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OFS-FS-200-4495 v.1 Initial July 2019 Document Creation
OFS-FS-200-4495 v.2 Second December 2019 The following changes were made:

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

* Added a procedure for non-
indexed subsequent filing.

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

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

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

* Added a section for client
support and feedback.

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

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

OFS-FS-200-4495 v.3 Third February 2020 The following changes were made:

* Changed the name of the
document to reflect the
addition of the Criminal
Filing Filer role.
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* Added procedures and
information for criminal
case filing.

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

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

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

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

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

* Updated the Parties page.

* Updated the procedure for
entering a filing.

* Updated the Redaction
section.

* Added a procedure for
copying an envelope.

» Updated the Fees page.
* Updated the Summary

page.
OFS-FS-200-4495 v.4 Fourth April 2020 The following changes were made:
* Added the Return Date
feature.
* Added the Hearing Date
feature.

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

OFS-FS-200-4495 v.5 Fifth June 2020 The following changes were made:

* Added the Reports feature.

¢ Added the Dashboard
button to the Case Search

page.
OFS-FS-200-4495 v.6 Sixth September 2020 The following changes were made:
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* Updated release number to
match the current software
release

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

ESO-FS-200-4495 v.7 Seventh December 2020 The following changes were made:

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

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

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

— Orientation
— Dashboard Page

— Filing into an
Existing Case from
the Case Search
Page

— Filing into an
Existing Case from
the Dashboard
Page

— Filing into a Non-
Indexed Case

* Added a section describing
the new Zendesk Help icon

* Changed the document
numbering to reflect new
standards

ESO-FS-200-4495 v.8 Eighth December 2020 The following changes were made:

» Updated the screen shot
for the Reports page
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Contents

Changes Made

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

ESO-FS-200-4495 v.9

Ninth

February 2021

The following changes were made:

Added information
regarding the new Start
Filing page

Added information about
the new Mail Service fees

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

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

Updated the “Creating a
Service Only Filing” topic

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

ESO-FS-200-4495 v.10

Tenth

March 2021

The following changes were made:

Reordered chapters to
better represent normal
usage during a case filing

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

Added the case level
address feature

Revised the “Viewing the
Envelope Details” topic

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

ESO-FS-200-4495 v.11

Eleventh

May 2021

The following changes were made:

Added bulk filing to this
release

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

ESO-FS-200-4495 v.12

Twelfth

July 2021

The following changes were made:

Added the vacation letter
(or leave of absence)
feature

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

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

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

ESO-FS-200-4495 v.13

Thirteenth

October 2021

The following changes were made:

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.

ESO-FS-200-4495 v.14

Fourteenth

November 2021

The following changes were made:
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* Added the ability to view
service contact history

* 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-200-4495 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
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Revision

Date

Changes Made

Revised the “Signing Out”
section

Removed Account
Settings from the
Dashboard menu. Also
removed the Account
Settings description from
the “Orientation” section.

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

ESO-FS-200-4495 v.16

Sixteenth

December 2021

The following changes were made:

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

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

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

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

— 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-200-4495 v.17 Seven- January 2022 The following changes were made:
teenth

Changed the Start Filing
page throughout the
document

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

Changed the example
screen shot of the public
service contacts list to
show the addition of the
firm name associated with
each service contact

ESO-FS-200-4495 v.19

September 2022



Firm and Criminal Filing Filer User Guide

Document Publication

Number
ESO-FS-200-4495 v.18

Revision

Eighteenth

Date

June 2022

Changes Made

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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Nineteenth

September 2022

The following changes were made:

Throughout the document,
updated the screen shots
of the Dashboard

Throughout the document,
updated the screen shots
of the Dashboard page

Throughout the document,
updated the screen shots
of the Start Filing page

Throughout the document,
updated the screen shots
of the Filing History page

Throughout the document,
updated the screen shots
of the Filing Drafts page

Throughout the document,
updated several screen
shots of the Envelope
Details page

Updated the “Keyboard
Shortcuts” topic

Updated the “Drop-Down
Lists” topic

Updated the “Orientation”
topic

Added the topic “Message
to Users Who Have Not
Activated Their Accounts”

Updated the “Manage
Account” chapter

Updated the “Dashboard”
chapter
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* Updated the example
screen shot of the Edit
Party Details page

» Updated the “Merging
Documents for File Upload
in a Case Filing” topic

» Updated several screen
shots in the “View Case
Judicial Officer” topic

* Updated the “Redaction
Feature” chapter. Removed
topics that no longer apply.

» Updated the “File into an
Existing Case” chapter

* Updated the “Access re:
Search®” chapter

» Updated the “Service
Contacts” chapter

* Updated the screen shots
in the “Templates” chapter

» Updated the “Filings”

chapter

» Updated the “Bookmarks”
chapter

» Updated the “Bulk Filing”
chapter

» Updated the “Vacation
Letter (or Leave of
Absence)’ chapter

» Updated the “Reports”
chapter

» Updated the “Support and
Feedback” chapter
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About This Guide

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

User guides may include the following elements:

» User interface (dialog boxes and pages)

*  Reports
¢ Tools
Audience

This document is intended for the following personas:

¢ Clients

» Tyler Client Services

Documentation Conventions

Contents

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

they are to take.

Text Style
Bold

Description

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

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

Example

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

Click License Key Editor.

Fixed-Width

User interface (Ul) input typed exactly
as shown

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

Type the value Boston in the City field.

Run the tables. sql script for the
JjcpBasketB database.

Italics

Page and dialog box names
Document titles

Variable data to be replaced by an
appropriate value

Return to the Home page.

Refer to the Navigation Guide.

Type the filename.

“Quotation marks”

Chapter within a document
Rights on a role

Job tasks within a job definition

Refer to the “Logic Rules” chapter.

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

ESO-FS-200-4495 v.19
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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.

Xxii September 2022 ESO-FS-200-4495 v.19
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© Support
B Feedback
B Keyboard Shortcuts

Figure 2.1 — Support Drop-Down List

2. Click Keyboard Shortcuts.
The Keyboard Shortcuts window is displayed.

Keyboard Shortcuts:

CIRER RN o - Bookmarks EIRER N o - Firm Allomeys
alt + 1 + y [EelSRNEINE1iEE alt + 1 + 1 [EeESinEVEEE

CIRSE R gl (5o - Gulk History CIRE R (g (5o - Firm Payment

IR SR gl 50 - Case Search Accounts

CILIE SR Sl -0 - Dashboard FIRIESR ANl 50 - Firm Service

YRR W o - Filing Drafts Contacts

EYSESE i o - Filing History EIRSE AR GO - Firm Users
alt + 1t + n [REEEIIE

@ Cnabled O Disabled

CYLIEN W GO - Reporls
SRR IRl o - Slarl Filing
alt + i + t [EEISEEEaglslFists

1t + 1 + v [JEEREEI

Show Keyboard Shortcut List

Toggle Menu

Figure 2.2 — Example of a Keyboard Shortcuts Window

3. Select the option that you want. You can enable or disable hot keys.

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 Search for Case page

» Case Category field

» Case Type field

* Party Type field

* Filing Code field

* Payment Account field on the Fees page

6 September 2022
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®

Search for Case

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

Location *

Select hd

Search for Case by

® Case Number () Party Name

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

I Case Number *

Sort results by

Newest to Cldest

~ ]

Figure 2.4 — Example of a Search for Case Page

Note: Your system may be configured to search only by case number. With this optional

configuration, the Party Name option is not 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.

8 September 2022
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g EFLEQAOT-EFM QAT

E.3 Filing Drafts
Lo
]
oo
Filing Drafts
=]
a2
a
B
O support

Sorthy: Newestio Oidest v

Started: Aug 10, 2022 1:40:25 PM
g Thoms MilerDavie Devcaon
Case # CC-22-147

Draft #11209

Filing Status Filing Code
Started: Aug 8, 2022 2:19:36 PM

B Draft #11195

Draft #1195

Filing Status Filing Code
Started: Aug B, 2022 7:47:32 AM

p Draft #11186

Draft #1186
Filing Status Filing Code
Dratt Agreement (wf Ad Damnum)

Started: Aug 5, 2022 2:25:7 PM

B Draft #11177

Draft #1177

Filing Status Filing Code

Filing Type

Filing Type

Filing Type

Efile

Filing Type

Filing Description

Filing Description

Filing Description

Agreement (w/ Ad Damnum)

Filing Description

e ® H- @

175 resuits

Started By Lauren Groswald

Client Ref #

Started By Lauren Groswald

Client Ref #

Started By Lauren Groswald
Filing Attorney Harvey Birdman

Client Ref #

4321

Started By Lauren Groswald

Client Ref #

Figure 2.6 — Example of a 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.

10
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= “E::" EFILE QA 01 - EFM QA1

L.
Filter by:
[ ]
__Filter Type
@ ‘ Firm Templates v | ‘ Name
=1}
Favorite Name
$3
7 Summer 2022 template
B 7 Hockey Scores Template
Pxd Subsequent template for small claims
7 Holiday Cases
o Halloween Filings
Pad Baseball Template
revioss [ vex
O Support

Filter

Reset

Type

New Case

New Case

Existing Cas

New Case

New Case

New Case

®

+ Add Template

Actions

[&)[2][2]
[®)[2][1]

(2]
(][] (1]
[#)[~][2]
(][] (2]

1-60f6

Figure 2.8 — Example of a Templates Page

Firm Service Contacts

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

specified service contact, or delete a service contact.

12 September 2022
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Filings Report

Useful when reconciling financial transactions against envelopes submitted during a selectable time frame up to 60 days. =

Provides envelope and filing level information specific to fees. * Delivered in an Excel spreadsheet to allow for filtering and
searching.

Submitted By:

® My Filings ) My Firm

Locations
All Locations x

Statuses

All Statuses € X

l Date From * =) ] [ Date To * l

Date From is Required.

Date To is Reguired.

Download Report

Figure 2.10 — Example of a Filings Report Page
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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.

16 September 2022 ESO-FS-200-4495 v.19
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After you verify your email address, your registration is complete. You can now navigate to the Landing
page to sign in.

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 l

1. On the Sign In page, click

The Reset Password window is displayed.

Reset Password

| Email Address ¥ |

I'm not a robot
reCAPTCHA
Privacy - Terms.

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.

20 September 2022 ESO-FS-200-4495 v.19
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Lauren Groswald
@gmail.com

Figure 6.4 — Example of a Manage Account Window

Profile
2. Click —] .

The User Profile page is displayed.

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

User Profile

Profile 8 Cchange Password

Change Password

Email Notifications
[ old Password * Ql

Preferences

[ New Password * Ql [ Re-enter New Password o

Must contain 8 characters

Must contain one uppercase letter
Must contain one lowercase letter
Must contain either a number or symbol

Figure 6.5 — 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.

26 September 2022 ESO-FS-200-4495 v.19
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The Manage Account window is displayed.

Lauren Groswald
@gmail.com

Figure 6.8 — Example of a Manage Account Window

Profile
2. Click J .

The User Profile page is displayed.

3. Click Preferences.

The Preferences page is displayed.

User Profile

Preferences

Profile

Change Password @ Enabled O Disabled
Bocument Merge

Email Notifications

@ Enabled O Disabled

Preferences

Figure 6.9 — Example of a 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.

28 September 2022
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Dashboard Page

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

= s;,., EFILE QA 01 - EFM QA1
f
Start Filin
[} ¢
@ Click on START FILING to select your filing options.
n
=1}
P13
Case Search
Case #'CC-20-3714'
OFS QA 2017
Case # FAM-2022-025836'
OFS MockCMS
Case #'CC-21-4233'
OFS QA 2017
Search cases
O support

Filing History

Case # CC-20-1475

Envelope # 190687 Submitted at 08/10/2022 1:38 PM

Filings: Submitted (1)

Envelope # 190685

Envelope # 190685 Submitted at 08/10/2022 12:22 PM
Filings: Submitted (1)

Case # FAM-2022-025836

Envelope # 190611 Submitted at 08/05/2022 11:04 AM
Filings: Submitted (3)

View filing history

Bookmarks

CC-21-493 - Fran Klinv.Henderson and Associates
OFS QA 2014

CC-20-1475 - Julia Reedv.Sam Muir
OFS QA 2017

CC-21-2479
OFS QA 2017

View my bookmarks

e @ - @

Drafts

Draft # 11069
Draft # 11069 Started at 08/04/2022 9:18 AM

Case # CC-22-147
Draft # 11209 Started at 08/10/2022 1:40 PM

Draft # 11195
Draft # 11195 Started at 08/08/2022 2:19 PM

View my drafts

Templates
Summer 2022 template
Hockey Scores Template

Subsequent template for small claims

View my templates

Figure 7.2 — Example of a Dashboard Page

Account Setup

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

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

30
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*h EFLEQAOT-EFM QAT

F. 3 Filing History
L]

& Filing History

n

Filing Drafts

=]

a2

a

B

O support

Sorthy: MNewesttoOldest v

Submitted: Aug 10, 2022 6:38:50 PM

Julia Reedy.Sam Muir

-
Case # CC-20-1475
Envelope £190687
Filing Status Filing Code
Submitted Application

Submitted: Aug 10, 2022 52310 PM

Thomas Millerv.David Davidson

Case # CC-22-147

Envelope #130685

Filing Status Filing Code

Accepted Action - Initial Only

Submitted: Aug 5, 2022 5:32:48 PM

Envelope # 190634

Envelope #190634

Filing Status Filing Code

Filing Type

eFile Only

Filing Type

eFile and Serve

Filing Type

Submitted Complaint for Repossession of Rent eFile Only

Submitted: Aug 5, 2022 4:04:42 PM

o TOMMiller vs Jeff Blackbum

Case # FAM-2022-025836

Envelope #130611

Filing Description

Filing Description

Filing Description

Landlord / Tenant Case Filing

Submitted By Lauren Groswald

Client Ref #

Submitted By Lauren Groswald
Filing Attomey Jack Stone

Client Ref &

Submitted By Lauren Groswald
Filing Attorney Abby Carmichael

Client Ref &

1

Submitted By Lauren Groswald
Filing Attorney Abby Carmichael

162 results

Figure 7.4 — Example of a Fi

Drafts

ing History Page

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

32
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®

Search for Case

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

Location *

Select hd

Search for Case by

® Case Number () Party Name

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

I Case Number *

Sort results by

Newest to Cldest

~ ]

Figure 7.6 — Example of a Search for Case Page

Note: Your system may be configured to search only by case number. With this optional

configuration, the Party Name option is not displayed.

Bookmarks

Click View My Bookmarks to access a list of cases that you have bookmarked for quick access.
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= % . . . = -
= i EFLEQADT-EFMOAT 2] 23] .
.3 € Start Filing
[ o}
n > [ &
+ Q

=]

File New Case File Into Existing Case
2 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 firsttime. number of names of the parties to find the case.

File Into existing case

Figure 8.2 — Start Filing Page

2. Click .

The Case Information page is displayed.
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Entering Case Information (Criminal Filing Filer)

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

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

Case Information

Court location *
OFS MockCMS X w

This is the court where you are filing your case.

https://www.collincountytx.gov/district_courts/Pages/default.aspx

Case category ¥

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

Case type ¥
f Criminal. x w

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

Question and Answer
Is this an indicted case where the defendant is not in custody or under bond (Tex. Code
Crim. Proc. Art. 20.22(b))?

[Select... - \

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

[Select - \

Figure 8.4 — Example of a Case Information Pane

Note: While you are entering a case filing, click —l 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 Criminal from the Case Category drop-down list.

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

e

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

Note: The criminal security questions are configured by Tyler and may not be available on your
system.

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

Charges = Save Draft and Exit l
6. Click to save your work and to continue, or click to save your

filing and to continue it at another time.
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X
|m Reset
Select Code Description

O 10586 ABANDON ENDANGER CHILD CRIMINAL NEGLIGENCE
(@] 10585 ABANDON ENDANGER CHILD IMMINENT DANGER BODILY INJ
(@] 10589 ABANDON ENDANGER CHILD W/INTENT TO RETURN
(@] 12113 ABUSE OF CORPSE WITHOUT LEGAL AUTHORITY
(@] Erk| ABUSE OF OFFICIAL CAPACITY
(@] 9507 ABUSE OF OFFICIAL CAPACITY >=51,500<520K
(@] 9509 ABUSE OF OFFICIAL CAPACITY >=5$100K<$200K
(@] 9505 ABUSE OF OFFICIAL CAPACITY >=5$20<$500
O 9510 ABUSE OF OFFICIAL CAPACITY >=$200K
O 9508 ABUSE OF OFFICIAL CAPACITY >=$20K<$100K

3387 Result(s) | Page 10f 339

Previous - 2 3 4 = 339 Next
Cancel m

Figure 8.6 — Example of a Charges Window

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

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

Note: You can add verbiage to the description if you want.
3. Select the charge phase from the Charge Phase drop-down list.

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

Note: The charge description is auto-filled from the offense that you previously selected.
5. Type the Tracking Number (TRN) in the TRN field.
6. Type the Tracking Sequence (TRS) in the TRS field.
7. Verify that the offense code is correct in the Offense Code field.

Note: The offense code is auto-filled from the offense that you previously selected.
8. Type the number of the statute in the Statute field.

This field is a free-text field to accommodate the many statutes that are possible.
9. Select the degree of the offense from the Degree drop-down list.
10. Select the offense character that you want from the General Offense Character drop-down list.

11. Do one of the following:
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New Case Filing Draft# 10107 @~
@ case Information © crarges 3) Parties @) Fiings 8) service 8) rees F) summary @) Hearing
petells
__ Asrest Location *
[ pate of Arrest* [&] [ aresthumper* | [selest =
Date of Arrestis Required
— Law Enforcement Unit *
Select v | | Badge number®
If one or more charges are in the "Arrest Filing’ phase, at least one arrest data field must be entered.
€ Case Information Save Draft and Exit

Figure 8.7 — Example of an Arrest Tab on the Charges Page

To enter information on the Arrest tab:

Type the date of arrest in the Date of Arrest field, or click J to select a date from the calendar.
Type the arrest number in the Arrest Number field.
Select the location of the arrest from the Arrest Location drop-down list.

Select the law enforcement unit that made the arrest from the Law Enforcement Unit drop-down list.

o bk~ wDd =~

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

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

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:

The Start Filing page is displayed.

2. Click .

The Case Information page is displayed.
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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 8.9 — 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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New Case Filing

@ case information

Draft# 10427 @~

3) Parties ) Filings @) senvice §) Fees €) Ssummary

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 8.11 — 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

@ case information

Draft # 10427 @~

2) Parties 2 Filings 4 Service 5) Fees 6} 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 8.12 — 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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New Case Filing Draft# 10384 @ -

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

Case Information

Courtlocation *
OFS QA 2017 B

here you are filing your case.

rictclerk com/Common/Civil/EFiling aspx

-
This is the type of case you sre fiing (Family, Probate, or Civi)
Caseype*
City Ordinance Cases - §10.00 R
1F you can't find your cese type. change the case category ta see other case types.
Damage Amount
Select -
Procedure/Remedies
Select ol that apply
Select -

Case Cross Reference

(G Crove Refwmeatimter | [1284 ‘
— Case cross reference type * — Case cross referenceID ™

‘V'/‘Lalranl Num:)er(cl::) ~ | ‘uLaass “ |
(o crom pemncorimer = | [iser \

Figure 8.14 — 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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Note: The category and case type that you select determine which fields will be displayed next.

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.

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
Click to save your work and continue, or click to save your work

and exit the filing.

ntering Party Details (Firm Filer)

ch case requires a party type.

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

to them.
= % - - - . -
= . EFILEQADI-EFMOQAT (7] ;2] .
#  New Case Filing Draft # 12805 (@ -
rQ“ ° Case Information e Parties 3) Filings 4) Service 5 Fees 6) Summary
n
= Parties
e
Party Type Party Name Lead Attorney Actions
A Defendant * ~+ Add party details
A Plainiff * =+ Add party details
;
o Support
Save Draft and Exit & Case Information Filings -

Figure 8.17 — Example of a Parties Page

No

te: While you are entering a case filing, click —l to view the case number or draft number.
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11. Select the party’s gender from the Gender drop-down list.

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

13.In the Attorney Information pane, from the Lead Attorney drop-down list, select the filing attorney.

14.From the next field that is displayed, select additional attorneys, if any, that you want to add to the case.

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 Party Details (Criminal Filing Filer)

Each case requires a party type.

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

New Case Filing Draft# 10111 @~
@& Case Information & charges © rarties a) Filings 8) service 6 Fees @) summary
Party Type Party Name Lead Attorney Actions
A pefendant * + Add party details
+ Add More

Figure 8.19 — Example of a Parties Page

Note: While you are entering a case filing, click —. to view the case number or draft number.
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Note: After you type the Social Security number, asterisks are displayed to hide the number.
13. Select the party’s gender from the Gender drop-down list.

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

15.In the Attorney Information pane, from the Lead Attorney drop-down list, select the filing attorney.
16. From the next field that is displayed, select additional attorneys, if any, that you want to add to the case.

17.In the Demographics pane, select the party’s country of citizenship from the Country of Citizenship
drop-down list.

18.Select the party’s ethnicity from the Ethnicity drop-down list.
19. Select the party’s race from the Race drop-down list.

20.Type the party’s height in feet in the Height (Feet) field.
21.Type the party’s height in inches in the Height (Inches) field.
22.Type the party’s weight in the Weight field.

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

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

25.1f the party has a special physical feature, click ’

Another pane is displayed.
26. Select the physical feature from the Feature drop-down list.

27.Type a description of the feature in the Description field.

28.To continue adding physical features, click * . Then, complete the fields that are

displayed.

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

<+ Add More
30.1f 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.

31.Click " to save your work and continue.
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Edit Party Detalls. b

Party Information

[Fearem ] [Pwasrne ] [(tmttones ] [oaem -

7] [ ] [[imecemeriont= ]

] [ ] [(omeotoeas g

Attorney Information

Figure 8.22 — 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.

6. Inthe 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.

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

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

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

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

13. 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.

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

2]
15. Type the deceased party’s date of death in the Date of Death field, or click J to select a date from
the calendar.

16.In the Contact Information pane, enter the country, address, city, state, ZIP code, and phone number for
the specified party.
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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 8.24 — 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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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 8.27 — 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.

Browse and merge I

3. Inthe Upload Documents pane, click
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Merge Files x

. "

Maximum file size: 2.10 GB

Add Separator Pages
2.10 GB » ¢ b

remaining

l 4 Upload Files

Order File Hame File Size Action

You must provide at least two documents to merge.

=] .

Figure 8.29 — Merge Files Window

4. Type a name for the merged file in the Lead document file name field.

4+ Upload Files I

5. Click "

6. If you want to add separator pages to the files, select Add Separator Pages.

, and then upload the files that you want to merge.

7. If you want to change the order of the files after you have added them, use the arrows to reorder the
files.

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

New Case Filing Draft # 10234 @~

4 Service 8) Fees 6) Summary

@& case information @ rarties @ Fings

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

+ Add filing

Figure 8.31 — Filings Page

To enter the filing details:

1. On the Filings page, click .

The Edit Filing Details page is displayed.

66 September 2022 ESO-FS-200-4495 v.19






Firm and Criminal Filing Filer User Guide

Upload Documents

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

Type

Lead Document * Required

Amachments

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

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

Figure 8.33 — 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

Test content filing details optional services firm.

Additional Services

O

O

Additional Services Communications
The additional services you see below are based on the filing code you pcked.

Type Fae Amount Quantity Total

Certified Copies s17 ‘ Enter quantity ‘

Garnishment | [ emteramoure | [ Emerquany |

Garmishment I |m‘

Once Per Party $10 L

Per Page Fee No Multipler $0

Per Page Fee Service $0 ‘ Enter quantity ‘

Briority Processing 17 ‘ Enter quantity ‘

Split Fee Service $10

TOGA Decline Ertor 280

Figure 8.34 — 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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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 © Fiins @) serice 8) rees 8) summary
Fl"n S Max Envelope Size: 2.10 GB
g 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 8.36 — Filings Page

To enter a filing with a Motion Type code:

1. On the Filings page, click .

The Edit Filing Details page is displayed.
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Upload Documents

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

Type

Lead Document * Required

Amachments

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

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

Figure 8.38 — 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

Test content filing details optional services firm.

Additional Services

O

O

Additional Services Communications
The additional services you see below are based on the filing code you pcked.

Type Fae Amount Quantity Total

Certified Copies s17 ‘ Enter quantity ‘

Garnishment | [ emteramoure | [ Emerquany |

Garmishment I |m‘

Once Per Party $10 L

Per Page Fee No Multipler $0

Per Page Fee Service $0 ‘ Enter quantity ‘

Briority Processing 17 ‘ Enter quantity ‘

Split Fee Service $10

TOGA Decline Ertor 280

Figure 8.39 — 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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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 8.41 — 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 8.42 — 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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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 8.44 — 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 8.45 - 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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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 8.46 — 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 8.47 — 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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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 8.49 — 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 8.50 - 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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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 filing attorney from the Filing Attorney drop-down list.

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

K:' Calculate Fees I
5. Click .

The fees for the filing are displayed.
New Case Filing

Q Case Information 0 Parties Q Filings

Fees

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

Payment Account ¥
Firm's New CC 11202020 GCredit Card

Party Responsible for Fees *

[:ane Doe

Filing Attorney = @
Perry Mason

Filer Type

Default

@ Service O =

Fee Breakdown

Case Initiation Fee

Other Civil

Filing Fee

Abstract Of Judgment

Service Fees

Total Service Fees
Convenience Fee

Total Court Service Fees

Grand Total

Draft# 10562 (@)~

6 Summary

+ Calculate
$5.00

$5.00

$1.00
$1.00
$1.00

$13.00

Figure 8.52 — 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.

6. Review the filing fees, and then click .
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Return Date

Out OF State Service

O

Return Date
EEJ’ 31/2022

e

Figure 8.56 — 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.

Envelope Details

O support

Envelope

187677 Lauren Groswald

Case Information

OFSMockCMS e

Hearing

Hssrng sam Date )
06/04/2022 800 AM

Return Date

06/14/2022
Parties
Defendant Jehn Doe
Plaintiff Sally Smith
Filings

Fang

Abstract Of Judgment efile Only

Service Contacts

Seniice Contacts

Fees

Firmis New CC 11202020

e
000187677-0

‘Absiract of Judgment

ervie Fee:
Convenience Fee

Total Filing & Service Fees
Total Court Service Fees

Grand Total

i@gmailcom

HesmngenaTine
900 AM

Abby Carmichael

Perry Mason

L
158938

$1.00
$1.00
s1.00

$8.00

B <

Figure 8.57 — Example of the Return Date in the Envelope Details
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= o _ . - . -
= i EFLEQADT-EFMOAT 2] 23] .
.3 € Start Filing
[
" = ®R

+ Q
[=1]

File New Case File Into Existing Case

o
a 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
B the first time. number or names of the parties to find the case.

Figure 8.59 — 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 _

The Fees page is displayed.

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

The Summary page is displayed.
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+” Retum Date verified. x

|
Figure 8.62 — Return Date Verified Message

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

Return Date

Out Of State Service

O

Return Date i
Eﬁf‘l 4/2022 B Verify

Figure 8.63 — Example of a Return Date Pane with Valid Date Displayed

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

Reverify the Return Date

The system forces 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.

88 September 2022 ESO-FS-200-4495 v.19






Firm and Criminal Filing Filer User Guide

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

Case Information

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 8.67 — 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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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.

@ ress

Draft# 10433 @ -

© sy

Figure 8.69 — Example of a Summary Page with Envelope Comments Displayed

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.

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

The Envelope Submitted window is displayed.
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Figure 8.71 — 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 Details - Case # CC-21-4233

O support

Envelope

Case Information
OFS0A2017
Hammond, Don

Lauren Groswald

Parties

Plaintiff Jane Doe

Defendant John Doe

Filings

Fang case - copne
Abstract Of Judgment eFile and Serve

Service Contacts

Service Comtacts

000187799-0

Abstract Of Judgment

Convenience Fee
Total Filing & Service Fees
Total Court Service Fees

Grand Total

firmefile2020@gmail.com

civil

159069

$5.00

s1.00
§1.00
§1.00

$8.00

Close

Figure 8.73 — Example of the Judge Information on the Envelope Details Page

Figure 8.74 — Example of the Judge Information on the Summary Page

Summary page for subsequent filings

Case Information page for subsequent filings
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