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CHAPTER 1 SvysTem OVERVIEW

Torics CovereD IN THiIs CHAPTER

¢ RELEASE 3.16 NEW FEATURES
4 BerorE You BEGIN

The File & Serve system enables registered users to file documents with the court anytime, anywhere, 24
hours a day, seven days a week. This highly automated, scalable system provides customers the
opportunity to transition from an inefficient, paper-based process to a streamlined, technology-based
electronic filing (e-filing) system.

RELEASE 3.16 NEw FEATURES

This section lists the new features for Release 3.15.
O Note: Features vary based on your system configuration.

Addition of a Cancel Icon on the Filing History Page

The system has been updated so that a Cancel icon ( J ) has replaced the Actions menu for a submitted
filing listed on the Filing History page. The icon is displayed only for filings that can be canceled.
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Filing History o}

Filing Status Filing Code Filing Type Filing Description

Client Ref #

¥ Envelope # 223836
Envelope # 223836 filed Tuesday. December 20, 2016 at 3:50 PM CST by

Submitting Acknowledgement EFile Test

~ Envelope # 222771
Envelope # 222771 filed Monday, December 19, 2016 at 3:45 PM CST by

Under Review Acknowledgement EFile

» Draft# 222770
Draft # 222770 started Monday, December 19, 2016 at 3:42 PM CST by

» Draft # 222767
Draft # 222767 started Monday, December 19, 2016 at 3:28 PM CST by

v Envelope # 222766
Envelope # 222766 filed Monday, December 19, 2016 at 3:24 PM CST by

Under Review Abstract OF Judgment EFile

» Draft# 222760
Draft # 222760 started Monday, December 19, 2016 at 2:32 PM CST by

] 2 3 4 ) | 20 v items per page

Back

Actions ¥

Q

Actions ¥
on behalf of Alan Winograd
Actions ¥
on behalf of Alan Winograd
Actions ¥
on behalf of Alan Winograd
Actions ¥
on behalf of Alan Winograd
Actions ¥

-

1-200f2187 items G

Figure 1.1 — Filing History Page with the Cancel Icon

Add Ability to Collect Date of Birth for Parties

The system has been updated to include the Date of Birth field in the Party Information section of a filing.
A calendar is included in the Date of Birth field, so the filer has the option of typing the party’s date of birth

in the field or selecting the date from the calendar.

O Note: The Date of Birth field is configured by Tyler and may not be available on your system.

@ Note: The Date of Birth field is displayed only when filers are adding a new party.

2 January 2017
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Before You Begin

Party Information —

Party Type Party Name Lead Attorney

(@ Add Another Party

Enter details for this Party
Party is a Business/Agency

First Name Middle Name Last Name Suffix
John Doe

Email Address Date of Birth m
j.doe@amail.com A14/1904

Country

United States of America

Address Line 1 Address Line 2
123 Main Street

City State
AnyCity Texas

Zip Code Phone Number Filer ID
75229 2145551222 [i]

Lead Attorney

Thomas Crump

Additional Attorneys

Figure 1.2 — Party Information Section with the Date of Birth Field

BerForRE You BEGIN

This guide is intended for firm users.

Firm User

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

Payment Accounts

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

Attorneys

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

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

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

SYSTEM REQUIREMENTS

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

Browser Requirements — The system supports Internet Explorer® 10 or 11; Chrome™; Mozilla®
Firefox®; or Safari® application programs. If your browser does not meet these minimum
requirements, please contact your network administrator.

@ Note: Safari on iOS is not supported.

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

@ Note: iOS is not supported.

Minimum Hardware Requirements — The system supports the following hardware:

— Intel® Core™ Duo processors or AMD processors manufactured in 2012 or later
— 2GB of RAM

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

Recommended Hardware Requirements — Tyler recommends the following hardware:

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

— 4 GB of RAM

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

Document Format — The Adobe® PDF format is the only format allowed for attaching documents in
Odyssey File & Serve HTMLS5.

PAGE NAVIGATION

The following sections describe how to navigate the system and populate data fields throughout the filing
process.

Keyboard Shortcuts

At any time while you are in the File & Serve system, you can use keyboard shortcuts for assistance. Press
SHIFT+? to display the following window.

January 2017 OFS-FS-200-3860 v.1



Error Messages

Keyboard Shortcuts 2]

Global Shortcuts Filing History Shortcuts

Go to Dashboard then El Toggle Advanced Search
Go to Filing History then Apply Search
Go to Templates then Clear Search S
Start New Case

Keyboard Shortcuts Help (Shift + /)

View Printable

Figure 1.3 — Keyboard Shortcuts Window

Press any shortcut key to initiate an action depending on the key you pressed. The keyboard shortcuts are
designed to make your experience flow more smoothly and to help you to gain efficiency in using the
system.

O Note: The tab key is not functional within the Safari application program.

Resume Filing

During the filing process, the system automatically saves a draft of each page on which you have
completed all required fields. This feature allows you to stop work on a filing and resume at a later time. To
resume filing a saved draft, navigate to the Filing History page and find the draft that you want to complete.
From the Actions drop-down list, select Resume Draft Envelope.

Actions ¥

View Filing Details

View Service Contacts

File Into Case

File Into Case With Template
Resume Draft Envelope

Delete Draft Envelope

Figure 1.4 — Actions Drop-Down List

ERROR MESSAGES

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

Enter Data in Required Fields

Required fields are outlined in red on your form. If the information is not entered in the required fields, you
will receive error messages when you try to advance to the next page.

OFS-FS-200-3860v.1 January 2017 5



Odyssey File & Serve™ HTML5

@ Note: Required fields may vary in different sections.

ORIENTATION

When you sign in to File & Serve, the Filer Dashboard page is displayed. From here, drop-down lists
provide various filing options.

Filer Dashboard and Actions Drop-Down List
Start a new case or add a filing to an existing case, using one of two methods:

* From the Filer Dashboard page

Filer Dashboard

My Filing Activity New Filing

Pending [ 1] Use a Template
Accepted B

Returned [ 14 |

Need help getting started?

Drafts

served [ 4 |

View Al

Figure 1.5 — Filer Dashboard Page

From the Actions drop-down list

o eEm

Dashboard

Start a New Case

File Into Existing Case
Filing History
Templates

Firm Service Contacts
Bookmarks

Reports

Help

Figure 1.6 — Actions Drop-Down List

The Actions drop-down list can also be used for other case actions.

Click the home icon (n ) from any page in the system to return to the Filer Dashboard page.
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Start a New Case

Click Start a New Case to open a new case and enter the required information. You can also select Start a
New Case from the Actions drop-down list.

File Into Existing Case

Click File into Existing Case to locate an existing case and add a filing to the case. You can also select
File Into Existing Case from the Actions drop-down list.

The File Into Existing Case page includes tooltips. Pause on the case type to view the tooltip associated
with that case type.

File Into Existing Case

Case Number Location Description Coace Tina
[ Condemnation ]
CC-15-3969 OFS QA 2012 - Court at.. Condemnation Actions ™
5] 4 » Ll 10 v jtems per page 1-1of 1items

Back to Search

Figure 1.7 — File Into Existing Case Page with Tooltip Displayed

Filing History

After uploading and submitting your filing, it is displayed on 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, and cancel a filing. You can also pause on a filing description to see the
tooltip associated with that description.
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Filing History

Filing Status Filing Code Filing Type Filing Description Client Ref #

» Draft# 211942 Actions ¥ | =
Draft # 211942 started Thursday, December 01, 2016 at 3:43 PM CST by Individual Filer

v Draft # 211941 Actions ¥

Draft # 211941 started Thursday, December 01, 2016 at 2:39 PM CST by Individual Filer
Malpractice

Draft Acknowledgement EFile Malpfctice @

¥ Draft # 211940 Actions ™
Draft # 211940 started Thursday, December 01, 2016 at 1:52 PM CST by Individual Filer

Draft Acknowledgement EFile @

v Draft # 203657 Actions ™

Draft # 203657 started Tuesday, November 15, 2016 at 12:59 PM CST by Individual Filer

v Draft # 201549 Actions ™
Draft # 201549 started Friday. November 11, 2016 at 1:15 PM CST by Individual Filer
Draft Acknowledgement - No Do...  EFile @
» Draft#201548 Actions~™ |~
W | 2 3 4 5 > H 20 v items per page 1-200f85items @
Back

Figure 1.8 — Filing History Page with Tooltip Displayed

Templates

Envelope templates allow you to quickly file into a case or create a new case from a template that you have
created, saving you time. Templates exist for new case filings and existing case filings.
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Templates

Search @ New Template
Favorite Name Type
District Court Filings New Case Actions ¥
Family Law Existing Case Actions ¥

Figure 1.9 — Templates Page

Firm Service Contacts

The Firm Service Contacts feature displays all of the service contacts associated with your firm. Firm
service contacts can also be deleted from a firm.

Bookmarks

The Bookmarks page displays a list of case numbers, locations, and descriptions for the cases that you
have bookmarked. Only you and your firm (depending on the firm setup) can see this information. Neither
the public nor any other firm can see your case list.

OFS-FS-200-3860v.1 January 2017 9



Odyssey File & Serve™ HTML5

Search

Case Number Location Description
CC-15-2233 OFS QA 2014 Actions =
CC-16-560 OFS QA 2012 - Court at Law 1 Actions -
CC-16-276 OFS QA 2014 - Court at Law 2 Actions «
CC-15-2222 OFS QA 2014 Actions =
CC-15-4517 OFS QA 2012 Actions =
CC-15-2008 OFS QA 2014 Actions =
CC-15-2009 OFS QA 2014 Actions «
CC-15-2006 OFS QA 2014 Actions =
CC-15-1999 OFS QA 2014 Actions =
CC-15-2001 OFS QA 2014 Actions =
14 total items
- «

Figure 1.10 — Bookmarks Page

Reports

You can create reports on your filing activity and export the reports into an easily accessible Microsoft®

Excel® file.

The Financial Reconciliation Report contains a report at the Envelope level that is designed to help you
reconcile your filing fees to your credit card statements.

The Filings Report is a detailed look into every filing, filing status, and fee associated with the filings that
your or your firm performed.

10
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Reports
Financial Reconciliation Report Run Report
Useful when reconciling financial transactions against filings submitted during a selectable time frame up to 60 days

= Provides envelope level information specific to fees and their capture date
= Delivered in an Excel spreadsheet to allow for filtering and searching

Filings Report Run Report
Useful when looking for detailed information about financial transactions

= Provides filing level details specific to fees tied to each filing in the envelope
= Includes a complete breakdown of the filing fees as well as the date the fees were captured

Figure 1.11 — Reports Page

Help

Select Help from the Actions drop-down list to view additional training materials, contact information, and
Self-Service Support.

OFS-FS-200-3860v.1 January 2017
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CHAPTER 2 E-FiLing OVERVIEW

Torics CovereD IN THiIs CHAPTER

¢ FiLing QUEUE STATUS

This section describes the e-filing process.

The E-Filing Process

Check Your
Court's
Website for
Case
\nformation

\/ Filer |
é submits !
Filer checks filing
status

Filer receives Clerk reviews and
email notifies filer of status

‘:E-M‘A\ via email ey 4
IL) }
o —

Figure 2.1 — The E-Filing Process

Once a user has registered to use Odyssey File & Serve™, a filer can electronically file documents to the
court. When the filing is submitted, the filing is electronically delivered to the clerk's inbox. The clerk then
reviews the filing and either accepts, rejects, or returns the filing.

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

If the filing is returned or rejected, the envelope is sent back to the filer with a reason for rejection, and the
filer is given a time line in which to make the correction and resubmit the filing.

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

FiLING QUEUE STATUS

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

The following filing status key table describes the status associated with each filing type.
@ Note: EFO - EFile Only; EFS - EfileAndServe; SO — Service Only
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Filing Type

Filing Queue Status

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,
but the document file format and
payment information have not
been verified on the back end.

Submitted

EFO, EFS, SO

The document file format and
payment information have been
verified and accepted, but the
filing has not yet entered the
Review Queue/Workflow
Process.

Court Processing

EFO, EFS, SO

Some additional action needs to
be taken by the court.

Under Review

EFO, EFS

A clerk reviewer has selected a
filing from a queue.

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

Receipted

EFO, EFS

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

Accepted

EFO, EFS

The reviewer has reviewed the
filing and accepted it.

Rejected

EFO, EFS

The reviewer has reviewed the
filing and rejected it.

Returned

EFO, EFS

The reviewer has reviewed and
returned the filing as additional
action must be taken by the filer.

@ Note: The filer can cancel or
copy a filing in the Returned
status.

Served

SO

Service Only filings are
completed.

Service Incomplete (Service Only
filings)

SO

One or more servings failed; the
service was incomplete.
Example: The email or domain
was rejected.

OFS-FS-200-3860v.1
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Filing Type Definition

Canceled EFO, EFS, SO The filer has canceled the filing.
The filer can only cancel 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
specifics through email.
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CHAPTER 3 HowmEe Pace

Torics CovereD IN THiIs CHAPTER

4 REGISTERING AS A FIRM USER
4 RESETTING YOUR PASSWORD

The home page serves as the gateway to the system. From this page, you can register, sign in, view
training sessions, and get contact information for Technical Support.

O Note: To join a firm, request an invitation from your Firm Administrator.

Court Information

ili 1 :
Welcome to the court filing portal for your state! Gaorliinks A
This portal allows you to easily file and serve electronic court documents. You can access
this portal from any of your internet enabled devices. The courts that are currently setup Court House Maps and Addresses
are listed below. We are in the process of adding the remaining courts. State Justice Civil Division
AAA County, ABC County, DEF County Court Dockets

. Observed Court Holidays
Important Court Information i

+  Keep the court updated with any changes in your address or phone number. M

Self Help
Court Online Training Sessions
Filing for the first time?

Sign In Register

Figure 3.1 — File & Serve Home Page

Court Information

The Court Information panel provides links to the courts in your area. Click those links to access detailed
information about the courts, including their location and general information about each court.

Actions

The Actions panel is where you sign in to the system or register as a user.

The Sign In area is where you sign in to and use the File & Serve system. Type your email address and
password to sign in to File & Serve.

The Register link takes you to the page where you can register in the system by using your name and
contact information. File & Serve requires all users — whether Firm Administrators, attorneys, or individuals
representing themselves — to be registered in the system.
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Self Help

The Self Help panel contains links to online training sessions, answers to questions regarding e-filing, and
user documentation.

The following types of documents are available to help you answer many of your day-to-day operation
questions:

» The Individual Filer User Guide provides step-by-step instructions on using the system. The user
guide covers activities such as signing into the system, searching for existing cases, selecting the e-
file and serve options, performing an e-file and serve, and changing user settings and passwords.

» The Firm Administrator Guide is specifically for the Firm Administrator. This guide covers
administrative functions such as registering the firm, managing firm users, payments, and attorney
accounts, as well as creating and editing the firm’s service contact lists.

» The Firm User Guide is specifically for the firm users who are not Firm Administrators. This guide
covers activities such as signing into the system, searching for existing cases, selecting the e-file
and serve options, performing an e-file and serve, and changing user settings and passwords.

« The Quick Reference Guide (QRG) provides only the steps needed to complete common tasks such
as registering for an account, initiating a new case, and filing into an existing case.

REGISTERING AS A FIRM USER

You can create an account with a firm and register as a firm user after being invited to join the firm.

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

To register as a firm user, perform the following steps:

1. Click the link in the invitation email to join a firm.

You have been invited to join firm GF Law. Please use this link to begin electronic filing with Odyssey File and Serve.
https://PLADVSVYOFSANO1//0fsWeb/UserModule/Registration ?firm=75del1a69-033e-43f4-9b9a-35c0388f2b79

Figure 3.2 — Example of Firm User Invitation Email

@ Note: If you do not have an invitation email, request one from your Firm Administrator.
@ Note: There is no fee to sign up for e-filing.

After you click the link, the Register page is displayed.

2. Complete the required fields outlined in red font: First Name, Last Name, Email Address, Password,
Security Question, and Security Answer.
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Registering as a Firm User

Register
User Information » Firm Information » Terms and Conditions » Complete
First Name Middle Last Name
|
Email Address

Password

Security Question

Enter a simple question that can only be answered by you. Example: High School Mascot

Security Answer

Figure 3.3 — Register Page for Firm User

Next
3. Click

The next page is displayed, showing the firm you were invited to join.
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Register

User Information » Firm Information » Terms and Conditions » Complete

You were invited to join the following firm: Mot your firm?

Firm Information

Firm Name
Tyler Tech Veigl

Address Line 1
5101 Tennyson

Address Line 2

City State

Plano Texas

Country

Zip Code Phone Number
75024 9866666666

Figure 3.4 — Register Page with Firm Information

Next Previous I
4. Click to continue with your registration, or click to return to the previous page.

5. If you choose to continue with your registration, the Register page is displayed. Read the agreement
before proceeding.
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Registering as a Firm User

Register

User Information » Firm Information » Terms and Conditions » Complete

Odyssey File & Serve Usage Agreement

mp

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

Section 1. Definitions

Section 2. License; Restrictions on Use
Section 3. Access to the Tyler Internet Site
Section 4. Limitations on Use

Section 5. Fee Schedule

Section 6. Proprietary Rights

Section 7. Disclaimers and Limitations
Section 8. Your Warranties and Indemnification
Section 9. Limitations of Liability

Section 10. Arbitration

Section 11. Miscellaneous

Section 1. Definitions

The following terms have the following meanings in this Agreement: "Authorized User" means any of Your employees, agents, independent
Previous | Agree - Create My Account

Figure 3.5 — Register Page with Usage Agreement

| Agree - Create My Account
6. Select to accept and agree to the terms listed on your page. If you do not

Previous I
want to continue with your registration, click to return to the previous page.

7. If you continue with your registration, a confirmation page is displayed, and a verification email is sent to
the email address you provided.
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Register

User Information » Firm Information » Terms and Conditions » Complete

Congratulations, you have successfully joined your firm!

Firm Name: Tyler Tech Veigl
Email Address: matthew2@tylertech.com

A verification email has been sent to you. Click on the link inside your email to complete the verification process.

Figure 3.6 — Register Page with Confirmation

O 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.

You have been registered with Odyssey File & Serve. Please click on the link below to activate your account.

Activate Account

If the link above is not accessible, copy this URL into your browser's address bar to view the document:
https://pladvsvofsanol/Activate Account.aspx?id=85d52¢62-25db-4338-9d3b-a8676ee2def8 & 0id=SELF &cid=0FS

This message was automatically generated using Odyssey File & Serve; do not reply to this email.

Should you need technical assistance, please call (800) 297-5377.

Figure 3.7 — Verification Email

Your registration is complete. Navigate to the home page to log on.

RESETTING YOUR PASSWORD

To reset your password, perform the following steps:

1. Onthe File & Serve home page, click —-=
2. Type your email address in the User ID field.
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Resetting Your Password

@ Please sign in to continue

UserID

User ID

Password

Passwaord

Fargot Password?

Figure 3.8 — Sign In Page

. Forgot Password? |
3. Click .

A page is displayed with a message requesting that you type your email address.

]
i tyler
... ® y Empowering people who serve the public”
hnologies

Please enter the email address associated with your account.

Email Address |

Figure 3.9 — Change Password Page

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

5. Click i

6. On the next screen, you are asked to confirm that you are a human and not a machine. Select the I'm
not a robot check box.

O Note: The size of the screen that is displayed may vary, depending on where you are in the
system when you request a password reset.
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o®
000
o o
000
O

ler

technologies

Email Address

™

I'm not a robot e
reCAPTCHA

Figure 3.10 — Password Reset Page — Check Box Cleared

@ Note: A screen might be displayed from which you must select specified images. If so,

continue with the next step. If not, continue with Step 8.

7. Click the requested images, and then click .

If you selected the proper images during the verification process, the first screen is displayed again, and

the I’'m not a robot check box is now selected.

O Note: The size of the screen that is displayed may vary, depending on where you are in the

system when you request a password reset.

O
CWO )
o "o
0. 0.0
O

ler

technologies

Email Address

™

reCAPTCHA

\/ I'm not a robot

Figure 3.11 — Password Reset Page — Check Box Selected

Reset Password i

8. Click

When you have successfully selected the correctimages (if you were asked to do so), the system
displays this message: A password reset 1link has been sent to the email address

22 January 2017
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Resetting Your Password

associatedwith your account. If you do not see the passwordreset email in your
Inbox, pleasechecktoseeif it was deliveredto your spam folder.

9. Check your email inbox.
10. Locate the email from File & Serve.
11. Click the link that is labeled click here to reset your password.

You are prompted to create a new password.
12.Type a new password in the New Password field.
13. Retype your new password in the Repeat New Password field.
14.Click Change Password.

A confirmation page displays the following message: Your password has been changed
successfully.
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CHAPTER 4 SiaN IN AND Sien OuT

Torics CovereD IN THiIs CHAPTER

4 SIGNING IN
4 SiGNING OuTt

All users are required to sign in to e-file and serve a document or to check the status of an existing filing. It is
also a best practice for users to sign out after they have completed their transactions.

SIGNING IN

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

&

@ Note: Click —=s==_| to register if you have not registered before.

Perform the following steps to sign in:

1. Navigate to the home page.

a

2. Click —===
3. Type your email address and password (which is case sensitive) in the fields provided.

@ Please sign in to continue

UserID

User 1D

Password

Password

Fargot Password?

Figure 4.1 — Sign In Page

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

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

SieNING OuT

This section describes how to sign out of File & Serve.
Perform the following steps to sign out:

1. From the profile drop-down list on the page, click Sign Out.

-

firmuser@tylertech.com
Manage Security
IManage Notifications

Sign Out

Figure 4.2 — Sign Out Option on Profile Drop-Down List

The Sign Out page is displayed.

Sign Out

You are now signed out.

Return to application

Figure 4.3 — Sign Out Page

2. Return to the home page to sign in to the system.
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CHAPTER 5 PROFILE PREFERENCES

Torics CovereD IN THiIs CHAPTER

4 CHANGING THE USER PASSWORD
4 CHANGING THE SECURITY QUESTION
4 MANAGING NOTIFICATIONS

The profile drop-down list provides options for changing your password and managing your notifications.

CHANGING THE UseRr PAsswoORD

Change your password from the Manage Security page.
To change the user password, perform the following steps:

1. From the profile drop-down list, select Manage Security.

F

firmuser@tylertech.com
Manage Security
Manage Notifications
Sign Out

Figure 5.1 — Profile Drop-Down List

The Manage Security page is displayed.
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Changing the Security Question

Manage Security

Change Password

Old Password

New Password Re-enter New Password

Change Security Question

You must enter your password in order to update your security question and/or answer.

Security Question Security Answer

Name of my heart dog? |

Current Password

Figure 5.2 — Manage Security Page

2. Type your old password, followed by your new password. Then, retype your new password.

O 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.

Save Changes Undo I
3. Click to change your password, or click to exit without changing your

password.

CHANGING THE SECURITY QUESTION

Change your security question from the Manage Security page.
Perform the following steps to change your security question:

1. From the profile drop-down list, select Manage Security.
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&~

firmuser@tylertech.com

Manage Security

Sign Out

‘ Manage Notifications

Figure 5.3 — Profile Drop-Down List

The Manage Security page is displayed.

Manage Security

Change Password

Old Password

New Password Re-enter New Password

Change Security Question

You must enter your password in order to update your security question and/or answer.

Security Question Security Answer

Name of my heart dog? |

Current Password

Figure 5.4 — Manage Security Page

2. Change your security question and answer by typing your new information in the Security Question
and Security Answer fields. Then, type your current password in the Current Password field.

Save Changes Undo I
3. Click to change your security information, or click to exit without changing

your security information.
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Managing Notifications

MANAGING NOTIFICATIONS

You can set your notification preferences for receiving filing information.
Perform the following steps to set your email notifications:

1. From the profile drop-down list, select Manage Notifications.

The Manage Notifications page is displayed.

Manage Notifications

Email Notifications

Select the email notifications that you wish to receive.

Filing Accepted Filing Rejected Filing Submitted
Service Undeliverable Filing Submission Failed Filing Receipted

Figure 5.5 — Manage Notifications Page

2. Select the check boxes that correspond to the methods by which you want to be notified of filing
information. The options that you can select include Filing Accepted, Filing Rejected, Filing
Submitted, Service Undeliverable, Filing Submission Failed, and Filing Receipted.

Save Changes Undo I
3. Click to save your notification selection, or click to exit without changing

your notification information.

OFS-FS-200-3860v.1 January 2017 29



CHAPTER 6 FILER DASHBOARD

Torics CovereD IN THiIs CHAPTER

4 DAsHBOARD FILING CATEGORY DESCRIPTIONS

The Filer Dashboard page is the starting page for all filings. From here, you can start a new case, file into an
existing case, and check the status of all filings that have been made.

The number counter by each status indicates there are filings that have been recently done or added. The
number counter resets after a filer checks the activity.
Kl

Filer Dashboard

My Filing Activity New Filing
Accepted [ 3 |
Returned [ 14 |
Need help getting started?
Drafts
served [ 4 |
View All

Figure 6.1 — Filer Dashboard Page

The home icon (n ) next to the Actions drop-down list can be clicked from any page in the system to
return to the Filer Dashboard page.

DASHBOARD FILING CATEGORY DESCRIPTIONS

The status of all filings can be found in the My Filing Activity pane on the Filer Dashboard page.
The following table lists the status categories and their descriptions.

Filing Category Description

Pending Click to view envelopes that have been submitted and are
being processed.

Envelopes with a Pending status remain pending until
there is some action from the court.

Accepted Click to view envelopes that have been accepted by the
court and are filed.

Returned Click to view envelopes that have been returned from the
court to be corrected.
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Dashboard Filing Category Descriptions

Filing Category Description

Drafts

Click to view envelopes that have not been submitted yet.

Served

Click to view envelopes that have service-only filings that
have been delivered.
Envelopes with a Served status have been delivered to the

party.

OFS-FS-200-3860v.1

January 2017

31



CHAPTER 7/ PAYMENT ACCOUNTS

Torics CovereD IN THiIs CHAPTER

4 UNAVAILABLE PAYMENT ACCOUNTS
4 DrAW DowN AccouNT USER INTERFACE

UNAVAILABLE PAYMENT ACCOUNTS

During a filing, if any payment account is unavailable, the system notifies you that you are trying to use an
invalid account.

A blue link is displayed after the Payment Account field. The link contains the following phrase: View
Unavailable Payment Accounts.

+ Proposed Order

Description Amount
Filing Fee $0.00
Filing Total: 50.00

Total Filing Fee 50.00
E-File Fee 51.00
Court E-File Fee 51.00

Envelope Total: 52.00

Payment Account

Click to select Payment Account

View Unavailable Payment Accounts

Party Responsible for Fees

Click to select Party Responsible for Fees

Filing Attorney

Click to select Filing Attorney

Filer Type
Default

Undo

Figure 7.1 — Error Message Regarding Payment Accounts

When you click the link, a window is displayed showing both the unavailable payment account and the
reason that the payment account is unavailable.
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Draw Down Account User Interface

Unavailable Payment Accounts

Old Visa (Expired 2/2014)

Restricted Card (Mot Accepted at This Location)

Close

Figure 7.2 — Unavailable Payment Accounts Window

You cannot continue with your filing until you enter the correct information.

Draw DowN AccouNT USER INTERFACE

The locations of existing draw down accounts can be edited.
@ Note: Draw down accounts are configured by Tyler and may not be available on your system.

A tree view of the draw down accounts shows the parent-child relationship of the courts, which means that
you can easily see and select the courts that you want to file into.

OFS-FS-200-3860v.1 January 2017 33



Odyssey File & Serve™ HTML5

] System I
@[ |File & Serve
| State
] Appellate Courts
@] Trial Courts
@[ | District Courts
@[] 10th District
[] Tueumeari
[] Fort Sumner
[ Mosquero
@[] 11th District - Mode 3
[ Gallup
[] Farmington/Aztec
[ ] 12th District (VC, QA&-2012-NM)
[]12th District (VC, QA-2012-NM) - Moriarty
[] 12th District (VIC, QA-2012-NM) - Estancia
@[] 13th Distriet
[ Les Lunas
[ Bernalillo L%

Figure 7.3 — Draw Down Account with Parent-Child Relationship of Courts
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CHAPTER 8 TEMPLATES

Torics CovereD IN THiIs CHAPTER

4 CREATING A TEMPLATE

¢ EDITING A TEMPLATE

4 UsiNng A NEw CASE TEMPLATE

4 UsING AN ExisTING CASE TEMPLATE
¢ VIEWING TEMPLATE DETAILS

4 DELETING A TEMPLATE

CREATING A TEMPLATE

Envelope templates allow you to quickly file into a case or create a new case from a template that you have
created, which saves you time.

To create a new template, perform the following steps:
1. From the Actions drop-down list on the Filer Dashboard page, select Templates.

The Templates page is displayed.

Templates

Search ® New Template
Favorite Name Type
District Court Filings New Case Actions ¥
Family Law Existing Case Actions ¥

Figure 8.1 — Templates Page

& New Template
2. Click

The New Template page is displayed.
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New Template
Template Information —

Template Name Favorite

MNew Case Existing Case

Case Information

Party Information

Filings

Fees

+g++Rt

Back

Figure 8.2 — New Template Page

3. To create a new template, type a name for the template in the Template Name field. Then, select one of
the following options:

» Click the New Case option when creating a template for a new case.
Template Information P —

Template Name Fawvorite

@New Case Existing Case

Figure 8.3 — Template Information Section with New Case Option Selected

» Click the Existing Case option when creating a template for an existing case (i.e. subsequent
filing).
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Creating a Template

Template Information 7. g

Template Name Favorite

New Case @ Existing Case

Undo

Figure 8.4 — Template Information Section with Existing Case Option Selected

Save Changes Undo I
4. Click to save your changes, or click to cancel the action.

@ Note: Only the template name is required. You can enter as little or as much informationon a
template as you want.

5. Complete the fields in the Case Information section:
a. Select your court location from the Location drop-down list.

O Note: The court location is generally the county or district court where you will be doing the
filing.

b. Select the specific court from the Refine Location drop-down list.

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

@ Note: The items in this list are limited to only the courts in the county or district that you
previously selected.

Case Information F -
Location Refine Location

OFS QA 2014 | OFS QA 2014 - Court at Law 2 |
Category Case Type

Click to select Category | | Click to select Case Type |

Undo

Figure 8.5 — Refine Location Drop-Down List in the Case Information Section

c. Select the category from the Category drop-down list.

O Note: The items in this list are determined by the location you selected.
d. Select the case type from the Case Type drop-down list.

@ Note: The items in this list are determined by the category you selected.

The fee associated with the case type is displayed.
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Save Changes Undo I
6. Click to save your changes, or click to cancel the action.

7. Complete the fields in the Party Information section.

Party Information _—

Party Type Party Name Lead Attorney

Y
-

@ Add Another Party

Enter details for this Party

Party is a Business/Agency

First Name Middle Name Last Name Suffix
John Doe

Email Address Date of Birth
j.doeg@gmail.com 3141991

Country

United States of America

Address Line 1 Address Line 2

123 Main Street

City State
Ay City Texas

Zip Code Phone Number Filer ID
75229 2145551222 Li]

Lead Attorney

Thomas Crump

Additional Attorneys

Figure 8.6 — Party Information Section

8. Complete the information in the Filings section.
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Creating a Template

Enter the details for this filing
Filing Type Filing Code

EFile Acknowledgement

Filing Description

Client Reference Number Comments to Court

Courtesy Copies Preliminary Copies

Due Date

Filing on Behalf of

"Select the parties you are filing on behalf of

Lead Document (Required)

Computer Cloud

-
[ od
L+

Aftachments

Computer Cloud

I+
[
LY

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity

() Add Optional Services and Fees

Fee Total

Unde

Figure 8.7 — Filings Section

a. Select afiling type from the Filing Type drop-down list.

b. Select a filing code from the Filing Code drop-down list.
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Enter the details for this filing

Filing Type Filing Code
EFile Click to select Filing Code
Filing Description o

A Non-Docketed Event
SR e [l Abstract Of Judgment - $4.00
Acknowledgement
Acknowledgement - No Docs Required

i Acknowledgment Of Paternity - $10.50 -
Courtesy Copies

i) o

Figure 8.8 — Filing Code Drop-Down List

After you select the filing code, the fee associated with the filing code is displayed.

Enter the details for this filing
Filing Type Filing Code

EFile Abstract Of Judgment - 54.00

Figure 8.9 — Filing Code Field with Fee Displayed

c. Type a description of the filing in the Filing Description field.
d. Type aclient reference number in the Client Reference Number field.

O Note: A client reference number is a customer-created number for internal purposes only.
Most courts do not see or refer to the Client Reference Number field for the filing. This is an
optional field.

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

f. If you want to send courtesy copies of the filing to another party, type the recipient’s email address in
the Courtesy Copies field.

g. Enterthe date the filing is due in the Due Date field by clicking the calendar icon.
© Note: The Due Date field is configured by Tyler and may not be available on your system.

A calendar is displayed from which you can select the specified date.
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Due Date
\
< July 2015 .
Su Mo Tu We Th Fr Sa
2 9 0 1 2 3 4
5 G 7 8 g 10 11
12 13 14 15 16 17 18
19 20 21 22 24 25
26 27 28 29 30 31 1
2 4 7 8
Thursday. July 23, 2015

Figure 8.10 — Due Date Calendar

h. Click the Filing on Behalf of field to select the parties from the drop-down list.

@ Note: The filing on behalf of feature is configured by Tyler and may not be available on your
system.

s

Enter the details for this filing
Filing Type Filing Code

EFile Acknowledgement

Filing Description

Example Description

Client Reference Number Comments to Court
01000101 (7]
Courtesy Copies Preliminary Copies
Li] (1]
Due Date
10/12/2016

Filing on Behalf of

Johnson Cleaners

Figure 8.11 — Filing on Behalf of Field in the Filings Section

i. Click the Lead Document field to select a lead document to load. If your document is stored in the
cloud, click the icon for the cloud service provider where the document is stored.
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@ Note: Cloud services are configured by Tyler and may not be available on your system. If
your system is configured for cloud services, you can upload documents from the following
cloud storage providers: Google Drive™ online storage service, Dropbox®, and Microsoft®
OneDrive®.

@ Note: The Lead Document field is required. Only one document can be uploaded as a lead
document.

Lead Document (Required)

Computer Cloud

I+
¢
<
P

Attachments

Computer Cloud

kA b ¥ a °

Figure 8.12 — Lead Document and Attachments Fields in the Filings Section

j.  Type a name for the lead document in the Description field.

@ Note: A maximum length for the document name can be configured by Tyler at the
customer’s request. When configured, if a user assigns a name to a document that exceeds
the maximum character length, a warning message is displayed. If you see this type of
warning message, you must assign a new name to the document before you can continue
with the upload.

k. Click the Security drop-down list to select the level of security to attach to the document.

Lead Document (Required)

AcademicCalendarSpring_test pdf 3464 %8 ®
Description Security
Acknowledgement Click to select Security
o,
Attachments General Document

Computer Public (G)

4 Sealed (G)

r oy - —-——

Figure 8.13 — Security Drop-Down List in the Lead Document Section

I. If you have attachments to load, click the Attachments field to select the documents to load. If the
attachments are stored in the cloud, click the icon for the cloud service provider where the
attachments are stored.
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@ Note: Not all court locations accept attachments. If your court does not accept
attachments, create the lead document and attachment as one document, and upload the
document in the Lead Document field.

The Optional Services and Fees section is displayed.

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

@ Add Optional Services and Fees

Undo Save Changes

Figure 8.14 — Optional Services and Fees Section

() Add Cptional Services and Fees l
m. If you want to add an optional service to the filing, click

The Optional Services and Fees field is displayed.

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

Actions v

@ Add Optional Services and Fees

Optional Services and Fees

Click to select Optional Service and Fee

Undo Save Changes

Figure 8.15 — Optional Services and Fees Field in the Optional Services and Fees Section

n. Select a service from the Optional Services and Fees drop-down list.

Optional Services and Fees

Click to select Optional Service and Fee

Click to select Optional Service and Fee -
Certified Copies - $6.00 each

| Once Per Party - $10.00
Placeholder Service 1

Placeholder Service 2 with a long description to

trigger horizontal scrolling -

Figure 8.16 — Optional Services and Fees Drop-Down List

The fee associated with the optional service is displayed.
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0. When you select the service for certified copies, type the number of copies that you want in the Enter
number of certified copies desired field.

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total
Priority Processing $6.00 1 $6.00 Actions =
Certified Copies $6.00 3 $18.00 Actions v

(® Add Cptional Services and Fees

Optional Services and Fees Enter number of certified copies desired

Certified Copies - $6.00 each 3

Undo Save Changes

Figure 8.17 — Optional Services and Fees Section with Services Selected

p. Add more optional services if you want.
O Note: If you try to add the same service twice, a warning message is displayed.

O Note: If you want to remove an optional service before you save your changes, select
Remove optional service from the Optional Service Actions drop-down list.

Remove optional service

Figure 8.18 — Optional Service Actions Drop-Down List

Save Changes
g. When you are done adding optional services, click .

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total
Certified Copies $6.00 3 $18.00 Actions ¥
Priority Processing 56.00 1 $6.00 Actions ¥

@ Add Optional Services and Fees

Undo Save Changes

Figure 8.19 — Optional Services and Fees Section with Optional Services Saved

@ Note: After you have added an optional service and saved the changes, you cannot edit
that service. You must remove the service and then re-add it.

r. Verify that the service contacts are correct. If you want to add another service contact, select an
option from the Actions drop-down list in the Service Contacts section.
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Save Changes Undo I
s. Click to save your changes, or click to cancel the action.

9. Complete the fields in the Fees section.

O Note: Your credit card is authorized when submitted. However, the transaction fees are not
posted to the credit card account until the court accepts the filing. Once the filing is accepted,
the total filing fee to be submitted for the filing is displayed.

« Proposed Order

Description Amount
Filing Fee 50.00
Filing Total: $0.00

Total Filing Fee 50.00
E-File Fee $1.00
Court E-File Fee 51.00

Envelope Total: 52.00

Payment Account

Click to select Payment Account

View Unavailable Payment Accounts

Party Responsible for Fees

Click to select Party Responsible for Fees

Filing Attorney

Click to select Filing Attorney

Filer Type
Default

Undo

Figure 8.20 — Fees Section

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

@ Note: If you enter incorrect payment information in the Payment Account field, you will
receive an error message stating that the account information you entered is invalid. You
must correct the payment information before you can continue with your filing.

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

c. Select the filing attorney from the Filing Attorney drop-down list.
d. Select the filer type from the Filer Type drop-down list.
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Filer Type

Click to select Filer Type

AutoReview

Default

ProSe

Figure 8.21 — Filer Type Drop-Down List

Save Changes Undo I
e. Click to save your changes, or click to cancel the action.
=
10.Click to continue creating the template, or click to cancel the template creation.

When you click , the Confirm Template Details page is displayed.

Confirm Template Details

Template Information

Template Name
District Court Filings

Favorite Template Type
New Case

Case Information

Party Information

Filings

Service Contacts

Fees

EEEEBE

Back Save Template

Figure 8.22 — Confirm Template Details Page

Save Template Back l
11. Review the template details and click to save the template, or click togo

back to the previous page.
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12.To designate a template as a favorite, click J in the Favorite column on the Templates page.

The color of the star fills in, indicating this template is a favorite ( J ).

@ Note: Favorite templates are displayed first on the Templates page.

EDITING A TEMPLATE

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

1. From the Actions drop-down list, select Templates.

The Templates page is displayed.

Templates

(® New Template

Search
Favorite Name Type
District Court Filings New Case Actions ~
Family Law Existing Case Actions ~

Figure 8.23 — Templates Page

2. Locate the template that you want to change. From the Actions drop-down list for the specified
template, select Edit Template.

The template is displayed.
3. Make any necessary changes.

4. When you are done modifying the template, click .

The Confirm Template Details page is displayed.

Save Template
5. If you are satisfied with your changes to the template, click .
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UsiNg A NEw CASE TEMPLATE

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

1. From the Actions drop-down list on the Filer Dashboard page, select Templates.

The Templates page is displayed.

Templates

Search @ New Template
Favorite Name Type
District Court Filings New Case Actions ¥
Family Law Existing Case Actions ¥

Figure 8.24 — Templates Page

2. Locate the template that you want to use for your case. From the Actions drop-down list for the
specified template, select Use Template.

The template is displayed. The portions of the template that you created previously are auto-filled.

3. As applicable, complete all remaining fields for the new case (i.e., Party Information, Filings, including
uploading a lead document, and Fees).

Save as Draft I Summary
4. When all fields have been completed, click or

Summary
If you click , the case is displayed for your review.

5. If you are satisfied with the case, click .

UsING AN EXxISTING CASE TEMPLATE

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

1. On the Filing History page, locate the case that you want to file into.
2. From the Actions drop-down list for the specified case, select File Into Case With Template.
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Filing History

Filing Status Filing Code Filing Type Filing Description

Client Ref #

v Case # CV-2016-019208 - Jimmy Green vs Example Defendant
Envelope # 164073 filed Thursday, April 28, 2016 at 2:22 PM CDT by Tyler FilerSrl

Accepted Motion EFile

v Case # CV-2016-044000 - Happy Farms vs Smiley Acres

Submission Fai... Reponse EFile

» Draft # 164070
Draft # 164070 started Thursday, April 28, 2016 at 2:03 PM CDT by Tyler FilerSri

v Case # CC-16-462 (Judge, Civil)
Envelope # 164066 filed Thursday, April 28, 2016 at 1:55 PM CDT by Tyler FilerSrl

Accepted Acknowledgment EFileAndServe

v Case # CC-16-462 (Judge, Civil)
Envelope # 163057 filed Thursday, April 28, 2016 at 10:07 AM CDT by Tyler Filersri

Accepted Motion EFile

- L 20 v items per page

Back

Actions *

Actions *

Envelope # 164072 filed Monday, August 29, 2016 at 4:50 PM CDT by Tyler FilerSrl, Deferred Until 12:00 AM CDT

Actions ¥

Actions ¥

Actions *

1 -8 of 8 items

v

Figure 8.25 — Filing History Page

The File Into Case With Template page is displayed.
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File Into Case With Template

Search

Favorite Name Type
sfasfd Exisling Case Actions
asdfasdr Exisling Case Actions~

Figure 8.26 — File Into Case With Template Page

3. Locate the template that you want to use for the case you are filing into. From the Actions drop-down
list for the specified template, select Use Template.

Actions~

Use Template

Figure 8.27 — Actions Drop-Down List for Existing Case Templates

The template that you selected is displayed. The Case Information and Party Information fields are
already populated since this is an existing case. You can add additional parties.

4. Complete the filing details in the Filings section.
5. Complete the fields in the Fees section.

Save as Draft I Summary
6. Click either or

O Note: If you save the draft, you can stop working on the filing and resume work at a later time.
To resume filing a saved draft, navigate to the Filing History page. From the Actions drop-down
list for the specified draft, select Resume Draft Envelope to continue your filing.
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Summary
Clicking displays a page that reflects your filing.

=
7. Ifyou click , review the page, and then click .

A new Envelope of your filing is included on the Filing History page.

VIEWING TEMPLATE DETAILS

You can view a template that you previously created.
To view the details of an existing template, perform the following steps:

1. From the Actions drop-down list, select Templates.

The Templates page is displayed.

Templates

Search @ New Template
Favorite Name Type
District Court Filings New Case Actions ¥
Family Law Existing Case Actions ¥

Figure 8.28 — Templates Page
2. Locate the template that you want to view. From the Actions drop-down list for the specified template,
select View Template Details.

The last version of the template that you saved is displayed.

DELETING A TEMPLATE

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

1. From the Actions drop-down list, select Templates.

The Templates page is displayed.
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Templates

Search @ New Template
Favorite Name Type
District Court Filings New Case Actions ~
Family Law Existing Case Actions ~

Figure 8.29 — Templates Page

2. Locate the template that you want to delete. From the Actions drop-down list for the specified template,

select Delete Template.

The template is immediately deleted.
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CHAPTER 9 CasE INITIATION

Torics CovereD IN THiIs CHAPTER

¢ FiLing A New Case

¢ ENTERING PARTY DETAILS

4 DispLAY “Pro SE” FOR PARTY NAME

¢ ENTERING FiLING DETAILS

4 CouRrT FEES FOR ADDITIONAL CASE PARTIES
4 SuBMISSION AGREEMENTS

4 VIEWING THE ENVELOPE SUMMARY

You can initiate a case from the Actions drop-down list on the Filer Dashboard page or from the New Filing

section on the Filer Dashboard page.

Filer Dashboard

My Filing Activity New Filing
Accepted [ 3 |
Returned [ 14 |
Need help getting started?
Drafts
served [ 4 |
View All

Figure 9.1 — Filer Dashboard Page

FiLing A NEw CASE

You can file a new case in a couple of ways.
To file a new case, perform the following steps:

1. From the Actions drop-down list on the Filer Dashboard page, select Start a New Case.
@ Note: You can also click Start a New Case on the Filer Dashboard in the New Filing section.

The Start a New Case page is displayed.

2. Complete the details for the new case by using the drop-down lists in the required fields in the Case
Information section:

@ Note: A red box around the field indicates that it is required.

a. Select your court location from the Location drop-down list.
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@ Note: The court location is generally the county or district court where you will be doing the
filing.

b. Select the specific court from the Refine Location drop-down list.

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

@ Note: The items in this list are limited to only the courts in the county or district that you
previously selected.

Case Information [ -
Location Refine Location

OFS QA 2014 | OFS QA 2014 - Court at Law 2 |
Category Case Type

Click to select Category | | Click to select Case Type |

Undo

Figure 9.2 — Refine Location Drop-Down List in the Case Information Section

c. Select the category from the Category drop-down list.

@ Note: The items in this list are determined by the location you selected.

d. Select the case type from the Case Type drop-down list.
@ Note: The items in this list are determined by the category you selected.

The fee associated with the case type is displayed.

Save Changes
3. After completing the required fields, click .

@ Note: If you decide to save the draft, you can stop working on the filing and resume work at a later
time. To resume filing a saved draft, navigate to the Filing History page. From the Actions drop-down
list for the specified draft, select Resume Draft Envelope to continue with your filing.

ENTERING PARTY DETAILS

Each case requires a party type.
To enter the details for the parties involved in the case, perform the following steps:

1. In the Party Information section, enter the information for the first party on the case. Indicate whether
the party is a business or agency by selecting the Party is a Business/Agency check box.
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Party Information _—

Party Type Party Name Lead Attorney

@ Add Another Party

Enter details for this Party

Party is a Business/Agency

First Name Middle Name Last Name Suffix
John Doe

Email Address Date of Birth
j.doe@gmail.com 314/1991

Country

United States of America

Address Line 1 Address Line 2
123 Main Street

City State
Any City Texas

Zip Code Phone Number Filer ID
75229 2145851222 Li]

Lead Attorney

Thomas Crump

Additional Attorneys

Figure 9.3 — Party Information Section

2. Complete the First Name, Middle Name (if applicable), and Last Name fields.
Type the email address in the Email Address field.
4. Type the party’s date of birth in the Date of Birth field, or select a date from the calendar.

w

O Note: The Date of Birth field is configured by Tyler and may not be available on your system.
5. Select the country from the Country drop-down list.
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Country

United States of America

Click to select Country
Canada

Mexico

Figure 9.4 — Country Drop-Down List

6. For a party in the United States, complete the Address, City, State, Zip Code, Phone Number, and
Filer ID fields.

For a party in Mexico, complete the Address, City, State, Postal Code, Phone Number, and Filer ID
fields.

For a party in Canada, complete the Address, City, Postal Code, Phone Number, and Filer ID fields.
Select the province from the Province drop-down list.

7. Select a lead attorney from the Lead Attorney drop-down list.

@ Note: If you select Pro Se from the Lead Attorney drop-down list, the system displays “Pro Se”
as the lead attorney instead of the party’s actual name when viewing filing details.

After you select a lead attorney, the Additional Attorneys field is displayed.

8. To add additional attorneys to the case, click
© Note: The Add Attorneys button can be removed at the customer’s request.

The Add Attorneys dialog box is displayed.
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Add Attorneys X

Search by first or last name

Name

[ ] firm attorney
[] Harvey Birdman
[ | RobertBrown
[] James Crain

| | Dewey Dalton

[| Engin Derkunt

Figure 9.5 — Add Attorneys Dialog Box

9. Select the check boxes for each attorney that you want to add to the case. When you are finished, click

Close

The additional attorneys that you selected are displayed in the Additional Attorneys field.

Lead Attorney

Harvey Birdman

Additional Attorneys

Undo Save Changes

Figure 9.6 — Lead Attorney and Additional Attorneys Fields

@ Add Another Party |

10. If you want to add another party to the filing, click
information for the second party.

, and then enter the party

O Note: After all attorneys for both parties have been selected, the lead attorney’s name is
displayed next to the specified party, along with the number of additional attorneys that are also
associated with the party.
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Party Information —

Party Type Party Name Lead Attorney
Plaintiff Melissa Jones Perry Mason (+2 more) Required Party
Defendant Mark Johnson Abby Carmichael (+2 more) Required Party

(@ Add Ancther Party

Figure 9.7 — Party Information Section with Lead Attorneys Displayed

Save Changes
11. After completing the fields for all parties, click .

O Note: If you decide to save the draft, you can stop working on the filing and resume work at a later
time. To resume filing a saved draft, navigate to the Filing History page. From the Actions drop-down
list for the specified draft, select Resume Draft Envelope to continue with your filing.

DispLAY “Pro SE” FOrR PARTY NAME

You can select Pro Se in the Lead Attorney field when filing a case, filing into an existing case, or filing a
case using a template.

Pro Se is displayed for the specified party in place of the party’s actual name in the following places in the
system:

» On case filing screens, including when using templates

Party Information —_—

Party Type Party Name Lead Attorney
Plaintiff (QAJUD) Joyce Simon Pro Se Required Party *
Defendant (QAJUD) Martin Freed Perry Mason Required Party .

(¥ Add Another Party

Figure 9.8 — Party Information Section on Case Filing Screen

*  When viewing envelope details
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Envelope # 166195

Envelope Information

Case Information

Party Information —

]

Party Type Party Name Lead Attorney

Plaintiff Joyce Simon Pro Se -
Defendant Martin Freed

Filings

Service Contacts

Fees

EEE

Mew Filing History View Receipt

Figure 9.9 — Envelope Page Displaying Filing Details

ENTERING FILING DETAILS

The Filings section allows you to enter the filing details and calculate the fees associated with the filing.
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Enter the details for this filing
Filing Type Filing Code

EFile Acknowledgement

Filing Description

Client Reference Number Comments to Court
(7]

Courtesy Copies Preliminary Copies
(3]

Due Date

Filing on Behalf of

"Select the parties you are filing on behalf of

Lead Document (Required)

Computer Cloud
1 Y L+
Attachments
Computer Cloud

=
[
LY

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity

() Add Optional Services and Fees

Fee Total

Unde

Figure 9.10 - Filings Section

To enter the filing details, perform the following steps:
1. Enter the filing details for the case in the Filings section:

a. Select a filing type from the Filing Type drop-down list.
b. Select a filing code from the Filing Code drop-down list.
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Enter the details for this filing

Filing Type Filing Code
EFile Click to select Filing Code

Filing Description o
A Non-Docketed Event

SR e [l Abstract Of Judgment - $4.00
Acknowledgement
Acknowledgement - No Docs Required
Acknowledgment Of Paternity - $10.50 -

Courtesy Copies

i) o

Figure 9.11 — Filing Code Drop-Down List

O Note: Depending on your system configuration, some filing codes cause the Due Date field
to be enabled.

After you select the filing code, the fee associated with the filing code is displayed.

Enter the details for this filing
Filing Type Filing Code

EFile Abstract Of Judgment - 54.00

Figure 9.12 - Filing Code Drop-Down List with the Fee Displayed

c. Type a description of the filing in the Filing Description field.
d. Type aclient reference number in the Client Reference Number field.

O Note: A client reference number is a customer-created number for internal purposes only.
Most courts do not see or refer to the Client Reference Number field for the filing. This is an
optional field.

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

f. If you want to send courtesy copies of the filing to another party, type the recipient’s email address in
the Courtesy Copies field.

g. Enterthe date the filing is due in the Due Date field by clicking the calendar icon.

@ Note: The Due Date field is configured by Tyler and may not be available on your system.

A calendar is displayed from which you can select the specified date.
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Due Date
\
< July 2015 .
Su Mo Tu We Th Fr Sa
2 9 0 1 2 3 4
5 G 7 8 g 10 11
12 13 14 15 16 17 18
19 20 21 22 24 25
26 27 28 29 30 31 1
2 4 T 8
Thursday. July 23, 2015

Figure 9.13 — Due Date Calendar

h. Click the Filing on Behalf of field to select the parties from the drop-down list.

@ Note: The filing on behalf of feature is configured by Tyler and may not be available on your
system.

s

Enter the details for this filing
Filing Type Filing Code

EFile Acknowledgement

Filing Description

Example Description

Client Reference Number Comments to Court
01000101 (7]
Courtesy Copies Preliminary Copies
Li] (1]
Due Date
10/12/2016

Filing on Behalf of

Johnson Cleaners

Figure 9.14 - Filing on Behalf of Field in the Filings Section

i. Click the Lead Document field to select a lead document to load. If your document is stored in the
cloud, click the icon for the cloud service provider where the document is stored.
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@ Note: Cloud services are configured by Tyler and may not be available on your system. If
your system is configured for cloud services, you can upload documents from the following
cloud storage providers: Google Drive™ online storage service, Dropbox®, and Microsoft®
OneDrive®.

@ Note: The Lead Document field is required. Only one document can be uploaded as a lead
document.

Lead Document (Required)

Computer Cloud

I+
¢
<
P

Attachments

Computer Cloud

kA b ¥ a °

Figure 9.15 — Lead Document and Attachments Fields in the Filings Section

j.  Type a name for the lead document in the Description field.

@ Note: A maximum length for the document name can be configured by Tyler at the
customer’s request. When configured, if a user assigns a name to a document that exceeds
the maximum character length, a warning message is displayed. If you see this type of
warning message, you must assign a new name to the document before you can continue
with the upload.

k. Click the Security drop-down list to select the level of security to attach to the document.

Lead Document (Required)

AcademicCalendarSpring_test pdf 3464 %8 ®
Description Security
Acknowledgement Click to select Security
o,
Attachments General Document

Computer Public (G)

4 Sealed (G)

r oy - —-——

Figure 9.16 — Security Drop-Down List in the Lead Document Section

I. If you have attachments to load, click the Attachments field to select the documents to load. If the
attachments are stored in the cloud, click the icon for the cloud service provider where the
attachments are stored.
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@ Note: Not all court locations accept attachments. If your court does not accept
attachments, create the lead document and attachment as one document, and upload the
document in the Lead Document field.

The Optional Services and Fees section is displayed.

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

@ Add Optional Services and Fees

Undo Save Changes

Figure 9.17 — Optional Services and Fees Section

() Add Cptional Services and Fees l
m. If you want to add an optional service to the filing, click

The Optional Services and Fees field is displayed.

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

@ Add Optional Services and Fees

Optional Services and Fees

Click to select Optional Service and Fee

Undo Save Changes

Figure 9.18 — Optional Services and Fees Field in the Optional Services and Fees Section

n. Select a service from the Optional Services and Fees drop-down list.

Optional Services and Fees

Click to select Optional Service and Fee

o

Click to select Optional Service and Fee -
Certified Copies - $6.00 each

| Once Per Party - $10.00
Placeholder Service 1

Placeholder Service 2 with a long description to

trigger horizontal scrolling -

Figure 9.19 — Optional Services and Fees Drop-Down List

The fee associated with the optional service is displayed.
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0. When you select the service for certified copies, type the number of copies that you want in the Enter
number of certified copies desired field.

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total
Priority Processing $6.00 1 $6.00 Actions =
Certified Copies $6.00 3 $18.00 Actions v

(® Add Cptional Services and Fees

Optional Services and Fees Enter number of certified copies desired

Certified Copies - $6.00 each 3

Undo Save Changes

Figure 9.20 — Optional Services and Fees Section with Services Selected

p. Add more optional services if you want.
O Note: If you try to add the same service twice, a warning message is displayed.

O Note: If you want to remove an optional service before you save your changes, select
Remove optional service from the Optional Service Actions drop-down list.

Remove optional service

Figure 9.21 — Optional Service Actions Drop-Down List

Save Changes
g. When you are done adding optional services, click .

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total
Certified Copies $6.00 3 $18.00 Actions ¥
Priority Processing 56.00 1 $6.00 Actions ¥

@ Add Optional Services and Fees

Undo Save Changes

Figure 9.22 — Optional Services and Fees Section with Optional Services Saved

@ Note: After you have added an optional service and saved the changes, you cannot edit
that service. You must remove the service and then re-add it.

r. Verify that the service contacts are correct. If you want to add another service contact, select an
option from the Actions drop-down list in the Service Contacts section.
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Save Changes Undo I
s. Click to save your changes, or click to cancel the action.

Complete the fields in the Fees section.

O Note: Your credit card is authorized when submitted. However, the transaction fees are not
posted to the credit card account until the court accepts the filing. Once the filing is accepted,
the total filing fee to be submitted for the filing is displayed.

« Proposed Order

Description Amount
Filing Fee 50.00
Filing Total: $0.00

Total Filing Fee 50.00
E-File Fee $1.00
Court E-File Fee 51.00

Envelope Total: 52.00

Payment Account

Click to select Payment Account

View Unavailable Payment Accounts

Party Responsible for Fees

Click to select Party Responsible for Fees

Filing Attorney

Click to select Filing Attorney

Filer Type
Default

Undo

Figure 9.23 — Fees Section

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

@ Note: If you enter incorrect payment information in the Payment Account field, you will
receive an error message stating that the account information you entered is invalid. You
must correct the payment information before you can continue with your filing.

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

c. Select the filing attorney from the Filing Attorney drop-down list.
d. Select the filer type from the Filer Type drop-down list.
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Filer Type

Click to select Filer Type

AutoReview

Default

ProSe

Figure 9.24 — Filer Type Drop-Down List

Save Changes Undo I
e. Click to save your changes, or click to cancel the action.

3. Inthe Submission Agreements section, select the check box for the appropriate submission
agreement.

@ Note: Submission agreements are configured by Tyler and may not be available on your
system.

Submission Agreements

| confirm that | have either submitted notice of service OR served parties electronically.

This is an example of another disclaimer.

Figure 9.25 — Submission Agreements Section

4. After completing the fields in all of the sections on the page, perform one of the following actions:

Save as Draft
+ Click —I to stop working on your filing and resume work at a later time. @ Note: To
resume filing a saved draft, navigate to the Filing History page. From the Actions drop-
down list for the specified draft, select Resume Draft Envelope to continue with your
filing.

Summary
* Click to review a summary of your filing.
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Draft # 149689

Case Information

Party Information —

Party Type Party Name Lead Attorney

Plaintiff Felicity Jones Harvey Birdman Required Party &

Defendant Joseph Smith MD Alice Cochran Reqguired Party
@) A2 Anather Party

Filings

Service Contacts

Fees

B

- Acknowledgement

Ea\li = Dra'ﬁ m

Description Amo
Filing Fes 3
Filing Total: 0.
Total Filing Fee 3
Payment Service Fes 3
E-Filz Fea 5
Court E-File Fes k3
Envelope Total: 32.05

Payment Account

American ExpressAmernican ExpressAmernican ExpressAmerd

Party Responsible for Fees
Joseph Smith MD

Filing Attorney

Harvey Birdman

Filer Type
Default

Figure 9.26 — Summary Page

5.

If you clicked

Back
—I to return to the previous page. Make any necessary corrections, and then click

again.

, review the filing for accuracy. If you need to make any changes, click

Submit
6. When you are satisfied with the information in your filing, click - .

Summary
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A new Envelope of your filing is included on the Filing History page.

CoURT FEESs FOR ADDITIONAL CASE PARTIES

The system supports the ability to configure court fees that are to be applied to a party type.

O Note: The ability to collect court fees is configured by Tyler and may not be available on your
system.

When a specific combination of node, case type, and party type matches the configured rule, a court fee is
assessed for additional parties that are added to a case. The configuration is customer-specific. For
example, a fee may not be assessed for the first defendant, but a fee may be charged for each additional
defendant.

Fees —

~ Acknowledgement

Description Amount
Filing Fee $0.00
Filing Total: $0.00

Total Filing Fee $0.00
E-File Fee $1.00
Court E-File Fee $1.00
Party Fee: 3rd Party Defendant (1 x $6.00) $6.00

Envelope Total: $8.00

Payment Account

DD

View Unavailable Payment Accounts
Party Responsible for Fees
Peter Smith

Filing Attorney

Thomas Crump

Filer Type
Default

Figure 9.27 — Fees Section with Party Fees Displayed

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, a dialog box is displayed in which you must select a check box before continuing with your filing.

@ Note: Submission agreements are configured by Tyler and may not be available on your system.
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Submission Agreements

| confirm that | have either submitted notice of service OR served parties electronically.

This is an example of another disclaimer.

Figure 9.28 — Submission Agreements Dialog Box

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 date and time that the filing
was submitted are also displayed. The time stamp corresponds to the time zone in which the filing occurred.

The party, filings, and fees information must be complete before you can view the envelope summary. A
payment account must be assigned to the case to complete the filing process.

To view the envelope summary, perform the following steps:

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

Summary
2. After you have completed the fields in each section, click

The Envelope Summary page is displayed.

70 January 2017 OFS-FS-200-3860 v.1



Viewing the Envelope Summary

Summary - Draft # 149689

Review and submit your envelope

Case Information
Party Information —

Party Type Party Name Lead Attorney
Plaintiff Felicity Jones Harvey Birdman
Defendant Joseph Smith MD Alice Cochran
Filings

Service Contacts

|HH<.

Fees

w Acknowledgement

Description Amount
Filing Fee 50.00
Filing Total: $0.00

Total Filing Fee £0.00
Payment Sernvice Fee 5005
E-File Fee $1.00
Court E-File Fee %1.00

Envelope Total: 52.05

Party Responsible for Fees Joseph Smith

Payment Account American ExpressAmerican
ExpressAmerican
ExpressAmernican
Expressdmerican
ExpressAmerican
Expressfmernican
Express&mernican
ExprassAmerican
ExprassAmencan Exprass

Filing Attorney Hamvey Birdman

Filer Type Default

Figure 9.29 — Envelope Summary Page

Submit
3. Review the page. After you are satisfied with the information in your filing, click - .
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CHAPTER 10 FiLE INTO AN EXISTING
CASE

Torics Covereb IN THis CHAPTER

4 FiLING INTO AN ExiSTING CASE FROM THE FILING HiSTORY PAGE

4 FiLING INTO AN ExisTING CASE FROM THE BOOKMARKS PAGE

4 FiLinG INTO AN ExisTING CASE FROM THE FILER DASHBOARD PAGE
4 CREATING A SERVICE ONLY FILING

4 FiLING AN APPEAL TO AN ExisTING CASE

Once a new case has been created by the courts, you can file into the existing case.
Use one of the following methods to file into a case:

* Onthe Filing History page, locate the case that you want to file into. From the Actions drop-down
list for the specified case, select File Into Case.

» On the Bookmarks page, locate the case that you want to file into. From the Actions drop-down list
for the specified case, select File Into Case.

* Onthe Filer Dashboard page, click File into Existing Case.
* On the Filer Dashboard page, from the Actions drop-down list, select File Into Existing Case.

FILING INTO AN EXxISTING CASE FROM THE FILING
HisTorY PAGE

To file into an existing case from the Filing History page, perform the following steps:
1. On the Filer Dashboard page, from the Actions drop-down list, click Filing History.
The Filing History page is displayed.
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Filing History o}

Filing Status Filing Code Filing Type Filing Description Client Ref #

v Case # CV-2016-019208 - Jimmy Green vs Example Defendant Actions ¥
Envelope # 164073 filed Thursday, April 28, 2016 at 2:22 PM CDT by Tyler FilerSrl

Accepted Motion EFile

v Case # CV-2016-044000 - Happy Farms vs Smiley Acres Actions ¥
Envelope # 164072 filed Monday, August 29, 2016 at 4:50 PM CDT by Tyler FilerSrl, Deferred Until 12:00 AM CDT

Submission Fai... Reponse EFile

» Draft # 164070 Actions ¥
Draft # 164070 started Thursday, April 28, 2016 at 2:03 PM CDT by Tyler FilerSrl

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 164066 filed Thursday, April 28, 2016 at 1:55 PM CDT by Tyler FilerSrl

Accepted Acknowledgment EFileAndServe

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 163057 filed Thursday, April 28, 2016 at 10:07 AM CDT by Tyler Filersri

Accepted Motion EFile
M« L 20 v jtems per page 1-8 of 8 items v}
Back

Figure 10.1 - Filing History Page

2. Locate the case that you want to file into.
3. From the Actions drop-down list for the specified case, select File Into Case.

File Into Case
File Into Case With Template

Service Contacts

Figure 10.2 — Actions Drop-Down List

The Case Information and Party Information fields are already populated since this is an existing
case. You can immediately view the parties associated with the case.
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Case # CC-15-520

Case Information

Party Information

Party Type Party Name Attorney
Defendant Patty Plaintiff -
Plaintitt Danny Defendant -

(¥ Add Another Party

Figure 10.3 — Party Information Section Expanded for Existing Cases

When more than 100 parties are on a case, only the first party of each required type is displayed, along
with a message that additional parties could not be displayed due to system constraints. Add additional
parties to the case if you want.

Case # CC-15-230

Case Information

Location Category Case Type

OFS QA 2013 - Court at Law 2 Civil Appeal

Lower Court/Agency #

Date Filed Case #

5/19/2015 CC-15-230

Assigned to Judge Firm Name Filed By
Individual Individual Filer

Party Information

1612 additional parties excluded due to system constraints.

Party Type Party Name Attorney
Defendant Jane Defendant -
Plaintiff John Plaintiff .

(¥ Add Another Party

Figure 10.4 — Case Information and Party Information Sections

4. Complete the filing details in the Filings section.
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Enter the details for this filing

Filing Type Filing Code

EFile Acknowledgement

Filing Description

Client Reference Number

Courtesy Copies

Due Date

Filing on Behalf of

"Select the parties you are filing on behalf of

Lead Document (Required)

Computer
L
Attachments
Computer
L

Optional Services and Fees

Optional Services and Fees Fee Amount

Comments to Court

Preliminary Copies

L]
Cloud
for 2+ a °
Cloud
lar 2+ a °
Quantity Fee Total

() Add Optional Services and Fees

Unde

Figure 10.5 - Filings Section

a. Select afiling type from the Filing Type drop-down list.

A default filing type can be configured for existing case filings. The default filing type can be set to

EFileAndServe or just EFile.

@ Note: Serve is not a default option.
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Filing Type
EFile

Serve

EFileAndServe

Figure 10.6 — Filing Type Drop-Down List

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

Enter the details for this filing

Filing Type Filing Code
EFile Click to select Filing Code
Filing Description 2
Fs

A Non-Docketed Event

Client Reference|Number Abstract Of Judgment - $4.00
Acknowledgement
Acknowledgement - No Docs Required
Acknowledgment Of Paternity - $10.50 =

Courtesy Copies

i) o

Figure 10.7 — Filing Code Drop-Down List

After you select the filing code, the fee associated with the filing code is displayed.

Enter the details for this filing
Filing Type Filing Code

EFile Abstract Of Judgment - 54.00

Figure 10.8 — Filing Code Field with the Fee Displayed

c. Type adescription of the filing in the Filing Description field.
d. Type a client reference number in the Client Reference Number field.
@ Note: A client reference number is a customer-created number for internal purposes only.

Most courts do not see or refer to the Client Reference Number field for the filing. This is an
optional field.
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e. Type any relevant comments in the Comments to Court field.

f. If you want to send courtesy copies of the filing to another party, type the recipient’s email address in

the Courtesy Copies field.

g. Enter the date the filing is due in the Due Date field by clicking the calendar icon.
© Note: The Due Date field is configured by Tyler and may not be available on your system.

A calendar is displayed from which you can select the specified date.

Due Date

I
4

July 2015 >
Su Mo Tu We Th Fr Sa
2 2 1 2 3 4
5 & 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 24 25

26 271 28 29 30 31 1
2 3 4 5 7

Thursday, July 23, 2015

Figure 10.9 — Due Date Calendar

h. Click the Filing on Behalf of field to select the parties from the drop-down list.

@ Note: The filing on behalf of feature is configured by Tyler and may not be available on your

system.
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Filings @ — |

Enter the details for this filing
Filing Type Filing Code

EFile Acknowledgement

Filing Description

Example Description

Client Reference Number Comments to Court
01000101 (7]
Courtesy Copies Preliminary Copies
(i (i}
Due Date
10/12/2016

Filing on Behalf of

Johnson Cleaners

Figure 10.10 — Filing on Behalf of Field in the Filings Section

i. Click the Lead Document field to select a lead document to load. If your document is stored in the
cloud, click the icon for the cloud service provider where the document is stored.

@ Note: Cloud services are configured by Tyler and may not be available on your system. If
your system is configured for cloud services, you can upload documents from the following
cloud storage providers: Google Drive™ online storage service, Dropbox®, and Microsoft®
OneDrive®.

@ Note: The Lead Document field is required. Only one document can be uploaded as a lead
document.
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Lead Document (Required)

Computer Cloud

Attachments

Computer Cloud

-4 e ¥ a °

Figure 10.11 — Lead Document and Attachments Fields in the Filings Section

j- Type a name for the lead document in the Description field.

@ Note: A maximum length for the document name can be configured by Tyler at the
customer’s request. When configured, if a user assigns a name to a document that exceeds
the maximum character length, a warning message is displayed. If you see this type of
warning message, you must assign a new name to the document before you can continue
with the upload.

k. Click the Security drop-down list to select the level of security to attach to the document.

Lead Document (Required)
AcademicCalendarSpring_test pdf 3464 x5 =
Description Security
Acknowledgement Click to select Security
o,
Attachments General Document
Computer Public (G)
4 Sealed (G)
— -— - —-——

Figure 10.12 — Security Drop-Down List in the Lead Document Section

I. If you have attachments to load, click the Attachments field to select the documents to load. If the
attachments are stored in the cloud, click the icon for the cloud service provider where the
attachments are stored.

@ Note: Not all court locations accept attachments. If your court does not accept
attachments, create the lead document and attachment as one document, and upload the
document in the Lead Document field.

The Optional Services and Fees section is displayed.
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Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

@ Add Optional Services and Fees

Undo Save Changes

Figure 10.13 — Optional Services and Fees Section

() Add Cptional Services and Fees l

m. If you want to add an optional service to the filing, click

The Optional Services and Fees field is displayed.

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

@ Add Optional Services and Fees

Optional Services and Fees

Click to select Optional Service and Fee

Undo Save Changes

Figure 10.14 — Optional Services and Fees Field in the Optional Services and Fees Section

n. Select a service from the Optional Services and Fees drop-down list.

Optional Services and Fees

Click to select Optional Service and Fee

o

Click to select Optional Service and Fee -
Certified Copies - $6.00 each

| Once Per Party - $10.00
Placeholder Service 1

Placeholder Service 2 with a long description to

trigger horizontal scrolling -

Figure 10.15 — Optional Services and Fees Drop-Down List

The fee associated with the optional service is displayed.

o. When you select the service for certified copies, type the number of copies that you want in the Enter
number of certified copies desired field.
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Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total
Priority Processing $6.00 1 $6.00 Actions ¥
Certified Copies $6.00 3 $18.00 Actions ¥

(@ Add Cptional Services and Fees
Optional Services and Fees Enter number of certified copies desired

Certified Copies - $6.00 each 3

Undo Save Changes

Figure 10.16 — Optional Services and Fees Section with Services Selected

p. Add more optional services if you want.
@ Note: If you try to add the same service twice, a warning message is displayed.

@ Note: If you want to remove an optional service before you save your changes, select
Remove optional service from the Optional Service Actions drop-down list.

Remove optional service

Figure 10.17 — Optional Service Actions Drop-Down List

Save Changes
g. When you are done adding optional services, click .

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total
Certified Copies $6.00 2 $18.00 Actions ¥
Priarity Processing $6.00 1 $6.00 Actions ¥

@ Add Optional Services and Fees

Undo Save Changes

Figure 10.18 — Optional Services and Fees Section with Optional Services Saved

@ Note: After you have added an optional service and saved the changes, you cannot edit
that service. You must remove the service and then re-add it.

r. Verify that the service contacts are correct. If you want to add another service contact, select an
option from the Actions drop-down list in the Service Contacts section.

Save Changes Undo l
s. Click to save your changes, or click to cancel the action.
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5. Complete the fields in the Fees section.

O Note: Your credit card is authorized when submitted. However, the transaction fees are not
posted to the credit card account until the court accepts the filing. Once the filing is accepted,
the total filing fee to be submitted for the filing is displayed.

v Proposed Order

Description Amount
Filing Fee 50.00
Filing Total: 50.00

Total Filing Fee $0.00
E-File Fee $1.00
Court E-File Fee $1.00

Envelope Total: 52.00

Payment Account

Click to select Payment Account

View Unavailable Payment Accounts

Party Responsible for Fees

Click to select Party Responsible for Fees

Filing Attorney

Click to select Filing Attorney

Filer Type
Default

Undo

Figure 10.19 — Fees Section

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

@ Note: If you enter incorrect payment information in the Payment Account field, you will
receive an error message stating that the account information you entered is invalid. You
must correct the payment information before you can continue with your filing.

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

c. Select the filing attorney from the Filing Attorney drop-down list.
d. Select the filer type from the Filer Type drop-down list.
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Filer Type

Click to select Filer Type

AutoReview
Default
ProSe

Figure 10.20 — Filer Type Drop-Down List

Save Changes Undo I
e. Click to save your changes, or click to cancel the action.

6. After completing the fields in all of the sections on the page, perform one of the following actions:

. Save as Draft . » .
* Click to stop working on your filing and resume work at a later time. @ Note: To

resume filing a saved draft, navigate to the Filing History page. From the Actions drop-
down list for the specified draft, select Resume Draft Envelope to continue with your

filing.
Summary
* Click to review a summary of your filing.
Summary
7. If you clicked , review the filing for accuracy. If you need to make any changes, click

Back I Summary
to return to the previous page. Make any necessary corrections, and then click
again.

Submit
8. When you are satisfied with the information in your filing, click - .

A new Envelope of your filing is included on the Filing History page.

FILING INTO AN EXISTING CASE FROM THE
BookMARKS PAGE

To file into an existing case from the Bookmarks page, perform the following steps:
1. Onthe Filer Dashboard page, from the Actions drop-down list, click Bookmarks.

The Bookmarks page is displayed.
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Bookmarks
Search

Case Number Location Description

CC-15-1375 OFS QA 2014 Actions ~

8675309 OFS Non-Integrated Actions ~

CV-2016-008764 OFS MockCMS Jane Doe vs Smith Apartments Actions v

CV-2016-008669 OFS MockCMS Peter Plaintiff vs Daniel Defendant Actions ~

CC-16-430 OFS QA 2014 Actions ~

CC-16-381 OF5 QA 2012 Jessy James v. Mark Twain Actions ~

CC-16-379 OFS QA 2012 maricio chantre v. brian woodson Actions v

CC-16-353 OFS QA 2012 Actions =

CC-16-311 OFS QA 2012 lee nabol v. tom james Actions ~

2015-Cv-0097 QAJUD (Odyssey Mainline QA) Test Plaintiff VSTest Defendant Actions ~
10 total items

Figure 10.21 — Bookmarks Page

2. Locate the case that you want to file into.
3. From the Actions drop-down list for the specified case, select File Into Case.

File Into Case
View Service Contacts

Remove Bookmark

Figure 10.22 — Actions Drop-Down List

The Case Information and Party Information fields are already populated since this is an existing
case. You can immediately view the parties associated with the case.
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Case # CV-2016-008669 - Peter Plaintiff vs Daniel Defendant

Case Information

Location Category Case Type
OFS MockCMS Civil Fraud
Lower Court/Agency #

Lower Court Code

Case #
C\V-2016-008669

Party Information —

Party Type Party Name Lead Attorney
Plaintiff Peter Plaintiff i~
Defendant Daniel Defendant v

(¥ Add Another Party

Figure 10.23 — Case Information and Party Information Sections

4. Complete the filing details in the Filings section.
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Enter the details for this filing
Filing Type Filing Code

EFile Acknowledgement

Filing Description

Client Reference Number Comments to Court
(7]

Courtesy Copies Preliminary Copies
(3]

Due Date

Filing on Behalf of

"Select the parties you are filing on behalf of

Lead Document (Required)

Computer Cloud
>
Attachments
Computer Cloud

I+
[
LY

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity

(4]
a °
a °

Fee Total

() Add Optional Services and Fees

Unde

Figure 10.24 — Filings Section

a. Select afiling type from the Filing Type drop-down list.

A default filing type can be configured for existing case filings. The default filing type can be set to

EFileAndServe or just EFile.

@ Note: Serve is not a default option.
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Filing Type
EFile

Serve

EFileAndServe

Figure 10.25 — Filing Type Drop-Down List

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

Enter the details for this filing

Filing Type Filing Code
EFile Click to select Filing Code
Filing Description 2
Fs

A Non-Docketed Event

Client Reference|Number Abstract Of Judgment - $4.00
Acknowledgement
Acknowledgement - No Docs Required
Acknowledgment Of Paternity - $10.50 =

Courtesy Copies

i) o

Figure 10.26 — Filing Code Drop-Down List

After you select the filing code, the fee associated with the filing code is displayed.

Enter the details for this filing
Filing Type Filing Code

EFile Abstract Of Judgment - 54.00

Figure 10.27 — Filing Code Field with the Fee Displayed

c. Type adescription of the filing in the Filing Description field.
d. Type a client reference number in the Client Reference Number field.
@ Note: A client reference number is a customer-created number for internal purposes only.

Most courts do not see or refer to the Client Reference Number field for the filing. This is an
optional field.
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e. Type any relevant comments in the Comments to Court field.

f. If you want to send courtesy copies of the filing to another party, type the recipient’s email address in

the Courtesy Copies field.

g. Enter the date the filing is due in the Due Date field by clicking the calendar icon.

© Note: The Due Date field is configured by Tyler and may not be available on your system.

A calendar is displayed from which you can select the specified date.

Due Date

I
4

July 2015 >
Su Mo Tu We Th Fr Sa
2 2 1 2 3 4
5 & 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 24 25

26 27 28 29 30 31 1

Thursday, July 23, 2015

Figure 10.28 — Due Date Calendar

h. Click the Filing on Behalf of field to select the parties from the drop-down list.

@ Note: The filing on behalf of feature is configured by Tyler and may not be available on your

system.
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Filings @ — |

Enter the details for this filing
Filing Type Filing Code

EFile

Filing Description

Example Description

Client Reference Number Comments to Court
01000101 (7]
Courtesy Copies Preliminary Copies
(i (i}
Due Date
10/12/2016

Filing on Behalf of

Acknowledgement

Johnson Cleaners

Figure 10.29 — Filing on Behalf of Field in the Filings Section

Click the Lead Document field to select a lead document to load. If your document is stored in the
cloud, click the icon for the cloud service provider where the document is stored.

@ Note: Cloud services are configured by Tyler and may not be available on your system. If
your system is configured for cloud services, you can upload documents from the following
cloud storage providers: Google Drive™ online storage service, Dropbox®, and Microsoft®
OneDrive®.

@ Note: The Lead Document field is required. Only one document can be uploaded as a lead
document.
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Lead Document (Required)

Computer Cloud

Attachments

Computer Cloud

-4 e ¥ a °

Figure 10.30 — Lead Document and Attachments Fields in the Filings Section

j- Type a name for the lead document in the Description field.

@ Note: A maximum length for the document name can be configured by Tyler at the
customer’s request. When configured, if a user assigns a name to a document that exceeds
the maximum character length, a warning message is displayed. If you see this type of
warning message, you must assign a new name to the document before you can continue
with the upload.

k. Click the Security drop-down list to select the level of security to attach to the document.

Lead Document (Required)
AcademicCalendarSpring_test pdf 3464 x5 =
Description Security
Acknowledgement Click to select Security
o,
Attachments General Document
Computer Public (G)
4 Sealed (G)
— -— - —-——

Figure 10.31 — Security Drop-Down List in the Lead Document Section

I. If you have attachments to load, click the Attachments field to select the documents to load. If the
attachments are stored in the cloud, click the icon for the cloud service provider where the
attachments are stored.

@ Note: Not all court locations accept attachments. If your court does not accept
attachments, create the lead document and attachment as one document, and upload the
document in the Lead Document field.

The Optional Services and Fees section is displayed.
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Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

@ Add Optional Services and Fees

Undo Save Changes

Figure 10.32 — Optional Services and Fees Section

() Add Cptional Services and Fees l

m. If you want to add an optional service to the filing, click

The Optional Services and Fees field is displayed.

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

@ Add Optional Services and Fees

Optional Services and Fees

Click to select Optional Service and Fee

Undo Save Changes

Figure 10.33 — Optional Services and Fees Field in the Optional Services and Fees Section

n. Select a service from the Optional Services and Fees drop-down list.

Optional Services and Fees

Click to select Optional Service and Fee

o

Click to select Optional Service and Fee -
Certified Copies - $6.00 each

| Once Per Party - $10.00
Placeholder Service 1
Placeholder Service 2 with a long description to

trigger horizontal scrolling -

Figure 10.34 — Optional Services and Fees Drop-Down List

The fee associated with the optional service is displayed.

o. When you select the service for certified copies, type the number of copies that you want in the Enter
number of certified copies desired field.
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Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total
Priority Processing $6.00 1 $6.00 Actions ¥
Certified Copies $6.00 3 $18.00 Actions ¥

(@ Add Cptional Services and Fees
Optional Services and Fees Enter number of certified copies desired

Certified Copies - $6.00 each 3

Undo Save Changes

Figure 10.35 — Optional Services and Fees Section with Services Selected

p. Add more optional services if you want.
@ Note: If you try to add the same service twice, a warning message is displayed.

@ Note: If you want to remove an optional service before you save your changes, select
Remove optional service from the Optional Service Actions drop-down list.

Remove optional service

Figure 10.36 — Optional Service Actions Drop-Down List

Save Changes
g. When you are done adding optional services, click .

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total
Certified Copies $6.00 2 $18.00 Actions ¥
Priarity Processing $6.00 1 $6.00 Actions ¥

@ Add Optional Services and Fees

Undo Save Changes

Figure 10.37 — Optional Services and Fees Section with Optional Services Saved

@ Note: After you have added an optional service and saved the changes, you cannot edit
that service. You must remove the service and then re-add it.

r. Verify that the service contacts are correct. If you want to add another service contact, select an
option from the Actions drop-down list in the Service Contacts section.

Save Changes Undo l
s. Click to save your changes, or click to cancel the action.
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5. Complete the fields in the Fees section.

O Note: Your credit card is authorized when submitted. However, the transaction fees are not
posted to the credit card account until the court accepts the filing. Once the filing is accepted,
the total filing fee to be submitted for the filing is displayed.

v Proposed Order

Description Amount
Filing Fee 50.00
Filing Total: 50.00

Total Filing Fee $0.00
E-File Fee $1.00
Court E-File Fee $1.00

Envelope Total: 52.00

Payment Account

Click to select Payment Account

View Unavailable Payment Accounts

Party Responsible for Fees

Click to select Party Responsible for Fees

Filing Attorney

Click to select Filing Attorney

Filer Type
Default

Undo

Figure 10.38 — Fees Section

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

@ Note: If you enter incorrect payment information in the Payment Account field, you will
receive an error message stating that the account information you entered is invalid. You
must correct the payment information before you can continue with your filing.

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

c. Select the filing attorney from the Filing Attorney drop-down list.
d. Select the filer type from the Filer Type drop-down list.
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Filer Type

Click to select Filer Type

AutoReview
Default
ProSe

Figure 10.39 — Filer Type Drop-Down List

Save Changes Undo I
e. Click to save your changes, or click to cancel the action.

6. After completing the fields in all of the sections on the page, perform one of the following actions:

. Save as Draft . » .
* Click to stop working on your filing and resume work at a later time. @ Note: To

resume filing a saved draft, navigate to the Filing History page. From the Actions drop-
down list for the specified draft, select Resume Draft Envelope to continue with your

filing.
Summary
* Click to review a summary of your filing.
Summary
7. If you clicked , review the filing for accuracy. If you need to make any changes, click

Back I Summary
to return to the previous page. Make any necessary corrections, and then click
again.
8. When you are satisfied with the information in your filing, click .

A new Envelope of your filing is included on the Filing History page.

FILING INTO AN EXISTING CASE FROM THE FILER
DAsSHBOARD PAGE

To file into an existing case from the Filer Dashboard page, perform the following steps:
1. Onthe Filer Dashboard page, click File into Existing Case.

@ Note: You could also click File Into Existing Case from the Actions drop-down list on the Filer
Dashboard page.

The File Into Existing Case page is displayed.
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File Into Existing Case

Select a Location

Location Refine Location

Click to select Location

Search for a Case by
Case Number Party Name

Case Number

Case #

Clear Search

Figure 10.40 - File Into Existing Case Page

2. Select the county or district location from the Location drop-down list.
3. Select the specific court from the Refine Location drop-down list.

@ Note: The items in the list are based on the court that you previously selected.

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

4. Click the search option that you plan to use: Case Number or Party Name.
Enter the search criteria, and then click Search.

6. When the correct case is displayed, select File Into Case from the Actions drop-down list for the
specified case.

o

File Into Case
File Into Case With Template

Service Contacts

Figure 10.41 — Actions Drop-Down List

The Case Information and Party Information fields are already populated since this is an existing
case. You can immediately view the parties associated with the case.
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Case # CC-15-520

Case Information

Party Information

Party Type Party Name Attorney
Defendant Patty Plaintiff -
Plaintitt Danny Defendant -

(¥ Add Another Party

Figure 10.42 — Party Information Section Expanded for Existing Cases

When more than 100 parties are on a case, only the first party of each required type is displayed, along
with a message that additional parties could not be displayed due to system constraints. Add additional
parties to the case if you want.

Case # CC-15-230

Case Information

Location Category Case Type

OFS QA 2013 - Court at Law 2 Civil Appeal

Lower Court/Agency #

Date Filed Case #

5/19/2015 CC-15-230

Assigned to Judge Firm Name Filed By
Individual Individual Filer

Party Information

1612 additional parties excluded due to system constraints.

Party Type Party Name Attorney
Defendant Jane Defendant -
Plaintiff John Plaintiff .

(¥ Add Another Party

Figure 10.43 — Case Information and Party Information Sections

7. Complete the filing details in the Filings section.
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Enter the details for this filing

Filing Type Filing Code

EFile Acknowledgement

Filing Description

Client Reference Number

Courtesy Copies

Due Date

Filing on Behalf of

"Select the parties you are filing on behalf of

Lead Document (Required)

Computer
L
Attachments
Computer
L

Optional Services and Fees

Optional Services and Fees Fee Amount

Comments to Court

Preliminary Copies

L]
Cloud
for 2+ a °
Cloud
lar 2+ a °
Quantity Fee Total

() Add Optional Services and Fees

Unde

Figure 10.44 — Filings Section

a. Select afiling type from the Filing Type drop-down list.

A default filing type can be configured for existing case filings. The default filing type can be set to

EFileAndServe or just EFile.

@ Note: Serve is not a default option.
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Filing Type
EFile

Serve

EFileAndServe

Figure 10.45 — Filing Type Drop-Down List

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

Enter the details for this filing

Filing Type Filing Code
EFile Click to select Filing Code
Filing Description 2
Fs

A Non-Docketed Event

Client Reference|Number Abstract Of Judgment - $4.00
Acknowledgement
Acknowledgement - No Docs Required
Acknowledgment Of Paternity - $10.50 =

Courtesy Copies

i) o

Figure 10.46 — Filing Code Drop-Down List

After you select the filing code, the fee associated with the filing code is displayed.

Enter the details for this filing
Filing Type Filing Code

EFile Abstract Of Judgment - 54.00

Figure 10.47 — Filing Code Field with the Fee Displayed

c. Type adescription of the filing in the Filing Description field.
d. Type a client reference number in the Client Reference Number field.
@ Note: A client reference number is a customer-created number for internal purposes only.

Most courts do not see or refer to the Client Reference Number field for the filing. This is an
optional field.
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e. Type any relevant comments in the Comments to Court field.

f. If you want to send courtesy copies of the filing to another party, type the recipient’s email address in

the Courtesy Copies field.

g. Enter the date the filing is due in the Due Date field by clicking the calendar icon.
© Note: The Due Date field is configured by Tyler and may not be available on your system.

A calendar is displayed from which you can select the specified date.

Due Date

I
4

July 2015 >
Su Mo Tu We Th Fr Sa
2 2 1 2 3 4
5 & 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 24 25

26 271 28 29 30 31 1
2 3 4 5 7

Thursday, July 23, 2015

Figure 10.48 — Due Date Calendar

h. Click the Filing on Behalf of field to select the parties from the drop-down list.

@ Note: The filing on behalf of feature is configured by Tyler and may not be available on your

system.
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Filings @ — |

Enter the details for this filing
Filing Type Filing Code

EFile Acknowledgement

Filing Description

Example Description

Client Reference Number Comments to Court
01000101 (7]
Courtesy Copies Preliminary Copies
(i (i}
Due Date
10/12/2016

Filing on Behalf of

Johnson Cleaners

Figure 10.49 — Filing on Behalf of Field in the Filings Section

i. Click the Lead Document field to select a lead document to load. If your document is stored in the
cloud, click the icon for the cloud service provider where the document is stored.

@ Note: Cloud services are configured by Tyler and may not be available on your system. If
your system is configured for cloud services, you can upload documents from the following
cloud storage providers: Google Drive™ online storage service, Dropbox®, and Microsoft®
OneDrive®.

@ Note: The Lead Document field is required. Only one document can be uploaded as a lead
document.
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Lead Document (Required)

Computer Cloud

Attachments

Computer Cloud

-4 e ¥ a °

Figure 10.50 — Lead Document and Attachments Fields in the Filings Section

j- Type a name for the lead document in the Description field.

@ Note: A maximum length for the document name can be configured by Tyler at the
customer’s request. When configured, if a user assigns a name to a document that exceeds
the maximum character length, a warning message is displayed. If you see this type of
warning message, you must assign a new name to the document before you can continue
with the upload.

k. Click the Security drop-down list to select the level of security to attach to the document.

Lead Document (Required)
AcademicCalendarSpring_test pdf 3464 x5 =
Description Security
Acknowledgement Click to select Security
o,
Attachments General Document
Computer Public (G)
4 Sealed (G)
— -— - —-——

Figure 10.51 — Security Drop-Down List in the Lead Document Section

I. If you have attachments to load, click the Attachments field to select the documents to load. If the
attachments are stored in the cloud, click the icon for the cloud service provider where the
attachments are stored.

@ Note: Not all court locations accept attachments. If your court does not accept
attachments, create the lead document and attachment as one document, and upload the
document in the Lead Document field.

The Optional Services and Fees section is displayed.
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Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

@ Add Optional Services and Fees

Undo Save Changes

Figure 10.52 — Optional Services and Fees Section

() Add Cptional Services and Fees l

m. If you want to add an optional service to the filing, click

The Optional Services and Fees field is displayed.

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

@ Add Optional Services and Fees

Optional Services and Fees

Click to select Optional Service and Fee

Undo Save Changes

Figure 10.53 — Optional Services and Fees Field in the Optional Services and Fees Section

n. Select a service from the Optional Services and Fees drop-down list.

Optional Services and Fees

Click to select Optional Service and Fee

o

Click to select Optional Service and Fee -
Certified Copies - $6.00 each

| Once Per Party - $10.00
Placeholder Service 1

Placeholder Service 2 with a long description to

trigger horizontal scrolling -

Figure 10.54 — Optional Services and Fees Drop-Down List

The fee associated with the optional service is displayed.

o. When you select the service for certified copies, type the number of copies that you want in the Enter
number of certified copies desired field.
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Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total
Priority Processing $6.00 1 $6.00 Actions ¥
Certified Copies $6.00 3 $18.00 Actions ¥

(@ Add Cptional Services and Fees
Optional Services and Fees Enter number of certified copies desired

Certified Copies - $6.00 each 3

Undo Save Changes

Figure 10.55 — Optional Services and Fees Section with Services Selected

p. Add more optional services if you want.
@ Note: If you try to add the same service twice, a warning message is displayed.

@ Note: If you want to remove an optional service before you save your changes, select
Remove optional service from the Optional Service Actions drop-down list.

Remove optional service

Figure 10.56 — Optional Service Actions Drop-Down List

Save Changes
g. When you are done adding optional services, click .

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total
Certified Copies $6.00 2 $18.00 Actions ¥
Priarity Processing $6.00 1 $6.00 Actions ¥

@ Add Optional Services and Fees

Undo Save Changes

Figure 10.57 — Optional Services and Fees Section with Optional Services Saved

@ Note: After you have added an optional service and saved the changes, you cannot edit
that service. You must remove the service and then re-add it.

r. Verify that the service contacts are correct. If you want to add another service contact, select an
option from the Actions drop-down list in the Service Contacts section.

Save Changes Undo l
s. Click to save your changes, or click to cancel the action.
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8. Complete the fields in the Fees section.

O Note: Your credit card is authorized when submitted. However, the transaction fees are not
posted to the credit card account until the court accepts the filing. Once the filing is accepted,
the total filing fee to be submitted for the filing is displayed.

v Proposed Order

Description Amount
Filing Fee 50.00
Filing Total: 50.00

Total Filing Fee $0.00
E-File Fee $1.00
Court E-File Fee $1.00

Envelope Total: 52.00

Payment Account

Click to select Payment Account

View Unavailable Payment Accounts

Party Responsible for Fees

Click to select Party Responsible for Fees

Filing Attorney

Click to select Filing Attorney

Filer Type
Default

Undo

Figure 10.58 — Fees Section

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

@ Note: If you enter incorrect payment information in the Payment Account field, you will
receive an error message stating that the account information you entered is invalid. You
must correct the payment information before you can continue with your filing.

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

c. Select the filing attorney from the Filing Attorney drop-down list.
d. Select the filer type from the Filer Type drop-down list.
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Filer Type

Click to select Filer Type

AutoReview

Default

ProSe

Figure 10.59 — Filer Type Drop-Down List

Save Changes

Undo
e. Click to save your changes, or click —I to cancel the action.

9. After completing the fields in all of the sections on the page, perform one of the following actions:

Save as Draft

;

* Click to stop working on your filing and resume work at a later time. @ Note: To
resume filing a saved draft, navigate to the Filing History page. From the Actions drop-
down list for the specified draft, select Resume Draft Envelope to continue with your

filing.
Summary
* Click to review a summary of your filing.
Summary
10.If you clicked , review the filing for accuracy. If you need to make any changes, click

Back | Summary
to return to the previous page. Make any necessary corrections, and then click
again.

Submit
11. When you are satisfied with the information in your filing, click - .

A new Envelope of your filing is included on the Filing History page.

CREATING A SERVICE ONLY FILING

To create a Service Only filing, perform the following steps:

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

2. Follow one of the methods for filing into an existing case (i.e., from the Filing History page, from the
Bookmarks page, by clicking File into Existing Case in the New Filing section on the Filer Dashboard
page, or from the Actions drop-down list on the Filer Dashboard page).

© Note: The Case Information and Party Information fields are already populated since this is an
existing case.

3. Navigate to the Filings section. Select Serve in the Filing Type field.
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Case # CC-16-3108 - A PlaintifT v. A Defendant

Case Informaticn

Farty Infermation

Filing Code ClemtRet ® Filing Decoription

|+

Faling Desoripbon

Bervice only

Clienit Feterence Number
Courfscy Coplec

Filing on Eshaif of

‘Sefect the parties you are fling on Dehalt of

Service Decument
AcademicCalandarSpring lesipdf s e
Decoripbon

AratemicCalendarSpdng_test ot

Compuisr

£ 4

Senvice Contacts

-
-

) st e g

‘Commens io Court

Frafiminary Coper

Beourity

Click fio select Secwity

B S0.00
Filing Fee
[Filling Totall: 50100

Tetwl Fiing Fes
View Unawallable Fayment Sevounts
Faling Atiorney

3000
Emvaiops Total: 30,00

Py Mason

Frier Troe

Dtz

Figure 10.60 — Case Page

4. Click the Service Document field to select a service document to load. If your document is stored in the

cloud, click the icon for the cloud service provider where the document is stored.

@ Note: Cloud services are configured by Tyler and may not be available on your system. If your
system is configured for cloud services, you can upload documents from the following cloud
storage providers: Google Drive™ online storage service, Dropbox®, and Microsoft® OneDrive®.

@ Note: The Service Document field is required.
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Save Changes
Click )

Add the service contacts that you want to receive a Service Only filing in the Service Contacts section.
If applicable, select the payment account from the Payment Account drop-down list.

If applicable, select the party that is responsible for paying the fees from the Party Responsible for
Fees drop-down list.

9. Select the filing attorney from the Filing Attorney drop-down list.
10. Select the filer type from the Filer Type drop-down list.

11. Select the check box for the appropriate submission agreement in the Submission Agreements
section.

© N oo

@ Note: Submission agreements are configured by Tyler and may not be available on your
system.

Save as Draft | Summary
12.Click to stop working on your filing and resume work at a later time, or click
to review a summary of your filing.

FILING AN APPEAL TO AN EXxisTING CASE

@ Note: The Appellate option is configured by Tyler and may not be available on your system.
Perform the following steps to file an appeal to an existing case using the Appellate option:

1. From the Actions drop-down list on the Filer Dashboard page, select Start a New Case.
O Note: You can also click Start a New Case on the Filer Dashboard in the New Filing section.

The Start a New Case page is displayed.

2. Complete the details for the appeal by using the drop-down lists in the required fields in the Case
Information section:

@ Note: A red box around a field indicates that it is required.
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Case Information & —
Location Refine Location

QAJUD (Odyssey Mainling QA) QAJUD (Odyssey Mainline QA)
Category Case Type

Appellate Case Appeal - Non Criminal
Lower Court Case Number Lower Court Name Lower Court Case Judge

Lower Court Case Description

Undo

Figure 10.61 — Appellate Selections in the Case Information Section

a.

S@a@ =0 ao

Select your court location from the Location drop-down list.

@ Note: The court location is generally the county or district court where you will be doing the
filing.

Select the specific court from the Refine Location drop-down list.

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

@ Note: The items in this list are limited to only the courts in the county or district that you
previously selected.

Select Appellate Case from the Category drop-down list.

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

Type the original case number in the Lower Court Case Number field.

Type the name of the lower court in the Lower Court Name field.

Type the name of the lower court case judge in the Lower Court Case Judge field.
Type a description of the original case in the Lower Court Case Description field.

Save Changes
3. After completing the required fields, click .

@ Note: If you decide to save the draft, you can stop working on the filing and resume work at a later
time. To resume filing a saved draft, navigate to the Filing History page. From the Actions drop-down
list for the specified draft, select Resume Draft Envelope to continue with your filing.
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CHAPTER 11 SEkrvice CoNTACTS

Torics CovereD IN THiIs CHAPTER

4 ADDING SERVICE CONTACTS TO THE FIRM

4 ADDING SERVICE CONTACTS TO A CASE

4 RepLACING A FIRM SERVICE CONTACT

4 DeFAULT STATE OF SERVICE CONTACTS

4 PusLic SErvicE CONTACTS

4 ADDING FIRM SERVICE CoONTACTS FROM A PuBLIC LisT

¢ CreaTE NEw SERvICE CoNTACTS DURING A FiLING

4 SELECTING THE SERVICE METHOD FOR SERVICE CONTACTS
4 VIEWING ATTACHED CAsSE LisT oF FIRM SERVICE CONTACTS
4 LINKING A SERVICE CONTACT TO ANOTHER PARTY

4 SEARCH AND PAGING CAPABILITY FOR FIRM SERVICE CONTACTS
4 REmoVING A SERVICE CONTACT FROM A CASE

4 DELETING A SERVICE CONTACT FROM THE FIRM

You can view the current service contacts and add service contacts to your firm.

ADDING SERVICE CONTACTS TO THE FIRM

You can add service contacts to the list of contacts associated with your firm.
To add a service contact to your firm, perform the following steps:

1. From the Actions drop-down list on the Filer Dashboard page, click Firm Service Contacts.

o =3

Dashboard

Start a New Case

File Into Existing Case
Filing History
Templates

Firm Service Contacts
Bookmarks

Reports

Help

Figure 11.1 — Actions Drop-Down List

The Firm Service Contacts page is displayed.
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Firm Service Contacts

Search by first or last name @ Add Service Contact
Name Email
mary adams retrwvet@aqwer.com Actions »
George Adams gadams(@yahoo.com Actions -
Jennifer d Anderson jennifer.anderson@mailinator.com Actions -
jehn babbit jehnbabbit@tylertech.com Actions -
aaa bbb bbb@tylertech.com Actions -
reggie burbank asdsa@dsfsd.com Actions «
one contact one@contact.com Actions =
two sd contact two@contact.com Actions »
third contact third@econtact.com Actions -
fourth contact fourth@contact.com Actions -

43 total items
o 2 3 4 5 , n temsperpage

Figure 11.2 — Firm Service Contacts Page

(#) Add Service Contact I

2. Click

The Firm Service Contacts page for adding a new contact is displayed.
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Firm Service Contacts

Add Service Contact

Name Email
John Doe j-.doe@tylertech.com Actions ~
First Name Middle Name Last Name
Firm Name Email Administrative Copy
Firm Admin ‘ ‘
Country

United States of America

Address Line 1 Address Line 2 City
5101 Tennyson Plovy Plano
State
Texas
Zip Code Phone Number

75024

Make This Contact Public

Undo

Figure 11.3 — Firm Service Contacts Page for Adding a New Contact

3. Complete the required fields to add the new service contact: First Name, Last Name, and Email.
4. If you want to make the contact available to any filer, select the Make This Contact Public check box.

Save Changes Undo I
5. Click to save the contact, or click to cancel the action.

Save Changes
If you click , the new contact information is displayed in the Firm Service Contacts

list.

ADDING SERVICE CoNTACTS TO A CASE

To add a service contact to a case, perform the following steps:

1. From the Filing History page, locate the case to which you want to add a service contact. From the
Actions drop-down list for the specified case, select View Service Contacts.
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 Actions ~ |
View Filing Details
Wiew Service Contacts
File Into Case

File Into Case With Template

Figure 11.4 — Actions Drop-Down List

The Service Contacts page is displayed.

Service Contacts: Case # CC-15-1830 l
Name Email
v Party: John Doe - Plaintiff h
» Party: Susie Smith - Defendant Actions ¥
» Other Service Contacts Actions ¥
M 4 n L 10 v jtems per page 1-3of 3 items
Close

Figure 11.5 — Service Contacts Page

2. Locate the party to which you want to add a service contact. From the Actions drop-down list for the
specified party, select Add From Firm Service Contacts.

Actions ™

Add From Firm Service Contacts
Add From Public List

Figure 11.6 — Service Contacts Actions Drop-Down List

The Add From Firm Service Contacts dialog box is displayed.
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Add From Firm Service Contacis

Name T Email T
Grover Mallory grover. mallory@tylertech.com -
Suzanne Mason suzanne.mason@gmail.com

Figure 11.7 — Add From Firm Service Contacts Dialog Box

3. Select the check box next to the service contacts that you want to add to the case.

4. After selecting the new service contacts, click .

The new service contacts are now displayed on the Service Contacts page under the party to which the
service contact has been added.

5. Click to return to the Filing History page.

REPLACING A FIRM SERVICE CONTACT

To replace a service contact, perform the following steps:
1. From the Actions drop-down list on the Filer Dashboard page, select Firm Service Contacts.

The Firm Service Contacts page is displayed.
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Firm Service Contacts

Search by first or last name @ Add Service Contact
Name Email
mary adams retrwet@agwer.com Actions ¥
George Adams gadams@yahoo.com Actions ¥
Jennifer d Anderson jennifer anderson@mailinator.com Actions ¥
john babbit johnbabbit@tylertech_.com Actions ¥
aaa bbb bbb@tylertech.com Actions ¥
reggie burbank asdsa@dsfsd.com Actions ¥
one contact one@contact.com Actions ¥
two sd contact two@contact.com Actions ¥
third contact third@contact.com Actions ¥
fourth contact fourth@contact.com Actions ¥

42 total items
P 5 3 a4 5 .,  ltemsperpage: [10 7|

Figure 11.8 — Firm Service Contacts Page

2. Locate the service contact that you want to replace.
3. From the Actions drop-down list for the specified service contact, select Replace Contact.

“iew Contact Details
Replace Contact

Delete Contact

“iew Attached Case List

Figure 11.9 — Service Contacts Actions Drop-Down List

The Replace Service Contact dialog box is displayed.

O Note: A warning message is displayed, which indicates the number of cases to which the
service contact is attached. The warning message also reminds you that replacing a service
contact cannot be undone.
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Replace Service Coniact: Greg Jones

Greg Jones is attached to 3 cases. Replacing a service contact cannot be undone.

Replace with an Existing Service Contact Replace with a New Service Contact

Existing Service Contacts

Click to select Existing Service Contacts

Cancel Save

Figure 11.10 — Replace Service Contact Dialog Box

4. If you want to continue to replace the specified service contact, select one of the following methods to
replace the service contact.

» Toreplace the service contact with an existing contact, select the Replace with an Existing
Service Contact option. Then select a replacement service contact from the Existing Service

Contacts drop-down list. Click m .

Replace Service Contact: Greg Jones I

Greg Jones is attached to 3 cases. Replacing a service contact cannot be undone.

Replace with an Existing Service Contact Replace with a New Service Contact

Existing Service Contacts

Click to select Existing Service Contacts

| o

mary adams
George Adams
. Jennifer d Anderson _

Figure 11.11 — Replace Service Contact Dialog Box with Existing Service Contacts Drop-Down List

» Toreplace the service contact with a new contact, select the Replace with a New Service
Contact option. The dialog box expands with fields to complete for the new contact. Complete

Save Changes
the fields, and click .
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Replace Service Contact: Greg Jones

Greg Jones is attached to 3 cases. Replacing a service contact cannot be undone.

Replace with an Existing Service Contact Replace with a New Service Contact
First Name Middle Name Last Name
Firm Name Email Administrative Copy
Law Firm |
Country

United States of America

Address Line 1 Address Line 2 City

5101 Tennyson Pkwy Plano

State

Texas

Zip Code Phone Number

75024

Make This Contact Public

(i ]

Undo Save Changes

Cancel

Figure 11.12 — Replace Service Contact Dialog Box for Adding New Service Contact

@ Note: You can make the service contact a public contact by selecting the Make This
Contact Public check box.
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Default State of Service Contacts

DEeraAULT STATE oF SERVICE CONTACTS

During filing creation, the system default is for all service contacts to be selected for Service Only and
EFileAndServe filings. You can deselect the service contacts that are not needed for that filing. This feature
shortens your filing time, especially if you have dozens of service contacts associated with a case.

Service Contacts —

Only contacts checked below will be served electronically.

Serve Name Email

v Party: A Defendant - Defendant Actions~ *
George Adams gadams@yahoo.com Actions =

¥~ Party: A Plaintiff - Plaintiff Actions ¥
Greg Jones g.jones@gmail.com Actions ¥

» Party: a a - 3rd Party Defendant Actions ™

» Party: b b - 3rd Party Defendant Actions ™

» Party: c c - 3rd Party Defendant Actions ™

~ Other Service Contacts Actions ™
Lisa Newman lisa.newman@mailinator.com Actions ™
Lucy Steele lucy.steele@yahoo.com Actions ¥

T < > ] 10 v jtems per page 1-6 of 6 items

Figure 11.13 — Service Contacts Selected by Default (With One Contact Deselected)

PuBLic SERVICE CONTACTS

When a service contact is created and associated with a case, it can be designated as a public service
contact. When specified as public, the service contact can then be used by anyone outside your firm.

@ Note: The public service contacts feature is configured by Tyler and may not be available on your
system.

In addition, you can add service contacts from a public list to a case that you are starting or filing into.
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Service Contacts: Case # CC-15-230

Name

» Party: Jane Defendant - Defendant Actions~™
» Party: John Plaintiff - Plaintiff Actions ™

» Other Service Contacts \Actions ¥

Add From Firm Service Contacts
L n L 10 v jtems per page 1
Add From Public List

Figure 11.14 — Service Contacts Page

ADDING FIRM SERVICE CONTACTS FROM A PuBLIC
LisT

@ Note: The public service contacts feature is configured by Tyler and may not be available on your
system.

To add a firm service contact from a public list, perform the following steps:

1. From the Filing History page, locate the case to which you want to add a public service contact. From
the Actions drop-down list for the specified case, select View Service Contacts.

 Actions ~ |
View Filing Details
Wiew Service Contacts
File Into Case

File Into Case With Template

Figure 11.15 — Actions Drop-Down List

The Service Contacts page for the specified case is displayed.

118 January 2017 OFS-FS-200-3860v.1



Adding Firm Service Contacts from a Public List

Service Contacts: Case # CC-15-1850 I
Name Email
~ Party: John Doe - Plaintiff h
» Party: Susie Smith - Defendant Actions ¥
» Other Service Contacts Actions ¥
Moo L 10 » items per page 1-3 of 3 items
Close

Figure 11.16 — Service Contacts Page

2. Locate the party to which you want to add a public service contact.

the specified party, select Add From Public List.

Actions ™

Add From Firm Service Contacts

Add From Public List

Figure 11.17 — Service Contacts Actions Drop-Down List

The Add Service Contact from Public List dialog box is displayed.

From the Actions drop-down list for
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Add Service Contact from Public List X

| First Name Last Name Email Firm Name

| show Selected Fublic Service Contacts

Name Email Firm

total items

Figure 11.18 — Add Service Contact from Public List Dialog Box

3. Type the name of the service contact, or select the Show Selected Public Service Contacts check box
to view the possible choices.

The Add Service Contact from Public List page is displayed.
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Adding Firm Service Contacts from a Public List

Add Service Contact from Public List

| First Name

Last Name Email

ylertech.com

|r. l:‘ Show Selected Public Service Contacts

0 & O & O O

]

Name

11

26499 26499

29210 29210

33

44

No Address but has
email

jfgtojwp.update
aderzwro.update

IgkovzIf update
adijlphx.update

uravaihd ajtkxhwn

ydzgqosvz akstwgtn

Email

1@tylertech.com

26499@tylertech.com

29210@tylertech.com

3@tylertech.com

A@tylertech.com

noaddressbuthasemail@tylerte
ch.com

jfgtojwp.aderzwro@tylertech.co
m

lqkovzif adijlphx@tylertech.com

uravaihd ajtkxhwn@tylertech.c
om

ydzqosvz.akstwgtn@tylertech.c
om

Firm Name

Firm

Matt's QA1 Firm

Matt's QA1 Firm

Individual

Matt's QA1 Firm

Matt's QA1 Firm

mr mister's firm

Test-Law Office of Psoni

Test-Law Office of Psoni

Test-Law Office of Psoni

Test-Law Office of Psoni

1- 1026 of
10252 items

Figure 11.19 — Add Service Contact from Public List Page

4. Click the names of the public service contacts that you want to add to the case.

5. After selecting the public service contacts, click .

The public service contacts are now displayed on the Service Contacts page under the party to which
the public service contact has been added.

6. Click to return to the Filing History page.
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CREATE NEw SERVICE CoNTACTS DURING A FILING

You can add service contacts while filing a case without first adding the service contacts to the Firm Service
Contacts list.

@ Note: This feature is configured by Tyler and may not be available on your system.
Service contacts can be created from the following locations:

» The Filing History page

* When selecting File Into Existing Case from the Filer Dashboard page or the Actions drop-down
list (i.e., performing a case search)

*  When creating a new filing (in the Service Contacts section)

v QOther Service Contacts TS
-
Party: None
First Name Middle Name Last Name
George Adams
Firm Name Email Administrative Copy

gadams@yahoo.com

Country Make This Contact Public Save Contact to Firm Service Contacts
United States of America (1]

Address Line 1 Address Line 2 City

State

Click to select State

Zip Code Phone Number

Figure 11.20 — Other Service Contacts Section (with New Contact Added)

After you add the new service contact, it is added to the Firm Service Contacts page.
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Creating Firm Service Contacts from the Filing History Page

Firm Service Contacts

Search by first or last name @ Add Service Contact
Name Email
mary adams retrwvet@aqwer.com Actions »
George Adams gadams(@yahoo.com Actions -
Jennifer d Anderson jennifer.anderson@mailinator.com Actions -
jehn babbit jehnbabbit@tylertech.com Actions -
aaa bbb bbb@tylertech.com Actions -
reggie burbank asdsa@dsfsd.com Actions «
one contact one@contact.com Actions =
two sd contact two@contact.com Actions »
third contact third@econtact.com Actions -
fourth contact fourth@contact.com Actions -

43 total items
o - 2 3 4 5 , »  Itemsperpage: [10 ¥ |

Figure 11.21 — Firm Service Contacts Page

CREATING FIRM SERVICE CONTACTS FROM THE FILING HISTORY
PAGE

You can add service contacts to the Firm Service Contacts list for an existing case from the Filing History
page.
To create a service contact from the Filing History page, perform the following steps:

1. From the Actions drop-down list, select Filing History.

The Filing History page is displayed.
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Filing History

Filing Status Filing Code Filing Type Filing Description Client Ref #

v Case # CV-2016-019208 - Jimmy Green vs Example Defendant Actions ¥
Envelope # 164073 filed Thursday, April 28, 2016 at 2:22 PM CDT by Tyler FilerSrl

Accepted Motion EFile

v Case # CV-2016-044000 - Happy Farms vs Smiley Acres Actions ¥
Envelope # 164072 filed Monday, August 29, 2016 at 4:50 PM CDT by Tyler FilerSrl, Deferred Until 12:00 AM CDT

Submission Fai... Reponse EFile

» Draft # 164070 Actions ¥
Draft # 164070 started Thursday, April 28, 2016 at 2:03 PM CDT by Tyler FilerSrl

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 164066 filed Thursday, April 28, 2016 at 1:55 PM CDT by Tyler FilerSrl

Accepted Acknowledgment EFileAndServe

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 163057 filed Thursday, April 28, 2016 at 10:07 AM CDT by Tyler Filersri

Accepted Motion EFile
M« L 20 v jtems per page 1-8 of 8 items v}
Back

Figure 11.22 — Filing History Page

2. Locate a case for which you want to add a service contact. From the Actions drop-down list for the
specified case, select View Service Contacts.

 Actions ¥

View Filing Details
View Service Contacts
File Into Case

File Into Case With Template

Figure 11.23 — Actions Drop-Down List

The Service Contacts page for the specified case is displayed.
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Creating Firm Service Contacts from the Filing History Page

Service Contacts: Case # CV-2015-004140 - Debbit Defendant vs Penny Plaintiff

Name Email

v Party: Debbit Defendant - Defendant Actions~>

George Adams gadams@yahoo.com Actions =

v Party: Penny Plaintiff - Plaintiff Actions ¥

Greg Jones g.jones@gmail.com Actions =

v Other Service Contacts Actions ¥

Lisa Newman lisa.newman@mailinator.com Actions =

Lucy Steele lucy steel@yahoo.com Actions =

I« 4 3 ] 10 v jtems per page 1-3of 3 items
Close

Figure 11.24 — Service Contacts Page

3. From the Actions drop-down list for the specified party, select Add New Service Contact.
Actions >
Add New Service Contact

Add From Firm Service Contacts

Add From Public List

Figure 11.25 — Service Contacts Actions Drop-Down List

@ Note: You can also add new service contacts to the case in the Other Service Contacts
section.
The page expands with new fields to complete for the new service contact.

4. Complete the required information for the new contact, and select the Save Contact to Firm Service
Contacts check box to add the contact to the Firm Service Contacts list.
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Save Contact to Firm Service Contacts

Figure 11.26 — Save Contact to Firm Service Contacts Check Box

CREATING FIRM SERVICE CONTACTS DURING A CASE SEARCH (FILE
INTO EXISTING CASE)

To create a firm service contact during a case search, perform the following steps:

1. From the Actions drop-down list on the Filer Dashboard page, select File Into Existing Case.

© Note: You can also click File into Existing Case on the Filer Dashboard in the New Filing
section.

Filer Dashboard

My Filing Activity New Filing
Accepted
Returned
Need help getting started?
Drafts
Served

View All

Figure 11.27 — Filer Dashboard Page

The File Into Existing Case page is displayed.
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Creating Firm Service Contacts During a Case Search (File Into Existing Case)

File Into Existing Case

Select a Location

Location Refine Location

Click to select Location

Search for a Case by
Case Number Party Name

Case Number

Case #

Clear Search

Figure 11.28 — File Into Existing Case Page

. Select the county or district location from the Location drop-down list, and then select the specific court
from the Refine Location drop-down list.

@ Note: The items in the Refine Location list are determined by the location you selected.
@ Note: The location filtering feature is configured by Tyler and may not be available on your

system.
. Click the search option that you plan to use: Case Number or Party Name. Enter the search criteria,

Search
and then click

. From the Actions drop-down list associated with the case, select View Service Contacts.

éActions - |

View Filing Details
View Service Contacts
File Into Case

File Into Case With Template

Figure 11.29 — Actions Drop-Down List

The Service Contacts page for that case is displayed.

5. Locate the party for which you want to add service contacts. From the Actions drop-down list for the
specified party, select Add New Service Contact.
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Actions ™

Add New Service Contact
Add From Firm Service Contacts

Add From Public List

Figure 11.30 — Service Contacts Actions Drop-Down List

The page expands with new fields to complete for the new service contact.

6. Complete the required information for the new contact, and select the Save Contact to Firm Service
Contacts check box to add the contact to the Firm Service Contacts list.

Save Contact to Firm Service Contacts

Figure 11.31 — Save Contact to Firm Service Contacts Check Box

Save Changes
7. Click .

CREATING FIRM SERvVICE CoNTACTS DURING ENVELOPE CREATION
To create service contacts during envelope creation, perform the following steps:

1. From the Filer Dashboard page or the Actions drop-down list, select Start a New Case.

Filer Dashboard

My Filing Activity New Filing
Accepted
Returned
Need help getting started?
Drafts
Served

View All

Figure 11.32 — Filer Dashboard Page

2. Complete the required fields in the Case Information, Party Information, and Filings sections.
3. Navigate to the Service Contacts section. Locate the party to which you want to add a service contact.
4. Select Add New Service Contact from the Actions drop-down list for the specified party.
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Selecting the Service Method for Service Contacts

Actions ™

Add New Service Contact
Add From Firm Service Contacts

Add From Public List

Figure 11.33 — Service Contacts Actions Drop-Down List

5.

Complete the required fields for the new contact.

© Note: The Save Contact to Firm Service Contacts check box is selected by default. You can
clear the check box if you do not want to add the service contact to the Firm Service Contacts
list.

Save Contact to Firm Service Contacts

Figure 11.34 — Save Contact to Firm Service Contacts Check Box

6.

Save Changes
Click , and then continue with the rest of the filing creation.

SELECTING THE SERVICE METHOD FOR SERVICE
CONTACTS

You can select the service method for a service contact when you start a new case or when you add a
service contact to an existing case.

To select the service method for a service contact when starting a new case, perform the following steps:

1.

From the Actions drop-down list on the Filer Dashboard page, select Start a New Case.
© Note: You can also click Start a New Case on the Filer Dashboard in the New Filing section.

The Start a New Case page is displayed.

Complete the details for the new case by using the drop-down lists in the required fields in the Case
Information section:

@ Note: A red box around the field indicates that it is required.

Complete the fields in the Party Information section.

Enter the filing details for the case in the Filings section.

In the Service Contacts section, locate the party to which you want to add a service contact. From the

Actions drop-down list for the specified party, select Add From Firm Service Contacts.
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Actions ™

Add From Firm Service Contacts
Add From Public List

Figure 11.35 — Service Contacts Actions Drop-Down List

The Add From Firm Service Contacts dialog box is displayed.

Add From Firm Service Contacts

Name & Email @
Grover Mallory grover.mallory@tylertech.com -
Suzanne Mason suzanne.mason@gmail.com

Figure 11.36 — Add From Firm Service Contacts Dialog Box

6. Select the check box next to the service contacts that you want to add to the case.

7. After selecting the new service contacts, click .

The new service contacts are now displayed in the Service Contacts section under the party to which
the service contact has been added.

Service Contacts —

Serve Name Email

» Party: Loretta Young - Petitioner Actions¥

v Party: Robert Young - Respondent Actions ¥
Grover Mallory grover.mallory@tylertech.com Actions *

» Other Service Contacts Actions ¥

Figure 11.37 — Service Contacts Section

8. Inthe Service Contacts section, click the name of the new service contact that you added to select a
service method.

The Service Method field is displayed, along with the rest of the service contact’s information.
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Selecting the Service Method for Service Contacts

Party: Robert Young - Respondent

Service Method

Click to select Service Method

| o
Click to select Service Method

Mail

EServe

Mary Ann Firm

Country

United States of America

Address Line 1

5101 Tennyson

State

Texas

Zip Code

75024

Middle Name

Email

grover mallory@tylertech.com

Address Line 2

Phone Number

Last Name

Mallory

Administrative Copy

city

Plano

Undo

Save Changes

Figure 11.38 — Service Method Field in Service Contacts Section

9. Select the service method that you want from the Service Method drop-down list.

@ Note: When the service method is set to EServe, an email address is required. When the
service method is set to Mail, a street address is required.

Service Method

EServe

| 3

Mail
EServe

Figure 11.39 — Service Method Drop-Down List

Save Changes
10.Click

11. Continue with the rest of your filing (i.e., selecting the fees).
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Save as Draft l Summary
12.When done, click either or

VIEWING ATTACHED CASE LisT oF FIRM SERVICE

CONTACTS

To view the case list that is attached to a firm service contact, perform the following steps:

1. From the Actions drop-down list, select Firm Service Contacts.

The Firm Service Contacts page is displayed.

Firm Service Contacts

Search by first or last name @ Add Service Contact
Name Email
mary adams retrwet@aqwer.com Actions =
George Adams gadams@yahoo.com Actions =
Jennifer d Anderscn jennifer.anderscn@mailinator.com Actions -
jehn babbit johnbabbit@tylertech.com Actions -
aaa bbb bbb@tylertech.com Actions -
reggie burbank asdsa@dsfsd.com Actions -
one contact onef@contact. com Actions -
two sd contact two@contact.com Actions «
third contact third@contact.com Actions »
fourth contact fourth@contact.com Actions -

43 total items
o - 2 »  Items perpage: [10 ¥ |

Figure 11.40 — Firm Service Contacts Page

2. Locate the name of the service contact for whom you want to view the attached cases. From the

Actions drop-down list for the specified contact, select View Attached Case List.
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Linking a Service Contact to Another Party

View Contact Details
Replace Contact
Delete Contact

View Attached Case List

Figure 11.41 — Service Contacts Actions Drop-Down List

The attached case list is displayed.

Attached Cases For: one contact X

-

CC-13-1706 -
CC-15-1824
CC-15-2016
CC-15-265
CC-15-266
CC-15-605
CC-15-650
CC-15-977
DC-101-CR-15-0316

Envelope #00016127

Envelope #00024294
Envelope #00024304

Envelope #00025306

Ermralana #NONANOTEE

Figure 11.42 — Attached Cases Page

LINKING A SERVICE CONTACT TO ANOTHER PARTY

You can link a service contact associated to a party on a case to another party on the same case.
To link a service contact to another party, perform the following steps:

1. From the Filing History page, locate the case for which you want to modify the service contacts. From
the Actions drop-down list for the specified case, select View Service Contacts.
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 Actions ~

View Filing Details
View Service Contacts
File Into Case

File Into Case With Template

Figure 11.43 — Actions Drop-Down List

The Service Contacts page for the specified case is displayed.

Service Contacts: Case # CC-15-1850 I
Name Email
+» Party: John Doe - Plaintiff -
» Party: Susie Smith - Defendant Actions ¥
» Other Service Contacts Actions ¥
[EI | L 10 » jtems per page 1- 3 of 3 items
Close

Figure 11.44 — Service Contacts Page

2. From the Actions drop-down list for the specified party, select Link Parties with Contact.
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Search and Paging Capability for Firm Service Contacts

Service Contacts: Case # CC-15-1850

Name Email
~ Party: John Doe - Plaintiff Actions¥
Joyce Jones joyce jones@tylertech.com éActions v

» Party: Susie Smith - Defendant
Link Parties With Contact

» Other Service Contacts Remove Contact

-

] “ » ] 10 v jtems per page 1-3of 3 items

Figure 11.45 — Link Parties with Contact Drop-Down List on the Service Contacts Page

The Link Parties dialog box is displayed. You can link or unlink service contacts to parties on the case by
selecting or clearing the check box associated with the party.

Link Joyce Jones to Parties
Party Type First Name Last Name Business Name
Plaintiff John Doe -
Defendant Susie Smith -
B |_| > H 10 v items per page 1-2 of 2 items
Close

Figure 11.46 — Link Parties Dialog Box

Close
3. Click - to return to the Service Contacts page for the specified case.

SEARCH AND PAGING CAPABILITY FOR FIRM
SERVICE CONTACTS

Firm service contacts can be displayed on multiple pages to allow for searching among the contacts.

The paging is activated when more than 10 service contacts exist in the system. You can select the number
of items per page to be displayed: 10, 25, or 50.
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one contact one@contact.com Actions «
twe sd contact two@centact.com Actions =
third contact third@contact.com Actions -
fourth contact fourth@contact.com Actions =

43 total items
- - 2 3 4 5 ., »  Items perpage: [10 v |

Figure 11.47 — Firm Service Contacts Page with Paging Feature

Also, you can search for a specific service contact by typing part of or the entire contact’'s name in the text
box on the Firm Service Contacts search page.

Firm Service Contacts

‘ Mary] ‘ @ Add Service Contact

Name Email

Mary Beth Smith maryb.smith@abc.com Actions ¥
1 total items

Items per page: |10 v |

Figure 11.48 — Firm Service Contacts Search Page

REMOVING A SERVICE CONTACT FROM A CASE

You can remove a service contact that was previously added to a case.

@ Note: You can remove a service contact from a case only if you or your firm created that service
contact or added that service contact to the case.

To remove a service contact from a case, perform the following steps:

1. From the Filing History page, locate the case from which you want to remove a service contact. From
the Actions drop-down list for the specified case, select View Service Contacts.

The Service Contacts page for the specified case is displayed.
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Deleting a Service Contact from the Firm

Service Contacts: Case # CC-15-1850 I

Name Email

~ Party: John Doe - Plaintiff

» Party: Susie Smith - Defendant Actions ¥

» Other Service Contacts Actions ¥

M« L 10 v jtems per page 1-3of 3 items
Close

Figure 11.49 — Service Contacts Page

2. Locate the service contact that you want to remove. From the Actions drop-down list for the specified
contact, select Remove Contact.

Link Parties With Contact

Remove Contact

Figure 11.50 — Service Contacts Actions Drop-Down List

The contact is removed from the case.

@ Note: A notification is sent to service contacts that are being removed from a case.

O Note: If the contactis a public service contact, it remains on the public service contacts list
and can only be removed from the public list by a member of the firm that originally added the

service contact.

DELETING A SERVICE CONTACT FROM THE FIRM

You can delete a service contact associated with your firm.
To delete a service contact from your firm, perform the following steps:

1. From the Actions drop-down list on the Filer Dashboard page, select Firm Service Contacts.

The Firm Service Contacts page is displayed.
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Firm Service Contacts

Search by first or last name @ Add Service Contact
Name Email
mary adams retrwvet@aqwer.com Actions »
George Adams gadams(@yahoo.com Actions -
Jennifer d Anderson jennifer.anderson@mailinator.com Actions -
jehn babbit jehnbabbit@tylertech.com Actions -
aaa bbb bbb@tylertech.com Actions -
reggie burbank asdsa@dsfsd.com Actions «
one contact one@contact.com Actions =
two sd contact two@contact.com Actions »
third contact third@econtact.com Actions -
fourth contact fourth@contact.com Actions -

43 total items
- B 2 3 4 5 , Items per page: [10 ¥ |

Figure 11.51 — Firm Service Contacts Page

2. Locate the service contact that you want to delete.
3. From the Actions drop-down list for the specified service contact, select Delete Contact.

View Contact Details
Replace Contact

Delete Contact

\iew Attached Case List

Figure 11.52 — Firm Service Contacts Actions Drop-Down List

The Delete Service Contact dialog box is displayed.

@ Note: A warning message is displayed, which indicates the number of cases to which the
service contact is attached. The warning message also reminds you that deleting a service
contact cannot be undone.
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Deleting a Service Contact from the Firm

Delete Service Contact: Greg Jones X

Greg Jones is attached to 3 cases.
Deleting a service contact cannot be undone.

Figure 11.53 — Delete Service Contact Dialog Box

4. Click to delete the contact, or click to cancel the action.

If you deleted the service contact, it is removed from the Firm Service Contacts list and from any filings
to which it was attached.

OFS-FS-200-3860v.1 January 2017 139



CHAPTER 12 FiLiNGS

Torics CovereD IN THiIs CHAPTER

¢ FiLTERING THE FiLINGS QUEUE

4 CoPYING THE ENVELOPE

4 VIEWING THE ENVELOPE DETAILS
4 REsumING THE FiLING PROCESS
4 CANCELING A FILING

After you have uploaded and submitted your filing, the filing is displayed on the Filing History page. From
this page, 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, 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.

View Filings

You can view the details of a case after starting a new case or filing into an existing case by using the Filing
History page.

Use the Filing History page to perform many of the tasks associated with e-filing. From the Filing History
page, you can manage your firm’s service contacts on a case, view the details of the case, add existing
case filings to a case, resume (continue) the filing process of a case saved as a draft, and cancel a filing.
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Filtering the Filings Queue

Filing History o}

Filing Status Filing Code Filing Type Filing Description Client Ref #

v Case # CV-2016-019208 - Jimmy Green vs Example Defendant Actions ¥
Envelope # 164073 filed Thursday, April 28, 2016 at 2:22 PM CDT by Tyler FilerSrl

Accepted Motion EFile

v Case # CV-2016-044000 - Happy Farms vs Smiley Acres Actions ¥
Envelope # 164072 filed Monday, August 29, 2016 at 4:50 PM CDT by Tyler FilerSrl, Deferred Until 12:00 AM CDT

Submission Fai... Reponse EFile

» Draft # 164070 Actions ¥
Draft # 164070 started Thursday, April 28, 2016 at 2:03 PM CDT by Tyler FilerSrl

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 164066 filed Thursday, April 28, 2016 at 1:55 PM CDT by Tyler FilerSrl

Accepted Acknowledgment EFileAndServe

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 163057 filed Thursday, April 28, 2016 at 10:07 AM CDT by Tyler Filersri

Accepted Motion EFile
M« L 20 v jtems per page 1-8 of 8 items v}
Back

Figure 12.1 - Filing History Page

FILTERING THE FILINGS QUEUE

The Filing History page displays the status of each filing. The status information is located in the Filing
Status column.

© Note: You can see the status for only the filings that you have submitted, not for all filings related
to a case.

To filter information in the filings queue, perform the following steps:
1. Select Filing History from the Actions drop-down list on the Filer Dashboard page.

All relevant information concerning your filings is displayed on the Filing History page.
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Filing History

Filing Status Filing Code Filing Type Filing Description Client Ref #

v Case # CV-2016-019208 - Jimmy Green vs Example Defendant
Envelope # 164073 filed Thursday, April 28, 2016 at 2:22 PM CDT by Tyler FilerSrl

Accepted Motion EFile

v Case # CV-2016-044000 - Happy Farms vs Smiley Acres

Submission Fai... Reponse EFile

» Draft # 164070
Draft # 164070 started Thursday, April 28, 2016 at 2:03 PM CDT by Tyler FilerSri

v Case # CC-16-462 (Judge, Civil)
Envelope # 164066 filed Thursday, April 28, 2016 at 1:55 PM CDT by Tyler FilerSrl

Accepted Acknowledgment EFileAndServe

v Case # CC-16-462 (Judge, Civil)
Envelope # 163057 filed Thursday, April 28, 2016 at 10:07 AM CDT by Tyler Filersri

Accepted Motion EFile
- L 20 v items per page
Back

Envelope # 164072 filed Monday, August 29, 2016 at 4:50 PM CDT by Tyler FilerSrl, Deferred Until 12:00 AM CDT

Actions *

Actions *

Actions ¥

Actions ¥

Actions *

1-8ofgitems &

Figure 12.2 - Filing History Page

2. Click Search (m) to filter the search.
The Filing History page for filtering a search is displayed.
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Filtering the Filings Queue

Filing History X

Filter by

My Filings

All Statuses
All Locations

Envelope or Case #

Date Range

* From *To

Clear Search

Figure 12.3 — Filing History Page for Filtering a Search

X
@ Note: To clear the filter, click .

3. Enter more criteria to refine your search.

a. In the Filter by field, select an option from the drop-down list.

Filter by

My Filings

My Firm

Figure 12.4 — Filter by Drop-Down List

b. Select the status from the All Statuses drop-down list.
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All Statuses
A
Accepted
Cancelled
Draft
Receipted
Rejected -

Figure 12.5 — All Statuses Drop-Down List

c. Select the location from the All Locations drop-down list.

d. Ifknown, type the envelope or case number in the Envelope or Case # field.

e. Inthe Date Range field, select the dates for your search. For the From or the To date, click —I to
select dates from a calendar. Or, type the dates manually (for example, 7/15/2015).

“ July 2015 >

Su Mo Tu We Th Fr Sa
1 2 3 4
] T 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25

26 27 28 29 30 31 1

Monday, July 06, 2015

Figure 12.6 - Filter Date Calendar

4. Click

A list of cases meeting your search criteria is displayed.

COPYING THE ENVELOPE

You can copy an envelope to create a new envelope to resubmit to the courts if all filings on the envelope
have been canceled or rejected.

O Note: After you copy your envelope with a rejected filing, note that the first filing in the filing table
is selected.

O Note: This feature requires special configuration by Tyler. The feature can be configured two
different ways. One way is to display the Copy Envelope option only one time. If the system is
configured in this manner, you can copy the envelope only once. You cannot copy it again. The
second configuration is to display the Copy Envelope option at all times. If the system is configured
in this manner, you can copy the envelope multiple times.
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Copying the Envelope

To copy an envelope, perform the following steps:
1. From the Actions drop-down list, select Filing History.

The Filing History page is displayed.

Filing History Q

Filing Status Filing Code Filing Type Filing Description Client Ref #

v Case # CV-2016-019208 - Jimmy Green vs Example Defendant Actions ¥
Envelope # 164073 filed Thursday, April 28, 2016 at 2:22 PM CDT by Tyler FilerSrl

Accepted Motion EFile

v Case # CV-2016-044000 - Happy Farms vs Smiley Acres Actions v
Envelope # 164072 filed Monday, August 29, 2016 at 4:50 PM CDT by Tyler FilerSrl, Deferred Until 12:00 AM CDT

Submission Fai... Reponse EFile

» Draft # 164070 Actions ¥
Draft # 164070 started Thursday, April 28, 2016 at 2:03 PM CDT by Tyler FilerSrl

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 164066 filed Thursday, April 28, 2016 at 1:55 PM CDT by Tyler FilerSrl

Accepted Acknowledgment EFileAndServe

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 163057 filed Thursday, April 28, 2016 at 10:07 AM CDT by Tyler FilerSri

Accepted Motion EFile
PR I 20 v items per page 1 -8 of 8 items v}
Back

Figure 12.7 - Filing History Page
2. Locate your envelope on the Filing History page.
3. From the envelope Actions drop-down list, select Copy Envelope.
‘Actions ¥
View Filing Details

View Service Contacts

Copy Envelope

Figure 12.8 — Actions Drop-Down List

The Envelope page is displayed.
4. Continue with your filing.
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VIEWING THE ENVELOPE DETAILS

From the Filing History page, you can see the information entered for the envelope, the filing details, and
the documents submitted.

To view the envelope details, perform the following steps:
1. From the Actions drop-down list on the Filer Dashboard page, select Filing History.
The Filing History page is displayed.

@ Note: The time stamp indicates the time and date that the filing was submitted. The time stamp
corresponds to the time zone in which the filing occurred.

Filing History o}

Filing Status Filing Code Filing Type Filing Description Client Ref #

v Case # CV-2016-019208 - Jimmy Green vs Example Defendant Actions ¥
Envelope # 164073 filed Thursday, April 28, 2016 at 2:22 PM CDT by Tyler FilerSri

Accepted Motion EFile

v Case # CV-2016-044000 - Happy Farms vs Smiley Acres Actions ¥
Envelope # 164072 filed Monday, August 29, 2016 at 4:50 PM CDT by Tyler FilerSrl, Deferred Until 12:00 AM CDT

Submission Fai... Reponse EFile

» Drait # 164070 Actions ¥
Draft # 164070 started Thursday, April 28, 2016 at 2:03 PM CDT by Tyler FilerSrl

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 164066 filed Thursday, April 28, 2016 at 1:55 PM CDT by Tyler FilerSrl

Accepted Acknowledgment EFileAndServe

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 163057 filed Thursday, April 28, 2016 at 10:07 AM CDT by Tyler FilerSi

Accepted Motion EFile
- | 20 v items per page 1-8of 8 items V]
Back

Figure 12.9 - Filing History Page

2. Locate your case on the Filing History page.
3. From the envelope Actions drop-down list, select View Filing Details.

The Envelope page is displayed.

© Note: Only fields that contain values are displayed in the filing details. Fields that contain no
data are not displayed.
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Viewing the Envelope Details

Envelope # 190698

Envelope |nformation

‘l

Emvelope i1 & Jubmitied ser Name
120822 SIOVIOE 208 FM COT prshpinddtyletech com

Case Information

Losation catagory Cate Trps

oF2 QA 2014 Chvi Fallare: bo Fay Rent
Frosedures | Remedier Damage: Jought

Azoes Setwesn 31000 ang 35000

Party Information

Party Type Party Hame Lead atiorney
Landlond Seth Uikedl Esq Slake Bean re
Tetegant Jimemy Jora -

Filings —_
Filing C-ode Client Ret # Flling Desaripbon
a
-
Filing Details
ling Trpe: Filing Code.
EFle Complaint for Repossession of Rent
Al

unny Acnes Compiiaink tor Repossession
o Feant

Clent Raterance Humber ‘Comments. fo Court
MAOOZS1Z Flease et me Know If you have any
quastions

Filing 3tatuc
Zuberited

Desoripbon Asourtty Duoramioad
= Compiaint for Repossession  Fusiic (@) Original Flle
of Rent
Altachments
Flle Name Desoripbon Asourtty Duoramioad
ZTampie PORRA! 150 Compiaint for Repcssession  Fusiic (@) Original Flle
of Rent

‘Optonal 3erwices and Fess Fee amount ‘Quantity Fee Tolal

(Camifiad Coples .00

Service Contacts

= Complaint for Raposssesion of Rent
Devariphon Amournt
Flling Fes

Ceifed

Cxples

600
Filing Total: 3600

€00
5200
§1.00
§100
Ervedops Total: 510.00
Party Recpancitis for L §10.00
Fear
Payment Aseount AmEX 17288
Filing Atlorney smsac Mooee e
Trangastion Responce Mtorzed
e Fiing Hostory [EERUETEREEET

Figure 12.10 — Envelope Page

4. To return to the Filing History page, either select Filing History from the Actions drop-down list, or click

View Filing History
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REsuMING THE FILING PROCESS

You can resume drafts after logging off from the system or exiting the filing process by accessing your case
on the Filing History page.

Filing History Q

Filing Status Filing Code Filing Type Filing Description Client Ref #

v Case # CV-2016-019208 - Jimmy Green vs Example Defendant Actions ¥
Envelope # 164073 filed Thursday, April 28, 2016 at 2:22 PM CDT by Tyler FilerSri

Accepted Motion EFile

v Case # CV-2016-044000 - Happy Farms vs Smiley Acres Actions ¥
Envelope # 164072 filed Monday, August 29, 2016 at 4:50 PM CDT by Tyler FilerSrl, Deferred Until 12:00 AM CDT

Submission Fai... Reponse EFile

» Drait # 164070 Actions ~
Draft # 164070 started Thursday, April 28, 2016 at 2:03 PM CDT by Tyler FilerSri

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 164066 filed Thursday, April 28, 2016 at 1:55 PM CDT by Tyler FilerSrl

Accepted Acknowledgment EFileAndServe

v Case # CC-16-462 (Judge, Civil) Actions ¥
Envelope # 163057 filed Thursday, April 28, 2016 at 10:07 AM CDT by Tyler FilerSrl

Accepted Motion EFile
] L 20 v items per page 1 -8 of 8 items ]
Back

Figure 12.11 — Filing History Page

To resume the filing process on the case, perform the following steps:

1. Select the draft on the Filing History page for which you want to resume a filing.
2. From the Actions drop-down list for the specified draft, select Resume Draft Envelope.

The envelope is displayed at the location where you left off.
3. Continue completing the fields for this filing.

CANCELING A FILING

You can cancel a filing that you submitted before it has been reviewed by the court.
To cancel the filing, perform the following steps:

1. On the Filing History page, locate the filing that you want to cancel.

O Note: The filing must be in the Submitted state to be canceled.
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Canceling a Filing

2. Pause the cursor over the Cancel icon ( J ), and click the icon.

@ Note: Ensure that you want to cancel the filing before you click the icon. Once you click the
icon, the filing is canceled immediately, and you cannot undo the action.

Filing History

Filing Status Filing Code Filing Type Filing Description

Client Ref #

~ Envelope # 223836
Envelope # 223836 filed Tuesday, December 20, 2016 at 3:50 PM CST by

Submitting Acknowledgement EFile Test

~ Envelope # 222771
Envelope # 222771 filed Monday, December 19, 2016 at 3:45 PM CST by

Under Review Acknowledgement EFile

» Draft# 222770
Draft # 222770 started Monday, December 19, 2016 at 3:42 PM CST by

» Draft # 222767
Draft # 222767 started Monday, December 19, 2016 at 3:28 PM CST by

v Envelope # 222766
Envelope # 222766 filed Monday, December 19, 2016 at 3:24 PM CST by

Under Review Abstract OF Judgment EFile

» Draft# 222760
Draft # 222760 started Monday, December 19, 2016 at 2:32 PM CST by

Actions ¥
on behalf of Tammy Wood

@

Actions ™
on behalf of Alan Winograd
Actions ™
on behalf of Alan Winograd
Actions ¥
on behalf of Alan Winograd
Actions ™
on behalf of Alan Winograd
Actions ™

-

Moo 2 E 4 5 = U 20 v jtems per page 1-200f2187 items ©
Back

Figure 12.12 — Filing History Page — Canceling a Filing
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CHAPTER 13 BOOKMARKS

The Bookmarks page displays a list of case numbers, locations, and descriptions for the cases that you
have bookmarked. Only you and your firm (depending on the firm setup) can see this information. Neither
the public nor any other firm can see your case list.

Search
Case Number Location Description
CC-15-2233 OFS QA 2014 Actions =
CC-16-560 OFS QA 2012 - Court at Law 1 Actions =
CC-16-276 OFS QA 2014 - Court at Law 2 Actions =
CC-15-2222 OFS QA 2014 Actions =
CC-15-4517 OFS QA 2012 Actions =
CC-15-2008 OFS QA 2014 Actions =
CC-15-2005 OFS QA 2014 Actions =
CC-15-2006 OFS QA 2014 Actions =
CC-15-1995 OFS QA 2014 Actions =
CC-15-2001 OFS QA 2014 Actions =

14 total items
H 4 2 H

Figure 13.1 — Bookmarks Page

View Bookmarked Cases

You can view a list of your bookmarked cases, file into an existing case, remove the bookmarked case from
the case list, and add service contacts to the case using the Bookmarks page.

Filing into an Existing Case

To file into an existing case, select File Into Case from the Actions drop-down list on the Bookmarks page.
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Bookmarks

Actions ~

File Into Case
Service Contacts

Remove Bookmark

Figure 13.2 — Bookmarks Actions Drop-Down List

Removing a Case from the Bookmark List

You can remove a case from the bookmarked case list by selecting Unbookmark this case from the
Actions drop-down list on the Bookmarks page.

Add Service Contact to the Case

You can add service contacts to the selected case by selecting Service Contacts from the Actions drop-
down list on the Bookmarks page. The Service Contacts dialog box for the specified case is displayed.
From here, you can add a service contact from the firm’s service contact list, add a service contact from the
public list, or create a new service contact.
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CHAPTER 14 REPORTS

Torics CovereD IN THiIs CHAPTER

4 CREATING A FINANCIAL RECONCILIATION REPORT
4 CREATING A FILINGS REPORT

CREATING A FINANCIAL REcONCILIATION REPORT

The Financial Reconciliation Report contains a report at the Envelope level that is designed to help filers
reconcile their filing fees to their credit card statements.

To run a financial reconciliation report, perform the following steps:
1. From the Actions drop-down list, select Reports.

The Reports page is displayed.

Reports

Financial Reconciliation Report

Run Report
Useful when reconciling financial transactions against filings submitted during a selectable time frame up to 60 days
= Provides envelope level information specific to fees and their capture date
= Delivered in an Excel spreadsheet to allow for filtering and searching
Filings Report Run Report

Useful when looking for detailed information about financial transactions

= Provides filing level details specific to fees tied to each filing in the envelope
= Includes a complete breakdown of the filing fees as well as the date the fees were captured

Figure 14.1 — Reports Page

Run Report
2. Inthe Financial Reconciliation Report panel, click
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Creating a Financial Reconciliation Report

Reports

Financial Reconciliation Report
Useful when reconciling financial transactions against filings submitted during a selectable time frame up to 60 days

o Provides envelope level information specific to fees and their capture date
o Delivered in an Excel spreadsheet to allow for filtering and searching

Report Parameters

Filings Submitted By e M
From 07/01/2015 To 07/03/2015
Locations “ E
Status “ Click to select specific statuses
| Downiosd Report

[Gaicet| ownioaa Repo

Filings Report

Useful when looking for detailed information about financial transactions

Run Report

o Provides filing level details specific to fees tied to each filing in the envelope
o Includes a complete breakdown of the filing fees as well as the date the fees were captured

Figure 14.2 — Report Parameters Panel of Reports Page for Financial Reconciliation Report

3. In the Report Parameters panel, enter the report information in the fields provided:

a. From the Filings Submitted By drop-down list, select either Me or My Firm.

b. Inthe From and To date fields, click —I to select the report date range from a calendar. Or, type
the dates manually (for example, 7/31/2015).
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< July 2015 >
Su Mo Tu We Th Fr Sa

1 2 3 4

] 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

Monday, July 06, 2015

Figure 14.3 — Filter Date Calendar

c. Inthe Locations field, select All (default), or select one or multiple locations from the list.

d. Inthe Status field, select All (default), or select one or multiple statuses from the list.

Cancelled

| Draft
Receipted
Rejected ]
Reviewed E
| Served

T T

Figure 14.4 — Status Field Drop-Down List

Download Report I
4. Click to run the report, or click to cancel the action.

5. Open the report in Microsoft Excel, or save the report to another location.

CREATING A FILINGS REPORT

The Filings Report is a detailed look into every filing, filing status, and fee associated with the filings you or
your firm performed.

To create the Filings Report, perform the following steps:
1. From the Actions drop-down list, select Reports.

The Reports page is displayed.
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Creating a Filings Report

Reports

Financial Reconciliation Report
Useful when reconciling financial transactions against filings submitted during a selectable time frame up to 60 days

Run Report

= Provides envelope level information specific to fees and their capture date
= Delivered in an Excel spreadsheet to allow for filtering and searching

Filings Report
Useful when looking for detailed information about financial transactions

Run Report

= Provides filing level details specific to fees tied to each filing in the envelope
= Includes a complete breakdown of the filing fees as well as the date the fees were captured

Figure 14.5 — Reports Page

Run Report
2. Inthe Filings Report panel, click .
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Reports

Financial Reconciliation Report Run Report
Useful when reconciling financial transactions against filings submitted during a selectable time frame up to 60 days

« Provides envelope level information specific to fees and their capture date
o Delivered in an Excel spreadsheet to allow for filtering and searching

Filings Report
Useful when looking for detailed information about financial transactions

o Provides filing level details specific to fees tied to each filing in the envelope
o Includes a complete breakdown of the filing fees as well as the date the fees were captured

Report Parameters

Filings Submitted By Me v
From 06/25/2015 To 07/02/2015|

Status “ Click to select specific statuses
| Dounioad Report.

[canee | owneaa reor

Figure 14.6 — Report Parameters Panel of Reports Page for Filings Report

3. Inthe Report Parameters panel, enter the report information in the fields provided:

a. From the Filings Submitted By drop-down list, select either Me or My Firm.

b. Inthe From and To date fields, click —I to select the report date range from a calendar. Or, type
the dates manually (for example, 7/31/2015).
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Creating a Filings Report

< July 2015 »
Su Mo Tu We Th Fr Sa
1 2 3 4

sm 7 8 g 10 1

12 13 14 15 16 17 18
19 20 2 22 23 24 25
26 27 28 29 30 i 1

2 3 4 ] 6 7 8

Monday, July 06, 2015

Figure 14.7 - Filter Date Calendar

c. Inthe Locations field, select All (default), or select one or multiple locations from the list.
d. Inthe Status field, select All (default), or select one or multiple statuses from the list.

Cancelled

| Draft |
Receipted
Rejected I
Reviewed I
Served

H

(T P Y LR P P P R

Iiiéﬁ_re 14.8 — Status Field Droﬁ-—Down List

Download Report
4. Click to run the report, or click to cancel the action.

5. Open the report in Microsoft Excel, or save the report to another location.
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CHAPTER 15 TYLER TECHNOLOGIES
TECHNICAL SUPPORT CONTACT
INFORMATION

For assistance, contact Tyler Technologies through the following resources.

Resource Contact Information

Odyssey File & Serve Support Hours 7 am to 9 pm (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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