental Health Guardianship/Probate Case
Application eFile and Serve
Case # CC-22-689 [»][a][¢]
OFS QA 2017 Civil Breach Of Contract
Application eFile and Serve

Figure 19.10 — Example of a Vacation Letter Filing on the Bulk Filing Dashboard Page

. Save Draft and Exit I
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.

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 page.

Note: You must create a payment account before you can complete your filing.
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Bulk # 429 - Test3

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 Aczount to All Drafs

Select - Apply to All

* Payrment accounts may be restricted al seme lacations

Draft # 10345

uuuuuu

Case Category Gase Type
OFSQA 2017 Civil Other Civil

— Payment Account *  Party Responsible for Fees ¥
[select. - | [select. -

i
[select -

Draft # 10346

tocatan [r— case Type
OFS QA 2017 Family Division Of Property
— Fayment Account * — Party Responsible for Fees * searen
‘Se\ect - ‘ ‘ Select v ¢
— FlerTy
[ setect -
€ Bulk Dashboard Save Draft and Exit Calculate Fees

Figure 19.11 — Example of a Bulk Fees 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 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* I
to apply the selected payment account to all of the cases in the bulk filing.

2. For each case, select the party responsible for fees from the Party Responsible for Fees drop-down

Search I
list. Click if you want to search for a party.

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 case, select the filer type from the Filer Type drop-down list.
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Bulk # 429 - Test3

After filling in the required fields, click on "GALCULATE FEES" at the bottom of the page. To view the fee details on individual drafts, click on "FEE DETAILS".

— Apply Payment Account o All Drafts

.
[Pro se Discover - Apply to All

* Fayment accounts may be restricted at some lacations.

Draft # 10345

Locstir Case Category Case Type
OFS QA 2017 Civil Other Civil

— Payment Account * — Party Responsible for Fees *
‘ Pro se Discover - ‘ ‘ Henry Ford -

Search

_ FierT,
[Dofaut -

Draft # 10346

Dase O Gase Type
OFS QA 2017 Family Division Of Property

— Payment Account * — Party Responsible for Fees *
[Pro se Discover ~ | [patty smin -

Search

Filer Ty

[Be(a uit -

Save Draft and Exit Calculate Fees
Figure 19.12 — Example of a Bulk Fees Page—Completed Fields

Calculate Fees l
4. When all of the fields on the page have been completed, click .

The Fee Details button is displayed.

Fee Details

The Fee Details window is displayed.
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Fee Details

Other Civi $5.00

Abstract Of Judgment 55.00
Action - Initial Only $5.00
Abs"tlacl Of Judgment $5.00
Total Service Fees §31.25
Convenience Fee $1.3
Total Court Service Fees $1.00

Figure 19.13 — Example of a Fee Details Window

6. 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 of the required fields in each
tab) and the Bulk Fees page.

2. After you have completed the fields on each page, from the Bulk Fees page, click .

The Summary page is displayed.

3. If there 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 m .
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Bulk # 414 - Jones Law Firm
OFS QA 2017

Submission Agreements

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

Case # CC-20-1475

Locaton CaseType
OFS QA 2017 Breach Of Contract

Case # CC-22-984
po— Caze Category Caseype
OFS QA 2017 Probate or Mental Health Guardianship/Probate Case

Case # CC-22-689

Locaion Cone Categery CaseType

OFS QA 2017 Civil Breach Of Contract
Case # CC-21-3278

Losaion Case Catagory Caseype

OFS QA 2017 Civil Collection

Case # CC-21-4233

Losaion Case Type
OFS QA 2017 Breach Of Contract
Case # CC-22-688

Locaton Case Category CaseType
OFS QA 2017 Civil Breach Of Contract

Figure 19.14 — Example of a Bulk Summary Page

5. Click to return to the Bulk History page, or click to return to the

Dashboard page.
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2 0 Reports

Topics covered in this chapter
¢ Running a Report

You can run 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.

Running a Report

To run a report:
1. On the Dashboard menu, click Reports.
The Reports page is displayed.

Reports

Useful when reconciling financial i against envelopes i during a time frame up to 60 days. * Provides envelope and filing level information specific to fees. * Delivered in an Excel spreadsheet to allow for
filtering and searching.

Locatian
- - m

Status
. All Statuses

le] | le]
- Accepted ! Reviewed
M cancelled M served Date From is Required Date To is Required
- Receipted - Submission Failed
- Returned ! Submitted

Figure 20.1 — Reports Page

2. Click m to select the locations for which you want to run the report.

The Select Locations dialog box is displayed.
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Select Locations %

Filter
D Select All ~
+[] system =
- I:‘ File and Serve
«[]o
O or
<o
D Court at Law
] oFsqa2017 - Courtat Law 1
[J oFsQa2017-Courtat Law2
«[]o
D 0 8- Court at Law
D 0 8- Court at Law 1
D 0 8- Court at Law 2
<o
O orsg 4-Court at Law
[ orsc Court at Law 1
[ orsa Court at Law 2
O orscriminal (Qadupca) h
=3

Figure 20.2 — Select Locations Dialog Box

3. Select the locations that you want to include in the report, and then click m .

Select the statuses that you want to include in the report.

5. Type the date range for the report, or click ‘j to select the dates from the calendar.

Note: The date range that you select cannot exceed 60 days. If it does, an error message is
displayed.

— Date From * — Date To *

02/01/2022 | | 05/24/2022 =)

Date range cannot exceed 60 days.

Cancel Download Report

Figure 20.3 — Error Message for Report Date Range

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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21 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:

LM
1. Click in the eFile header.

The Help drop-down list is displayed.

@ Support
B Feedback
B Keyboard Shortcuts

Figure 21.1 — Help Drop-Down List

2. Click Support.
The Support window is displayed.

Note: Your screen may vary from the example provided.

Support =

<

f Service Support

1]

Contact Technical Support

Figure 21.2 — Example of a Support Window

3. Click the support link that you want.
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The appropriate Tyler support page is displayed in a new tab, depending on the link that you clicked.

Zendesk Support

A new Help icon has been added to every page in the application.

Start Filing Filing History Drafts

Are you filing an original petition with courts? OR Are you Filing on a Envelope # 183760 Draft # 10042

case that already exists in the courts? Not sure? Click the START Envelope # 183760 Submitted at 04/04/2022 3:50 PM Draft # 10042 Started at 04/13/2022 10:44 AM
FILING button to see the options. Filings: Submitted (1)

Draft # 10047

Case # CC-20-1475 Draft # 10047 Started at 04/13/2022 4:50 PM
Envelope # 182443 Submitted at 03/23/2022 11:46 AM
Filings: Submitted (1)

Draft # 10043

Draft # 10043 Started at 04/13/2022 10:53 AM
Envelope # 182442

Envelope # 182442 Submitted at 03/23/2022 11:45 AM

Filings: Submitted (1)

Case Search Bookmarks Templates
Cases with party name "John Doe' CC-20-1475 - Julia Reedv.Sam Muir Subsequent template for small claims
OFS QA 2017 OFS QA 2017
Case # 'CC-15-1813' ©C-21-2499 - Henry Ford vs Jane Doe Holiday Cases
OFS QA 2017 OFS QA 2017
Halloween Filings

Case # 'CC-21-3278" CV-2021-019900 - Henry Doe vs Maria Jones
OFS QA 2017 OFS MockGMS

Search cases View my bookmarks View my templates

Figure 21.3 — Help Icon on the Dashboard Page

You can click the Help icon to open a chat window.
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Zendesk Support

Odyssey File and Serve
Cloud
Odyssey File and Serve Cloud - Bot

Hil Welcome to Odyssey File
and Serve Cloud.

Ack me a question and I'll find
- the answer for you.

Figure 21.4 — Chat Window

In the chat window, 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

Odyssey File and Serve Cloud - Bot

Hil Welcome to Odyssey File
and Serve Cloud.

Ask me a question and 'l fing

P the answer for you.
Get in touch

Odyssey File and Serve Cloud - Bot

How do you want to get in
touch?

B Live chat

[ Leave a message

Figure 21.5 — Chat Window 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:

o]
1. Click in the eFile header.

The Help drop-down list is displayed.

©® Support
B Feedback
B Keyboard Shortcuts

Figure 21.6 — Help Drop-Down List

2. Click Feedback.

The Feedback window is displayed.

Feedback =

__ Feedback Type *

| Feedback - |

jback *

Feedback is Required

D t is ok to contact me about this feedback

Submit Feedback

Figure 21.7 — Feedback Window

3. Select the appropriate option from the Feedback Type drop-down list.
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Feedback Type *

Feedback -

Feedback

Suggestion
Other

Figure 21.8 — Feedback Type Drop-Down List

4. Type your feedback or suggestion 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.

6. Click .
l 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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